
26. BLANK TAPES/CO'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 is 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 REOUESTS AND APPEALS 

Most FOIA/P A 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 into the case that corresponds to the final action letter 
(NRC2010 ____ j. After the case is opened, detennine 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. 

3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this papen.vork. 

6. Stack the incorrect final action letters in a separate pile. Write "ERRORS" on a post­
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 

30. ALIEN'S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USC IS GOY 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 PIT 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_1 0) 
• The file is lost or we got a response of not fmmd 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 oftheir 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. 

32.2Always 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, it 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, you must cancel the 
one it replaces_ 

32.6 If the A file has been scanned in and we are waiting on aT -file, review T -file staffings in 
NFTS History. If the T -file has been deleted or combined with an A-file or is from a 
RAF ACS conversion, then cancel 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 infonnation 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 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 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 PIT. 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 response, 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 VOl 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 
0:\Foia\FOIA _ LIBRAR Y\Case _Create_ References\Case _Create_ References_ Unpetfect 
ed Letter or 
0:\Foia\FOIA LIBRARY\Case Create References\Case Create References - - - - - -
Unpetfected 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 TO_ Please refer to section 16a, TD 
(total denial) CASE CLOSINGS. 

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

32.9.1 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? If 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 andre­
staff only if you have the beneficiary's PII and VOl 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: 

32.9_3_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, FOlA 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. 

32.9.3.4.3 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 is a Discussion instructing you to create an interim response letter because the 
individual is incarcerated: 

32.10_1 The request must be over six months old before we send out the interim letter. If 
your case meets this criterion, create an Interim Interest Letter_ 

32.10.2 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. I 0.3 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 NYC, do not redirect to 
the NYC. Have the screen prints of the receipt scanned in as responsive records. Make 
sure the track is TRACK I. 

32.11_2 If the receipt file is marked Lost, File Destroyed, File Cannot Locate, or 
Rejected, please refer to section 12_18. 14, Receiptfiles; Lost receipt file, F;te destroyed, 
File cannot locate or File Rejected. 

32.12 Paper. If a Requestor in the United 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 queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33 .2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF ACS/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 
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 shelflocation) 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 IfNFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and aT -file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffings for files, then 
e-mail NRC, FOIAFll.,EREQ to research and to have the file scanned in if necessary. 

33.6 Not used 

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. 

C. Click on Manage Document from the drop-down menu. 
D. 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. 

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 is 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 took. 

35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 

Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. If this occurs, send an email to NRC, FIPSPROBLEM, copy NRC, FOIA Program, 
t:===::=~·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 infonnation: 

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 ofF ST. 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. 

• 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-staff 
properly. If you are unsure, consult a member ofFST. 

38. FOIA SAFE 

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

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
;t{~Y~.R cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004 

If you see an RPC of"ZW" anywhere, it is a classified file. 
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39. IN TRANSIT FILES 

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

40. MODIFICATION OF RECEIPT DATES 

Modification of receipt dates is a serious matter_ Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 

41. FST 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 Fonns: 

By Phone: 1-800-870-3676 

Website: 

National Customer Service: 1-800-375-5283 

800-898-7180 

247 
WARNII'<G: TI1i~ guide is FOR OFFICIAL USE O:.JLY (FOUO) and is intended for intemal l'<ational Reweds CenM use only. lt~«ltains 
infonnation that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This docum.Jnt is to be controlled, 
handled, transmitted, distribut01l and disposed of in acwrdanwwith Department of Homeland Security policyrdating to Sensitive But 
Unclassified (SBU) infonnati011 and is not to be released to the public or other personnel \\ho do not have a valid need to know without prior 
appro\a[ from the FOIA Officer 

Updated on March 28,2016 

3760 

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



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, 9111 Floor 
Washington, DC 20229-1181 
MAILING ADDRESS OF ICE 

Immigration and Customs Enforcement 
Freedom oflnformation Act Office 
800 North Capitol Street, 5111 Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

U.S. Department of State 
Attn Sheryl Walter 
Office oflnfonnation Programs & Services, SA-2 
NGIS/IPS/RLIRC 
515 22nd Street, NW 
Washington, DC 20522-8001 
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MAILING ADDRESS FOR APPEALS 

DHS, USCIS, NRC 
FOIA Appeals Office 
!50 Space Center Loop, Suite 500 
Lee's Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 

ABD- Abu Dhabi (United Arab Emirates) 

ABJ- Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG- Algiers (Algeria) 

AMN- Amman (Jordan) 

AMS- Amsterdam (Holland) 

ANK- Ankara (Turkey) 

ANT- Antananarivo (Madagascar) 

ASM- Asmara (Eritrea) 

ASN- AsunciOn (Paraguay) 

ATA-Almaty (Kazakhstan) 

ATH- Athens (Greece) 

BCH- Bucharest (Romania) 

BDP- Budapest (Hungary) 

BEN- Bern (Switzerland) 

BGH- Post not Assigned 

BGN- Bridgetown (Barbados) 

BGT- Bogota (Colombia) 
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BLZ- Belize City (Belize) 

BMB- Bombay (aka Mumbai, India) 

BNK- Bangkok (Thailand) 

BNS- Buenos Aires (Argentina) 

BRS- Brussels (Belgium) 

BRT- Beirut (Lebanon) 

BUJ- Bujumbura (Burundi) 

CD!- Ciudad Juarez (Mexico) 

CLM- Colombo (Sri Lanka) 

COT- Cotonou (Benin) 

CPN- Copenhagen (Denmark) 

CRO- Cairo (Egypt) 

CRS - Caracas (Venezuela) 

C SB - Casablanca (Morocco) 

DBL- Dublin (Ireland) 

DHK- Dhaka (Bangladesh) 

DJI- Djibouti (Djibouti) 

DKR- Dakar (Senegal) 

DMS- Damascus (Syria) 

DOH- Doha (Qatar) 

DRS- DarEs Salaam (Tanzania) 
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FRN- Frankfurt (Germany) 

FTN- Freetown (Sierra Leone) 

GEO- Georgetown (Guyana) 

GlM- Guatemala City (Guatemala) 

GUZ- Guangzhou (Canton) 

GYQ- Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM- Ho Chi Minh City (Saigon) 

HLS- Helsinki (Finland) 

HML- Hamilton 

HNK- Hong Kong 

HRE- Harare (Zimbabwe) 

ISL- Islamabad (Pakistan) 

JAK- Jakarta (Indonesia) 

JHN- Johannesburg (South Africa) 

JRS- Jerusalem (Israel) 

KDU- Kathmandu (Nepal) 

KEY - K yiv (Ukraine) 

KHF- Khartoum (Sudan) 

KIN- Kinshasa (Congo) 

KLL- Kuala Lumpur (Malaysia) 

KNG- Kingston (Jamaica) 
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KWT- AI Kuwait aka Kuwait City (Kuwait) 

LGS- Lagos (Nigeria) 

Lffi- Libreville (Gabon) 

LIL- Lilongwe (Malawi) 

LMA- Lima (Peru) 

LND- London (United Kingdom) 

LOM- Lome (Togo) 

LPZ- La Paz (Bolivia) 

LSB -Lisbon (Portugal) 

LUA- Luanda (Angola) 

LUS- Lusaka (Zambia) 

MDD- Madrid (Spain) 

MDR- Madras aka Chennai (India) 

MNA- Manama (Bahrain) 

MNG- Managua (Nicaragua) 

MNL- Manila (Philippines) 

MOS- Moscow (Russia) 

MRV- Monrovia (Liberia) 

MST- Muscat (Oman) 

MTL- Montreal (Canada) 

MTV- Montevideo (Uruguay) 
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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) 

OUG- Ouagadougou (Burkina Faso) 

PHP- Phnom Penh (Cambodia) 

PIA- Praia (Cape Verde) 

PNM- Panama City (Panama) 

PRG- Prague (Czech Republic) 

PRM- Paramaribo (Suriname) 

PRS- Paris (France) 

PTD- Ponta Delgada (Azores) 

PTM- Port Moresby (Papua New Guinea) 

PTP- Port-au-Prince (Haiti) 

PTS- Port of Spain (Trinidad & Tobago) 

RDJ- Rio de Janeiro (Brasil) 

RID- Riyadh (Saudi Arabia) 

RKJ- Reykjavik (Iceland) 

RNG- Rangoon (Burma) 
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SAA- Sana'a (Yemen) 

SAR- Sarajevo (Bosnia & Herzegovina) 

SDO- Santo Domingo (Dominican Republic) 

SEO- Seoul (Korea) 

SGP- Singapore 

SKO- Skopje (Macedonia) 

SNJ- San Jose (Costa Rica) 

SNS- San Salvador (El Salvador) 

SNT- Santiago (Chile) 

SOF- Sofia (Bulgaria) 

STK- Stockholm (Sweden) 

SUV- Suva (Fiji) 

SYD- Sydney (Australia) 

TAl- Taipei 

TAL- Tallinn (Estonia) 

TBL- Tbilisi (Georgia) 

TGG- Tegucigalpa (Honduras) 

THT- Tashkent (Uzbekistan) 

TIA- Tirana (Albania) 

TKY- Tokyo (Japan) 

TLV- Tel Aviv (Israel) 
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INS- 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. 

G 1 -The case has been processed, responsive records were released in fulL 

DP- The case was closed as a duplicate of another case. 

ER- Created in error (see section 15). 

WD- Case was closed as a withdrawaL 

NA- FOIAIP A 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). 

257 
WARNII'<G: TI1i~ guide is FOR OFFICIAL USE 0:-JLY (FOUO) and is intended for intemal l'<ational Reweds CenM use only. It~«ltains 

infonnation that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This docum.Jnt is to be controlled, 
handled, transmitted, distribut01l and disposed of in ncwrdanwwith Department ofHonwland Security policyrdating to Sensitiw But 
Unclassified (SBU) infonnatioo and is not to be released to the public or other personnel \\ho do not have a valid need to know without prior 
appro\a[ fron1 the FOIA Offic<lf 

Updated on March 28,2016 

3770 

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



APPENDIX E: FORMS 

WW\V.USC!S.gOV 

Title Form Number 

Change of Address AR-11 

AR-11SR 

Genealogy Index Search Request G-1041 

G-1041A 

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

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

Biographic Information G-325A 

G-3258 

Biographic Information G-325C 

G-639 

Verification Request (Non-SAVE agencies) G-845 

G-845 Supplement 

Document Verification Request (SAVE Agencies l G-8458 

Return of Orig,inal Documents G-884 

Application for ReplacemenUinitial Nonimmigrant Arrival-Departure Document 1-102 

Petition for a Nonimmigrant Worker 1-129 

Petition for Alien Fiance( e) I-129F 
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Title Form Number 

Petition for Alien Relative 1-130 

_AP..P.!i.9.~t.i.QrJ . .f.9.Lir~.Y!?.l.R.9..9.lJ.!I!!?JJt 1-1 31 

Affidavit of Support 1-134 

App1"1catlon for Advance Permiss·lon to Return to Unrel"lnguished Domicile 1-191 

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

Application for Permission to Reapply for Admission into the United States After 1-212 
.Q!?.P..9.!1~1l9I!.9I.B.~m9_Y.~l 

Application for Removal 1-243 

N.9.t.i.9.!? . .9..tAP.P..~~.I..9X..M.9.!!.9.n 1-2908 

Petition for Amerasian. Widow(erl. or Special Immigrant 1-360 

Affi_;,xitofE!O.,D.OJOJ.§_,_ppox! __ ,n;JnJ•.oUo .E•Won.J.or.,,g_,LQ ,_,.1o_;yJor.EoR!!o.1•wWc 1-361 
359 Amerasian 

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

A!;!plication to Register Permanent Residence or Adjust Status 1-485 

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

.l!J.$JJ.Y!'-!i9.0.$..f9.r..!~.4~.R~.$..i,J.P.P.!~m~D.t(~.JJ.R!.f.A 1-485 Supplement C 

Instructions for 1-485, Supplement E 1-485 Supplement E 
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Title Form Number 

Waiver of Rights. Privileges. Exemptions and Immunities I-508F 

Jmm!.9f.~D.t.P..?.1i1[QD. .. 9.¥.Alt~n..E.o.1r.~.P.f.?.D.!'l.Yf 1-526 

Application To Extend/Change Nonimmigrant status 1-539 

f.QLP..I?_~QD§ .. ~_?.!'J.~[D.9 .. Y.D.QD.l!!1m.!9r.~nt.~t9.tl:l_~ .. w.!JJJ.?.Jn.1bSl .. V.rJ.~.?.9 .. §t.~t§!§ .. QI..!?.~§D~[!?.Q .. Qf.Y. 1-539, Supplement A 
§.t~1~.$., 

lnteragenc:t Record of Request A, G or NATO Dependent Employment Authonzat1on 1-566 
.QJ..QbJLt.l.9.?.t.~.9Ji,i.§1tn.?.O.tJ.Q(.(rg.m..A, .. Q .. QLNAI.Q .. $1~1Y.i?. 

Application for Asylum and Withholding of Removal 1-589 

Application for Advance Processing of Orphan Petition I-600A 

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

Application for Waiver of the Foreign Residence Requirement (under Section 212( e) of 1-612 
t.b§.Jmmigr9.tl.9.!J..~n9 .. N.~t.iQ!J.~l.itY..A9~ ... ~§ .. A!!l.~H9.~.ctl 

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

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

.1mm!.9r.%lti.Rn.9n.ct.N.%1t.i.QD.%lmv.t...9.t 

Report of Medical Examination and Vaccination Record 1-693 

Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 1-694 

N.%1ti.RD.§.I.iW.N:! 
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Title 

AP.P.Ji9.£~.t!Q!!.!9 .. Mi':!§!.§t€1J.i,J_~ .. fr!?.!!!.I~.IT.IP_9.[€!!Y.J.Q.P.~r.IT.J.~D-E!.I:I.LB:_E!.~!9.~.1).1.(\:!n.9.~L§§.9.tl9D. 
245A of Public Law 99-603) 

Refugee/Asylee Relative Petition 

Application for Employment Authorization 

Petition to Classify Convention Adoptee as an Immediate Relative 

Application for Family Unity Benefits 

Application for Action on an Approved Application or Petition 

Inter-Agency Alien Witness and Informant Record 

Contract Between S12Qnsor and Household Member 

Affidavit of Support Under Section 213A of the Act 

Poverty Guidelines 

Intending Immigrant's Affidavit of Support Exemption 

II 
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Form Number 

1-698 

1-730 

1-751 

1-765 

1-777 

1-800 

I-800A 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 
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Title 

Application to Replace Permanent Resident Card 

Request for Premium Processing Service 

Pet'lt'1on for U Non·lmmigrant Status 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 

Request for a Hearing on a Decision in Naturalization Proceedings (Under Section 336 
.Qf.tb.~.JN.AJ 

Monthly Report Naturalization Papers 

Request for Certification of Military or Naval Service 

ARRiication for ReR!acement Naturalization/Citizenship Document 

Application for Certificate of Citizenship 

Application for Citizenship and Issuance of Certificate under Section 322 

Application for Posthumous CitizenshiP 
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Form Number 

1-9 

1-90 

1-905 

1-907 

1-914 

1-918 

1-929 

N-300 

N-336 

N-4 

N-400 

N-426 

N-470 

N-565 

N-600 

N-600K 

N-644 

N-648 
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APPENDIX F: USEFUL ACRONYMS 

AAPM Affinnative Asylum Procedures Manual 

ABC American Baptist Churches 

ACLU American Civil Liberties Union 

ACPA Assistant Chief Patrol Agent 

ADDE Assistant District Director for Examinations 

ADDD Assistant District Director for Deportation 

ADD! Assistant District Director for Investigations 

ADIS Arrival Departure Information System 

AFM Adjudicators Field Manual 

A-File Alien Registration File (basic Alien File) 

AILA American Immigration Lawyers Association 

AO Asylum Officer 

AOBTC Asylum Officer's Basic Training Course 

AOIC Assistant Officer in Charge 

ARB Administrative Review Board 

ARC Alien Registration Card 

ASC Application Support Center 

ASIS Anti-Smuggling Information System 

AUSA Assistant United States Attorney 

ATF (Bureau) Alcohol, Tobacco and Fireanns 
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A VL Asylum Virtual Library 

BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 

BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 

Bene Beneficiary 

BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BORSTAR Border Patrol Search, Trauma and Rescue team 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office I Community Based Organization 

CBP Customs and Border Protection 
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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 Chieflnformation Officer 

CIS Central Index System 

CLAllviS Computer Linked Application Information Management Systems 

C:MHS Center for Mental Health Services 

COA Class of Admission or Change of Address 

COMSEC Communications Security 

CONUS Continental United States 

COOP Continuity of Operations Plan 

COTR Contracting Officer Technical Representative 

COW Central Office Washington 

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 Infonnation 

CUSA Citizenship USA 

DACS Deportable Alien Control System 

DAO District Adjudication Officer 

DD District Director 

D&D Detention & Deportation 

DDD Deputy District Director 

DDP Detention and Deportation Program 

DEA Drug Enforcement Agency 

DEO Detention Enforcement Officer 

DFS Designated Fingerprint Service 

DHS Dept. of Homeland Security 

DLEA Designated Law Enforcement Agency 

DOC Dept of Commerce 

DOD Dept. of Defense 

DOE Date of Entry; or Dept of Energy 

DOJ Dept ofJustice 

DORA District Office Rapid Adjudication 

DOS Dept of State 
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DP Duplicate 

DRO Detention and Removal Office 

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 Electronic Frontier Foundation 

EFOIA Electronic Freedom oflnformation Act (initiative) 

EIR Entrepreneur in Residence 

ELlS 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 Eastern Service Center 

ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 

FARES Fees and Applications Receipt and Entry System 

FBI Federal Bureau of Investigation 

FC Failure to Comply 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security- Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and VIsion fusurance Program 

FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal 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 offuformation 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 Infonnation 

G-639 Freedom of Infonnation/Privacy Act Request 

GAO Government Accountability Office 

GIS Government Information Specialist 

GILS Government Infonnation Locator Service 

GPO Government Printing Office 

GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

269 
WARNII'<G: TI1i~ guide is FOR OFFICIAL USE O:.JLY (FOUO) and is intended for intemal l'<ational Reweds CenM use only. lt~«ltains 
infonnation that may be exempt from public release under the Freedom of Information Act (5 ll.S.C. 552). This docum.Jnt is to be controlled, 
handled, transmitted, di~tribut01l and disposed of in ncwrdanwwith Department ofHonwland Security policyrdating to Sensitiw But 
Unclassified (SBU) infonnatioo and is not to be released to the public or other personnel \\ho do not have a valid need to know without prior 
appro\a[ fron1 the FOIA Offic<lf 

Updated on March 28,2016 

3782 

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



HHS 

HQASM 

HRIFA 

HRSA 

HSA 

HSPC 

HUD 

1-90 

1-129 

I-129F 

1-130 

1-13 I 

1-134 

1- I 40 

1-212 

1-360 

1-485 

I-485A 

1-4858 

1-539 

1-551 

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 Fiancee 

Petition for Alien Relative 

Application for Travel Document 

Affidavit of Support 

Immigrant Petition for Alien Worker 

Application for Pennission to Reapply for Admission into the United States 
After Deportation or Removal 

Petition for Amerasian, Widow(er) or Special Immigrant 

Application to Register Pennanent Residence or to Adjust Status 

Supplement to Form 1-485 

NACARA Supplement to Form 1-485 Instructions 

Application to Extend/Change Nonimmigrant Status 

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

1-600 Petition to Classify Orphan as an Immediate Relative 

1-751 Petition to Remove Conditions of Residence 

1-765 Application for Employment Authorization 

1-821 Application for Temporary Protected Status 

I-864 Affidavit of Support under Section 213A of the Act 

lA Immigration Agent; or Investigative Assistant 

IBF Identity and Benefit Fraud {program) 

IBIS Interagency Border Inspection System 

ICE Immigration and Customs Enforcement 

ICE-BFU ICE Benefit Fraud Unit 

ICEPIC ICE Pattern Analysis and Infonnation Collection. 

ICF Immigration Card Facility 

ICS 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 

D Immigration Judge 
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IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

!RCA Immigration Refonn and Control Act 

IRS Internal Revenue Service 

!SAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS hnage Storage and Retrieval System 

!SSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Infonnation Technology 

ITSR Infonnation Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 

KST Known or Suspected Terrorist 

LAPR Lawfully Admitted Pennanent Resident 

272 
WARNII'<G: TI1i~ guide is FOR OFFICIAL USE O:.JLY (FOUO) and is intended for intemal l'<ational Reweds CenM use only. lt~«ltains 
infonnation that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This docum.Jnt is to be controlled, 
handled, transmitted, distribut01l and disposed of in ncwrdanwwith Department ofHonwland Security policyrdating to Sensitiw But 
Unclassified (SBU) infonnatioo and is not to be released to the public or other personnel \\ho do not have a valid need to know without prior 
appro\a[ fron1 the FOIA Offic.Jr 

Updated on March 28,2016 

3785 

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



LAPS Legalization Application Processing System 

LEAD Leadership Education and Development 

LES Law Enforcement Sensitive 

LESC Law Enforcement Support Center 

LIFE Legal Immigration Family Equity (Act) 

LIN Northern Service Center (Lincoln, NE) 

LOU Limited Official Use 

LPR Lawful Permanent Resident 

LllLAC League of llnited Latin American Citizens 

MF AS Marriage Fraud Amendment System 

MOA Memorandum of Agreement 

MOU Memorandum of Understanding 

N-300 Application to File Declaration of Intention 

N-400 Application for Naturalization 

N-565 Application for Replacement of Naturalization/Citizenship Document 

N-600 Application for Certification of Citizenship 

NACARA Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS Naturalization Application Casework System 

NAILS National Automated Immigration Lookout System 

NARA National Archives and Records Administration 

NBC National Benefits Center 

NCIC National Crime Infonnation Center 
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NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NilS Non-immigrant Infonnation System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

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

NRC National Records Center I Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center I National Security Council 

NSI National Security Infonnation 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NVC National Visa Center 

NWIRP Northwest Immigrant Rights Project 

OA Office Automation 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chieflnfonnation Officer 

OCSE Office of Child Support Enforcement 
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OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 

OFR Office of the Federal Register 

OIC Officer in Charge 

OIG Office of the Inspector General 

OIS Office of Immigration Statistics 

orr Office of Information Technology 

OMB Office of Management and Budget 

OPF Official Personnel File 

OPLA Office of the Principal Legal Advisor 

OPM Office of Personnel Management 

OPSEC Operational Security 

ORR Office of Refugee Resettlement 

ORS Office of Records Services 

osc Order to Show Cause I Office of Special Council 

OSCE Office of Child Support Enforcement 

OS! Office of Security and Integrity 

OTD Office of Training and Development 

ouo Official Use Only 

ovc Office for Victims of Crime 

OWCP Office of Workers' Compensation Programs 
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PA Privacy Act 

PAIC Patrol Agent in Charge 

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 hnplementation Guide 

RAC Resident Agent in Charge 

RAFACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and InternationaJ Operations 

RAPS Refugee, Asylum and Parole System 

RA VU Refugee Access Verification Unit 

RD Redirected to another agency outside DHS 

RDF Records Digitization Facility 

RF Referred to a DHS component other than USC IS 

RL Records Locator 
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RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RID Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 

SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security 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 ofRecord 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

sse Southern Service Center 

SSI Sensitive Security Infonnation 

sso Special Security Officer 

STAR System for Time and Attendance Reporting 

TAC Third Agency Checks 

TAP Tuition Assistance Program 

TCDD Training and Career Development Division 

1ECS Treasury Enforcement Communication System 

TPO Transformation Program Offices 

TPS Temporary Protective Status 

TSA Transportation Security Administration 

TSC Texas Service Center 

TSP Thrift Savings Plan 

TVA Tennessee Valley Authority 

uc Unit Chief 
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UF A Up-front Approver 

OK United Kingdom 

UNHCR United Nations High Commissioner for Refugees 

UNICEF United Nations Children's Fund 

USA United States Army 

USACE US. Anny Corps of Engineers 

USAF United States Air Force 

USC United States Citizen 

U.S.C. United States Code 

USCG United States Coast Guard 

USC IS United States Citizenship and Immigration Services 

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 

VOl Verification ofldentity 

VTVPA Victims of Trafficking and Violence Protection Act of2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

W A/NT A 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://www.uscis.gov/portal/site/uscis/menuitem. Select the tab titled "Education and Resource_" 

Access- Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency- Any executive department, military department, Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record- Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author's sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a perfonnance rating). 

Component -Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure- Specific provisions in the Privacy Act (5 U.S.C § 552a(b )(I) 
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 jurisdiction; 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 ofinfonnation that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall detennination 
on release. 

Freedom of Information Act Request- A request in writing by any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
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 (FIPSl- Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Partv 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 fonns 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 USC IS. The more common forms include: 

• G-28- Notice of Entry of Appearance as Attorney or Representative- This form is used 
for infonnation purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for 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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• G-639 Freedom of Infonnation/Privacy Act Request- This fonn can be used to make a 
FOIA/PA request When completed it provides enough infonnation to complete an 
extensive search for records. 

Individual- The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 

Track Drop-Down List 

Track"' v.: 

~~ 
• Track 1 is used for the less complex cases. These are cases where only one Two or three. 

specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 

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

Track History Icon 

The track history appears in a separate pop-up window. 
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Track History Displayed 

'"" <htoO" "·:O' . t·>' 

'"" ""'""' '""' '" t 
''"' ,,..,,,, '""' ocl ;otto 2 

,,.._, '"""''' '""' ' '"""' '" 

Privacy Act Amendment Request- A request from a US.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record- Any item, collection, or grouping of infonnation about an individual 
which the maintaining agency retrieves by the person's name, identifying number, symbol, or 
other identifying particular assigned to that individuaL This infonnation includes, but is not 
limited to, a person's education, financial, medical, criminal or employment history. 
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Privacy Act Request- A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the Requestor or other personal identifier. Requests are 
received from: 

• 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 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian- The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Infonnation found in immigration records- the forwarding of a record that originated 
with another component ofDHS or another Federal agency for direct response to the FOINP A 
Requestor. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to detennine whether to disclose, or to the 
Federal agency that originated the record. 

Retire- The setvice sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called "retiring" the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider- A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use- An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written 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 is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency- Other administrative agencies of the Executive Branch of the Federal 
government, including other components ofDHS. 
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Third Party Request- A request from any person for access to another individual's record 
without that individual's written 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 
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Ca:it Crntr Flow Chart for All my ltWlfls. 

I Did requester provide an A number or receipt number? 

I YES? I I NO? I 

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

Yes? I I No? 
I YES? I I NO? I 

' 
. .. .. ; . I=~M~ 

Do we have consen18tld verificat.im? Do web ~We consent and verific.,tion? I ,.[ Go out for Pll only. 

I I NO? 
No Yeo 

y,~ Go out for 

~ 
consent I 
verification and 

Does the A number or receipt II Go out for consent/verification. I 
missing PIL 

number match the PII in CIS? 

YES? I I NO? Search for the correct A file or 

~ rece1pt file. 

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

A-Flle I Receipt file I I Yes? I I NO? I 
l ! 

Start over using the Draft N R letter 
'i e-nf.~,- file new A number or and put in U/C 
~(IC;~t<:)fl !n receipt number for a second 
NFTSt:.::E a:,d under the yes Search. 
~tz_ff for fii>:: Consolidated into an colmnn_ 

YeS? 

Venfy file 
location in 
NFTSICIS and 
staff for A file_ 

A :file? 

If not at NVC, staff to originatmg office. 
(ESC'·EAC. SSC:fmC, WfJC:WAC'.I\-ISC.:NEC or 
NSC-'LIN. 
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Entry/Exit Border Incident, 
Removal, Departure,l-94or 
w~sts '" 

1 vo: (+consent il needed)? 
L 

~ ~ 
0 A-l'l.ir:l~er 

PIO'Jid&d~ 

.. 

I y;·s i I ~j: f .... -

Soo·:>:. Did 
jsufindonA· 

\J"1ber! 

···········GJ EJ 

Staf:to- P.oio· to 
t~: ::.1:. C8P. 

Case Create flow Chart for Specific Docs 

Receipt file- Petition­

i·l29forl·l30 

~as the ~·t=tio' bee~ 
cc1;oi.Ca:ec Jto the A-,:1le) 

I ,;, I ~ 
DC· I'"' ~!1'e Co1oohm 
VCI1:and if ;ICI\o~dif 

~eeded i1i!i!dOc', 

~;se~ti!ro:l'. comn(: irctr 
Ee:s::ciary1 e-tho~ t:e 

Peti:-oeer o• 

B ~ 
Secsi~:1ar·i or 
~otn' 

·., 
Sta!' EJB fc-· 
the 
M':e 

GJ l:afffortre 
re.:ei;: I e 

Visa Info, B1/B2, U or T visa 

II VOl (+consent if needed)? 

8 EJ ,,_ 

~ . 
A·:\umiJe: 

pr':·'idedi 

EJGJ 
Sod, Did 
voufhd;~ R: 
\:..mberl 

1,;, I I No I 

D:d·1cJiinda 
·ece:pt file that 

Sta!f 'or 
t·,: f:.:e. l',cuiC re'ate to 

t~e mo 

8~ 
Stoflfort·.e I RC t~ 

r;cei~~ :.:;;, I Deo: of 
I 

State 

SEVIS info, F, J or M \'is a 

VO! j +consent if needed)? i 
! 

8 ~ 
ft.-Nu'!lb~r 0 
rovdedf 

I,:,IIN;f '--~- ' 

• 
s~a~c·,. c d 

~~wlir;clac.~-

~u"lbe·l 

'• --~- --~ ~ 
< 

St;i;" fc·r Rekto 
the~ .•. IC:. 
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Day 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 
25 
26 
27 
28 
29 
30 
31 

JULIAN DATE CALENDAR 
PE~PETUAL 

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Day 
001 032 060 091 121 152 182 213 244 274 305 335 1 
002 033 061 092 122 153 183 214 245 275 306 336 2 
003 034 062 093 123 154 184 215 246 276 307 337 3 
004 035 063 094 124 155 185 216 247 277 308 338 4 
005 036 064 095 125 156 186 217 248 278 309 339 5 
006 037 065 096 126 157 187 218 249 279 310 340 6 
007 038 066 097 127 158 188 219 250 280 311 341 7 
008 039 067 098 128 159 189 220 251 281 312 342 8 
009 040 068 099 129 160 190 221 252 282 313 343 9 
010 041 069 100 130 161 191 222 253 283 314 344 10 
011 042 070 101 131 162 192 223 254 284 315 345 11 
012 043 071 102 132 163 193 224 255 285 316 346 12 
013 044 072 103 133 164 194 225 256 286 317 347 13 
014 045 073 104 134 165 195 226 257 287 318 348 14 
015 046 074 105 135 166 196 227 258 288 319 349 15 
016 047 075 106 136 167 197 228 259 289 320 350 16 
017 048 076 107 137 168 198 229 260 290 321 351 17 
018 049 077 108 138 169 199 230 261 291 322 352 18 
019 050 078 109 139 170 200 231 262 292 323 353 19 
020 051 079 110 140 171 201 232 263 293 324 354 20 
021 052 080 111 141 172 202 233 264 294 325 355 21 
022 053 081 112 142 173 203 234 265 295 326 356 22 
023 054 082 113 143 174 204 235 266 296 327 357 23 
024 055 083 114 144 175 205 236 267 297 328 358 24 
025 056 084 115 145 176 206 237 268 298 329 359 25 
026 057 085 116 146 177 207 238 269 299 330 360 26 
027 058 086 117 147 178 208 239 270 300 331 361 27 
028 059 087 118 148 179 209 240 271 301 332 362 28 
029 088 119 149 180 210 241 272 302 333 363 29 
030 089 120 150 181 211 242 273 303 334 364 30 
031 090 151 212 243 304 365 31 
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JULIAN DATE CALENDAR 
FOR LEAP YEARS ONLY 

Day Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Day 
1 001 032 061 092 122 153 183 214 245 275 306 336 1 
2 002 033 062 093 123 154 184 215 246 276 307 337 2 
3 003 034 063 094 124 155 185 216 247 277 308 338 3 
4 004 035 064 095 r-~o 156 186 217 248 278 309 339 4 
5 005 036 065 096 126 157 187 218 249 279 310 340 5 
6 006 037 066 097 127 158 188 219 250 280 311 341 6 
7 007 038 067 098 128 159 189 220 251 281 312 342 7 
8 008 039 068 099 129 160 190 221 252 282 313 343 8 
9 009 040 069 100 130 161 191 222 253 283 314 344 9 

10 010 041 070 101 131 162 192 223 254 284 315 345 10 
11 011 042 071 102 132 163 193 224 255 285 316 346 11 
12 012 043 072 103 133 164 194 225 256 286 317 347 12 
13 013 044 073 104 134 165 195 226 257 287 318 348 13 
14 014 045 074 105 135 166 196 227 ~"8 <0 288 319 349 14 
15 015 046 075 106 136 167 197 228 259 289 320 350 15 
16 016 047 076 107 137 168 198 229 260 290 321 351 16 
17 017 048 077 108 138 169 199 230 261 291 322 352 17 
18 018 049 078 109 139 170 200 231 262 292 323 353 18 
19 019 050 079 110 140 171 201 232 263 293 324 354 19 
20 020 051 080 111 141 172 202 233 264 294 325 355 20 
21 021 052 081 112 142 173 203 234 265 295 326 356 21 
22 022 053 082 113 143 174 204 235 266 296 327 357 22 
23 023 054 083 114 144 175 205 236 267 297 328 358 23 
24 024 055 084 115 145 176 206 237 268 298 329 359 24 
25 025 056 085 116 146 177 207 238 269 299 330 360 25 
26 026 057 086 117 147 178 208 239 270 300 331 361 26 
27 027 058 087 118 148 179 209 240 271 301 332 3€2 27 
28 028 059 088 119 149 180 210 241 272 302 333 363 28 
29 029 060 089 120 150 181 211 242 273 303 334 364 29 
30 030 090 121 151 182 212 243 274 304 335 365 30 
31 031 091 152 213 244 305 366 31 

USE IN 2004, 2QOS, 2012, 2016, 2020,2024. ETC. 
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APPENDIX 1: ALIEN NUMBER ASSIGNMENT 
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APPENDIXJ: 16 RULES OF CASE CREATE 

1. Read the entire request, including all 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 VOl (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 superv1sor. 

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 is responsive to the request, meaning 
what they ask for, and not necessarily what they provide. For example, if they ask for voluntary 
departure information in 1999, don't staff for a receipt file just because they listed it on the back 
of the G-639_ It is not responsive to the request Always refer to the track I 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 1-94 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 is from a consular office, or a congressional office, you may use the address listed on the 
G-28, or other documents in the request, such as an envelope. If you find no other address, insert 
a Discussion and send the case to Unit Chief Don't forget to look for apartment or suite 
numbers, which are to the far right of Form G-639, and always double check the address. 

10. Make sure you are marking the correct track and it matches the category. Specific requests 
for 3 documents or less are track I cases, 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. FOIAJP A 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 is being closed as a NR, RD, RF, DP, orNA, 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 VOl and 
certification of agreement, it'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 CLATh1S, CIS, PCQS, sending screen prints to be scanned as CSD", or "Sending 
case to Unit Chief, NFTS is currently down", or "Switched tracks from track I 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. I agree to seek clarification 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, 20 15) 

October 23, 2015 
We have updated section 8 13 REQUESTS: Inmate in Federal Custody of the FOIAIP A 
Assistants Guide as follows (new infonnation 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. 

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 FOIAJPA Assistants Guide as 
follows (new infonnation in red, deleted infonnation in strikethrough): 

Section 12.16 Receipt Numbers 

lftke retitieaer is tke Ret:J:I:Iester, B:HB iftke retitiea kas 19eea eeaseliBB:teB iate tke 19eaetieiB:rj's 
A Hie, tHea tHe eeaeHeiary is always tHe SHejeet efreeord. We H'll:lst address aay 60IT6SfleHdeRee 
aBoHt that fletitioR eitiag tHe beRefieiary as the "sHejeet ofreeord" or tHe "reeords' sHejeet." for 

300 
WARNII'<G: TI1i~ guide is FOR OFFICIAL USE 0:-JLY (FOUO) and is intended for intemal l'<ational Reweds CenM use only. It~«ltains 

infonnation that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This docum.Jnt is to be controlled, 
handled, transmitted, distributed. and disposed of in acwrdanwwith Department ofHonwland Security policyrdating to Sensitiw But 
Unclassified (SBU) infonnation and is not to be released to the public or other personnel \\ho do not have a valid need to know without prior 
appro\a[ fron1 the FOIA Offic<lf 

Updated on March 28,2016 

3813 

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



that reasoH, e¥eH tfl:oHgh tHe Ref):Hestor ffi!t)' Ra-ve listed tHe petitioHer as tHe sH9jeet of record, if 
yoH diseo·rer that tHe petitioH is coasoli8ate8 iHto tHe beHefieiary's file, yoH ffiHSt ci=IaHge the 
Haffie of tHe sH9jeet ia FIPS to the beHefieiary. The beHefieiary's A Hl:lffiber goes iH the A 
HHffiber -fielEl, eveH if the Reqttestor eHtereEl the petitioHer' s A Httfflber OH the G 639. 

If you discover that the petition is consolidated into the beneficiary's file, and you ~c9 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 VOl 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_ 

If the petition is consolidated into the beneficiary's file, and you fiJU!PJ: 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 USC IS to file any adjudicated petitions, such as 
the Fonn I-129F or Fonn 1-130 in the beneficiary's record after 
issuance of a visa. Beneficiary consent is required to obtain any 
petitions from their record." 

This is legally important because we must have VOl 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 suNect of record's A-file, and if the Requestor is not the same person as the sztNect of 
record, then we need cert!ficalion of agreement from the su~iect 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 infonnation 
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 245i 
eligibility. If that is the situation, and we have the petitioner's VOl (and certification of 
agreement, if necessary) then you should provide those screen-prints with a RAF ACS staffing. 
This is not usually what happens, so providing screen prints is an exception, not the rule_ 

December 14,2015 
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We have updated section 6.34.3, Deferred Action for Childhood Arrival of the FOIA/PA 
Assistant's Guide as follows (new infonnation in red): 

6.3.4.3 Deferred Action for Childhood Arrival 

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 

• 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 
• 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 FOIAJPA Assistant's Guide as follows 
(new infonnation in red, deleted iAfeffRa-tieR iA stril~edlfeugA): 

12.14 EAD numbers (I 00,000,000 through 199,999,999) 

If the alien number provided by the Requestor is I 00,000,000 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 
CLAllviS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number_ Please refer to sections 12.7.12 12.16 and 12.7.1312_18.12.3 for additional 
infonnation_ If the receipt has been destroyed, follow instructions in 12.7.14 12_18.14. 

12.18_12.4 If the Requestor specifies a receipt file, and the receipt has not been consolidated, 
you may have VOl (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 12.7.13 12.18.6 aR4 or 12.7.14 12.18.14 If it is 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 12.7.14 12.18. 14, Receipt files; Lost receipt file, File destroyed, File 
cannot locate or File Rejected. 

12.124 Empty Jackets 
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IfNFTS 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 HA V. 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. 
12.1812 

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

IfNFTS 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'' 

February 10, 2016 
We have updated section 7.2 Verification ofldentity (VOl) (G-639, dated 3-31-15) of 
the FOWP A Assistant's Guide as follows (new information in red, deleted information in 
strikethrough): 

7.2 Verification ofldentity (VOl) (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 ·.vill coatiRHe to accept tHese. as 
loag as tHey are aatarized or sigaed HAder peaait)' ofperjHry or iaelHde a swam JHra-t/Affidavit. 
A current photo ID, ifaat aotarized or aeeom19aRied l:Jy a eleelara-tioa HReier peaalty af19erjt1ry 
SI9eeiiieally a£testiag to tke iafoFRl:atioa oa tke 19koto ID, is for iafonTJ:atioa !9HFflOSes oaly aad is 
Het can be used for verification of identity. 

We have updated section 7.2 Verification ofldentity (VOl) of the FOIAJPA Assistant's 
Guide as follows (new information in red, deleted information in strikethrough): 

7.2 Verification ofldentity (VOl) 
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 ·.vill coatiRHe to accept tHese. as 
loag as tRey are aatarized or sigaed tiAeler peaait)' ofperjt~ry or iaelH:ele a swam JH:ra-t/Affidavit. 
A current photo ID, ifaat aotarized or aeeom19aRied l:Jy a eleelara-tioa tiReler peaalty afJ9erjt1ry 
SfJeeiiieally a-ttestiag to tke iafoFRl:a-tioR oR tke J9koto ID, is for iaformatioR fJHFflOSes oaly aRdis 
Het can be used for verification of identity. 

303 
WARNII'<G: TI1i~ guide is FOR OFFICIAL USE 0:-JLY (FOUO) and is intended for intemal l'<ational Reweds CenM use only. It~«ltains 

infonnation that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This docum.Jnt is to be controlled, 
handled, transmitted, distributed. and disposed of in acwrdanwwith Department ofHonwland Security policyrdating to Sensitiw But 
Unclassified (SBU) infonnatioo and is not to be released to the public or other personnel \\ho do not have a valid need to know without ptior 
appro\al fron1 the FOIA Officer 

Updated on March 28,2016 

3816 

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



We have updated paragraph 9.2.2, under section 9.2 Redirection of the FOIAIP A 
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 NV C. Have the screen prints of the receipt scan in as responsive 
records. Make sure the track is TRACK I. Create the request using RAF ACS (not 
RAF ACS/CIS). Find the infonnation 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 VOl or 
certification of agreement we asked for of the FOIA/P A Assistant's Guide as follows (new 
information in red, deleted information in strikethrough): 

32.8.2 The Requestor/subject may not return the VOl 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: 

0:\Foia\FOIA LIBRARY\Case Create References\Case Create References G-- - - - - -
639 _ Unperfected Letter _for _3-31-2015 or 
0: \F oia\FO lA _ LIBRAR Y\Case _Create_ References\Case _Create_ References_ Unpeifected 
Letter or 
0:\Foia\FOIA _ LIBRARY\Case _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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8im13ly !3FO'Ii6iag a ee13y efa birtH eertiheate, clriver's lieeRse, er alieR eanl fer tHe reeer6s 
stibjeet will Ret fulhll this reEJ:uiremeat. 

February 29, 2016 
We have updated section 6.1.1.10. RULES FOR ENTERING INFORMATION ON THE 
FIPS WORKSHEET of the FOIAIP A Assistant's Guide as follows (new infonnation in red, 
cleleteEI infermatioR iR striketHrougH): 

6.1.1_10 If the request came to us on Fonn G-639, you should use the name and address 
of the Requestor in Section, "Requestor 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 reEJ:uest is eR ferm G 939, 13lease Ele Ret use the aEIElress eR the eRvele13e, or ferm 
G 2S or letterHeaEI as tHe ReEJ:uestor adclress witHout hrst S!3eakiRg witH a su13ervisor 
aBout it, aBEl after you Elo, ereate a DiseussioR sayiRg you Elicl so. If there is, a eover letter or 
other cleoomerit s13eeifyiRg d:lat tHe reeer6s sHeulcl be seAt tea 6iffereRt a66ress thaa tHe oRe 
s13eeifie6 OR tHe reEJ:uest, use tHe oRe tHe RieEJ:uestor s13eeifies. P-lease ereate a DiseussioR 
en19iai:RiRg: vffiy yoH are Ret mailiRg: it to the aEI8ress iR Re€JHeslerlnfoffHcHifJTI. 

If the request is not on Fonn 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 supetvisor 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 is an attorney, please look at the name of the finn. 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 finn 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 attorney, then simply use the address that is in the 
Requestor Infonnation 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 aud changed the uame of section 12.18.16 Creating Staffing 
and Acknowledgement letters for ELlS cases to Creating Staffing and Acknowledgement letters 
for ELIS2 cases of the FOIA/P A 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 ELlS. 
Any references from this point on refer to ELIS2. 

(The opdated slideshews, ELlS Researeh StaffRedaet ELlS, a•d ELlS Researeh StaffRedaet 
PCQ8 ean Be feHR6 at 0:\FOIA\POIA Lil:lrary\Case Create RefereHees, also ia CoHReet aRd 
~ 

12. 18.16 Creating Staffing and Acknowledgement letters for ELIS2 cases 

12.18.16.1 Deleted 

Step 1• Find the JOE Receipt Number 

Whenever you create a case, please check beth the ELlS afie ELIS2 blocks in PCQS to search 
for ebl& iRferlfl:atioR the IOE Receipt number. 

3B3S 

'Gl3 

C~~I!,1S :- ,,,,~ 

C~J154 

::_CPf.IS 
-;co,:.E·JH 

' ::X.5-C'~~­

,,~15GC·~~>-UIN 

eGISC·J'i-R'lACS 
_::EUS 

"EIF'J"<C~ 

EC<R 

If you get a response of"Person Found In: ELIS2," please eliel( twiee check the box and click 
"Search Selected Persons" to get your IOE Receipt number. 

F:r;Uiome 

"----·····:··:···:··, .. , .,.~~~;.~:~,~;.~~.:_ ____ _::'"~'"~"''-------~"'=':._ ___ ~,;4~-____ _cE=:S::__ 
: .· ,uv::f:.oo.,t..t~.,., .· . 

You will come to the page below, "Activities Search Results." Please copy the IOE Receipt 
number. 

r 
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Copy JOE Receipt number 

,------------------------------------------------------------------------------------------------L·---------------------------·-·· 
:••• ••••w•w•o•••• 

L3&1Wte Fi"s'Jlarn bT Sxr~e Rl~ ~~tiliti t'~$ 
tc-· --------------'--------~··· 

l::: .... J~g~_! .............. ~.~!~ ....................... ~!:':':~ ..... :.~~~::::::'~-'~~---:.•.::~.:.~.:~.~~:.~~:.:::~.:~~-~~:.::.~~~-~~::~1:.:'::.~.~~:!: ........... :'!~~? ........ ?:?!.~~~:~.:~~:: .. ... ._ ......... ._.,._ ......... ._,,._,,,, ,,._ 

o:i!:~:fSe~:!ffii:!l.r.<t .... : ... 0:~':1:~~-~~.-'9~.~~--

12.18.16.2 Deleted 

Step 2: Is the case open or closed? 

To detefffiiBe '.;hat language (if aoy) gets eeried aBd rasted iete the 8taffieg aod 
AeluwwledgmeHt letters, yeti Aa-ve to Inlow tviO tAiHgs: 

1. Is tHis a self reEJ:tiest or a reqttest from AttorRey1Rel3reSeRtative/OtHers? 
2. Is tHe ease 013eR or closed? 

Yott eaR see if tHe ease is 013eR or elosecl OR tHe BLI8 Case IRFo sereea_ lfyott dott91e click tHe 
13ersoR's iRfofftlatioR iR PCQ8 (sa!Tl:e 13laee wHere yott 6013ied tHe lOB Rttm9er aBo¥e), tHe 
"Primary Ap13lieaRt 8H!Tl:!Tl:ary" clefattlt screea ',Nill clisplay. 
Using this same Activities Search Results section, check the box on the ELIS2 line, then click 
"View Selected Activities." 

f·················································································································································································································································· 

i :::-: [miqbt Reed r .•. ~., f~'JB[_' '>P:.rol "'~''' R!~~~~. ~:ro<!ml<n !f[t*r;~:...'tlcifm-C-11ict'i(t~ ;,"i-,:ll> n;~m ~r:~H~i<:.inl em 
, .............. .>: ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 

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

-~~;<iie~;!f;l;)*'r~~ 
- -----~-- - -----~-- " ... _ _, _,,__,,__, _ _, """"", 

¥;~;:<~i·~~:J.S<~-l.¢~~, ~ :::.J~~-~-~-~-@:: ,.: 
: ........................................................................................................... ::::::::::::::::::::::::::::::::::::::: ... ::::::::::::::::::::::::::::::::::::::::::::: .. ::::::::::::::::::::::::::::::::: ............. . 

Please eliclc to display tHe "Case IRfo" sereea. OR tHe left side of tHe Case IRfe sereeR, yott'll see 
a ca-tegory eallecl "Case 8ta-te'' AeFess from the Case Sta-te, yeti'll see oRe offe~:~r 013tioRs: 

A A t a n_ 1 £6Cel3 e 
B. 013timizeEI 
C. ReopeRed 
D. Closed 

On the ELIS2 details screen, find the "Case State" in the "Account Header" section. 
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If the case state is accepted, optimized or reopened, your case is open_ Closed meaHs elosed_ 

Account Header 

Name Reed Enright 
~~--~~----~~----~~----~~----~~----~~----~ 

Alien Number A2 

Account ID 

Date of Birth 

Country of Birth 

Place of Birth 

Gender 

Case ID 

0 

0 

~~~~~~~~~~~~~~~ 

Case State Accepted 
~~--~~----~~----~~----~~----~~----~~----~ 

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 Details 

Case ID 

Receipt Number IOE090 
,-~--~~----~~----~~----~~----~~----~~--~-

Receipt Date 
~~~~~~~~~~~~~~~-

Case Status 

Case Status 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 nonnally would, except paste "IOE" and the number into the 
"Topic" line on the FIPS worksheet. 
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IOENumber Topi.c Line 

NOTE: Putting the JOE Receipt number in the Topic line is the only way we have to track ELlS 
and ELIS2 cases. 

Next, eitRef create aft 88C or 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 5a(l) 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(l) 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 Sb(l ). 

Case Details 

Case ID 

Receipt Number 

Receipt Date 

Case Status 

IOE090 

~·~~~~~~~~~~~~~~ 

Case Status Date 0 

Case State 

Case State Date 

Step 5a(I): Staffing letter 

Closed 

0 
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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'' 

• Do not replace "DO NOT MAKE REDACTIONS." Leave it at the end of the second 
bullet. 

Before: 

MEMORANDUM FOR: 
NSC 
P 0 BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 
nsc,foiafilereq 

FROM NRC FOIAIP A 

SUBJECT: Freedom oflnfonnation /Privacy Act Request NRC20l6 
Alien#: 2 
Subject Name: Reed Enright 

The attached FOIAIPA 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. 

• 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 oflnfonnation!Privacy Act Request, NRC20l6 
Alien#: 2 
Subject Name: Reed Enright 

310 
WARNII'<G: TI1i~ guide is FOR OFFICIAL USE 0:-JLY (FOUO) and is intended for intemal l'<ational Reweds CenM use only. It~«ltains 

infonnation that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This docum.Jnt is to be controlled, 
handled, transmitted, distributed. and disposed of in acwrdanwwith Department ofHonwland Security policyrdating to Sensitiw But 
Unclassified (SBU) infonnati011 and is not to be released to the public or other personnel \\ho do not have a valid need to know without prior 
appro\a[ fron1 the FOIA Offic<lf 

Updated on March 28,2016 

3823 

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



After: 

MEMORANDUM FOR: 
NSC 
P 0 BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 
nsc,foiafilereq 

FROM NRC FOIAIP A 

SUBJECT: Freedom oflnformation /Privacy Act Request NRC2016 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

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

• Please conduct a thorough search for all responsive records physically in, and within the 
functional pun.:iew 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 oflnfonnation/Privacy Act Request, NRC2016 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

Step 5a(2): Acknowledgement letter 

Open cases from Attorney/Representatives or self-requests: 

• Add the paragraph, "From the USCIS Electronic Immigration System (ELlS) 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 aod CD paragraphs 
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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/$7.00/$1025 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 (ELlS) 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_ 

This office will be providing your records on a Compact Disc (CD) for use on your personal 
computer. The CD is 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/P A Officer, or fax them to (816) 350-5785_ 

Step 5b(l): 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: 

FROM 

NSC 
P 0 BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 
nsc,foiafilereq 

NRC FOIAIPA 
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SUBJECT Freedom oflnformation /Privacy Act Request NRC20 16 
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 your 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 oflnformation/Privacy Act Request, NRC20160 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

Step 5b(2): Acknowledgement letter 

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

-:~ There is .11.9 .. ~hll:!:J.g~ to the Acknowledgement letter 

ELlS FAQ's 

Q: The NFTS screen print says that ELlS is consolidated into aT-file. How do I fill out the Staffing 
Sheet? 

A: If ELlS is consolidated into an A or T-file per NFTS, 4.9 .. 119~ replace the A-number with the IOE 
receipt nwnber or replace the second bullet. Create as a nonnal case (not in ELlS), except don't 
forget to add the IOE Receipt number to the FIPS worksheet. 

Q: Which FCOs adjudicate the Fonn 1-90') 

A: MSCINBC, SSC and WSC. .. check NFTS for the correct staffing. 

313 
WARNII'<G: TI1i~ guide is FOR OFFICIAL USE 0:-JLY (FOUO) and is intended for intemal l'<ational Reweds CenM use only. It~«ltains 

infonnation that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This docum.Jnt is to be controlled, 
handled, transmitted, distributed. and disposed of in ncwrdanwwith Department ofHonwland Security policyrdating to Sensitiw But 
Unclassified (SBU) infonnation and is not to be released to the public or other personnel \\ho do not have a valid need to know without prior 
appro\a[ fron1 the FOIA Offic<lf 

Updated on March 28,2016 

3826 

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



r·············································································l 

I 
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Introduction 

The United States Citizenship and Immigration Services (USCIS) uses an automated system, 

Freedom oflnfonnation Act/Privacy Act Infonnation Processing System (FIPS) to create, 
control and process all Freedom oflnformation Act/Privacy Act (FOIAJP A) 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/P A 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 USC IS. 

This SIG Standard Operat;ng Procedure (SOP) is designed to assist in processing SIG FOIA 
and PA requests. It is to augment 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 

1.1. SIG receives correspondence the following ways: 

• Regular mail (OA Room mail box) 

• Fax (OA Room) 

• Email 
L USCIS FOIA email box 
IL SIG email box 
Ill Personal email box 
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1.2. Correspondence can be: 

• FOIA/PA requests 

K. F.ll.in~, Dlfe<.'I>.:Jr 

Rnkn: 
'J'.Iohert 

Tdeyh.::>ne: 
'h"WW.iit~'i>\.<)t_g 

-·(~'m.uin;: f,.>b~ lbmvsh hi~;,,,,,,,.,,," 

\'JA HRSTCI.ASS MAIL 

u.s, t~t;v.;nship and lmm!.g:r--rtkm sc-r~,('C~ 
~.a!"ional Records Ct>nler. f()IA'PA Olf...:.: 
t'. 0. llil>i. 64tf0Hl 
!,ef:.'~ Summil. MO M{l64·Sll!O 

AU~nti1m: SENIOR HJl.1 OFFICER 

Rl:~ llntdruu 4fl11fMID.1ti11u. At:t Requ~M:t 

To wh<•m it m11y umcem: 

SIG 

NOV r; ~"~ 
RECEIVED 

Pur:mikm tCI ihcl'm1.1nm nnMmma<il!!'ll\Cl, l.'.S.C,, ~( .S~:l,l .. :.l.ml CFJ~- J ll3.8 et S~)., l, 
Pet~ D. Jowph, as l:?iCI:Uth\l Di~IGr 011 l.>d>.1lf <)flb.c AsM\dativn m hwe~t In tho~ USA. 
("'ll.t.ISA"i, am h<!reby making Jhi~ f<'qt>~·~J for rdell:'le (li infommlicm. 

W.e rap~ffolly requot tlua1 }Oil pkDc prfJvide tin~ ftlllull'inx; 

1. Copy ufttll ('JN:Jatitnl!ll r\1les ~hr !be !'i(V; mvit•w board at USC1S. 

HUSA is a 51>1 (•·)((>) 11(>N(,qm:.Ht tt,lde org.mizmion c:ompri,cd of OSC!S 4-:~igmued 
Rcgnmlli (\wWf fl]t,.'ll!i'l~...-~ wru, maL1«g<:._ Of'<"m!e- and pmmote ~-rnpl!>)'ID';'!\1 n.~Miolg 
irl~'estniem imo spec1ficd ;~~~)®I arl!:L1 ufthc llllit<~ Sl~•tt·~ .-'\~ "''"'.h II US/' lm~ ll vita! 
inwrt~ in l11l' infmmatimo sol!ght m th"> fr'l"cr\1'"1 of l•<tvrmat,.-.n R~J.UC$l. 

As :~ 1m& orw:ni><"alion w~ h~"tt JW irm'n.""it in th•• pcTiunul it~li:moo!it)jl -pCllllilliB_s 'OC• 
bl.-'n<lfJCiari<:S <)J JWIJti;I_I!WfS. _R;>tl\d: W<.' have a \'~led intCfC$1 i~ the Vlfl'l(IU~ 1~$U<;'.~ ~fisill£ 
in ..:om'lectirHI with RegioMI C.:~t~r -1ffilimN uppH.;ut:\;•11.$ <~nd rctitu:m-,;_ -n~ f!U~'f"'~"' nf 
tht_~ reque~t !s to advnnce and mainla:irl Rtgioual Ct!ttcr ir.dll$fty strmd!ll'ds and lk~t 

pru-tic<::l'.. 

A:loeciatioo to !,,_In tl>..\ U~A (nl.ISA) 
Vi@; 1,-..,.;•r --TQt,_ W;,ckr> r><>-,-e.4• ~1-.>u 

Ct""'-<ill'' !ll>MaO.I'l<J~ 

P-~!l" l ,,f;t 
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• P A Amendment Requests 

Prlvacy Ac~ Amendment 

SIG 
JUN 0 3 !013 

RECEIVED 

U.S. Chizen~hip amllmrdgratio~ Servjc~ 
National Rtt.ords ('_,enter 
FOlAiPA Office 
P.O. Box 648{)10 
[,~':!> S:l<:nlmit, MO 64064·!Wto 

008: 
POB< 
r.s. ,'\ddrtu: 

To \Vhom '!t May Cooccm; 

Please be advlsW th~l t)l.lf d~tnt cntcrctl thr Unite-d Statta. ln 
1AA statlt'l en Ov-rober !9, 2()\:! pursuant tQ hi~ employer's hlankt:l L p111Won. The: L.lA visa 
w1.s i~stted !n Montflrrey. Mcxi~.Q (vi.a # valid lOOCTW111o -(l80CT2013. Sct­
.at~L'hcd wpy cfFotm 1·94. Visa S1amp and J~as.spmt Biographic page. 

1n Dttcmber 2012, 1pplk:d 10~ a $0Ci<~[ security number at the. Mus"kc&>ee, 
Oklahoma St~c~t $(::t.."l.l.t~ty Admini~!tation otlke. LventuaUy. a ~Qcial sa.'llrily nurt!"ber <.;,.•as: 
i~sucd; however, WM in:fmm11:d !.hi'lt til~ CSClS SAVE d!ita~ lndu4es the 
f(l-linwlng typogmphkal etroi -wnceming his mlcldlt- tlarrtc: 

l.NACCLRA.TE lnform.atKm in lJSCIS record:.: 

The tOllowing endnscd dtx:um~nt:> Jemonstratl." !lw m~1. ~pt;llint c,f 
f;1ll name: ·u Passporr.hitl(ifaphic: Piigc; 2.} fcmi 1-94~ 3.) L-l Vlsa stamp; St~ped pas..~-p0tt 
page ~ndarsed on Oc!oiwr 19, 20!2 ! il'<i:id admbsloo to the U.S< or1 tim t, 1 
w1.1tk vi<;H}. va!id through September JO, 2015; and 4,) hnrn 'l·l29S Nnaimruigrant f'et!tion 
flased 011 Blanket L Pctitbtt e1tdon:ed by lho;· U.S. (onsulalc .in Mllllterrey, Mexko. 
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,_ 
Somt: 

• 

·~ Subject: 

Related to an existing FOIA request (CSD) 

.\;for the f!lgione: c~nter, I belie~ i1 ~ :b·5 fler;rur-<~:1 (~·nter. tM I'm ~!!l ~u~itlve. ~erh~pslt'; best to >~~fUl tor 
tt»t on(! ~fl'l<.ll"her:; tll~twculd Ire ~oHtuHed b\'IM 1'\<.'!aled (Om~~. ~a~~~~ 

lhill1kS 

Frt~m: 

Sent: Frl~, Nov.Jmber 29, 2013 $:1$ AM 
TIH 

Stlbject: E6·5 f'OJA it'®tSt 

Mr. 

rm. Wi1h the USC IS FOlA oflic!>. rm !M'Jrking the FOIA request (attacl1ed) that y<>u 
submitted wlated to an EB·5 regional center. 

Before 1 COI'ltinue worldng oo yourreqllest, 1 need:) ~ rnaaing address (whtlra to $eM 100 r~X:ord~) 
arnl 2) can )'Ou clarify which EB-S regional center yollr inquir'-ng aboLrt, i:> it nall100 

or does L'le Re-gi<)nal canter have 13nolher name" 

Thimk yoo 

•• Page8of93 I 
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• Referral 

ro: users 
~RC 
FQIA O.'v<siw1 
De~(tlfHtlmel~rnf.j~rily 
A~n tlorm Ri~g 
100 Spaoo Ce>l1o:< ~w~ 
Suite :lOO 
~e«'s S:Jm'llfl. l.tJ &1064 

t')Q~<dM ~tdy 
s~o!Kin Chlcl 
Rl>oortJ'Irlfurrr~iL..,., Ois,.,•~irl2fi0n S<l<:OOn 
~cord~ Men~mMt D••Woc" 

AUG U 2fi1J 

SIG 

AUG 16 10B 

RECEIVED 
Subj.,.;l: ~OIIP<\ Raq"eol ol 

=Bl!'OWA# ... 
In ool'l!"<lct011 ..,'lh re'lle>N<ri FBI ii:es res="" lG lt>e oocve <e!jl.leSt. tte fo:k~\in~ ,...;ra lc<:ated: 

P ~~~ i,Hl;;l~ UOcvmenl~ whi(:ll orlglm!tW wi!tl '!")~!( agel'l)" ae tw."'sl tcltlfrec b Y'J>J foe <1•~1 
rw..;:x:n•~ lo the "'G~-- "T~& rea.:eiiler hi!Wee~ OI<Ms;ed Qf~ roterml. Flsa'l~ fl.>:~1~h ~• will1 a 'Gi>Y 
or ~wr<!lstWlUit' totter ~~:; llle Ill~. (See !n(JeJt A} 

r ·- FSI ®<;uma:rll$) o:ur:t:linln~ ill!omlilt0<1!b<~)CU1t:eor0ng fOI,tl :ISW'O:y. 

I We Mil adv!sotl\e """""'""' !<> e•pect a ~<!'llct<asfXl!IS'IImm your ll{J1!ncy mgartfing 111"' 

'"""· r PI- r~"l""' tfl::. lrol<t~iO<l aM r&lum ~ d<l~l.lf>le<:tGto us. >lUMP") a<<, d~l~t"-Orli )'OU 
ds6.., ~opf...W (S.N ~ .. BJ 

0 __ <.faMfo&l fl<X!Il~ll!S) whitll Ni!Jb"W~ -.1!h ~ti>Jt ar;;em~)." rc/are ~~~ Mffiii"M ID yot, b! d<i"O!C: 

I"WJl'.li1S9 tl Ule requ<>tite.". Tna lllq..e.il~r hAl hn I!OI.~ean <IIJV:Wd 0'1 W:! rot~~<lt P=<:~~ti lilrlli$"- 11!1 
w~h 11 (;<)I)Y of 'l'(lllfoi~ lallecto 1110 rt'l:l:le5taf. andad;·llle i.<!: if lh~dli~>'Of"JC<I!IOrl ~r the ~H>l6<lMS) 
cr.3~ so llr3t "'e mil;' arht•nO oudl!e:!. (Stf {l!fltN C} 

r ·-o1~M~ Ail dot ..... ent(~~ OOI>tainirlg i!tfum•el\.l.• (brac~oNed) C>meem4"!< ~~ "'4&rley 

r- ""'"" w~l ad....., ~he re<p>Sillr w e<i>ett a dinx:l res~ fr:>m )'">ur ageAc)" r~<l~iti:Y this 
~~. 

r• ~atil re..WW lhls irtr:ll"'rloltlol1- !ai<Jmltw dlll'w>OII<ll(~) I>> lll!. making <or.~ d-"'ns )'OU 
~&ert> :OWr>JP!i<ll&. C·lFtlll ~ a~(&) daim~~- F""'>~ ~-1~0 ~>I~ !!~«>~" II' th~ 
doo;;rw>OI($) stgj warr2t!l d.""sifioalioc.. ($<><> indwt D; 

r F>liilllm nrJII! t,_ 11(10""! of tho ~nOO.~ttr.l dll(li;ITI<>ntl; !;!lntr.ln d~t.ltil>.r.s maW IIi 111& FBI. Th~ WPJ'l!)liM& 
~l\lmplil>~ ~r,~va~ ntr<! to tho! rWR<r..:l irtt0NJ1&1io~. nw raq- fTI~y I'm- ~'' ap:i)e;ll/ry wrili•'!< tG th& Oit...,M. 
Qffice ~ l®rm3looo Pol>:y (O!P), u s. 09pal"tinl!nt Ql Jusll«::. 142~ N&w Yt~tt ~''e .• N'A'. Suitv 1l050. w,w,;ngtoo. 
0.C.lO:)l(J.(J001, 0r ~O:J ~ !Mll"lH\<1!1 sppaal "&lroU(J-'1 OIP"S <lfOfA porl:3! liii!!IJnll"'"''·tg~OWWW!/l!l'l<00001.tl!m!. 
ft>~Jr ~J!Ptl;;l nr.:Gt ~~ f<~Cll'·rod hy C!P >\i!~ln Otld)t IM) <l<I}'S 1rnm tho (lal<l nllhOl J~~nr :Jr oo:lt!r :u tlo lJ<l~siMr~ tir•1rr.~. 
"fhll oowlope ar:dlllilletliil shcillld 00 tlr.u'~' mat~<&~ ·F~e!.i~m !!I ~r:~rmalion A\!~l." f~~aze c:le til" fQIPA 
R:~(l<>$>! ~m!o<!lr fa My C(lm>$p9~ tq'""' ll)r f'i"OP~' i<jan~ii~lil)<1 ¢ 11"1$ <<l<jllf>~. 

A ca~ <lith~ ~1<11"'& irlil.i311eU~r l>l:C «thai ~i;l•1ificad <O<r"e$fsON1er1(:S is ~no;:fo&~ ft.t)."Our <(>r'h'+~ie<1<e. 
~)'(Itt ~3\/t\ ~~y qrl!lilbool: 110t'lo;~m!ing ~ ~- )itla$1l"r4fl1a<;! <.AS Afltla j:!_A<.IIIm~ ~~ (lli2)ji44-Q'I:!I. fh~ fi)I~'A 
numb,.,- as well as t~~ FBilOO num~") on I!» ltldex lis!>:>g {•"" rm~) strcutd tre ulll<zed dtJ""!] ..nr amsuftaf.o« 
w;l~ (M ~tll OOM<ll"rlllla lhtt; W&<:::t 

(IIIOElt LISTING NEJ(T PAGEl 
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• Consultation 

Date: Arxij tt, wu 

T<>_ i,JSCI$, NRC. FO!A Oi<i~~~~ . 
Oepartmet'll oi Hometam:l Sew1i1y 
150 Sr>ate Cer~tsr Loop 
SU:le 30.~ 
lH:'; SU!llmit, MO 64064 

Ftom: Ds¥ld-M. ~rdy_ S&ctiO'l Cl>iet:bM-i¥0 ·u 
Re'wf(!!lrr!~on Dlssem1ri!J!l0'1 S8ct<en 
R&eorlfs ~<l'lagem~r:t Di'l!~•>i1 

S!!bj&cl: FOIIPA R?X~i.!eSt o· 
F'& f'Ol;PA ~ 
Re. !til£ N!JMS"ER HO 

~Fl ~001! \til!h rtto'iew l)'( ~Bi fHes ll!$l'IOOSive !P !he above reque!l.l,li'll!i fllllriW!Il~ were localed: 

f~ '"·"·- ~nc:IMSified: d()wrfle1flk~.) 'A'~ict1 OJitl<natM Wilt! yo:sur ;;Jlje-~(;V iSI!:!tC ~ir1g rel~rr$0 16 yc~ f<)f d!leCl 
!'!sponte !(11/m f/Kille$~~r. Thii ~;S!et tlat/ has r1ot been ad~t;sed of !hi$ r~trrTBl Pre,s!l'll fumi~h ij~ \'j'tl 
~:~cup~ ot ywr \hctoswrt l€l~t1;!rto !M ;eq-.;;e~Hr. (Su lnrMx A} 

W 6 FBI dc=r;1s ~ont3ining 11form~on (lmK:Keterl) <)O"'f.errling rw 10g1~rrcy 

r 't','e '.lr~l ad~i;~ tha. roqwe~ier kte.llp~;ct <l ~>reel ~pwse tmm yoor agenc~ ro~~r(l~19o !.l'l's malw 

P ~leas~ ~v1~ this •~-~Ot'Mltion <~M retum I?~ do~me ~~~ lo ll'i. maktr.g an~ "i:l!l"ltlic:ln> vou d~ell" 
appitpNate. (See !Mar B) 

r ~ c:'a:Uif-ed d()C'JI~e11I(S) Wh:Cl C,ltl'j!lrtlll$4 With YOW ~&C.)' :$!.)('€ blm>g Wl!l?fllffi ~0 you br di~t 
~op:mseto the requeslar. The mqtre8ierhl!!~i ~;,$not b11~ acw~tM cl1hi;. He<femd Please furntstl us 
w~lli 11-cop~ !!I I'Ollf dt.!iCI~t.l.lfi!".mtli.!F W t~e 'e':l-u~ter, 1m~ a<Wi&e :..1s \f !~<'! eta:t:sii<CM~ !\I t~e d:ltl.!!llj)n\i(si 
c:ha~9ed" st~· :h,rwe ma~y Of'OijryCJ o•Jrf:Jes (See lrnh»: C) 

• Other (material misdirected to SIG) 

2. Initial Intake 

2.1. When SIG receives correspondence it must first be reviewed to determine whether 
or not it is SIG correspondence 

• Is it: 
1 
II. 

a request for government records i.e a SIG request 
a referral 

Ill a consultation 

•• Page 10 of93 I 
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IV_ Responsive Records 
V. a remanded request 
VI. Requester documents (that SIG requested) 
VII. or CSD for an existing SIG case? 

• If it is the above then it is SIG correspondence that SIG will intake. 

• If it is one of the following then SIG will forward it to another NRC office: 

I. Routine use request (Quality Control Office) 

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

2.2. Date Stamp 

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

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

• New request (FOIA!P A, PA Amendment, Referral, or Consultation) 
I. Scanned in by SIG Mission Support 

• CSD 
I. Scanned in by SIG Mission Support 

• Responsive Records 
I. Scanned in by OA Room 

• OR, Requester Documents (requested by SIG) 
I. Scanned in by OA Room 

I Page 11 of93 I 
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3.2. SIG utilizes the four scan queues below- the nature of the 

document/correspondence will dictate which queue to use 

• REM- remanded FOIA requests from the Appeals office and processing litigation 
and settlement records 

• CNT - requests for records related to a USCIS contract 

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

• COW- All other FOWPA requests 

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

• Attach the appropriate queue's scan-in cover sheet on top of the request and place 
the combined document in the SIG outbox. The order is: 
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L Scan in cover sheet on top 

Queue to be 
scanned into 

---,_ 
----;, 

----... "'h 
FIPS REQ Separ.a~or Sheet for Cbw 

Numbered request sequence ] 

• Please note, the cover sheet has the Queue name and a numbered sequence 
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11 Request on bottom 

REQUEST 

3.4. How to scan in new requests that DO contain responsive records- these will be 
referrals and consultations 
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• Attach the appropriate queue's scan-in cover sheet on top of the 
referral/consultation memo package 

Numllereci roqunt sequence 

REFERRAL/CONSULTATION 

ME MOl 
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• Insert the FIPS Request Separator sheet underneath the memo package 

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

Description of Records 

Referral/Consultation~ 

• Attach the records underneath the cover page 
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• Place the combined document in the SIG outbox. 

• The order again is as follows 

I. Scan in sheet on top 
II. Memo package 

Ill Separator sheet 
IV. Records description cover sheet 

V. Records on bottom 

3.5. How to scan in CSDs 

• The CSD cover sheet is an individually personalized document that should contain: 
1 Case number (which case the documents belong to) 

II. Indicator that it is a CSD 

III. Who sent it to be scanned 

Example: 

SC!I:JOS 

COW2014000XXX 

NEW REQUEST 
0 Roq oom>o. •••'-'· 

X CSD 

[I] REQUESTER DOCUMENTS 

[I] RESPONSIVE RECORDS 

£AP NAME 
£ 1:1· Phone # 
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• Attach a CSD cover sheet on top of the document and place the combined package 
in the SIG outbox. The order again is 
1 Cover sheet on top 
II. Document on bottom 

3.6. How to scan in responsive records 

• Log into FIPS 

• Bring the case up in standalone 

• Left click the icon for the "Staffing Letter" sequence for the corresponding staffing 

office the records came from 

Cas~ hbons 

Pr>nr~-j <.:SClS · P;.JC 

-,~.= ' .. ',;;'ll:~,~-3";1'\g ~e.,.ar 

rr::;;;~~;!t,~,r;~m~nt L ;ott"'r-FO 1':. 

C) P.e~o;eot Lett~r,., __ _ 

F.-in ted 

Sc~nned 

• A box will appear with 7 possible selections 

'•''!•'-'~,. ;..,_-·."''"" 
~<--«(<-l.-0-

• Click '"View" 

S:2'0'i20E 11:25:1.::,.J 
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• The staffing letter will come up as a two-page word document 

,_,,.,.. 

' ' """"" ·-•«•··<•'· 
' '" "'" ,_, .,,, . .,,,, ... ·"·'•• .. "" ,., 

'''"" 0M0'0"0'''''" ,,.,,,,,,.:•'•'•' '•'•o•< 

,_. ·-·-~ '.>0>~ '",-., :~'"' 'o--, .,,,, ,~,,.,_~ ''' 
~.0CA''0 '"N'' """''''''""'' '<'''"' ""' ;,, 0 0'0>' ~~0 "'',. 

• ),~·"''•-'>-'~:• ~o~·•'• ~··• •----'•<• m·,,, ~ ''""•'•-·o·C , .. ·-··h ••.. 
' '"" ,_ ..... "''~ . "··'"" ·'·"'<-· ,, .• •' '>' •••••• ,., ""' 

'" '"""· 
''"'''·"""''''·"""'~'''" """ ''m"""'' ···~··'"'"__. 

'-'=-"-'':-•·-·~----·- ,,,,_._ "'·*=~ -~··~ ~""""""'~""" 

'"""_, .... ,.·-·'"~"!"" ••• .. w '· • .>••»·"' "··•··.w ~'" ,_,, ... , .... ~.-~,, .. ,,, ... ·~ 

• Print the document 

'<"""'--·-· -·-·-· -·· '<····-·--·-· 
''"~' ,~. ~--·-·-·-·--·-·-· 

··~·· 

• Place the second page (containing the barcode) on top, first page underneath 

• Then attach the 3-page SIG Staffing Sheet underneath the barcoded page 
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L A completed SIG Staffing Sheet should accompany the records 

- .... - , ... ·.--· <,--•> 
' "'"' 

'""'L:: .. : .. :: .. :: .. ::.J 
:::r;;:,::::::::::::::::L. .. i 

CJ ·- ._, c::: 
"' : .. o ' 

~ " . " . " .. " . " . " . " .. " . " . " . " .. " . " . " . " .. " . " . " . " .. " . " . " . " .. ' j 

• Then attach records underneath the staffing sheet 

• Place in the outbox to be sent to the OA room to be scanned 

• 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 

1 Page 20 of93 I 
I 

I"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 

3846 

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



r·············································································1 
I SIGNIFICANT INTEREST GROUP (SIG) SOP :: l mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

• Attach the documents underneath the barcode sheet 

•·• ''>~·" ' o\w:":" " > •~•- •< '"""'" "'"•'' ·•: • ~-.-. ''' •: '> >• 
i "'''" . "'"""'"' > •" ,,_,_,,,, • ._ 'M ••• ~< ,o '0 oo>>",K o,O 

---- '"' ----- , _____ ,. __ -----· .. ------~~'"" i- ''" '·'~-~ '"'"·' 
~"•••~·u'"' "''"'""·"'~"-"'';: ""''"'';,,,;,,,,,.,,,,._ .. 
10\0' ' t. "'"" ""''"'"' 

·~uo.< .!<~,, '"•'•'"" • •"''''"·'<='""'"' •~i '·'"' ol 
,, "'''"' "'=~"" ''•'"' ~- .: ~~ =·"""' ,,,.,, .. ,. ' 
c •• -~-·-·~"""''"' •• '" ,--~····" '"~' ,., .• ~-"" 

"'" -·' : ' ; ·····. ' .... ·-· ~ .. ., .•. , ·--~- _,,,.,,.~ _, "''" ". '"'"'"' ' "~'-'" ' : " ,; ' <·~· ':. ,_ 
:;; ~;;-;,:; ~--~~ :;.~·:: ;: ;;~; ~-~;·: '~' i~.~; ,'". >-::~;~,; ;;:·· ~:~ ~-. l." ' 
; ",:::: 7. _·; _-;' ~~-~ :: : ~ ;;_ ~-::~ '"~- ::' ~-,-.:·~:.~ -~-- _"_;_ ~~ ;·:;; ~: ,~ -~-
'"'"' •l-•··~··· 

• 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 

• Log into FIPS 

• Bring up the case in standalone 

• Left click the icon for the ·'Acknowledgement Letter" sequence 

D<I£UIII~nl Ty~~ 

J Re<:;L:nt~r C·o~um~l1t~t":·n 

9:: ~~f"~·)w[.0•1J<m~nt l~t~;r-FC:A 
·::_~--~,,,_""-

0 ~~·lU~~h~tx.<,-
'>';;"':'··'1'r·:>:;<·.>;::<·. 

SO>q. ' P~!J~~ SMIU< R~<P U1>il A-Numb~r 

ln~·:ti-'• t,equ~tH 

' 

• A box will appear 
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• Click "View" 

• The acknowledgement letter will come up as a word document The last page of the 
letter is the barcode sheet 

,_ O ),,,,. '0'-"""" - .,~, •"'" V"t•' ~,-,,;,>~on ' ' '''' ~" ,,,~ >. 
·~•·•o'~ '""'~'-'"''~~ .-~ ""~' •~• «~'''"~ '•''' ''"~ 
,,,., ~> ''""" 00 .,.-_,,,, ·, 0~- ··---'-<· o --~YY<~· <'TO<"''"' '"~­

,. ~ A ' >: •,_, ' " ''<o •• "' -~~· ''"• • ,,.-_,, ~--''" ' "''-' "'~' • 

"'' ''"'""·'"'''' 

• Print the barcode sheet 

• Attach the requester documents underneath the barcode sheet 

• Place in the outbox to be sent to the OA room to be scanned 

4. Case Creation 

Case Creation is the process in which SIG enters new cases into FIPS. New FOIA/P A and PA 
Amendments requests, referrals and consultations are the only types of correspondences that 
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4.1. In FIPS select which queue to work out of 

HS: CHix-.t.~nshlp 
<u1J hnm.lg:r<1tkm 
&·rvk.es 

• CNT 
• cow 
• HQS 

• REM 

4.2. From the Work Queue Dropdown Box select "Case Creator" 

Mmlni~tllll'llr ()~~-;~~ 

Ml>lnr E_:,~<!:!~<) ::N-» P<,;-J:~:h)'1 

~<"Stll~; ::M<) i<M~\"':li'N'''~'! 
-<j: st,,ik-1 '-"'--~"<>~~ 
~I= <JH•' t!li>::~o< 

:ll! tl::if>'~ "'''9""d 'k C'fio;~ 
;\I' l_N~,-,. ->-~>>";;"'ld :c;. Rcl~ 

C~!«! W<>r~lll>w Q't»U<l~ 

}-•')!>>:,'J:";(Ut,·,:·i),<;:;._ \ 

;,,_,,,,.,,,tl',)~~~ 'i-.1&. ~ 

.-~~y:-~::-wf<<::+W.~~:~~:~~:~~~:~:;:::~::~:~:::J 
((,,,-~,,,, '""'-<'<t'>i 
:ht<t"~i 

Vlll Qtt<'rl"~ 

W'X~ l'o:>t :o)rnf'!<ltd 

Wo'!;t'ktli)W Qoo!i<!~ 

J.J: G1f¥,..,~ t'<;~<;~' ;:~i.<d' 

A.,o:L<(;:,.' C,1:i'i~ :n AJ; Dltlc '·"' 

c:~'*'· "' K~:~ <>I;,;~¥~ i"#c~ 
c..<•rN<~ <:>!li-~<· c,.,,.,.,,~ ,:,,\iN 

. R ·:.>~-~~'"h. q,J~.,~ ·::o:.:~t. 
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4.3. The page will populate with one of the below: 

• New FOIA/P A 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 USC IS records_ They were referred to USC IS 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 USC IS equities records_ They were sent to USCIS 
to process the USCIS portions and to return back to that other agency. It is a 
consultation because the other agency is consulting with USC IS on how USCIS 
want's its infonnation held or disclosed_ 

• A remand: is a FOIA detennination that the requester has appealed and the appeals 
office has detennined that it should be remanded, that is, sent back to SIG to do 
additional work, e.g. peifonn 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_ 

I Page 24 of93 I 
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L Examples of this would be 

• Routine use request (Quality Control Office) 

• An appeal of a FOIA request detennination (Appeals Office) 
• A-File or Receipt-File material (A-File side of the office) 

• Interfiling-rnaterial 
IL What if it's something else than the above? Review the correspondence, if it 

resembles a request then continue creating the case and close it as anNA or 
NR 

4.5. Enter Requester Information (name and return address) 

• Click Requester Search/Entry 

i':e.:~••>ed 

f!J fi2?2?/2Cti1 

Click "'Add New Requester" 

Hiddl<' Name 

La:t NamE 

State 

Zio O:·d<: 

Frequent ReqUI=st<>r 

i search ; ........................... ~ 

"(<OS 

/"• ;;J.; 

-~-, Either 

; cancel 1 Add r,;e'-'' RequestH 
~ .............. ... 

;';Et. Ei1tr< 

Closed F:r.al Repl·; D~e 
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• 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 l~formatlun 

i "P>t ~-;~1~e 
.I 

~·:'•JI~~S' 

i ;..,y,,.;:;s J 

~.;;.jr~>s ~ 

i Ct·f 

State 

i Fcft3IC~·jE 
[: f·:·l"ii!·~l"· 

! ~r~v:no:e 
•: ,,~ntr ,' 

! Pl"··:·n~ f<<·mb¥ 

Click "Save" 

Cit·i 

' Sht;; 

i ~-~ml c.; .. :re 

:: Fcr~:~r­
• h·O<vltY.;~ 

: <::'"·'~tr1 

i ~r .. :-n~ CMnb,..-

i Emal 

- ···---
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1 (b)(6) 

SIGNIFICANT INTEREST GROUP (SIG) SOP 
mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm 

4.6. Enter description of request in the Topic line 

flPS ,., :).{;.~Production 

DIAc.e: em;, 

R~c~>·,:•d 

COW21H3001378REQ 

f9 :i'i}i'ii'Uii'5 

Requester Informfttion 

s,at·,ne-j 
l2,,27i201:0 

M~cdo Kltab<lyashi 

S11bject Infonn~Uon 

:st 

Tcprc 

4.7. Select Track 

FIPS ~~.0.3.0 Production 

0ffl(~~ (0\',' ., . COW201300137SR~Q 

R~~~c.e-:i 

ft! (J'ii.h::-}'x;·l·y 

Requester lnfurmation 

·O.:;r.ned 
1L/2~:2Q13 

:::·:""''¥"hi 
Stlb)et! lnfll,: ...... U.,.-------J 

F:,-,;t 

~ Tc;>..'t_ ~ 
T-, :;<E " , 

Soc,rc~ ~ 

Categ~:·,' · 

Statu; ReqUMt c~~ Cre11tor jllrllli~e5 

3ure~•-': 

Refen·~d ~,·am' 

f{$ E'<P~·:Re-:1! ~iC•t R~·;]Uest~~ 
f! f~c ,,.3h ~~ >.~:'. E.~.~-~~st~.j .. 

8'-Jrea,_,: 

R.ef~··r><d Fr "'''': 

'& Ewedlt~d~ ~o' Requ~s(.;d 
f!f f~e ;.•:ai·,'EJ _~:(\~-R~•-l_u~_s_t~_d __ 

v 

~~-ob !Or.tr, 

Fin~: R~pl•; 0\1~ 

EM F;~qutste7 
·=~~·lge Fequ•st~.­

CO;/'i t•;, Subject 

La so 

i:J In LttiQ3ticn 0, 

U ln Ctrc>~:a,- SE<Hh 

u ~~l•nql'""t 

"·h•b :Er.t:"f 

flf\31 R-epO.. Du~ 

E1i~ f(~que:;t~' 
Clla:,g.; R.;qt•ester 
c~~· tG 5ubJe[t 

Las~ 

G Pnr-( T·~· cc; 

t::] ?." Clte·.l 

CJ In LICIJ~ti•C· l (\ 
l::] In Ci:··:ui~r ~-H!iCh 

C C•eli-1qc:ent 

I 
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(b)(6) 

(b)(6) 

SIGNIFICANT INTEREST GROUP (SIG) SOP 
mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm 

4.8. Select Type 

flPS ,., :).{;.~Production 

DIAc.e: em;, 

R~c~>·,:•d 

COW21H3001378REQ 

f9 :i'i}i'ii'Uii'5 

Requester Informfttion 

s,at·,ne-j 
l2,,27i201:0 

M~cdo Kltab<lyashi 

S11bject Infonn~Uon 

:st 

Tcp!C 

Cat~·JG'i' ~ ---- --- --- ------ --- --- ------ --- --- -----~_-'-! 

4.9. Select Source 

FIPS ~~.0.3.0 Production 

0ffl(~~ CO\',· ., . COW201300137SR~Q 

R~~ec.e-:i 

ft! (J'ii.h::-}'x;·l·y 

Requester lnfurmation 

·O.:;r.ned 
1L/2~:2Q13 

I"'"'"·~"''"""; 
Stlb)et! lnfonu~tloo 

~ Tc;>..'t_ ~ 
T', :;<E " , 

F:,-,;t 

Soc,rc~ ~ 

Categ~:·,' · 

Statu; ReqUMt c~~ Cre11tor jllrllli~e5 

3ure~•-': 

Refen·~d ~,·am' 

f{$ E'<P~·:Re-:1! ~iC•t R~·;]Uest~~ 
f! f~c ,,.3h ~~ >.~:'. E.~.~-~~st~.j .. 

8'-Jrea,_,: 

R.ef~··r><d Fr "'''': 

'& Ewedlt~d~ ~o' Requ~s(.;d 
f!f f~e ;.•:ai·,'EJ _~:(\~-R~•-l_u~_s_t~_d __ 

v 

~~-ob !Or.tr, 

Fin~: R~pl•; 0\1~ 

EM F;~qutste7 
·=~~·lge Fequ•st~.­

CO;/'i t•;, Subject 

La so 

i:J In LttiQ3ti<):1 0, 

U ln Ctrc>~:a,- SE<Hh 

u ~~l•nql'""t 

"·h•b :Er.t:'f 

flf\31 R-epO.. Du~ 

E1i~ R~que:;t~' 
Clla:,g.; R.;qt•ester 
c~~· tG 5ubJe[t 

Las~ 

G Pnr-t T·~· cc; 

t::] ?." Cite·.l 

CJ In LICIJ~li•C· l (\ 

l::] In Ci:··:ui~r ~-H!iCh 

C C•eli-1qc:ent 

I 
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I SIGNIFICANT INTEREST GROUP (SIG) SOP :: 

i(b)(6) 

: 

lb)(6) 

I 

mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

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

flPS ,., :).{;.~Production 

R~c~>·,:•d 

f9 :i'i}i'ii'Uii'5 

Requester Informfttion 

S11bject Infonn~Uon 

F· st 

Tcprc 

s,at·,ne-j 
l2_,27i201:0 

4.11. Click "Save" 

FIPS ~~.0.3.0 Production 

0ffl(~~ (0\',· ., . COW201300137SR~Q 

R~~""c.e-:i ·O.:;r.ned 
ft! (J'}.h:7}'x;·1·y 1L/2~:2Q13 

Requester lnfurmation 

Stlb)et! lnfonu~tloo 

~ Tc;>..'t_ ~ 
T-, :;<E " , 

F:,-,;t 

Soc,rc~ ~ 

C3teg~:·,' · 

Statu; ReqUMt c~~ Cre11tor jllrllli~e5 

3ure~•-': 

Refen·~d ~,·emf~~:--

?$ E'<P~·:Re-:1:~;~.~-;~:~~-~-~-;~;. 
f1 f~c ,,.3h ~r:_-;;_~:t_-f;_~-~-~~~l~_~;_-_-_ --

8'-Jrea,_,: 

R.ef~··r><d Fr "'''': 

~ Ewedlt~d:-~-~,-~~~~~;(~d·--

v 

~ F~e '':ai·,·HiX:·~~--R~·.:;_~~-~-t~_·d·_·_··· , .. 

~~-ob !Or.tr, 

Fin~: R~pl•; 0\1~ 

EM F;~qutste7 
-=~~·lge Fequ•st~.­

CO;/'i t•;, Subject 

La so 

i:J In LttiQ3ticn 0, 

U ln Ctrc>~:a,- SE<Hh 

[J ~~l•nql'""t 

"·h•b :Er.t:"f 

flf\31 R-epe.. Du~ 

E1i~ f(~que:;t~' 
Clla:,g.; R.;qt•ester 
c~~· tG 5ubJe[t 

Las~ 

G Pnr-( T·~· cc; 

t::] ?." Clte·.l 

CJ lr. LICIJ~ti•C"l (\ 
l::] In Ci:··:ui~r ~·H!iCh 

C C•eli-1qc:ent 
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4.12. Under the Tasks tab click "Search for Duplicate Cases" 

Cont,:,nts 

Task 
Ct·e<!ts C<1s~ 
Sear~h Fe-r Dupi:c.ate 

Case Actions 

St<~tus 

Not Stnrted 
Not Started 

Histe:rv 

• Most searches are done by requester name or topic. Be sure to click the box next to 
the field you wish to search by. Click "Submit'" 

Fee Inf.::.rmation 

Se.!!n::h C-11se 

5CO!tUE -· -Op>::n ('Ci<:-se,j ,·:_,·Bc·th 

c..:-ntrol r-Jumt>er~--

ReQuest Number,--

Crea~>::<i "'fter' 12/3G-'2[,!1 

··"' · Offic<: ~ 
-.-:-""£~. 

Requ>::ste'r Last r~a~1>::, 
~--.. ~. 

R>::quest>::t- Fit·st n;m1ei 

Reqm:sto£-r t-liddle f~a~l<: ~ 

SL,b)>::Zt L3St rt;1me 

Sub)e::t First [~a~l<: ~ 

subJect t·liddl2 rJ3ft1€, 

.:0-r~umbex'null 

o:·~··~··'$'··;~·:c.JibJ·JPI>: ~. 

~ 

i. .. i 

n 

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

F>Oe Infcwmattol1 

search case 

Status C Op<::n 0 G~sed (_S· Botll 
Control [·~unlb<:r: 

RaqLt€'st f'Jumbar · 

c·eated ,:,Jt'Ot-!1 :;:,.<3[1/2011 

offi;:e, 

R"!que~ter Le~st i~3me' 

Re·~uester F:r~t , .. , -, ___________________________________________________ ~ 

R-;qu.=>st,ex t"'k!dle r·.Jom1e 

S<Jbje~ La~t ~~amer 

::ubJe;;t Fi1·st Name, 

subje~t t~iddle ~~Jame 

i.-l~umb'Ot·fflLtil 

cl 
r··1 

cl 

• IF A DUPLICATE CASE IS FOUND PLEASE SEE THE DUPLICATE SECTION 

4.13. 

• 

contents 

Task 

Create case 

Click ''Create Case" 
L 

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

DISCUSSIOnS case .:..cttolls 

StiltUS 
1::t-e,;;te C3se ,..-J:p":::.<-:':*:·-,----_ 
sear~;, For Dupk'~te cases 

Not Startetl 
Not Started 
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4.14. Enter the case into the SIG Case Create Database found at: 
S:\FOIA\Special Interest Group (SIG) 

.-:-~ )'·'Search 

Special Interest ~oup (SUi) 
File Fulda-

Archves 

Bond Oblgor case 

EB-5 and Grant Froposals 

Meetilg Mnutes 

PCf scans 

scans 

DACA 

DACA Dat.a MaiJ"I:< 

DaSiva 

IRAP Redocted Docs 

Bh:Jerl 
·- ,.: ' 

Request Letter 

i Asslg:led cases 
:_ ,_.,,~ 

correspondence .and Weekly Report 

ECN Fe<od:lack 

MisceiiEflMUS 

POC for Records 

i SharePolnt upoads 

Strate£Jc PIEflrlng 

FDNS Tr11ning Dxs 

Assadl Lffi10LD DOCS 

component BackkJg Report 

COW<JJ13000164 

8'-- Printpi5331406151441000925 

case create Database 
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I SIGNIFICANT INTEREST GROUP (SIG) SOP :: 

mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

• Click '·Case Create" 

:N~ .-.. !: 

" " '' '• ' 

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

····-_ 

Page 33 of 93 ·· 
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• Go 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" 

''"':~.- """"" "' """"" "':;.~ 

.: "': : •. ,: ' ,-.: ; '.-: '---' 

- - - - - '- c 

:.·•.,.-:' 

, - ·•· :-.c· •. ," 

4.15. Put copy of the request in the S: 

1 Page 34 of93 I 
I 
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• Create folder in S:\FOIA\Speciallnterest Group (SIG)\PDF Scans 

rp~;~~~01~!111!!1!!1!!11!!1!!1!!11!!1!!1!!11!!1!!1!!11!!1!!1!!11!!1!!1!!11!!1!!1!!11!!1!!1!!11!!1!!1!!11!!1!!1!!11!!1!!1!!11!!1!!1!!11!!&q~ 
;;,"~-- ••• _}- ' ',, ____ ,_,_ '<'--- -·----~----

<-::J··,, 
-----·-:.;>'" 

' ·.• :-: ,,., ·' •' ',•, ~,. 
,•,'• ._,., __ ,, •,•'•"" . ---; ·'"' '• '. . - '"' ,_...... - -

: "''''"'"'•' ,. 

: ,, _,_ .. -_' ·;:_,,_: N'•·, 

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

,_,-,, ,.....¥ -, '----<-'---f-

' " " ' ': '"'" 
} ' : ' - .), 

' '• '•••. ,,, ... ,., "··'·· 

II. Insert a copy of the request into the appropriate year folder 

5. SIG Requests 

After the case has been created the next step is to detennine whether or not it's a SIG Request. 
SIG Requests are FOIAIPA and PA Amendment Requests, referrals and consultations_ 

5.1. SIG FOIA/PA Requests 

• It is a SIG request if: 
I. The FOIA request is for congressional correspondence; 
II. 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 
Vl The FOIA request is for records related to an investigation_ It may mention: 

• Report of Investigation 

• OSI Investigation 
• Background Investigation 

These are not USC IS requests- they are redirected to OPM, 
however, SIG will handle the redirect 

I Page 35 of93 I 
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I SIGNIFICANT INTEREST GROUP (SIG) SOP :: 

mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

VII 
VIII 
IX. 

X. 
XI. 
XII. 
XIII 

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 FOIA request is for data/statistics 
The FOIA request is a PA Amendment 
The requester wants to correct infonnation in their records 
The requester mentions "SAVE" 

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

Example: 

VIJ, l'll!.SlCLASS MAIL 

L.S. Ctt<J.,<lSb'J' :<rullmmiV'!'llM-~i= 
~rkmall«>c<>r<l< Crnkr, FOI,\11'•\ 0Ui.x: 
J>_ \). &... 6-0~(•10 
I .eo ·s ~urn~~~ M<• (4!lti4-$0111 

Mlentlt!l.•SE-\"/(18 H)JA (IFHCEI 

Rl>: f,--,~Jkm ullnro,.,....tlo:m ~d R•'l""'" 

j., wbrnl1 tl""\\'OOI>O.:ru. 

SIG 
NOV ! ~ :':;<J 

RECE!Vt;O 

I~«>~IOJ!!tn '~"' h<"<:<i~m ofl~(;lttuatiou Ad. t!.S.C., <I~ .. ,.,,] C.l-'.~ l(IJ K et S"!., I. 
1\o«r [}_ J;,''"rl~ "-' f:•«.hii\'C Oir:",lnt ot\ l>t!ll>lt' nfl\>.: ,'l._"'""'oh>~ "-' ln\o;,H l<J tf><• l;~A 
(' )1\!S!I~l. om h<r-d>y m•I<Jf'll (Uj, '"'~'""' (,,. ,-.,J.,~,., o>f i»l(>t>ll:>fio" 

w~ ,...,.<lfuUy r<q~ .. llh..t Y'-'• """'"" ~~·id~ tb~ follow~ 

litiS A ''" 501•,<)(~_) oM•fo't·~>!illrw.lc oqooiro:icn oomp'l-~>ol o( HSCI~ d'"'W-<>«d 
R~gi(lr.:J Ce<t1~r m'mh<n. ,ch<' Jn.uag<. O!N<>l< :uJ,J !'<'""'"" cOlJ~-'Y'"""' """"~S 
"'ve•tmem intn 'l"'cif«--.J "'~P•~•! """'-' E>ftlx- tlnitorl Stale>- -~" "'")j BIISA tw d viwJ 
i"k"''' in \!;, int<-fll~>o sr,.,gt,t. •a ttl" 1'<~'-..i<•tn <>I tnt•mn•~•'ll R<XtLW-1 • 

.'\> ~ tr,o;lc nrt:Mi;..,!i<>n '-"' '"'"~ "'-' iN<#<>l ia 11"' P"""'"'" i,Jimn•1~"' Jl'"lt,.;nioog K' 
l>oo>OfJ<i3<ioo ~' ~"''''"-"' R~thoc "'" '"'" ~ "-'•!OJ "'''"'"! in <11< ''"""'" ;.,a<:,< oril-'J>'Jl. 
in '"'"1\<tti"n 1'<1\!: ~-~·~•).jJ C'onM <lftilw!d "m'M~Il\>11'· :u..J ~iti«»<l 'lt.t J!Wp.J.<~ nf 
UJi,; ~~~=1 i• l<o ~d<>anc.- ~o.J m.oi""""' kq;i""ol -~·orlkr inJ"W)' "JJnd.mls •n<l k<l 
rrn<t•=· 

"-"'x"'*""' 1"'""t I. ~liM 'IWSM 
Wo!W -,-..,.,. - ~,,._ "'"'"" '"""-~ .. "'"" 

''"'"""· """'"'l0>!6 
1'->¥ '- I ~ 

5.2. PA Amendment Requests 

• Under 6 C.F.R. §5.26 an individual can submit a request to correct, update or 
change personal infonnation in their file. Often times this is a request to 
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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: 

l'<i'""')" .~c~AT<."11dmom 

SIG 
JUN U~ 2DU 

RECEIVED 

L:.S.. Chi>Ml>hir 01:<! J,,,,.;{.,ion Smi<o> 
~winna! l!.ocrx<ll (~·n!<"' 
FOlA·"JIA Offo:e 
I'.O.&xb411010 
L<>l<~"nmut. '>10 fA<X,.·&:lO 

0011: 
I'OR: 
t".S. A<i<lnx.: 

Pita« be .d;i,.;O II:>~'"" di<.::, "''""'~ :IP< l'no~ S!>m i~ 
l•l.\ll~t\l!o o»(~W\11'1 !9. :'\lll P"'""""' In hi' •mplup•,"• MonU:t I. poliliWI. The '-""lA VM 

""" i>oc-<'3 ;., MQ"'"'"""~"- Mni<"<l (viM~ val><! H~)(1'11.>1~ 1o \ISO(Tl~J3. S<" 
~ ""'i':' <Jf<uun !·<);!. Viso Stxnr ..-,; l'li~>"Pllrt fli<l~taphic P"~"· 

fn D<.<o"""'" :_>1;) ~. 'l'j'lic-..1 J(, a ... -..i<!l "'"ri!y '>W'Ilm .111J>e Mu.<k,>.oe. 
Oll&h"""' SOO.! S•"«~il) Mmm:;tr"'ioo. ,>ff!Oo. E•rnlllOU)". • '""'"l ..,.,orrt)" """'bu- ,,._, 
JMU~4i hOW<Wt. WO> ;nli-•d lho.!,;,., \'$("1$ S..\VJl do!>.tJ""" Ul<llld<:S lh< 

t<J:;,:,,.;ng <lf'l>l!t'"ff!'.iool W<>< con~.ghi> ••i<lulo '""''"" 

INAU"I.;!U.J"~ l•JI""""'t.m ill I;S(:l',; "'<"•~tl.: 

no tol;~"'"'~ .,,;o,."<! dc><ll1"'"'1" &:mo.>'"'"t: r>• <<>Tie,·t orHi""J d 
f><ll nl"''. Ll r~:~t~•pt.k ~·~e; ZJ f"oon PJ..I; .1.) l·l v;,., oto"'l'; SIOl\lfl<'ll ~~ 
P'Jil" <Rd~r>OO~o <)Cu>bcr Ill, .~'!1! i«Hiol admi~""""' wl'le !.' .~. ,., :h• 1·1 
w...-1: l")<!tJ. ,.,;;.! th=~h 5<.r«a""" j~. !G\'S. oa:l q Form l·i19$ ~orJmmi!%'ll l'«ilkm 
n ... c ~n 131:!•~•• I. Pet:lloo lmilm-;e:l by'"' !!.~. <: uruul:M ;~ M,1mm-ey, MeJ.io• 

5.3. Referrals and Consultations Received From Other Agencies 

• Referrals 
1 Other government agencies' and DHS components' FOIA!PA offices will 

make the determination to refer a FOIA request to the USC IS FOIA office at 
the NRC for a direct response to the requester. The referral can be complete 
or partial 

• 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 ofUSCIS. Treat these as a new 
request 

• Partial Referrals: 
As other agencies process FOIA/P A requests, they will sometimes 
find USC IS documents within their files. These documents will be 
referred to us for processing. The majority of partial referrals come 
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SIGNIFICANT INTEREST GROUP (SIG) SOP 
mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm 

Example: 

=· ~ 

from the Office of Personnel Management (OPM), Department of 
State, and the Federal Bureau oflnvestigation (FBI). 

--------------------------~'1'-~Y---~J!!!m.~I~!!L 
""""'~"' ~c '""-' 

"'"' """""' """"'"'"''"'~"'~"""""""' -"'"~'""" '"'So"""'"""'­"'·""'"" 

AUG 1! m13 

~G 

AlHll5 i'ID3 

RECEIVED 

...... """"'·'>:>'>'<'!< 

'" """""~"""" """""''" "'' '""-'"''"""""' ""''~"""'""" ''''"''"' ·~· """"'-
"' . .L ~ ... ......,,.,.._...,,~ ... co~"'"-""''""'"""''"'"""'""'"""~"""''"" 

'?'f"""'""""""'""' '"'~'"*"""-"''""'"'"' "'""'""'""'"'"""'"'"' "'-""""""'"""~""'-'· 1'-o•-·! 
r ······'"'"'""'""~'"""'"""'~'""""""I~~"'"""""""'-· 

rw'"'''"""'.,...,..,..~,_,,._...., ..... """ow-"""'"'_.....~., 
""'~'-

r· """' .. "'·'""""' '"''""'"" ""'"'""""' __,.,.," ~"'"' ""'""'''"'"'' 
"""'""""'"'"' (> ....... ~~,~ 

r _«<,..,.._...._",..,.,""""""--""''""""-"'""'"MQ """''"' ~ ... .,,,..,,., .,.. "~·- ,.,, .... ""'-.~",., ,..(.,"" """"' """·'"" 
;:,:;;;:;.~.~o:::;:-:.,::;,»,:;: ~~':'(:)"""' ... "'"'~""""" "'""''""""~>(" 

' - ~ .... r->1'1 "'"""""""' "'""""'' ;.w.. ... ~,,...,...._l """""."""'' -~·-

' .,"""'""""'~"'"''""""'~ "'"''a"""~'*'""'"'"""YI·'""""''"""""""'" """"'-
r "'"''""'"" ..,"""'"""'""'' ,...,, """""''"-'"""-""'"'" ""'""""'"''" """" "'"""'"~-''"'""''""'"""""''""""'"· '"'"" ..... , "''"""""'"" """""""'''""'-""""""'"'.W--.. t..-1> 

r .,...,."""'""" ..,N,.,...,....,_,"'"""""'""""'"'•~- ""'"""' '" '"' '" ~'~"' 
-"-"'" ... """""'"'"""""""''~ ·~....,.,., "'"' .... '"""' c, ""'""' "''~"""''"'· Oit""ol""""""'" """'> •C<f'), U; ,.,, •. ,..,, .. Jvo-MR ,.,,_ y.,. ""'- !fel """" 1'-<J50, "'""' »>".><, 

UC 11>1"""-" ~"'"~"'-"~'~"ruo:l'tDl"" .. W·"'""~""-''""*"·-·••>!01""' 
'"" """"""'-"' ""'""""'" ">' C<P~rl""· o!<, ,,'(), <1><1• - ... "'" o11"" """ ,., 01# ~ t<o ~~"''~"" ...... 
h-OpoWO"""""'""""'L~-'>·-«'<-<·>fl"~"""'"'-"' r<e.,.o'~ ... >C<PA 
"""'-"""""""' ~ ""'""'""'"""""'""""' '"""''~~""""'"""•-~ 

~""~'''""''"""'»'' ,....,. ,.,.,,~~'~"' '~""'' "'"-""'""'~''""""">·' '"'" '"""''""'"' 
,f ,,. "-"' ..-., """"""' """~"""' ., , .,.,.,~. ""..,.,"""'- ,,._, """" ''- ''"'"' " '"~~"''"" r "' '~'"' ''"'""" ...... "'""""'~""""""'("""""' ~''"~"'-"' '"" '""""' '"""" "'''"""'<""" ""'''"'"'""' .......... """"""""""~-

''"tlfX LI&TIM HfXJr>.Gfl 

• Consultations 
I. A consultation is when another government agency or DHS component has 

found USC IS equities within their documents and then forwards those 
documents to the USCIS FOIA office to make any recommended 
withholdings or disclosures. The USC IS 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 

I 
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Example: 

Paw .<!9>H_2~'0 

fo USCI$ I~C. Pl;<~,:.,~'''""' 
De- '''*'"'-e'""<~ s""'"~' 
10(13""" c.,.-.,..,"""' 
S;,J .. :le'O 

"'" • s"""'~ 1.10 ~w"' 
Ft'-"'> ?.::S<..:!!.I ,..,4)_8."""'Ctt"':>'>f#•;;:..­

l'ievo""l""''""'~<>• ~ .... ,.,.,,_, s.,.,., 
Fl•c;mh M,.,:o(l.,.."l ~;,..,~ 

$LJtlloa· fOtil>A R~ o' 
Ffl: ~[)~·1'), I 
Flo: FILS N~Ofl.lt~ HCI 

"'""'"'""!ur<w:li'. <e>i<w oll'!!l ~'"" , .. ~"''''""' ,., oOo-•• """~ ""kih>l<"'l ""''"'"'""""'"· 

r ,., .-- unti:l .. lfi&<l <l(>!<l:(<}rif.Oj ~""" 1l'11,1'1lif10~ Wil'l y.tur ~" """"' t~'"i """""" lo ~u fer d<•c< 
rew.ruoiO\I>o ~.,.,_ r,. rovo,... "'"' 0.. <:01 """'' ""'"'" W>t<• ,_,,. Plsuo '·'"'""'witt. 
~ ,,., o'J'O~<"~o.;:k>i:LW toTt<no ~>• 'f>l' . .,.fw 1S... """''• A) 

'.i S FB! U<£om..S. rufl\.i''"'S cnformaR>n ,v~ ''""'"'""li1''"' og.-q 

r -~ ... ,.,j ,..,,.. ,.,, ··«1""""" ·~ ··~~ • w•" ,.,~,...u 1, .... , "'"" """""1 '"'~~"'d'·' '"'' ,. .. ~"' 
Nr ~r...~ ..,.,..,!hi, '>1f;r.,lon400 ""'~' .,. """'"""" •o "'- ""-k"'iJ on1 -tioru. f""-. 

""""'f''l!l'" rs••"':t..B; 
1 
,_ ""'·f:.d ""'"""""'1•1 v.IJ.<" o~md will1 l''-' '""''" osfoc• ""'"''"'"'"" <ao.; lor O·reer "''I'M'"" '' 1, '"'!"'"lor Tho '"'~"'""" t.;~ h>< llO' """" <01-1""'~ ol IO>i• ;olw"' !'>"""' !uri>•~ "' 
"'"'~'-WI" O''l'"'""'"'""'""'~"'l<· 1'-' --.q;;('l;l.,- vd lOd•iM-o•-'"'<-""'.,;<.-~""" of""' m"""""''>l>l 
"-td 0'> 10.1 ~~ m~ .,...,; OJF !Jo' ~ lm> .. C) 

6. Acknowledging the request 

Once it has been detennine 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 :rvnJST be edited and modified to address each unique FOIA request. 

• Enter cut-off date paragraph, below: 

In accordance with Department of Homeland Security Regulations (6 C F.R §54( 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 
detennining which records are responsive to your request, we will only include records 
in the possession of this agency as ofJanuary 2, 2014, the date we began the search for 
records_ 

• Address fee waiver 
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• Address expedited treatment 

• Enter time extension paragraph, below: 

[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, 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 
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 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 
FOIAIP A request will be complied with as accurately as possible. 

7. Fee Waiver Request 

7.1. Under 6 C.F.R §5.11 (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)(l )(i) 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.F_R §5.11 (k)(l )(ii) Disclosure of the infonnation is not primarily in the commercial 
interest of the requester. 

• To detennine 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 detennine if the infonnative value of the infonnation to be disclosed is "likely to 
contribute" to an understanding of government operations or activities please note 
that the disclosure of infonnation that already is 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 detennine 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 is 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 primarily 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 infonn 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 it 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.F.R §5.5 (d)( I )(i) Circumstances in which the lack of expedited treatment could 
reasonably be expected to pose an imminent threat to the life or physical safety of an 
individuaC OR 
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6 CF R §5.11 (d)(1 )(ii) An urgency to infonn the public about an actual or alleged 
federal government activity, if made by a person primarily engaged in disseminating 
information. This is the nwst commonly received request. 

• A requester primarily engaged in disseminating infonnation, 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 infonn the public about government activity involved in the 
request, beyond the public's right 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 

• Submit 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) 

• Fonnality 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 H Q-D HS 

• A request which relates to a Presidential or agency priority; 

• A request in which the requester or requested documents will gamer media attention 
or is already receiving media attention; 
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• A request for documents associated with meetings with prominent elected, business 
and/or community leaders; 

• A request for congressional correspondence; 

• A request from a member of the media; 

• 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 request for documents associated with a senior official of USC IS. 

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 hnmigration 
Setvices (USC IS) records pertaining to whatever on January 29, 2014_ (Case 
Number USCIS COW2014000XXX) 

9.3. Create folder in S:\FOIA\Special Interest Group (SIG)\SharePoint uploads 

) , .. ;. ' 

,,, '•' . 

,, .. ,,., 

-_, __ ,.,.-,,., .. -,,-

: : ,. )•"-': ,,,.,' 

' -- >- '-' - ,_, ___ ' ,._ : :'Y~ '-

,,,.,., '·'" ,_,_, .. ,,. 
,.-· 

L The above S: folder contains separate folders organized by year 

; ; .--

',''· .. 
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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 component that would likely have records 

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

I 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 

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

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

IV. 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 

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

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

VII. Investor Program Office (!PO) 
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Formerly referred to as SCOPS-EBS, IPO provide EB5 (foreign investor 
visa) records. 

Vlll Refugee, Asylum, and International Operations (RAIO) 
RAIO provides records related to the refugee and asylum programs, as 
well as USC IS overseas programs and offices_ RAIO also provides 
refugee and asylum application and petition data and statistics. RAIO 
provides the hiring office records for vacancy announcements for asylum 
and refugee officer sand overseas positions. 

IX. Service Center Operations (SCOPS) 
SCOPS will have records related to employee based visa applications and 
petitions. They will also have vacancy announcement records if the hiring 
office was a service center 

10.2. Create Responsive Records Slot in FIPS 

• Under the Tasks tab click "Create File Request" and select the appropriate USCIS 
Component Office from the list (e g FOD, OLA, OCC, OPQ, SCOPS, RAIO) 

~-Number 

£OMS 

:··· .. ::;,~·.si;.·t.:: ~- ~w.-,~s·: "Oli' .. 
~' 
O!~c~ ~~ Clti<~I'Shi~-
P~rfN>ll~r-ce ,n.; Q"-''>t)' . -:<Pq 
O~r<XMI ·.'A~•nc-.· ,>J'»C<Jn·O~,,~I' t; 
~eli.:, 3nd 5t· 3!.;,1)> - P .,-.d S 

Pr~'Ott;O DoO.:IMU·~ -- t./>.() '"'"'' 

; ... .. s:o-y E :. ~: ~~:~ f: _c,; ~:,.~ . ~~ ~ .' ~=-~·: ... 

''"""''~·"' •. ,, >o~ol ~ :t">~ Lo\t~· 

~~•m=t' Lottor 
>~«t<l> '~t ... 
s:.~k Lott•1· 

Not Sl~ttod 
!lot startod 
Not St~rted 
Not st~rtod 
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10.3. Request records via ECN 

• Go to the ECN staffing request page at 
http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA OPS/SIG/SIG 

% 20Case% 20Trackingi!:ists/T ask/ Allltems.as (.!X 

• At the bottom click "Add new item" 

• This screen pops up 

,,, -, 

'• : .,. ' 

·'> ... :<, : •.•. 

.. ,_ -----' __ .,- , _____ ,-

,.,. 
·-,·--·--

-- ··------· ,-_, 

'.0''•'•'• 

__ ., ,_ 
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• Enter the control number 

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

····: :,,. ' 

'•«I "• ' 

.. ,, .. ,,.,' ,•,',''' 
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• Enter the assigned to POCs: See Appendix A- Separate POCs with a semicolon ; 

-,• ,<~0> ~« .Oo0 .:• :>,o 
- •.,,,~-

··--·_,,_--

='--·· ' -~ :;,. ' 

1. ........... •• ........... .J ''······· ········••·•····· 'I 

• Enter the start date- the date the POC was tasked to provide records 

'"' 

00-, _, 

... , .. ,,.,··" ···w-
----:.-.-' 

-~ 

-., .. ,,, ,_, ___ , __ , ___ ' 

'""' •' •' . 
_._._._._._._._._. __ '_j: ........ ·:;:.:~; ........ , 
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• Enter the due date- usually 20 calendar days after the start date 

' - '-·· ' , _ _,.. 

-- ;,•-. 

·-~·. 

••,•,, ,,. ~: 
-- :~ ... , ,., 

>.- -~ 

' ____________ ':::: ____________ ; ,_ ,_ .. ,, _________ __) 

• Set Priority to 1 

- >--. 

' ' ' - ,.,,. 

"'"' '.,,, .. , ,.,.,.,,. 
"I'·< , : , ·" ·'· 

'" .... _,., 

---.:--.. <·'·' 

'''''"'··· >.-

' ' " " ' ' 
:-<O>'Y<• ~:-•:- -

! ... - '·"·" .. : .:: .:J; ..... ..... :~·c•: .. ......... . 
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• Enter a brief yet accurate description of the request- DO NOT include PII 

- _,- -~--·-·-

"' < .. ,_ 

>·-<--' 

- ---- ·'' ,. ' 

,'-.<-. Co •>'' 
-•>):c,• 

• Enter your contact information 

, ..... -.,... ~- -.;. 
.'M'N'" ' 

,_,, __ ,,_ 

,._, 

,;,, . J I 

(_- .. -' '-.-_ _-') (_- .'-' ' -:.:'J 
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• Select which track it has been assigned to in FIPS, 1 or 2 

, ___ ,-

-_,,,_, 

• Enter the staffing date- the date the staffing was created 

.,._., .. _. 

"""" ' 

<·.--· ,_. __ _ 

:<---· 

:,,. 'j: "< .... ;.' 
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• Attach the SIG Staffing Sheet and FOIA/P A Request 

'" ,.·.:·, -~ 

-.. ~ ··:·.- .--
"''- ,_, .,_,; 

-~. ,_, _____ . 

·'<,::y 

• Click "'Save" 

".:,_·-:,;· ,,-~ 
~' ,--.,. ----· 

- -,, __ --, , ___ , 

'~- ,., ... ' 

,_,,-.. ,.- :.-.. ,,-,,,,, . 

.-.-, .. 
-~-

'"·'<•: ' ',, ' 

Page 52 of 93 ·-

I ............................................................................. J 
3878 

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



r·············································································1 
I SIGNIFICANT INTEREST GROUP (SIG) SOP :: l mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

10.4. Request records via FIPS for: 

• Contracts 
I. A Contract FOIA request will either reference a USCIS contract or USC IS 

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. 

From; FOJA GROUP 
sent; Sunday, December 29, 2013 l:OO PM 
To! FOJA. uses 
SubjeCt: Uew 2013 fO!A ReQuest· HSSCCGOBF00291 (~Ieese Ccnflrm Receipt & Pror.e-'>sirlC;I} [H;ur 4 L275] 
Irnpol'tl>n<e:Hig. 

Good morning, under the provisiml~-of the Freedom <1f lnfonmtrion Act, I b~::reby request a c.opy Of thl.! 
fhUowi11g dc!curnG:nts. idemiftcd to HSSC(XJOi!-HJ0292: 

l) Cr~dil R~:porting Services .;;Qnttat::1 & $0\\','fWS \'.ilh Eqt1.H1L-: lnfi)rmat!c:m Sen:i.:e:>. Contrru-:1 
#GS23~'A0014, Ordtor# HSSCCGGSHl0-:!92 , 

PicMc: 1xmfirfu ree.dpa ::md prccess:ing of1his request. lf yo~ have any q:w:st~i>IIS pka..w l.':<J&ltact me- il.t 
I agrw tn r,av reawnahlc f(lia tl:cs, howc~·er, please no1ifv me if these fees exce~d $55.00 for 

approval. Tha11ks, ·-

1 Page 53 of93 I 
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11 Under the Tasks tab click "Create File Request" and choose Contracting 
Office 

A·NumiH!F 

fDNS 

Chi<>f Finan~,~! Off:c,;:-- OCFO 
C·Jmm•.m:caticns- OCCI'<IM 
Concra<::t:~g Off,c.;-<:Jf_;;ro:,x<-:, 
D1r~c:t<:-r --

EDMS 
E~t~r;>r'~~ S;orYtL<O~ · ESU 
Equal 0>-e•ortur.it" 
E·<~c:uti~,; S~uetuiat · EXSO 

Ccnt;;nts 

Ta5k 
G<"·Mhf-<·r·0~p!i<~~-·Ca>e~ 

cr~"'~"' ;:.(ldi,x-n31 cas~s 
Cr;:at<e f;l,; R;:q . .J~St "'4:-'""··<o·--­
Askni.•<•h:.d ;;,;;:1'!?r.t L ott~: 
Flnal.~t:<Jn Letter 
Spe<:~<o!t, Letter 
Status L~tter 
Blank Lette,-
lr<t~l-e>t L~tt~,­

Etp~d,ted D~n1~l L<?tter 

Sl;~tus 

Not started 

Not St<!fted 
Net st~rted 
Not st~rted 
Not Started 
Net St~rted 
Not started 

• A-Files and Receipt Files 

\'O St'3ff.n·~ Let.t<;l' 

cu~t-·;mizF. L~t<"' 

r_-_: >':I<; Mis;.ng, L<,st 

E1'1a:l 

CCEm311 

Histor> 

L If the 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: 

• Describe the records sought 

• Must have a mailing address 

11.2. Describe the records sought 

• 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 is or is not described is 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: 

• Our office responds only to requests for USC IS records, the request may have to be 
referred or redirected to another agency. 

• 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: 
I. 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_ 

II. Phone contact: 

I Page 55 of93 I 
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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 USC IS FOIA Office Tell the requester 
you are calling them concerning their FOIA request. 

• Case note phone conversations. 

• It is 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. 

12.2. Effective Communication 

• Suggested questions for clarifying the request 
I What do you mean by __ ? 
II. Tell me more about ? 
III. You stated that you are requesting, ___ . Am I 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 I 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 SecurityiUSCIS website to 

see if that infonnation is available there? 

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

• If the request looks voluminous and the Requester has not asked for a fee waiver 
and is 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. 

I Page 56 of93 I 
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13. Referring and Redirecting Requests 

While creating cases be sure that the scope of the request is for USC IS records. Many requesters 
are unsure ofUSCIS 's mission and will submit a FOIA request for records USCIS does not have_ 
Keep in mind USCIS's mission statement: 

USC IS 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. USC IS is not a law 
enforcement or intelligence agency. When the request is for records that do not relate to 
immigration benefits or an obvious function ofUSCIS then it may need to be referred or 
redirected to another agency. 

13.1. Referring 

• 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: 

I. Apprehension/Detention/Removal/Deportation Records (beyond A­
File material) 

• ICE orCBP 
Il SENTRIINEXUS/GLOBAL ENTRY IF AST Database records 

• CBP 
Ill Apprehension at ports of entry 

• CBP 
IV. Inspection records 

• CBP 
V. Entry records (beyond A-File material) 

• CBP 
VI. Immigration statistics 

• DHS Office of Immigrations Statistics 
VII. I-9 Records 

• ICE 

Example of a referred request: 

I Page 57 of93 I 
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VIA REGULAR MAIL 
U.S. lmmigrarioo and Cuslorm Enh1rccmenl 
Freedom ol·l~formatiNI ,'\ct Oltic~ 
500 12:11 ~trw, s_ W., Stop 5009 
W.lsh!ll£1:11\ D.C. ::!OSJ(>.500\"I 

Rf: fuedym pflnformali~>n Ad R<>'QU~f 

D~ai SiriMadanr 

Jun.:.- l S, :.::0 U 

'Ve t·eprtsem tk \\imld 1\~~mbly Clf \lus1im Youth ("W A"-1¥''1 .::ld the W•gld 
.<\s~emh!~- nf \1u~iim !nll!'l'll'!tit11:.a! ("WAMY !nt'l"-) it~ th~ mtlltidL>trlctlJtig~Tion @tilkd 
.irr- u !~·mm'st tltiacb· .ifStph'mMr j r 20M. ~lD!. I )'!u. 

This j,-; a l\.'(j\1~$~ umkr the hwd>Jm of (nf,)~JmtitJil Ac; ("fOlto''). We tJ~roby 
;~qu~st t'opics uf tht following. N:.;;Jrds, as wdl a$ any att;sdJmcnb, '>rhid1 we~ 
tck:l:>Ul w (\mnsd in re..~!>.mW 10 :heir con:c.~rvnJ~nu" r«(l.l~~lin£ th<J C:Ji< . .r:n.llit·r. ;iskd 
bdow. 

········r .................................................. . 

! !lt!~:JIJ Q-flll'lllli!\t~liMJ iHld (!.l~:.;,ms P.':iW.m~ (O 
Uat(: 12:·~·'200:1 

hom: 

L \<). -------~----------' ............................... ·-

US !mmiguw:>n nnd <..'<.is!.t<lll> Enf(lrcemcnl rCSJl<Y.l!>e 111 
Rcqt.K'~I 
D11te: I (J!~ t>f2flfJ6 
From: 
T<): 

~-~fld!J~~~g··~-~-~.~~~:~nt _____ _ 

• To Close as referred: 
11 Click "Final Action Letter" 
IlL Select RF: Referred to a DHS Component 
IV. Select which DHS component to send it to 
V. Click "Submit" 
Vl You will need to modify the F ALand memo to reflect the request 
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fiPS •-::'.O.B.f> Productlon 

F-ee lr-fmmatlon ~j_l_j_j;!;_j_;j_!_:D_;_:1h_!_i)}_:·. ~mcessin>~ 
B!f~fACM~J.k~tG:':-- ------------ ------------ ------------ ------------ ------------ ------------ ------------ ------------ ::- """MIIl'.!!'!i! .• \<EM,\·I);i~g;id;ni·i$11<1;,f ,,,.·. , ..... ,,,·.· ., .... ,,,.·. , ...... , ..... , .... ,., .. , ....• 

DP:DLij:'!ICJte 
EP:C:·eatild in Err-x 
·FCR2questc->'s failure tD o::•cm,::·l';' 
F!;ReqL:est-or's i'a:!ure: tolD recc,n:ls 
.N;;..FOJA Qr PA rwt 3Pf>lk?ble 
r-J!U>Iot applk-01bls -certified <:~·p·; 
NR:N;;"·!'\-~-r:·SStSSI>.•n C•f >''2C0(dS 

c>tcld r.ec[·r~s 
RD:R>;,·dir>;,ct'3d tu ,;not11.er 3<].encv : 

P.e.:·Jrd~ r·;eeded 
Insert Cl~:-k <:•f Cc·urts;N~tiDna! Archives pa:·agr<'ph 

Mt~~~~--
TD·T"ta! cl<'nial · •fur:cr 
:.JT Unabi-3 tc- l<:>.:st-e re.:ords 
\.';'C:P,e-qtle-st d::h·:ka:,~n 

i<J:i<O:"''''··"'·""' '" '•: '" ""''" ·'•: .. : .. : .. •: .':• .. : .. ::. '" '•: '" ""''" ·'•: .. : .. : .. ih~ffif~fiir/Rhl'ati-Mi_.,,, .... -
' · --· :·ci:epa;tn;~ii·t--;t P.Oni~~~-~-rs·;,;,:ll:,~;-.. . . 

s~-ar-:h ror C'Jp-ii-c-at-: C~s>:~ 
Cr<=ats ~dd1t1onai C3S£'> 
Create Fils l\e>:jt:~st 
A-:i-;l'Q:··I:e.jQem-:nt Lett.:r 
~:na! _i:ct•r.:n Letter ,_-_.,.-
':p,;.;,a[t"y :..ett~r ''if;···"'·, •.. " 
~tatc:s Uotl:-or 
Sla:'fk L~tt-:r 
Interest LettH 
E-,_pecl:ted Oer.ial Lttl:-er 

13.2. Redirecting 

:coederai Emergerrc:y Man;ageme:-;t .1\qency'" · 
)mrn:<;~r-atJc-n <>nd O.istC>ms Enf\:•:cerrl•:mt 
!Transpc .. ·tati<Jr. ~.ecu:·:ty .::.c;,ni-11St:·.owon 
:u.s. cu~::om~ .o;nd Sord~r Prc-te-:t1<ln 
:unit-=d Slate-s Coa~t Gua:·d 

StllttiS 

twt St<~rted 
Not Started 
Not Started 
twt St<~rted 
NotStilrted 
Not Started 
twt St<~rted 
Not Started 
!WI: st<lrted 

Hi>to:y 

• When the request should go to another federal government agency outside of 
DHS (e,g FBI or DOS) it is closed RD-redirected This notifies the 
requester that they should send their request to the other agency. Please note, 
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the request is not sent to that other agency, the requester is instructed to do 
so. Examples include the following: 
1 Records concerning prison or prison guards 

• Bureau of Prisons (BOP) 
II. Visa Statistics 

• Department of State 
Ill Passport information 

• Department of State 
IV. Expatriate information 

• Department of State 
v_ General law enforcement activities (not DHS) 

• FBI 
VI. Employment/personal background investigation records 

• Office of Personnel Management (OPM) 

1 Page 60 of93 I 
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Example of a redirected request: 

VIA W.ll 

"'""""'G<u' ... I;""'""W' 

iH 7'-'· r ~-,-.~"' '"' 
(.,<\>)", ~I! l{'' '"'-
,~._,.,, 

" •-;~< '""~ ,1(<., 
I .\•J:'.WW<~: 

"'~"""'"' ;:,>,"' 

SIG 
liAr i o Ill 

lltEc"'1 ° 
UJ;. ClTIZENSIIII" AN[} IMWGRATION !IERVICI1:S NATIOMAl "RECORO$ CEJflU lfE:o 
i"(JI.OJ~A \)i!io.'l! . 

:m -15Q SpG<J~> C\'!rntr ~0011 
;,Ein ~umo~lt. MO MOOJI-21:1.1 

"'' 
On A.<i7"1'1 tl, 1980, ihe U»>!G<f Sial<>$ ~~~11t ~r ~(~ ~ 1M 'Oep~r~•nt~N Qf Sr.a\1> A.tgt<lJ'F- ei !WC~>E 21 
~ga~ ""l!!H'dit'l) o!t>;pal,i!illoll in l>g~t ·:>1 V<i>= ~- TClllll...: No. 7$-lN;l, ~~ Ja<<o;~,Y ~~. 1~~~· T~•$ Oaw~•l is 
l~r~~~~r !et~roo !<l WI 'llle Ai1\lmm' flt.lo:~antlo too F1aMom ot atfor.m<v.>n Act i''FO:A'), ~ !}.i';.C § ~m l«<<! ~(II~ 
~~I flllt~ri'f, .,., In ~lill"<:e .,.,.;:~ )'C\;r pl<t<'i8Nid IM1n.t:fons :lj)Jllieal:b 1(0 "'"" ro~~oootl. V>i! Mmcy '~'&' 
CQfihlli cr all cf ttw klll(:.~,~ :t(jc>l\11. 

:, A~- '>'fl<l !li ~n<h!. w.o-.:h, rde~. 001'1moRJ~IO<l 'lr¢tC' r~l,)1ljs wl>lt<> r~raoo tot~~ l)lb'!J;W(>(;" oo~ t"' 
?Of)f<lm. 

2. Al'<f Ill'!!! s'1 ml!m<lrervf3. rere~~rct"J. no~•. eommu~on lll'1!k>r ~s ~~r>e<awl ~&~l<l .!a>I0~1'f 1, f91W 
~lid J"~ lZ, Hi9$w!~~ <;11!"'-1~~ illl\ awlrut;o" <>I Nro~":"· .'W.slr. 311'1' u.s. 2~J (1001). !Q" u.;;. ~Wlon·~ 
p~ l<ma ~~ s'«h cllmsjljJ> :nr<:•l#> O!lliiO""'S; MIUI'SI:UIWI <!! 1 br't:iiJ!I """""' <>1 t!llol'lfl ~n ~<!>!'\ ~' m~lolng 
-tlll'lal- lotmal <l~Cir.rnt:rKI ,;,1 all~'ifi!l>".<l !l.l ~ '<.»1\'lr> '1111!1> <:-t io~'llk.;O.l $«MIYIWI< 1~'\>Qf 

3 Ar!lllr>:l lilt rnemcral\ds, ~ttl\, t>Cl9\l_ acmmunroa>ia'l ~!l!Jffir >IK>llll~ vP.J;..:fj :Wf>W rn ~ rr~mui;)<l!lfl~ 
re-ol:IIO!'I, <¥ado~ <of the ~{)«e'll l'J ~.FJI S040 ar-tl llny ~e= '"lT"I~no: 

4. A.-,y 00<:! all comr1Mll..:at.oo \111!., ;:.lhw :tep~~s « ~003 <:1 !l"<e- lll1lioo Stine-s qo~,nrwro~ oodiv. wllh 

~<'11'11~1 MP~trlmi!!'lt~ or •'ltlei! 111 h'lre[9tl ~If!! Wllll~ to ~~~ tro>M~rn llf oo~~ ;:;t m<>r.<!VMIJ of the 
o~oe. elf U t'i e-tl:!<!ll$ lllki~~ I"'W-'-IIfll m::po!rl$~og ~1$. ~:>::! wt«:ll ,..;;;-,; p<o<htta<l ~'<11 '"""'.;."~ 
~~ .rnn~a<} I, 1009 """ J..-w1~. i99S,IR'<l · 

~><l<l'l,~n<la. ~. ~005•. """""~nit:•&>~ nncl/r,r woot<t~ ror:ro;,,;f'{l """'"d. <Jt ro:tfo:al"" <>1 W. al 
l'li!ti<:Mm~. Md · 
my O<l:! all ctlt'r!!ilf""'O;tr""" -..;!11 \1$ riBidOIM!<'I>ei.,IIM lnl\1111~ n!I!Hr>t!;~ in 3 ~ cooMr;: 

• To close as redirected_ 
II. Click "Final Action Letter" 
III. Select RD: Redirected to another agency 
IV. Select which agency to send it to 

I 

I 
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V. Click "Submit" 
Vl You will need to modify the F AL 

{,!if}i;j\!::jii,1Jf~::, Pr''' 10''"' 11 
'FM'Iidi(liNJ!tt.<;P''" ......... ·· .......... ·· .......... ·· .......... rJtian\&~~fiD;,;p~~-iiMf6iflia~f'''·.-...... ·· .......... ·· .......... I 
~-:)p·,·~up·;,·c·J·t~-..... ... ... R€<;:-::•rds ~1€€--:led 
:;::f'::Ct-~~t~d tn EtT<:Or ln:~rt Cl,.rk "f c~-~=t~/rla~l::na! ;:,rchi;,.s p~r<~qr;o»h I 
!Fe. ReqLJ~>tt·r'• f~tlur~ tc -:•:·mpl-y lnsErt »L·m~n marr:~d tt:< u.s. ctctzen:; j:<>:·agraph 
~~r:t:.;,q•.a~stN's f3<!ure t:) !C. rE·:-rds 
:~J!l::oor;:.. ur PA nr,t applic.;,bi~ 
!NB.r<.:-t cppl1-:3bi.; .,~rtlfl~d 'op·, 
~ 'JR: Ncn- p':>ss,.ss:on ~f r-e::c·r<ls 
:o~<.:·)l-:1 ~~wrJ; 

0
"" L, ,, •• '..; ,., 

0 ·.JJ(::., .~·. ·..t~"'' 

~?.FR~terr9d ~a DHS C;:;mponent 
~TD:T{·t~l de1'<1l: 
::JT:Unob:e t<:· iucot~ r~c-:.rds 
i·N'0.Re']b~St ,~ithd1"3'<"" 

C:i!:arch f Cf 8:l>'1!e~t~ C3~H 
•:t~~te t.ci11:1·~1".~: Ca>..-s 
Cr.e3t~ F1l~ Recu~st 
.C..:knc.,'.lej.J.ement L.ett.;,i 

F111~1 4ctl~n L'!Ott=r "<k·r;···~:. 
5peci~lt'i Lette:· 
St;:;b.,~ L.;,ttel' 
El3t1l-. L"-tc,or 
lnter~;;t Lett~r 

St;~tes 

:s"rEau of ;;,r.:chol Tcba•:cc ~' F1r~~rms 
·~e.1trsl Inte11:9~~ce .':.-J.ency 

;Ci>li R:g!"lts o:-.,is:Gn 

: .~?~1:n~.'?~. ~ep~.rt.nl"'.nt ... 

"'et St~rted 
Net St~rted 
N<lt Stftrt@d 
Met st~rted 
Net St~rtEd 
N<lt Stftrted 
Milt St~r!ed 
Net Started 

I 

E.·~·~ditEd Denio I LEttEr N<lt Stftrted 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~) 
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mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

14. Maneuvering FIPS 

14.1. Changing Tracks 

1. Bring the case up in Standalone 

US. CitiJ.emh.ip 
~ud ~nmrigrativu 
Sl:.t¥~teJ> 

rsearch Cas~ Standa!Gil€ 

St<it;.IS~ 

Control r~umt•e<,co';',;20 13(,00664 
Requ~st r·Jumber: 

Creat:d ~fter~ 

Offi.CE -­

Reque~tsr Last r-~ame~ 

R..:quester F:rst r~ame, 

RBquester 1-Mdle r~ame' 

SubJect L"'st r~amc( 

sut•Ject F;rst r~ame 

Subje:t 11iddle l~ame! 

.i>A~umbe;·, 

TOPIC 

i!"" Control Number 
:: _-_ 

i!~$f;'·N2C 1300066~ 

Oate 
Re<E-Ived 

Re:q L1lst 
NamE-

Req First ''""""S~bj~d:-i) 
Name Name 
Kathenne 

o: -l;-o------'l'--o<:o-.><--r otal it en',;: jff::.<t<n<:i ( 1) .... '"" ... ""' .... '"" ... ""' .... '"" ... ""' .... '"" ... ""' .... '"" ... ""' .... '"" ... ""' .... '"" ... ""' ..1 
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mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

11. Select the Track you want the case set to 

C.fke: COY/ <i ' COW2013000664 St-atus Clos.ed PO 11}26/2013 'Neb E1Ttr·: 

R.ecerved 

@$' 8:23/2013 

S.;-ann-ed 
{18:23/2013 St26/2Cl3 

Perfected 

]8:26:'2013 

Finaf ~'-t:on 
1lil4:2l}13 

Ck-sed 
11,2J5,'2013 

Final RS:p!t Due 
09/23_:2013 

Requester lnfurmatioo 

subjecl Jnfortl"hltlon 

First 

fi!J :t-.::d ~' 2 

Type ~ _-_F?~~--~~g;~;~t .. --
:3outT'= " Other-; 

C~tegCiry "' OTHER 

C:;fcuiJte Quo£u.e p,:.sltiGn 

ha; ;;:ef,n·:;ls 

Middle 

Bureau t!S 

Edit RE·4UO:Ster 
Ch<~r""<\1£ Requester 

Last 

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

F•1·int To CD 

0 p..- Cited 

r& EYpedrte::i Dented v_' lJ ln litt,JJtion ~ 
ln Ctn~ul.i'r :3ear::h 

[J D~tinqL:.:nt 

I 
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mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

111. Click "Save" 

C.fke: COY/ <i ' COW2013000664 St-atus Clos.ed PO 11}26/2013 'Neb E1Ttr·: 

R.ecerved 

@$' 8:23/2013 

S.;-ann-ed 
{18:23/2013 St26/2Cl3 

Perfected 

]8:26:'2013 

Finaf ~'-t:on 
1lil4:2l}13 

Ck-sed 
11,2J5,'2013 

Final RS:p!t Due 
09/23_:2013 

Requester lnfurmatioo 

subjecl Jnfortl"hltlon 

First 

fi!J :t-.::d ~' 2 

Type ~ _-_F?~~--~~g;~;~t .. --
:3outT'= " Other-; 

C~tegCiry "' OTHER 

C:;fcuiJte Quo£u.e p,:.sltiGn 

ha; ;;:ef,n·:;ls 

Middle 

Bureau t!S 

Edit RE·4UO:Ster 
Ch<~r""<\1£ Requester 

Last 

Refern:-:! Frorn _ v_ . 

F•1·int To CD 

0 p..- Cited 
"' "' """"" "' """"" 

r& EYpedrte::i Dented v_' lJ ln litt,JJtion ~ 
ln Ctn~ul.i'r :3ear::h 

[J DetinqL:.:nt 

I 
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mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

14.2. Moving a case to another FIPS role 

Example: moving a case to administrator role: 

1. Under the work queries tab select Admin: Case 
Reassignment 

Arlm>!liSti'<ll<)t Q<J<!ri(>$ 

.ed,m;': fi<rr.kio~J ( 'l:;e ~'<«1-rKtion 

_
0

,_,,-x<::_W_p. j\<.1;"~'' (~U: f<<n:'i'.'l(i<'~1~~1t 
-_«:--·['-"': ______ -- ------ ,:;~ "S:tJfilf,g LO<Jt«)l1~ 

J:!l ;_.:;:-Jr om::;:~ 

M U~e'r~ A~>1i;'li':<;'d T;; Ullk.;, 

t>JI ~)$H~ A%")!~6~ iO f;-~1<2 

C<1M~ Wvr:k.fklw Queu~,. 

.'~<:l~tW>:~~r·.~t<Y i:·:t~k 1. 

.:;<b·,ininnltm· Tnd-· 2 
CiE''~ ;_;;: Elt<.·i' 

::'ii~« !>r <>:: -'<!l~<}r 'tra.k 

( .. HG": fi1Yr<•l%<X rr.r~·~k). 

: ;1:1t Oli0~' 

My Qi:ini~_s 

Wotkfl<:lw Q{lffl~:;: 
.i~ Vik,; Q'Ji\.i'.l -:~ <~W~(· 

<.$~ig.,,:<J '-"""''' 

AY<Hl,fbi•J C>s<:~ fq "_1\ (~!<-"~~ 

C-n<:~ ~n R<;l'l :n U~01·-:; Gf.\:<i' 

(iJlW·f~, Offi('~ Q-'JE':.N (.Jllm 

O<<ol><l.i!t;:.i~ ·:.:.i:;<:KI:i> V;@t. 

Page 66 of 93 ·· 

'"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""J 

3892 

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



r·············································································1 
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mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

FlPS vHULil Production 

search Criletla 

C:contr<:>l ~JllmbH 

Oflic.;o 

FJF'S Rol-2 

FlP:S L·:<g:n lD 

I 

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

I 
Add!! I 

R,;: 

"I 
:'I 
'c 

Narrow tile searclt to When tile C<~so: was last Moved In tile Workflow 

Start Dats R.:c;:i·vs-::1. 

En-j Cat::; R<='[~k;d 

r·_· ___ Submit·_-_ .. _ .. ) I 
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mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

111. Put your mouse cursor over the case and left-click 

FIPS '<7 .O,S.iJ ProdtKtlon 

r~r;.arch Case 8'1 Conlrol Numbet QueUE- User 

Se<~rch Criterill 

Cc.ntwl llumbsr 

Fl;;"'S RVI"l 

Fll;-s L<:.Qin lD 

'ro·.v2013000831 

Narrcw the Searc:h lo When the Cilse Was La51 Moved in the Workflow 

Stout Dat~ Rec;:J"<ed, 

End D~te Roe'cei·:e:d 

Co11trol Nuntber Received --- :f~~~,-~~1:1: ':::e·-:o::e~ '~:--:~'~:-::· :~~:J 
T~t;~~~~~~~~~~~,:~)~t~1\5J2¢\~:~twJ,~, ~A\: , ,,, ,, ~,~.::t_u:~_:,t~1r~&J ~,~ ,, ,~,u~¥¥ila~, ,, ~,~z~b~cli 
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(b)(6) 

IV_ Click the little person icon 

FIPS '<7 .O.S.iJ ProdtKtlon 

jse.arch case av conlrol Numbet Queue User 

Se<~rch Criterill 

Cc.ntwl llumbsr 

Fl;;"'S RVI"l 

Fll;-s L<:.Qin lD 

Narrcw the Searc:h lo When the Cilse Was La51 Moved in the Workflow 

Stout Dat~ Rec;:J"<ed, 

End D~te Roe'cei·:e:d 

/\;~~~-~ Nuntber Received ,,-- :f~~~,-~~1:1: ':::e·-:o::e~ '~:--:~'~:-::· :~~:J 
''\:''¢~%~P~'~dpt1SiV~t~1\5J2¢\~:~tP0J:~: ~A\t _, ,_, ,, '''/'/~1r;~&J/':~:U~¥¥ila~:'\2~'d~cli 

Total itern:':::l found iJ\ 
: "'" ........ "'" -~'''"' "'" ..... ~-- """ ........ """ ........ """ ................................................................................ . ! 

~) : 

··.,-:o_fl 

v. Click OK 

Do you realy want to reassign case(s) 
./· 
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(b)(6) 

VL From the three dropdown boxes select the role, office, and 
user you want it sent to and click "submit" 

Forward Tv R>Jie i .ttd'llinistr3tur QLlf'Uo;. "' £hc1' 
R.oaSStQn T~ OfftCE~ COW "'. ·th:·w·":":-~ 

R>2asstQn roUs-er !~0~§:?.'~:fm~(~ ... :'.':::fk·c- ,_.,,,,_, 

c::~~~-~;§.j~~~~J c.·:.·.~-:~i-~~~-i_·:.·.~-:J 

' 

fiP5 ;7.0.8.0 Production 

v11. To confinn that the case was moved - click the submit 

button. The case should show its new status 

..... ., .. ., ....... ., .. ., ....... ., .. ., ....... ., .. .,. 
'"·'·"case By Control NumbEr Queue User 

searrh Crill!tia 

Cc·ntroi Number 

Offk~ 

v. 

Nt~rrow the Se<!rt:h 00- When the case W<~s l<tst Mo11el in the Workflow 

14.3. Changing Office Queue 

1. Be logged into the office where the case is assigned 
1. !fit is in COW, be in the COW office 

Addrrl 

,) 

''I ,, 
5!.11 

'" eel 

''I ,, 
ORI 
Tr< 

Cfk~: CCJ''I C'«fl;ig Offi:.;_ _ __ ____ -~~~~·~tcillh __ __ __ __ __ __ _ 
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mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

11. Under the work queries tab select Admin: Case 
Reassignment 

Atlm1tli~tra!<>r Qil<!fie~ 

;,<:j<\1\l~: B3<:tJ,:,g ;,:C~M! Rl':duttlM'· 

~·~•ec'Wl ->.<\~·-in:'~~"'' R:s<i<":,siprrrF<mt 
~- ,;,~ St:~ifW·\)l(lt,';(l01B 

il~ iJHl~ Off":<o% 
::.~ UH$ ~t$i~~0t3 ro <Jik::;:; 

,;.~ >_;SE:i~ ~bSf'J•lBd f<> R>J!~ 

ColSI'l WQrkf!o-w QU>!!J('g, 

... ¢::~·-m-::-tra~c,r 1 r act 1 

::.d;f'i:q:~;~amr· ·r~ .:d~ 2 

C%<> (r<:at?r 

(l~sc r>rH-~S$N rr11~k 1 

Chs ~-ri.":'i!s.:le Tr<ick _;. 

RH<x-<:h v":.~v:-:-

unit Ul<~~ 
My Q~:~l.lri~$ 

c!¥;i!I'<'JU<? ~;t-:--k 

"-'OE fl~·t ~¢~'~''<ltd 

Wottdklw QiJ~ri<!s-
,>.!1 {lffi¢0 q,,.cfl;:> -~N<!'1C 

:<s:><<;~r:-~d c;a~tJj 

'~\JI;~t;:<:: Ca~f:f~ 

r,;.-m!:lbl,., C'M<J"~ :n ;;;J; Gtl':~<ir. 

(,;~sc~ in R~),J trl '-'~U ~ 01'!;,<2: 
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(b)(6) 

mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

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

FlPS vHULil Production 

search Criletla 

C:contr<:>l ~JllmbH 

Oflic.;o 

FJF'S Rol-2 

FlP:S L·:<g:n lD 

I 

Narrow tile searclt to When tile C<~so: was last Moved In tile Workflow 

Start Dats R.:c;:i·vs-::1. 

En-j Cat::; R<='[~k;d 

FIPS <I .0.~ <:>Production 

IV. Put your mouse cursor over the case and left-click 

Case By ContrDI Number Queu'l! User 

Sel'lrch Criteri~ 

C·ffi~e 

FI~S R.c!@ 

FlF'S Log:n lD 

N~rrow til€ Searclll-o Whell the C11se Was Last Movoed in ltte Workflow 

<olltrol Number Reo;elved Offici! Activity N.:~me Lcdoi!d 8-y Lock Type 

-~~~10~\:~ti~~~$3~i ~~ii;V~S-/Xii tt!i'i-~4)~ 
T<:.tal iNm~;) bun.:! ( l) 

I 
Add!! I 

R,;: 

"I 
:'I 
'c 

r·_· ___ Submit·_-_ .. _ .. ) I 
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I SIGNIFICANT INTEREST GROUP (SIG) SOP :: l mm;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm;;;;;;mmm I 

(b)(6) 

v. Click the little person icon 

FIPS '<7 .O,S.iJ ProdtKtlon 

jse.arch case av conlrol Numbet Queue User 

Se<~rch Criterill 

Cc.ntwl llumbsr 

Fl;;"'S RVI"l 

Fll;-s L<:.Qin lD 

Narrcw the Searc:h lo When the Cilse Was La51 Moved in the Workflow 

Stout Dat~ Rec;:J"<ed, 

End D~te Roe'cei·:e:d 

/\;~~~-~ Nuntber Received ,,-- :f~~~,-~~1:1: ':::e·-:o::e~ '~:--:~'~:-::· :~~:J 
''\:''¢~%~P~'~dpt1SiV~t~1\5J2¢\~:~tP0J:~: ~A\t _, ,_, ,, '''/'/~1r;~&J/':~:U~¥¥ila~:'\2~'d~cli 

Total itern:':::l found iJ\ 
: "'" ........ "'" -~'''"' "'" ..... ~-- """ ........ """ ........ """ ................................................................................ . ! 

~) : 

··.,-:o_fl 

v. Click OK 

Do you realy want to reassign case(s) 
./· 
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(b)(6) 

VL From the three dropdown boxes select the role, office, and 
user you want it sent to and click "submit" 

Forward Tv R>Jie i .ttd'llinistr3tur QLlf'Uo;. "' £;y,' 
R.oaSStQn T~ OfftCE~ COW "'. ·th:·w·":":-~ 

R>2asstQn roUs-er !~0~§:?.'~:fm~(~ ... :'.':::fk·c- ,_.,,,,_, 

c::~~~-~;§.j~~~~J c.·:_·_~-:~i-~~~-i_·:_·_~-:J 

' 

flPS ~7 .CuUJ Production 

set~rt:h Criterin 

vu_ To confinn that the case was moved- change office to the 
office the case was sent to. Go into the Work Queries­
Admin: Reassignment tab. Enter in the case number click 
the submit button. The case should show its new status 

.. Work Qc:en-es 

Queue u~er 

.__.,.,__ _ _,! 
Gffl:o: "'1:ow 
HPS F.c!!: 

>'If'S LO-;ilrl IC 

Narrow the Sear<:h to WhM the ca~ Was Last Mc'o'ed ill the Workflow 

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 

Addltl 

"' ,I 
"I 
" Sui 
su 

Tol 

"I Do 
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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 a true 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 

• Sometimes a requester will either not receive our acknowledgement letter or forget 
that they already submitted that same FOIA request This can be detennined by 
analyzing the dates for the two requests. If this is the case then the new request 
should be closed as a duplicate DP, infonning the requester of their previous FOIA 
request. 

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

• 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 
infonning 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. 

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 finn commitment to pay or a request for advance payment of fee estimate should be sent to 
the requester notifying them of estimated search fees. 
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16.1. Calculating Search Fee Estimates 

• To obtain a fee estimate as the agency component's POC the estimated 
search time it will take to locate responsive records and the pay grade of the 
individual(s) petfonning the search 
L 6 CF.R § 5 Ill( I )(ii) the below wages apply to fee calculations 

a) Clerical personnel (typically GS 1-7)- $4.00 per quarter 

hour/$16 00 per hour. 

b) Professional personnel (typically GS 9-13)- $7 00 per quarter 

hour/$28.00 per hour. 

c) Managerial 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 C.F.R. § S.ll(d)(J)(ii) 

Ill After subtracting two hours, multiply the remaining search time by 
the appropriate wage_ That equals the fee estimate_ 

16.2. Firm Commitment to Pay 

• Under 6 CFK § 5 !!(e) if anticipated fees exceed $25.00 a finn 

commitment to pay letter may be sent to the requester. 

• This letter notifies the requester of the estimated fees and that before we 
proceed with their request we must receive from you a finn 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 

• Under 6 CFK § 5 ll(i) if anticipated fees exceed $250 00 OR the requester 

has previously failed to pay, an advance payment may be requested. 
• This letter notifies the requester of the estimated fees and that before we 

proceed with your request we must receive from you an advance payment 

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 

1 

Messages, FOIA requests, DHS referr::~:: :7:ls from USC IS FOIA email box, I 
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,J 
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and email from A-File side processors_ Widely distributed agency wide em ails can be 
deleted. Other emails should be reviewed for further action 

17.1. Emails from USCIS FOIA USCIS.FOIA@uscis.dhs.gov 

• USC IS FOIA is the NRC's email box that the public can email. USC IS 
FOIA forwards suspected SIG FOIA/P A requests and questions 
I. If the email is SIG related print it off to be scanned as either a new 

request or CSD 
II. Respond to USC IS FOIA if a reply is appropriate- such as answering 

a requester's question 

Ill !fit is not SIG related, respond back to USC IS FOIA explaining why it 
is not SIG 

17.2. Emails from another component 

• Other components such as DHS will send referrals, consultation, or new 
requests to the SIG email box. Review the emails closely 
L If it is SIG related print it off and have it scanned in appropriately 
II. !fit is not SIG related (e g. FOIA request for an A-File), forward it to 

USC IS FOIA or reply to the sender that it was incorrectly sent to 
USC IS 

17.3. Emails from A-File processors 

• A section of the Processing Guide instructs A-File side personnel to email 
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 
L If it is a SIG request move it to the COW case create queue for the SIG 

case creator to review for additional actions. Reply to the processor 
that you took care of it, CC the processor's supervisor. 

11 If it is not a SIG request, reply to the processor that it is not a SIG 
request and why it is not a SIG request, CC the processor's 
supervisor. 

17 .4. Emails Containing Responsive Records 

• Print the records and send them to scan 
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• Reply to the sender that the records were received_ CC's the component's 
POC if sent by someone else. 

17.5. Keeping Track of Work Completed in the SIG Email Box 

• Once an email message has been addressed and there are no additional 
actions to be taken check mark it to show it is completed 

:·~-< >Oi;:; U5C!S 

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

-,_;;; '. ,;. 

• 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 

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

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

deleted. 

I • Responsive records received s:.::l:::f::nted and sent to scan I 
I 

1 •••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
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19. 

• 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 

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" 

"~.~,,, •""'""' ,.,j ·--, ,,~,. 

-~- '·''~"'- =··<'~"<'·j"lh >:~1, 

}<,,,,,.,)~···· 

:··.~<WI~~~'~' 

.'··«':1·1' ::"'"' , •. <;J '""'"'' 
<:<><>;·. '-<-<·~' •H·< eke 

'.""'"'"~ d":~ 'J'•"'* .. "'"'' 
'"""''"''" '~"'"""' '.<'...:'" 
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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 
• Case note that a follow up email was sent 

I. Also case note any reply received from the POC 
• Repend the records for 30 days 

I. Under the contents tab, right click the icon next to the Responsive 
Records slot you wish to repend 

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

0(lU<!Mr.t fYt>~ s~ :· ~~*"~ shr~~ ~~~~~u~~~ 

_I:'J Z:<><.~ ~"~''-'<=:'t'"ti ~}-~-::Jn'~'"•- l(; S.FJ'~;;\ 

IN~r!~~-~~~-~- ....................... .1 
>;+>H\'~ '·'''>'i-.} 

·C>.:·W<'',O.·:'~':!« 

(nMt<.- \'hP"• f''1<'''-
0-·H-~ J( r,-~~t 0<(~_,.,. 

(,:!!'i ,-,N>IJ!l~=·i!; 

1._,, 

Ill Enter the amount of days you wish to rend the case and click "Update 
Due Date" 

;::,-Nu:nt>el-

~ Date "-"C!L~st<:d 

'fY D3t,; .::1 L~;:>a~t P.~·~u,;;:: 

f5 Due Date 

12;6."2013 

t/5i2014 

IV_ Then close out of that screen and click "Pend" 

Da·,s to l'er .. j .~:t ..... ··fj ., · 
Update CJtJE Date 

Cancel Reques:t 

V. This has to be done for each pending Responsive Records slot 
• Cases will also pop-up in RL when: 

I. RRs have been scanned into a slot 
a) No action needs to be taken- click "Pend" 

II. When there is a non-records slot that is pending 
a) This occurs when records were copied from another case 
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b) Go into Manage Document and cancel request 

20. Vacancy 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 is an example of a vacancy announcement request, note 
the operative record description is the number CIS-905548-WSC: 

;'·~·~·=":':'': .. :·~·~'~":"':.::::''~'·~·~·:··~·~·=··=·~'----------------------1 
NOTE: Whilcy(IU ar(' It()\ r(lj<Jlred kll'l:SFQ~d til ~II !tffi1S in N~mber 2, &Huff: IO'jlM\!<i~ romplcte lln..l ~pe<:ifk iDfoonatiM as 
r~'l~""1"<l m~)' r~~~h i~1 ~ <l~b~ l11 ('t<J~~&~IIt$ I'll" :m ttl:l!>ility lc IIY.\11~ th~ re~:ccl(~) oc lnfurrrultioo rnqu~!<l~d I --·· [J Compk:te Alien F1o]c \A-Fik) :-

{8] O:~l"rpl.:ii:it'.WWf...~i.JI~~U(,T;) Olf JOO I~-~~-~~ ... ~ ... ~.=~-CIS-905'J41J; J 
J>urpow; (OpiWRIII: Y<.>u <.ln~ f«'<" ri!iJ~in:d;~J.\'1111~ rlrt r.~rp!iM r;,f)1mr ri!l/llf..SI. ff.ri;<H~t: /<.>fn):1Jti 1/IIIVa<i.~i;;J [}$CIS in W!AI!~~ rhe 1 

(lf..i::::.~{~!..~.~.1.<!..'!~~-'.E:'~"~'~'~"N~'~'~'•~·~m~.!----------------------, 

f 
C:IS l.>tlSSU -~SC, FIINS OFFlCS!l, WSC, GSHI0-'.-13, US CALH'Ol-'S!A S:Ell.VlCSl: Cllll"l.'li:R 
1 W'O:JLD LIKR TO BNUII' 1\lWJ O!lT REI.E.(7rEIJ FOR: THE J'(.IB liND lffiY. 

~- ~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--) 

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 

• Check for duplicate records by bracketing the number with% symbols 
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Fee 

St.~tu£ ('·op~l"' ·~.-Cic·>ed ("Both 
CDntrd ~umber 

cr.:at€:d ~ft.:r · 

R£qli<!St<2r Last ~iam<! --
F;.e::;u~ster F1rst r'~n1~ .. · .. ·.·.·.··.·.·.··.·.·.·.·.·.·.·.·.·.··.·.·.··.·.·.·.·.·.·.·.·.·.··.·.·.··.·.·.·.·.·.·.·.·.·.··.·.·.··.·.·.·.·.·.·.·· 

Requ.est.er t'1lddfs ~iam.e -­

Subject Last :,;31r:s .. 

Sub]>:ct F1rot ~;am.e ·­
S~ibJect f·1iddte :.<.ams .. · .. · ··.·.·.··.·.·•·.·.·•.·.·.··.·.·.······•·.·.·•.·.·.··.·.·.··.··•·.·.·•·.·.··.·.·.··.·.·• • 

_.:..;.;umber· 

Tup1c -;;~g,:;s-548~·;--

Sc;brnit 

I. 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 case 

II. Copying records from one case to another 

a) Right click the responsive records icon you wish to copy 

r;;K;!lii\illi~@D~:·: T~st·s 
';] Respons~.'B R~cvrds s 

iJ R~sp0nse ' 

':J Staffing Lett~r 3 

[l ;;.::i<.n0wiedgHnenc Le!:te1·-FOJ-< 

0 Rsqu-2st Lettsr 1 

b) Click "Copy Document" 

C"g<; Actions 

In:adr.'B 
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(b)(6) 

1.<:-h f,.,.,~•·i:\l'" 

J 

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 
e) Click '·submit" 

f) Then click the left icon 

Status --, REqu;est 
r,-.:,•"'c:•l IJ•••;~~~- _, .. ,.,,,_,_'<:<·-i.~.···.~. .. ................................. r 
--'-'-"""'- ~. 

Request Nll~lber 

DBte o·eat<::d 

Off1~e 

Rsquc:ster's i=i:·st Narne 

:::~::~:~:: ~1~;:1::~:~1€ ~-_:_·_: ___ : ·_:_:_::_:_:_· : ___ :_·_: ___ : ·_:_:_::_:_:_· : ___ :_·_: ___ : ·_:_:_::_:_:_· : ___ :_·_: ___ : '1 

F:r,;t Nam'" 

Last ~J-3m<: 

f.-1i::ldls Nam'" 

·_:·:_:·::::::::::·:::.:::·:::.:::·:::::::::::·:::.:::·:::.:::·:::::::::::·:::.:::·:::.:J 

;., ~~umt>.:r 

:! Tc,pic 

i! ...................... . 

II ~;2 .:;;;;;;;;-~,;;-;;,,:~::... "~ 
. ,m. . 
: !![] &f~ CO'N2<:11-WIJ0(101 12_, 3C>/20E 1:<04: 55 ~·t~ 1 

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

I 
1':: 'ib"''''' 
L---~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~-----~--~: 

................................................................................................................... , 
Doc ,, Document TyJre 
-1 St~fing Resp-~n~e 
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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_ 

• Create and control original FOIA request 

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

• Under the Tasks tab click "Create Additional Cases" 

Task 
S-e:arcl; For Dupllc.3te Cases 
c1·-e:ate .l.ddrtion:al cases <f@;e''''' 
Cre3t~ rile R-~qc;-e:st 
:;,;ti-:z,,,,.r~::JQ-e:ln.ent-\."!tt<21' 

Final..:::ctl~·n Letter 
Spemlh· LettH 
St.:m.Js Letter 
Blank Lstter 
IntEH!St lettET 
E;,:psd:ted Denial Lette1· 

Status. 

Net stitrted 
Net started 

Not stllrted 
Net started 
Net started 
Not stllrted 
Net started 
Not stllrted 

• Enter the number of additional cases needed and click "Create" 
L E.g. if three vacancies are listed, you will need two additional cases 

N~imber of 

_£(<'"'· 

• The screen will list the control numbers of the additional cases, they will be 
in the Case Create queue 

• 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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11 Under the Tasks tab click Create File Request and select Personnel 
Vacancy Announcements from the list 

A-Numb~r 

EDMS 

,:.u.-u,•.•m.m.um,•.•m.m.um,•.•m.m.um,•.•m.m.um,•.•m.m.um,•.•m.m.um,•.•m.w.,: 

i c..~gislatl'·,"i! Affaws - Oll:. ..... ~ 
occ -' 
Offic:::; ~f Cltizensn;p 
P;,rformanc,; a11d Qc:al:ty · OPQ 
P-=rsonr.el V.3cancy Announcements 
coc.li<:·:f and :str::~ts-;ry - P a;~d 5 

L ~~~~~~-t:.:!-i~~3c~~s11u~;i~i:nAO cas~s v : 

T<~sk 

:;"'arch r :;;r D";:;k..:.t<:: C<:~ ..;.~ 
0":B-.3t-,;;-t:f<O f:.eQ;:I-E'St ,,, '' 'c'c ' 
Fm31A :bor1 Lett,;,r 
SpS>:I<i:t·f L'2tter 
Status LettEr 
81.0:i1k LBtt-er 

Nut St<~rted 
Not St.1rted 
l\lnt stilrted 
:Not Sl<!itted 

• Staffing to the Hiring Office: See Appendix C for Office Codes 
I. The hiring 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) RAIO is identified by Asylum, Refugee and International office 
suffixes (e.g. ASY, Z*', and MEX) 

c) FOD is identified by District Office suffixes and suffixes that are 

short form of a city and NBC indicates Field Offices (e.g. DOl, 
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 

20.4. Processing a Vacancy Announcement Request 

• The most commonly used exempts for vacancy records are (b )(2) and (b )(6). 
1 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. 

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

• HR. on page 3 of the staffing sheet will provide the status of the vacancy and the 
applicants/candidates 
I. The vacancy announcement was cancelled 

a) HR. will infonn you if the vacancy was cancelled. If cancelled then there 

are no responsive records and the case can be closed as an NR 
II. No selections have been made yet 
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a) If selections have not yet been made then no information concerning the 
applicants/candidates can be released. The hiring office staffing can be 
cancelled, as the selection process has not concluded and responsive 
records do not yet exist. 

Ill Selections were made but the selectees have not yet entered on duty (EOD) 
a) If the selectees have not yet EODed then no information about them can 

be released. Hiring office "Will need to provide responsive records because 
the selection process has concluded and responsive records now exist. 

IV. Selectees have EODed 
a) Some infonnation about the selectee can be disclosed_ This includes name 

and relevant work and education history. PII such as contact infonnation 
and military services is still withheld. 

b) Only infonnation about EODed selectees can be released, all other 
applicants' infonnation is withheld 

• Processing Cert Lists 
I. HR provides cert lists that that contains information such as names, SSNs, 

veterans preference, and rating 
II. These are heavily redacted using (b )(6). Rating scores and audit codes can be 

released. Only EODed selectees and the requesters' names can be released. 
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• Processing resumes 
I. Requester's resume is released if they provided proper VOl 

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

IlL 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 is held (b )(6) 

V. Example of an EODed selectee's resume: 

Joe Schm<.:)€'. 

______ Edc;Uioo ______ _ 
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Vl Please note: veteran's preference is always held (b )(6) Also College GPAs 
are held (b)(6) 

• Processing USAJOBS Questionnaire 
L Same disclosure and redaction rules as above apply. Usually only the 

individual's email is redacted (b)(6) 
11 An example of an EODed selectee's questionnaire: 

' Qu~ionnaire Responses 

USC IS HR Operltions cent~ Report oa~e- 9rt:3rn 

Po1ition_lll•: IMMIGRATION OFriCI::R {FDNS) Vacancy ID~ 90W9 

Name: ,Joe Schmoe 
Allm:mt. NumW. C!S.o$0~\NSC 
etmlil: 

~e~IDn.: l:mplu)'!llftl ~nllllbilil)· 

Fu~ lime Employmerrt 

Y • 40 knunr. Per Week 

Tempor.y Em~l~ lBsting 

1 ·le$5 lll~n 1 month 
2-1104monU'I$ 

'l-51012ffiCI!llh!. 

Job~ R~lllr<ntr TrM Away 1'111111 Home F01 

1·110Sn~h 
2 • 6 io 10 night51ioonlh 
~. 11 plus nlijMshoorllh 

JA-1B01-02ll0 ~FD*tS) 11112113 905641 

Stdlo•: RESIUINC\' REQt!IREMEro<'T 

1. Tlltrt ~ .a re1klency rwquiremerrt ~;tr alE epplieMts ~Ql: tummtl~ employeQ b~ u.s. CmliE!I'$111~ and lmmigrali011 
S81\11ClK- Th<5 ~III'¢Y requ~Emant ilales that (:lln<Jidalln must ha¥6. for lil~W ol 11\t! lilSt ft~ year$ ~ediat&!y ~ 
1¢ a»lfltig for tn<l ~~<mtioo(s}; 111 ~i!!ed in the United sares: OR (2) wartled IOf l!le lJM(!Ij !ltal€5 GQYemll'lent ~s m 
employee <ne~s ~~a Feden¥or M~lt.a~ytapacity. 0~ (l) bliiBO ~ deP~~ntlentoh U.S. P~l or M1~ta<y em~ 
se!Ving <MII$NS. OQ you meet q~ of !heR ~ii$<'1'1E!rli:S? -

C • The residen:ey- ~~iremem dolts no! apply 1o me ttee•u~e I am curnmttv a l!.S. Ci\iumh11) •~d lmfli9raliiln 
SeMI:H tmp!<Jyn-. 

2. Seleel U $1<1~ !1\at best de5C-Iibes yovr Federal t~~up!o)'!l1Ml51a!us. 

A ·I am iill ~ w1th U.S. {;;'!""'nPp ~ lmmigr.rlor. ~&With ~tva sum.s. (F'roofi$ req~ired: a 
1'QPY <lf~llUI Sf'-SO,!iotillealiOfl o! Per$0f'llliJI ActlOil or eQu•~ele~lln SWI~ ;, tha &MQtJOCe~n\.) 

Stction; Mt!lll~IUM QUAI.Jtl(' .\nO:-& 11111•13 

3. 'Mlich oltfle MO'IIiil!l $1~$ bwt (lesc~be-s ~OOJr ~~e11ce? 

a ·I hll~• 1t ~ o~e yu~ of ~a~ad •~pen~ ~!\Iaten! to lle GS-9gm<ll.t 110\'ill mat;10g fi!l31 tl91ernli~Jo.ms 
;)II non-~~. ro.~«ne lmrrigration ~enert !equesb ~haii!Wolwo dete1mi•\ill9 epplicanl a(lmjH~ib~il) ~m~ cadibillty; ~r 
!IMI¢1!9 !!'ll~enotl ~nd appl)'i!'!g $t&!utcry raquirenm!ll. reguleliMaand j~d~ lind a(lmlnl$\ratiw p!8C8dll!tt~; or 
p!epilfill; wrttwn ,.porte d~ir!i 1M de!ed~Ofl ol imlllrpratioo hud a.d ~ patte~m 

N.l'oo must prll'Me ihe wa<tior> lilfe(s) a~<l4• o! employmti.t ~ ..,l'(lUi' ~me lh~t d~mnt1$1W~s ttw 
extml~ reja\&d tc tour r~ 

llNGRATION S::RVICES O~f:IC!:~ (II) FROM 09!2000 TO PRfSENT. CURRENTlY GS-121$0 II WITH USCIS, 

• Interview questions are held (b )(2), answers, ratings and comments are held (b )(2) 
and (b)(6) 
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~::~:~:: ____ ~~----------- -

I 
I 
' 

' 

• Scoring matrix sheets are redacted (b)(2) and (b)(6) 
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i 
·-~ -- _,_ .. _ ....... -''''"'" .... .... ~~--- - ~~ <:~ml11.m. 

• .... 
,_,.,OROO 

L:'EODed P<:.rson 

' 
EODe:d Pex£wn 

• EODed PeJ:'son 

L 

' • 

T 

' • ' : 

" 
" 
" 
" .. . 
" 
15 

' " 
" 
' 
' 

J1JllJJl!l.4 §!f:Bit!!& 81!!illll!llll!ldit!l2a 
1} Oe<laral ltnmiQI'llllon VGit:.J-11~~ ptalw 

' 2l All~llcl:l•nd li!Jepott Gill· Po8l!Wa CMI~tf ~~tm•~~ ~M mlno• 11tp11ve leedbid: 

3} Comm~LnN>• Mft • Mli~II'Rioe>cmmll>dtd 
~)l.bleo-n ~ • NOIR«cimmtndelf 

1• Low I I •lflotl I 0 N1> tlCIItfleniiG 

21. Opportunity to Object (OTO) 

Under 6 C.F.R §5.8 (f), when records containing business infonnation are processed, the 
submitter of the records (the business entity that provided the records to USC IS) must be given 
notice of the FOIA request and an opportunity to object to disclosure of business infonnation. 

(f) 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 
objection to disclosure, it is 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 infonnation is a trade secret or commercial or financial information that 

1 Page 91 of93 I 
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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 

objection to disclosure of the information. Information provided by the submitter 
that is 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. 

OTOs most often occur with contract related requests and EBS Regional Center requests_ 

21.1. Sending the OTO 

• Once the records are processed and business infonnation has been found send the 
case to approver to review 

• The approver will then direct an OTO be sent to the submitter 
• Request a redacted copy of records from the OA Room supervisor 

• Draft an OTO letter, the letter must contain 
I. What was requested 
II. Who requested the records 
IlL A response deadline 

• Mail (certified) or email the redacted records and OTO letter to the submitter 

(NOT REQUESTER) 
• Case note these actions and state the due date 

• Scan in the certified mail stub as a CSD 

21.2. Submitter has no objection to the release 

• Case note the response 
• Scan in the response as a CSD 

• Proceed with closing the case 

21.3. Submitter has objections and requested changes 

• Closely review the objections and requested changes 
• If the objections and changes are supported by the FOIA, then make the changes 

L Infonn the submitter the changes were made 
• Ifthe 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: 
L A statement of the reason(s) why each of the submitter's disclosure 

objections was not sustained; 
II. A description of the business infonnation to be disclosed; and 

I Page 92 of93 I 
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Ill 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 
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Component 

AAO 

AAO 

CustomerService DIR 

CustomerService DIR 
CustomerService DIR 

CustomerService DIR 
CZN 
CZN 
CZN 
CZN Grants 
Director's Office 
Director's Office 
Director's Office 
EnterpriseSvcs 
EnterpriseSvcs BIO 
EnterpriseSvcs BIO 
EnterpriseSvcs BIO 
EnterpriseSvcs RECORDS 
EnterpriseSvcs RECORDS 
Equal Opportunity 
EXSO 

EXSO 

FDNS 

FDNS 
FieldOps 
FieldOps 
HCT 
Contracting 

Contracting 
Contracting 

MGMT 
MGMT 

MGMT 

MGMTAdm 

MGMTIMD 

ace 
OCOMM 
OCOMM 

OCOMM 
OFCO 

OFCO 

OIDP 

OEOI 

OIT 

OIT 
OIT 

(b)(6) 

LastName FirstName CISl-Aiias 
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OLA 

OLA 

OLA 

OLA 

OPE 

HROC/OPM 

HROC/OPM 

HROC/OPM 
OPQ 

OPS 

OPS 

OSI 

OSI 

OTC 

OTC 

OTC 
Privacy Office 

RAID 

RAID 

RAID 

SCOP 

SCOP 

SCOP 
SCOPS EB-S 
SCOPS EB-S 

SCOPS EB-S 

Verification E-Verify 

Verification E-Verity 

Verification E-Verify 

SAVE 

SAVE 

SAVE 
NRC Administrative 

(b)(6) 
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[Date] 

[Requester Address] 

ACK LETTER TEMPLATE 

Dear [Requester]: 

We received your request dated [Date]. [state what is requested] 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

[Control Number] 

[FOIA Request Use] Your request is being handled under the provisions of the Freedom of Infonnation 
Act (5 U.S.C § 552)_ It has been assigned the following control number: [control number]. Please cite 
this number in all future correspondence about your request 

[PA Request Use] Your request is being handled under the provisions of the Freedom oflnfom1ation Act 
and Privacy Act (5 U.S.C § 552 and 5 U.S.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 \vith Department of Homeland Security Regulations (6 CF.R § 5A(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 detennining which records are responsive to your request, we 
,,,-ill only include records in the possession of this agency as of January 2, 2013, the date we began the 
search for records. 

[Track 1 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 you if your request is 
placed in the simple track 

h1 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. 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. 
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[Track 2 Use this time extension language] Because of unusual circumstances ,._,-e 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 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 \vish to modify your request so that it can be processed within the statutory time 
limit or arrange an alternative time period \vith our office_ Regardless of any delay, your FOIA/PA 
request will be complied with as accurately as possible. 

1l1is office will be providing your records on a Compact Disc (CD) for use on your personal computer. 
1l1e CD is readable on all computers through the use of Adobe Acrobat sofu.vare_ 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: 
FOIAIPA Officer, or fax them to (816) 350-5785 

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 instmctions. 
Please be aware that the National Records Center no longer accepts FOIA/PA related questions directly 
by phone. 

All FOIAIPA 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/P A Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to (816) 350-5785_ You may also submit FOIA/PA related requests to our e-mail address at 
uscisJoia:illuscis.dhs.gov_ 

Sincerely, 
•' ---- '-. 

, 

Jill A. Eggleston 
Director, FOIA Operations 
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Date 

Name 
Street Address 
City Street 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

Control Number 

ADVANCEPAYMENTOFFEESTEMPLATE 

Dear Requester Name: 

This is a response to your Freedom oflnfonnation Act/Privacy Act (FOIAJPA) 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 is: 

Search Fees= $XXX.OO. 
(Search fees were calculated according to 6 C.F.R. § 5.ll(c)) 

Because anticipated fees exceed $250.00 (or the requester has previously failed to pay), we are notifying 
you pursuant to 6 C_F_R_ § 5 _ll (i) that before we proceed \'iith your request we must receive from you an 
advance payment for the entire estimated fee amount ($XXX.OO)_ 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 ofthe letter). Additionally, 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 is received." ( 6 
C.F.R. § 5.1l(i)(4)). Failure to pay within the allotted time frame will result in your request being 
administratively closed. Please note your control number with any correspondence you 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 your control number on your 
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 
infom1ation from your check and explaining the purposes and routine uses which will be made of your 
check infom1ation. is available at the following internet site: https:J/,,,-ww.pccotc.gov/pccotc/index.htrn. 
To obtain a copy of the statement by mail call toll free 1-866-945-7920_ Furnishing the check infonnation 
is voluntary, but a decision not to do so may require you to make payment by some other method_ 

If you wish to modify your request please state such and a new fee estimate will be provided. 
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Sincerely, 

Jill A_ Eggleston 
Director, FOIA Opemtions 
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CONSULTATION MEMO TEMPLATE 

Date 

MEMORANDUM FOR: 

FROM 

Subject 

Name 
Agency 
Address 

Jill A. Eggleston 
Director, FOIA Operations 

Other Agency· s Control Number 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

Control Number 

We received XXX pages containing bracketed portions that were detennined to fall under the purview of 
USCIS. We have reviewed the three pages and ,._,-e recommend [State Recommendations] [If Records Are 
Redacted Enter The Following] pursuant to 5 U.S.C § 552 (b)(2), (b)(4), (b)(l), (b)(6), (b)(7)(C), and 
(b)(7)(E) of the FO!A. 

0 Exemption (b)(2) as applied by USCIS protects predominantly infomtation related to agency 
personnel rules and practices_ 

o Exemption (b)(4) protects trade secrets and commercial or financial infonnation that is privileged 
or confidential. The types of documents and/or infonnation 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 infomtation on financial condition. 

o Exemption (b)(5) provides protection for inter-agency or intra-agency memoranda or letters, 
,._,-hich would not be available by law to a party other than an agency in litigation 'vith the agency. 
The types of documents and/or infonnation we have withheld under this exemption may consist 
of documents containing pre-decisional infonnation. documents or other memoranda prepared in 
contemplation of litigation, or confidential communications between attorney and client 

o Exemption (b)(6) pemtits the government to ,._,-ithhold all infomtation about individuals in 
personnel, medical and similar files where the disclosure of such infomtation would constitute a 
clearly umvarranted invasion of personal privacy. The types of documents and/or infomtation 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 infonnation 
belonging to a third party that are considered personal. 

o Exemption (b)(7)(C) provides protection for personal infonnation in law enforcement records, 
which could reasonably be expected to constitute an unwarranted invasion of personal privacy_ 
We have withheld infonnation relating to third-party individuals_ The types of documents and/or 
infomtation we have withheld could consist of names. addresses, identification mmtbers, 
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telephone numbers, fax munbers, or various other documents that are considered personal 

o Exemption (b)(7)(E) provides protection for records or infonnation for law enforcement purposes 
which would disclose techniques and procedures for law enforcement investigations or 
prosecutions, or would disclose guidelines for law enforcement investigations or prosecutions if 
such disclosure could reasonably be expected to risk circumvention of the law_ The types of 
documents and/or infonnation 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 you wish to appeal this detennination, you 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 Infonnation Act 
AppeaL" 

If you should have any additional questions about this request please direct your inquiries to Roger 
Andoh at 816-350-5563. 
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REFERRAL MEMO TEMPLATE 

Date 

MEMORANDUM FOR: 

FROM: 

Subject 

Name 
Agency 
Address 

Jill A_ Eggleston 
Director, FOIA Opemtions 

Control Number 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

Control Number 

· .... 

On Date. the USCIS FOIA Office received the attached Freedom of Infonnation Act request seeking 
[What was requested] 

After revie\v it was detemtined that responsive records fall under the purview of your 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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[Date] 

[Name 
Street 
c.~·J 

Dear Name: 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

[Control Number) 

EXPEDITE DENIAL TEMPLATE 

This letter is in response to your request for expedited treatment regarding [What Was Requested] 

On dte basis of iufonnatiou you prO\·ided, \Ve have detenniued that expedited processing of your request is not 
warranted. Standards established by the Department of Homeland Security regarding expedited processing are 
very strict (6 C.F.R. § 5 .5(d)), and pemtit expedited treatment only when the requester demonstrates that: 

a. Circumstances in \vhich the lack of expedited treatment could reasonably be expected to pose au 
imminent threat to the life or physical safety of an individual; 

b. An urgency to infonn the public about an actual or alleged federal gO\·emment acti\·ity, if made 
by a person primarily engaged in disseminating infonnation. 

For consideration under category (b) you neither established that you are "a person primarily engaged in 
disseminating i.nfonnatiou ., nor demonstrated ·'an urgency to i.nfonn dte public about an actual or alleged 
federal gowmment activity." You merely stated that [what their reasoning was). Therefore, it has been 
detennined that your request does not meet the statutory requirements. 

In the event you can demonstrate any further showing as to dte nah1re and degree of any of dte above 
categories, submit this additional infonnation to dtis office for reconsideration. 

You have dte right to appeal dtis detennination 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 Infomtation Act AppeaL" 

Sincerely, 

·. ·- -·-· 
Jill A. Eggleston 
Director, FOIA Operations 

www.uscis.gov 
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[Date] 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

[Control Number] 

[Requester Address] 

FEE WAIVER DENIAL TEMPLATE 

Dear [Requester]: 

We received your request dated [Date]. [state what is requested] 

[FOIA Request Use] Your request is being handled under the provisions of the Freedom of Infonnation 
Act (5 U.S.C § 552)_ It has been assigned the following control number: [control number]. Please cite 
this number in all future correspondence about your request 

[PA Request Use] Your request is being handled under the provisions of the Freedom oflnfom1ation Act 
and Privacy Act (5 U.S.C § 552 and 5 U.S.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 \vith Department of Homeland Security Regulations (6 CF.R § 5A(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 detennining which records are responsive to your request, we 
,,,-ill only include records in the possession of this agency as of January 2, 2013, the date we began the 
search for records. 

[Track 1 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 you if your request is 
placed in the simple track 

[Fee Waiver Denial] In your request, you seek a fee waiver. Under the Freedom oflnfonnation 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: 

(I) disclosure is 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 elaborate as to how_ In order 
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to qualify for a fee waiver under (I) you must demonstrate why the disclosure is in the public interest. 
[State what was requested and why it doesn't meet the requirement]. Additionally, you must demonstrate 
under (I) that your request "contributes significantly'' to the public tmderstanding. [What was requested 
and why did doesn't meet the requirement]. Since you have not met the necessary requirements for a fee 
,,-aiver, \ve are denying your 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. § 5J(c)), your request is deemed to constitute an agreement to pay any 
fees that may be chargeable up to $25.00_ 

In the event you wish to appeal this detennination, you may ,,,-rite to the USCIS FOIA/P A Appeals 
Office, 150 Space Center Loop, Suite 500, Lee's Summit, MO 64064-2139, within60 days of the date of 
this letter. Both the letter and the envelope should be clearly marked "Freedom of Information Act 
Appeal'' 

[Track 1 Use this time extension language] Because of unusual circumstances 'w 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 establislm1ents 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 ,.,-e 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 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 'vish 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. 

1l1is office will be providing your records on a Compact Disc (CD) for use on your personal computer. 
The CD is 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 vie,ved 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_ 

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 instmctions. 
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) 350-5785_ You may also submit FOIA/PA related requests to our e-mail address at 
usc is Joia:@uscis.dhs_ gov _ 

Sincerely, 
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-,, ,•• 

Jill A. Eggleston 
Director, FOIA Opemtions 

3934 

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



Date 

Name 
Street Address 
City Street 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

Control Number 

FIRM COMMITMENT TO PAY FEES TEMPLATE 

Dear Requester Name: 

This is a response to your Freedom of Information Act/Privacy Act (FOIAJPA) 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. 
1l1e estimated fees for this FOIA request are: 

Search Fees= $XXX.OO. 
(Search fees have been calculated according to 6 C.F.R § 5.ll(c)) 

Because anticipated fees exceed $25.00. ,.,-e are notifying you pursuant to 6 C.F.R. § 5. ll(e) that before 
we proceed with your request ,,,..e must receive from you a firm commitment to pay the estimated total fee 
amount ($XXX_OO). The finn 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 \vithin the allotted time frame will result in your request being administratively closed. 
Please note your control number with any correspondence you send. 

If you wish to modify your request please state such and a new fee estimate will be provided. 

Sincerely, 
-· .-·- ..... 

/ 

Jill A. Eggleston 
Director. FOIA Operations 
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GENERAL MEMO TEMPLATE 

Date 

MEMORANDUM FOR: 

FROM 

Subject 

[Your Message] 

Name 
Agency 
Address 

Jill A. Eggleston 
Director, FOIA Operations 

Control Number 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

Control Number 

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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OTO LETTER TEMPLATE 

Date 

Address 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

Case Number 

This offtce has received a Freedom of Information Act (FOIA) request (Request infonnation) 

1l1e FOIA requires the release of records held by the government except for any portions pennitted to be 
withheld under various exemptions recognized by the FOIA. 

Because you are the submitter of the requested documents and the documents contain business 
infom1ation we are giving you an opportunity to review the infom1ation we propose to disclose. Please 
review the attached records and our withholdings. After your review, infonn 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 reoords. We request that you provide 
justification for \vithholding any infonnation 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 acoordance 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 detennine whether withholding the infonnation you specify, in whole or in part, is defensible under 
the FOIA. 

Due to the brief 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 you have any questions, please contact your infom1ation 

Sincerely, 

Jill A_ Eggleston 
Director, FOIA Opemtions 

www.uscis.gov 
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[Date] 

[Name of Records Submitter 
Street 
City] 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

[Control Number) 

NOTICE OF INTENT TO DISCLOSE TEMPLATE 

Dear [Name]: 

Reference is made to the notice of request letter sent to you on [Date] \vhich infonned you of the receipt 
of a Freedom oflnfonnation Act request for documents relating to the [OTO subject matter). 

The requested documents have been reviewed by this office and after careful oonsideration of your 
arguments for \vithholding; certain information will be disclosed to the requester based on the inability to 
protect portions of dte requested infomtation under the FOIA. 

htfomtation 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.,. 

Tlte 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 hann_ For example, [state 
supportive examples)_ Based upon these facts the documents listed above can no longer be considered 
privileged or confidential and cannot be protected from disclosure under exemption 4. Unless action is 
initiated to enjoin the agency. the information will be released to dte requester 15 days from the date of 
this letter. 

Sincerely, 
.. --·--., 

, .. -. ., ' 

....... /L/~\1~--~?~~--.(~:f:~:rhl>~. 
:· 

Jill A_ Eggleston 
Director, FOIA Operations 

www.uscis.gov 
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FINAL ACTION LETTER TEMPLATE 

[Date] 

[Name 
Street 
City] 

Dear [Name]: 

L.S.Ut!~rtmellt of Homeland Security 
National Records Center 
P_O.Box648010 
Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 

[Control Number] 

This is in response to your Freedom oflnfonnation 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 to 
your request. Enclosed are XXX pages released in their entirety, and XXX pages released in part. We 
are withholding XXX pages in full. In our review of these pages, we have detennined that they contain 
no reasonably segregable portion(s) of non-exempt infonnation. Additionally. we have referred XXX 
pages in their entirety to the [Agency Name] for their direct response to you. We have reviewed and have 
detennined to release all infonnation except those portions that are exempt pursuant to 5 U.S.C § 552 
(b)(2), (b)(4), (b)(5), (b)(6), (b)(7)(C), and (b)(7)(E) of the FOIA. 

o Exemption (b)(2) as applied by USCIS protects predominantly infomtation related to agency 
personnel rules and practices. 

o Exemption (b)(4) protects trade secrets and commercial or financial infonnation that is privileged 
or conftdential. The types of documents and/or infonnation 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 infonnation on financial condition. 

o Exemption (b)(5) provides protection for inter-agency or intra-agency memoranda or letters, 
,\-hich would not be available by law to a party other than an agency in litigation with the agency_ 
The types of documents and/or infonnation we have withheld under this exemption may consist 
of documents containing pre-decisional infonnation, documents or other memoranda prepared in 
contemplation of litigation, or confidential communications between attorney and client. 

l:l Exemption (b)(6) pennits the government to ,\-ithhold all infonnation about individuals in 
personnel, medical and similar files where the disclosure of such infonnation would constitute a 
clearly unwarranted invasion of personal privacy. The types of documents and/or infonnation 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 infonnation 
belonging to a third party that are considered personal. 
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o Exemption (b)(7)(C) provides protection for personal infommtion in law enforcement records, 
,,,-hich could reasonably be expected to constitute an unwarranted invasion of personal privacy. 
We have withheld infonnation relating to third-party individuals. The types of documents and/or 
infom1ation we have withheld could consist of names. addresses. identification mm1bers, 
telephone numbers, fax nwnbers, or various other documents that are considered personal. 

o Exemption (b)(7)(E) provides protection for records or infonnation for law enforcement purposes 
\\·hich would disclose techniques and procedures for lm\· enforcement investigations or 
prosecutions. or would disclose guidelines for lmv enforcement investigations or prosecutions if 
such disclosure could reasonably be expected to risk circumvention of the law. l11e types of 
documents and/or infonnation we have withheld could consist oflaw enforcement systems 
checks. manuals. checkpoint locations. surveillance teclmiques, and various other documents. 

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 detennining which records are responsive to your request, ·we 
included only records in the possession of this agency as of[Date], the date we began the search for 
records. 

l11e enclosed record consists of the best reproducible copies available. Certain pages may contain marks 
that appear to be blacked-out infonnation. If so, the black marks were made prior to our receipt of the file 
and are not infonnation we have withheld Wlder the provisions of the FOIA or PA. 

Ifyou·wish to appeal this detennination, you may write to the USCIS FOIA/PA Appeals Office, 150 
Space Center Loop. Suite 500, Lee's Summit, MO 64064-2139, \vithin 60 days of the date of this letter. 
Both the letter and the envelope should be clearly marked "Freedom oflnfonnation Act Appeal'' 

The National Records Center does not process petitions, applications or any other type of benefit under 
the Immigration and Nationality Act. If you have questions or wish to submit documentation relating to a 
matter pending \vith the bureau, you must address these issues with your nearest District Office. 

All FOIAIPA related requests, including address changes, must be submitted in \vriting 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 FOIAIP A Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to (816) 350-5785. You may also submit FOIA/PA related requests to our e-mail address at 
uscis.foia@uscis.dhs.gov. 

Sincerely, 

·~ ..... -~ 

Jill A. Eggleston 
Director, FOIA Operations 
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U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

12JI5/2010 

; 
Ouaflty Assurance And Tn:lming 
Asylum Opemtions 
Resource Info Center 
Ar!mgton Asylum Office 
ChicagtJ Asylum Office 
Houston Asylum Office 
los Angeles Asylum Office 
M1ar.i Asytwn Office 
Newark ABy!um Offlce 
New York Asylum Office 
San Francisco Asylum Office 
International Operations Div 

Bangkok Oistnct Office 
Hong Kong Suboffice 
Manila Philippines Suboffice 
Seoul Korea Suboffice 
Singapore Subofice 
Ho Chi Minh City_ Vietnam So 
Tokyo. Japan 
G!langz.flou. China 
Beijing, China 
New Delh< India Suboffice 
Mexico City District Office 
Port--au-prince Haiti So 
Monterrey Suboffice 
Tijuana Mexico Suboffice 
C1udad Juarez Suboffice 
Tegucigalpa Hondorus So 
Havana Cuba Suboff 
San Domingo, Domimcan Rep So 
K1ngston. Jamaica 
Panama C!t'j, Panama 
Guatemala City, Guatemala 
San Salvsdcr, El Salvador 
Quito. Ecuador 
Lima, Peru 
Rome District Office 
london England Suboffice 
Athens Greece Suboffice 
Frankfurt Germany Suboffice 
Vienna Austria Suboffice 
Nairobi Kenya Sutll"!!ficc 
Moscow Russia Subofilce 
Jo!lannesbvrg, South AlriC"d 
Accra Ghana 

Agcy Lev lev 
Code 2 

Cl 04 10 
Cl 04 10 
Cl 04 10 
Cl 04 10 
Cl 04 10 
Cl 04 10 
Cl 04 10 
Cl 04 10 
Cl 04 10 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Gl 04 20 
Cl 04 20 
Cl 04 20 
Gl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Gl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl Q,) 20 
Cl 04 20 
Gl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 
Cl 04 20 

0030 
0100 
0200 
0300 
0400 
0500 
0600 
0700 
0800 
0000 
0100 
0100 
0100 
0100 
o·too 
0'100 
o·toc 
0100 
0100 
0100 
0200 
0200 
0200 
0200 
0200 
0200 
02.00 
0200 
0200 
0200 
0200 
0200 
0200 
0200 
0300 
0300 
03.00 
0300 
iJ3.00 
0300 
0300 
0300 
0300 

P;;g~ ~ o/ lZ 

00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 I)Q 

00 00 
01 00 
02 00 
03 00 
04 00 
05 00 
08 00 
07 00 
08 00 
09 00 
00 00 
01 00 
D2 on 
03 00 
04 00 
05 00 
06 00 
07 00 
oa 00 
09 00 
10 00 
11 00 
12 00 
13 00 
00 00 
01 00 
02 00 
03 00 
04 GO 
06 00 
07 00 
08 00 
09 GO 

TC)f)S 

Tops ESP 

Star 

00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
GO 
00 
00 
DO 
00 
GO 
00 
ao 
co 
GO 
co 
00 
00 
00 
DO 
00 
GO 
00 
00 
00 
00 
GO 
00 
co 
00 
00 
00 
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U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

1211512010 

30 

' . 
Copenhagen, Denmark 
Madrid. Spa!n 
Islamabad, Pakistan Suboffice 
Amm<m. jordan Suboffice 
Duty Post: Olta'.<r.t Ci:!nad,1 

Ugtn & Leg Advc Staf Buffalo 
Ugtn & Leg Advc Star Newark 
Duty Post Elizabeth Nj 
Duty Post Del R10 Texas 
Duty Post Ny Ny 
Duty Post Brooklyn Ny 
Out~ Post Ulster, Ny 
Duty Post Fishkill, Ny 
Duty Post Wackenhut Ny 
Duty Post swanton Vt 
Duty Post Hartford, C\ 
Ltgtn & Leg Advc Staf Bait Md 
Duty Post York Pa 
Ugtn & Leg Advc Staf San Juan 
Ugtn .& ~ Advc Staf Wash De 
Duty Post Alexandria Va 
Ltgto & Leg Advc Staf Atlanta 
Duty Post Memphis, Tn 
Ltgtn & Leg Advc Staf Cle"VIand 
Ltgtn & Leg Advc Staf Detroit 
Ugtn & leg Advc Slaf Miami F! 
Duty Post Bradenton Fl 
Duty Post Orlando Fl 
Duty Post Oakdale La 
Duty Post Memphis T eno 
Of(Reg_nt~Osi Cnt~~ Reg~ 0f:-

Ugtn & Leg Advc Staf El Paso 
Duty Post El PaS(l Tx 
DtJty Post Marfa Texas 
Lifgtn & leg Adv Stf S ''ntoinio 
Duty Post San Antonio T x 
Duty Po!:lt Laredo Tex.:n; 
Duty Pooi HoiJston T x 
Duty Post Huntsville Texas 
Ligtn & Leg Adv Staff Dallas 
Ugtn & Leg Adv Staf H<1rlin9en 
Duty Post Mcallen T x 
Out-t Post Lincoln Ne 
Ltgln ~. Leg Advc Stat Chicago 
Ugtn & Leg Advc Staf Kc 
Ltgtn & leg Advc Staf Omaha Ne 

Cl 
Cl 
Cl 

Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Gl 
Cl 
Cl 
Cl 
CL 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 

[)5 

05 
05 
OS 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
OS 

:· Oil,-
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 
05 

20 0300 12 00 00 DO 
20 0300 13 00 00 00 
20 0300 00 00 00 

30 0020 01 00 DO 
30 0020 02 00 DO 00 
30 0030 01 DO 00 
30 0030 02 00 00 
30 0030 03 00 00 
30 0030 04 00 00 
30 0030 05 00 00 
30 0040 01 00 00 
30 0040 02 00 00 
30 0050 00 00 00 00 
30 0050 01 00 00 00 
30 0070 00 00 00 00 
30 0080 00 00 00 00 
30 0080 01 00 00 00 
30 0090 00 00 00 00 
30 0090 01 00 00 00 
ao 0100 00 00 00 00 
30 Oi!O 00 00 00 00 
30 0120 00 00 00 00 
30 0120 01 00 00 00 
30 0120 02 00 00 00 
30 0130 01 00 00 00 
30 0130 02 00 00 00 
40 -o.Ooo- 00 :oo,·· ,00 00 ... 
40 0010 00 00 00 00 
40 oo·1o 01 00 00 DO 
40 00!0 02 00 00 00 
40 0020 00 00 00 00 
40 0020 01 00 00 00 
40 00?.0 02 00 00 00 
40 0030 ()'! 00 00 00 
40 0030 02 00 00 00 
40 0040 00 00 00 00 
40 0050 00 00 00 00 
40 0050 01 00 00 00 
40 0050 02 00 00 00 
40 0050 00 00 00 00 
40 0070 00 00 00 00 
40 0075 00 00 {}0 00 

Page2o!12 

Tops 

Tops ESP 

Star 
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'~ U.S. Citizenship & Immigration Services Tops 

·~i1' ·a" FY 2011 Organization Code Structure Tops '~ ' ESP ,._, ,.:} 
-·-~.~ ·-t•· 

i 2/"! 51201 0 Star 

ao 

Llgtn e~ Leg Adv Staf Helena Mt 
Ugln & leg Advc Staf Denver 05 00 
Central Reg Cnsi, Twin C1ties 05 40 0110 00 
Duty Post Twin Cities Mn 05 40 0110 01 00 00 00 
On Regnl Cnsl Wstrn Rcgn _Off 05 5(1 0000 00 (10 co· 00 

ltgtn & Leg Advc Staf San r ran Cl 05 50 0010 DO DO DO 00 
Duty Pos1 San Francisco Ca Cl 05 50 0010 01 00 00 00 
Duty Post Sacramento Ca Cl 05 50 00"10 02 00 110 00 
Ugtn & Leg Advc Staf Honolulu Cl 05 50 0020 00 OD 00 00 
Ltgtn & Leg Adv Staf Los 1\n Ca Cl 05 50 0030 00 00 00 00 
Duly Post los Angeles Ca Cl 05 50 0030 01 00 00 00 
Ltgtn & Lt->g Advc Sta! Phoenix Cl 05 50 0040 00 00 00 00 
Duty Post Florence. A:z. Cl 05 50 0040 01 00 00 00 
Duly Post Eloy, Az Cl 05 50 0040 02 00 00 00 
Outy Post Tucson Az Cl 05 50 0040 03 00 00 00 
Duty Post: Las Vegas, Nv Cl 05 50 0040 04 00 00 00 
Ltgtn & Leg Advc Staf S Diego Cl 05 50 0050 00 00 00 00 
Duty Post San D1ego Ca Cl 05 50 0050 01 00 00 00 
Duly Post El Centro Ca Cl 05 50 0050 02 00 00 00 
Ugln & Leg Adv S!f Anchorage Cl 05 50 0060 00 
Ugtn & Leg Adv Stf Portland 0 05 50 OOTO 
Ugtn & Leg Advc Stf Seattle 05 50 0080 

Post Seattle Wa 

Save 
Immigration status Verifier Section 
Los Angeles Save lsv Cl 07 20 
San Francisco Save lsv Cl 07 20 
Buffalo Save lsv Cl 07 20 10 
Dallas Save lsv Cl 07 20 0100 10 40 
Nyc Save !sv Cl 07 20 0100 10 50 00 
Realld Branch Cl 07 20 0100 20 00 00 
Nebraska Service Center Cl 07 20 0100 50 00 00 
E- Verify Program Branch Cl 07 20 0200 00 00 00 
Compliance Section Cl 07 20 0200 10 00 DO 
Monitoring Section Cl 07 20 0200 20 00 00 
Outreach Section Cl 07 20 0200 30 00 00 
Immigration Slaius Venrier Section Cl 07 20 0200 40 00 00 
Los Angeles lsv Cl 07 20 0200 40 10 00 
Buffalo lsv Cl 07 20 0200 40 20 00 
Dallas lsv Cl 07 20 0200 40 30 00 
Nyclsv Cl 07 20 0200 40 40 00 
Nebraska Service Center Cl 07 20 0200 50 00 00 
aemt~fi& lrifoimation-M.anagement ~ GL·: ~-07' . ., . ·-oooo . 00 .l)if . _-'00 '. 

Nat1ona1 Remr<ls Center Cl 07 60 0100 00 00 00 

1-'ng« 3 of ·12 
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U.S. Citizenship & Immigration Services 
c,r ( 

"'-:.,-\'(; '' (-'' 

FY 2011 Organization Code Structure 
11/15/201{) 

' i 
Records Operations Division 
Information And F1eld Services Div1sion 
Information Liaision 8ranch 
Case Resolution Branch 
Foia Operations Division 
Harrisonburg File Storage Facility 
Fo\a Program Division 
Office Of Records 
Hecords Operations Branch 
Records Search & lnformatfon Section 
Policy And Implementation Branch 
Policy Sect:on 
Mission Support Branch 
Electronic Records Branch 
Systems Services Section 
Oiglti7..aiion Section 
Mail Management 
Mail Management Section 
Historical Records And Archives Branch 

Appeals Fraud Branch 
Branch 1 
Branch 2 
Branch 3 
Branch 4 
Branch 5 
Branch 6 

Visas Branch 
Legalization Branch 
Records Division 
Information Technology Div 
Customer Relations 
Management Division 

Northeast Re9ionai Office 
Operations Branch 
District 1 
Bostun Ma Field Office 

Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 
Cl 

Cl 

Cl 
Cl 
Cl 

Cl 
Ci 
Cl 
Cl 

07 
07 60 OiOO 30 10 
07 60 OiOO 30 20 
07 60 0100 40 00 
07 60 0100 50 00 
07 60 0100 60 DO 
m 60 0200 00 00 
07 60 0200 10 00 
07 60 0200 10 10 
07 60 0200 20 00 
07 60 0200 20 10 
07 60 0200 30 00 
07 60 0200 40 00 
07 60 0200 40 10 
07 60 0200 40 20 
07 60 0200 50 00 
07 60 0200 50 10 
07 60 0200 60 00 

10 0000 
09 20 0000 
09 30 0000 00 00 
09 40 0000 00 00 
09 50 0000 00 00 

01 10 
17 40 01 20 
17 40 02 00 
17 40 03 00 
17 40 04 00 
17 40 o·too 05 00 

17 40 0200 00 00 
17 40 0200 00 10 
17 40 0205 00 00 
17 40 0205 01 00 

Tops 

Tops ESP 

Star 

00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
00 
DO 
00 

00 
00 
00 
00 

00 
GO 
00 
00 
00 00 
00 00 

00 00 
00 00 NER 
00 00 001 
00 00 80S 
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U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

1211512010 

Portland Me Field Office 17 40 0205 03 00 
Manchester Nh Field Office 17 40 0205 04 00 
lawrence Field Office 17 40 0205 05 00 
Distric12 17 40 0210 00 00 
Buffalo Ny Fteld Office Cl 17 40 0210 01 00 
Syr.Jcuse Ny Fso Cl 17 40 0210 01 10 
Albany Ny Field Office Cl 17 40 0210 02 00 
Hartford Ct Field OffiCe Cl 17 40 0210 03 00 
StAibans VI Field Office Cl 17 40 0210 04 00 
District 3 Cl 17 40 0215 00 00 
New York City Field Office Cl 17 40 0215 01 00 
Meo Language Services Section Cl 17 40 0215 01 10 
Garden Cily Nj Field Office Cl 17 40 0215 02 00 
long Island Reid Office Cl 17 40 0215 03 00 
Queens Field Office Cl 17 40 0215 04 00 
Oistrict4 Cl 17 40 0220 00 00 
Newark Nj Field Office Cl 17 40 0220 01 00 
Mt Laurel Nj Field Office Cl 17 40 0220 02 00 
Distric15 Cl 17 40 0225 00 00 
Philadelphia Pa Feekl Office Cl 17 40 0225 01 00 
Dover De Fso Cl 17 40 0225 01 10 
Pillsborgh Pa Field Offioe Cl 17 40 0225 02 00 
Cllar1eslon Wv Fso Cl 17 40 0225 02 10 
District 6 Cl 17 40 0230 00 00 
Baltimore Md Feek:l Office Cl 17 40 0230 01 00 
District 7 Cl 17 40 0236 00 00 
Fairfax Va Field Office Cl 17 40 0236 01 00 
Norfolk Va Field Office Cl 17 40 0236 02 00 

South- Regional Office Ci 17 40 0300 00 00 
Operations Branch Cl 17 40 0300 00 10 
District a Cl 17 40 0305 00 00 
Allanta Ga Field Office Cl 17 40 0305 01 00 
Binningham, AI Fso Cl 17 40 0305 01 10 
Charlotte Nc Field Office Cl 17 40 0305 02 00 
Charleston Sc Field Office Cl 17 40 0305 03 00 
GreerSc Fso Cl 17 40 0305 03 10 
Raleigh Nc Field Office Cl 17 40 0305 04 00 
DistrictS Cl 17 40 0310 00 00 
Miami A Field Office Cl 17 40 0310 01 00 
Charlotte Amalie Vi Field Office Cl 17 40 0310 02 00 
st Croix Vi Fso Cl 17 40 0310 02 10 
San Juan Pr Field Office Cl 17 40 0310 03 00 
Hialeah Field Office Cl 17 40 0310 04 00 
Kendall Field Office Cl 17 40 0310 05 00 
Oakland Park Field 0- Cl 17 40 0310 06 00 
District 10 Cl 17 40 0315 00 00 
Tampa F1 Fteld Office Cl 17 40 0315 01 00 
Jacksonville Fl Field Office Cl 17 40 0315 02 00 
Orlando F1 Field Office Cl 17 40 0315 03 00 

Page5of12 

Tops 

Tops ESP 

Star 

00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 

00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
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U~S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

1211512010 

Tops 

Tops ESP 

Star 
Agcy Lev Lev Lev Lev Lev Lev Lev Budget 

(maximum 30 characteos) Code 2 3 4 5 6 7 8 LOC OFC 
West Palm Beach Fl Field Office Cl 17 40 0315 04 00 00 00 WPB rtiPB 
District 11 Cl 17 40 0320 00 00 00 00 011 011 
New Odeans La Held Office Cl 17 40 0320 01 00 00 00 NOL NOL 
Jackson Ms Fso Cl 17 40 0320 01 10 00 00 NOL I>J< 
Ft Smith Ar Field Office Cl 17 40 0320 02 00 00 00 FSA FSA 
Memphis Tn Field Office Cl 17 40 0320 03 00 00 00 MEM MEM 
Nashville T rt Fso Cl 17 40 0320 03 10 00 00 MEM NVL 

Central Regional Office Cl 17 40 0400 00 00 00 0 CRO CRO 
Operations Branch Cl 17 40 0400 00 10 00 00 CRO CRO 
District 12 Cl 17 40 0405 00 00 00 00 012 012 
Detroit Mi Field Office Cl 17 40 0405 01 00 00 00 DET DET 
District 13 Cl 17 40 0410 00 00 00 00 013 013 
Cleveland Oh Field Office Cl 17 40 0410 01 00 00 00 CLE CLE 
Cincinnati Oh Field Offtce Cl 17 40 0410 02 00 00 00 CIN CIN 
Columbus Oh Field Office Cl 17 40 0410 03 00 00 00 CLM FLM 
louisville Ky Field Office Cl 17 40 0410 04 00 00 00 LOU LOU 
Indianapolis In Field Office Cl 17 40 0410 05 00 00 00 INP INP 
District 14 Cl 17 40 0415 00 00 00 00 014 014 
Chicago II Field Office Cl 17 40 0415 01 00 00 00 ~HI CHI 
Milwaukee WI Field Office Cl 17 40 0415 02 00 00 00 MIL MIL 
District 15 Cl 17 40 0420 00 00 00 00 015 015 
Kansas City Mo Field Office Cl 17 40 0420 01 00 00 00 KAN KAN 
Wichita Ks Fso Cl 17 40 0420 01 10 00 00 KAN WIC 
St louis Mo Field Office Cl 17 40 0420 02 00 00 00 STL STL 
Omaha Ne F1eld Office Cl 17 40 0420 03 00 00 00 OMA OMA 
Des Moines Ia Field Office Cl 17 40 0420 04 00 00 00 DSM DSM 
Sl Paul Mn Field Office Cl 17 40 0420 05 00 00 00 SPM SPM 
Sioux Falls Sd Fso Cl 17 40 0420 05 10 00 00 SPM SXF 
Fargo Nd Fso Cl 17 40 0420 05 20 00 00 SPM FND 
Duluth Mn Fso Cl 17 40 0420 05 30 00 00 SPM DMN 
Rapid City Sd Fso Cl 17 40 0420 05 40 00 00 SPM RPC 
District 16 Cl 17 40 0425 00 00 00 00 016 016 
DaUas Tx Field Office Cl 17 40 0425 01 00 00 00 CAL CAL 
lubbock Tx Fso Cl 17 40 0425 01 10 00 00 CAL LUB 
Oklahoma Cily Ok Field Office Cl 17 40 0425 02 00 00 00 OKC OKC 
District 17 Cl 17 40 0430 00 00 00 00 017 017 
Houston Reid Office Cl 17 40 0430 01 00 00 00 HOU HOU 
District 16 Cl 17 40 0435 00 00 00 00 018 018 
San Antonio Tx Field Office Cl 17 40 0435 01 00 00 00 SNA SNA 
Eagle Pass Tx Fso Cl 17 40 0435 01 10 00 00 SNA EPT 
Laredo Tx Fso Cl 17 40 0435 01 20 00 00 SNA LTX 
Austin Tx Fso Cl 17 40 0435 01 30 00 00 SNA f".US 
Albuquerque Nm Field Office Cl 17 40 0435 02 00 00 00 ~~ r~ B Paso Tx Field Office Cl 17 40 0435 03 00 00 00 
Harlingen Tx Freid Office Cl 17 40 0435 04 00 00 00 HLG HLG 
Districl19 Cl 17 40 0440 00 00 00 00 019 019 
Denver Co Freid Office Cl 17 40 0440 01 00 00 00 DEN DEN 
CasperWy Fso Cl 17 40 0440 01 10 00 00 DEN CAS 
Grand Junction Co Fso Cl 17 40 0440 01 20 00 00 DEN GJC 
Salt lake Ut Field Office Cl 17 40 0440 02 00 00 00 SLC SLC 

Page6 of12 

Team 
4 
4 
4 
4 
4 
4 
4 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 

3947 

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



U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

12/15/2010 

Helena Mt Field Office 
Boise ld Field Office 
Idaho Fa!!sld Fso 

Wrn;tem Regional Office 
Operations Br 
District 20 
Seattle Or Field Office 
Yakima Wa Field Office 
Spokane Wa Field Office 
Anchorage Ak Field Office 
Portland Or Field Office 
Dtstrict 21 
San Francisco Ca Field Ofnce 
San Jose Ca Ftdd O!ftce 
Dtslrict 22 
Sacramento Ca Field Office 
Fresno Ca Field Office 
Dislric.123 
los Angeles Ca Field Off;ce 
East las Angeles Field Support Office 
S<>n Bernardino Ca F1eld Office 
El Monte Ca Field Off1ce 
Santa Ana Ca Field Office 
Ssn Fernando Valley Field Office 
District 24 
San Diego Ca Field Office 
Imperial Valiey Ca Fso 
Chula Vista Ca Field Office 
Oistricl25 
Phoenix N held Office 
Phoen1x Life Bldg r-so 
las Vegas Nv Field Office 
Reno Nv Field Office 
Tucson Az held Office 
District 26 
Honolulu Hi Field Office 

Facilities Mgmt Div 
Hq Space Mgmt Branch 

Cl 
Cl 17 40 0440 

Cl 17 40 0500 
Cl 17 40 0500 
Cl 1i' 40 0505 
Cl 11 40 0505 
Cl 17 4D 0505 
Cl 17 40 0505 
Cl 17 40 0505 
Cl 17 40 0505 
Cl 17 40 0510 
Cl 17 40 0510 
Cl 17 40 0510 
Cl 17 40 0515 
Cl 17 40 0515 
Cl 17 40 0515 
Cl 17 40 0520 
C! f1 40 0520 
Cl 17 40 0520 
Cl 17 40 0520 
Cl 17 40 0520 
Cl 11 40 0520 
Cl 17 40 0520 
Cl 17 40 0525 
Cl 17 40 0525 
Cl 17 40 0525 
Cl 17 40 0525 
Cl n 40 0530 
Cl 17 40 0530 
Cl 17 40 0530 
Cl 17 40 0530 
Cl 17 40 0530 
Cl 17 40 0530 
Cl "t7 0535 

0535 

Cl 
Cl 23 10 
Cl 23 10 

P39l:lol 12 

04 
DO 

0{) 

00 
01 
02 
03 
04 
05 
00 
01 
02 
00 
01 
02 
00 
01 
01 
02 
04 
05 
06 
00 
01 
01 
02 
00 
01 
01 
02 
03 

DO 00 
10 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 DO 
00 00 
00 00 
00 00 
10 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
10 00 
00 00 
00 00 
00 00 
10 00 
00 00 
00 00 
00 00 
00 00 
00 

00 
00 00 
00 00 

Tops 

Tops ESP 

Star 

00 

00 
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.:>~~ U.S. Citizenship & Immigration Services Tops 

;~; FY 2011 Organization Code Structure Tops ESP ''" ... "~.-;.\,,.-:,(-:." 
1:Z/•!5/?.fl10 Star 

; 
' Lcgis!ics Mana{Jement 1)1v 

Asset Management Branch 23 11) Q:)f)(l 10 00 00 
Fleet & HQ Services Branch 23 10 0300 20 00 00 

-ore Of Chief Jnfonriation·OfficCr 23 20 0000 00 00 on 
Chief Of Staff Cl 23 20 0'!00 00 00 00 00 
Enterprise Program Management Cl 23 20 0'100 '10 00 00 00 
Operations Analysis Cl 23 20 0'100 20 00 00 00 
Chief Technology Officer Cl 23 20 0200 00 00 00 00 
Enternrise Architecture Cl 23 20 0200 10 00 00 00 
Security lnt139ration Division Cl 23 20 0300 00 00 00 00 
Technical Support Cl 23 20 0300 10 00 00 00 
Regional !ssm Cl 23 20 0300 20 00 00 00 
Network Defense Cl 23 20 0300 30 00 00 00 
Au<i1t Control Cl 23 20 0300 40 00 00 00 
Fisma Compliance Cl 23 20 0300 50 00 00 00 
Enterprise Infrastructure DiviSion Cl 23 20 0400 00 00 00 00 
Automation & Virtual Services Cl 2.3 20 0400 10 00 00 00 
Network Operations Cl 23 20 0400 20 00 00 00 
Capacity Availability & Resiliency Cl 23 20 0400 30 00 00 00 
Converged Communications Cl 23 20 0400 40 00 00 00 
Engineering Optmization Cl 23 20 0400 bO 00 00 00 
Transformation Support Division Cl 23 20 0500 00 00 00 00 
Security Cl 23 20 0500 10 00 00 00 
Infrastructure Cl ?.3 ?.0 0500 20 00 00 00 
Enterprise Architecture Cl 23 20 0500 30 00 00 00 
Systems Engineering Cl n 20 0500 40 00 00 00 
Common Services Cl 23 20 0:)00 50 00 00 00 
Systems Engine€ring Division Cl 23 20 0600 00 00 00 00 
Systems Development Cl 23 20 0600 10 00 00 00 
Process Control Ci 23 20 0600 20 00 00 00 
Esd It Peo Gl 23 20 0600 30 00 00 00 
Web Services Cl 23 20 0600 40 00 00 00 
Data Interchange Cl 23 20 0600 50 00 00 00 
Ski Tools & Services Cl 23 20 0600 60 00 00 00 
Problem Management Cl 23 20 0600 70 00 00 00 
Resource Management Division Cl 23 20 0700 00 00 00 00 
Financial Management Cl 23 20 0700 10 00 00 00 
Workforce Management Cl 23 20 0700 20 00 00 00 
Acquisition And Contract Admin C! 23 20 0700 30 00 00 00 
Technology SeNices Cl 23 20 0700 40 00 00 00 
End User Services Oi'llsion Cl 23 20 0800 00 00 00 00 
Product Provisioning Cl n 20 0800 10 00 Q(J Q(J 

Chg Config And Re! Mgmt Suprt Cl 2:i 20 0800 20 00 00 00 
National Capital Area Cl 23 20 0800 30 00 00 00 
Southeast Area Cl 23 20 0800 40 00 00 00 
Northeast Area Cl 23 20 0800 50 00 00 00 
West Area Cl 23 20 0800 60 00 00 00 
Central Area Cl 23 20 0800 70 00 00 00 
- Off~;~,~~t_iQpportunity .-&Jt:H:l~ipn · --_·Qj ... ·.2,3,;.~~,,1m~ ,oo,.no. ;o~;~&· . - ' ,_, . . . - . . .. -.-- . ···-- -- -
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U.S. Citizenship & Immigration Services Tops 

FY 2011 Organization Code Structure Tops ESP 

1:tf15/Zll10 Star 
Agcy Lev lev lev 

Office Of Emergency Management & Safety 
Office Of Chief Financial Officer 00. 

Duty Post Burlington 50 00 DO 
St.:pport Services 50 Oil 00 
SuppM Ser.tices-WCF 50 0200 ·to 00 00 
SwpptJrl Service!>~ Overheud 50 0200 10 00 00 
Support Services - Shared Cl 23 50 0200 30 00 00 00 
SL:p{.l(lri Ser1ices- PCS Ci 23 50 0200 •o 00 00 
Prior Year Funds Cl 23 50 0300 00 00 00 
Prior Year Funds Cl 23 50 0300 10 00 00 

lntake &.Qocument Production· Cl 23 6() 0000 00 .00 00:'-
Integrated Document Production Cl 23 60 0100 00 00 00 
Document Production Branch Cl 23 60 0100 10 00 00 
Corbm Prod F8d!ity Corbin, K c: 23 60 0100 20 00 00 
Document Services Division Cl 23 60 0200 00 00 00 
rorms Management and Design Branch Ci 23 60 0200 10 00 00 
Printing and Distribution Branch Cl 23 60 0200 20 00 00 
Eastern Forms Center r-' 

" 2:-1 50 0200 30 00 00 
Western Forms Center Cl 23 60 0200 40 00 00 
Intake Operations & Enhancement C! 23 60 0500 00 00 00 

Ofc Of Human Capital &-Training Cl 23 70 . 0000 oo 00 00 00 
Training & Career Development Division Cl 23 70 0100 00 00 00 00 
Training Career Dev- Burlington, VT Cl 23 70 0100 10 00 00 00 
Academy Traininig Center Cl 23 70 0100 20 00 00 00 
Human Capital Strategy Division Cl 23 70 0200 00 00 00 00 
Workforce Relatior.s Division Cl 23 70 0300 00 00 00 00 
Wrd-northeastem Cl 23 70 0300 10 00 00 
Wrd-southe<Jstem Cl 23 70 0300 20 00 00 
Wrd--central Gl 23 10 0300 30 00 00 00 
Wrd-westem Cl 23 70 0300 40 00 00 00 
Human Hesources Division Cl 23 0400 00 00 
Human Capital Training Business Center- Burlir Cl 23 0500 00 00 
Human Resources Operations Center, Burlingtc Cl 23 

Cl 

Mission Support Branch 
National Security Branch Cl 
National Securily Adjudications Umt Cl 00 
Background Check Analysis Unit 1 Cl 24 10 20 00 00 00 
Oa1:kground Check Analysis Unlt 2 Cl 24 10 30 00 00 00 
!ntelllgence Branch Cl 24 10 00 00 00 00 
Policy Development And Analysis Branch Cl 24 10 00 00 00 00 
Fraud Detection Section Cl 24 10 0400 10 00 00 00 
National Security Section Cl 24 10 0400 20 00 00 00 
Operations Branch Cl 24 10 0500 00 00 00 00 
Program Support Section Cl 24 10 Q!)OC 10 00 00 00 
Fraud Detection Service Cer1ters Cl 24 10 0900 00 00 00 00 
FDNS Vermont Sc Cl 24 10 0905 00 00 00 00 
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U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

12i1S/2010 

FDNS Nebraska Sc 0915 
FDNS California Sc 0920 00 00 
FDNS National Benefit Center 24 0925 00 00 
Fraud Detection Asylum Division 24 1000 00 00 
FDNS Arlington Ao 2.4 10 1000 10 00 
FDNS Chicago Ao 24 10 1000 20 00 
FDNS Houston Ao Cl 24 10 1000 30 DO 
FDNS Los Angeles Ao Cl 24 10 1000 40 00 
FDNS Miarni Ao Cl 24 10 1000 50 00 
F DN S Newark Ao Cl 24 10 1000 60 00 
FDNS New York Ao Cl 24 10 1000 70 00 
FDNS San Frandsco AD Cl 24 10 1000 80 00 
FDNS Bangkok District Office Cl 24 10 1100 00 00 
FDNS 8€iJlng China Suboffice Cl 24 10 1100 0~ 00 
FDNS Guangz.hou China StibOfflce Cl 24 10 1100 02 00 
FDNS Ho Chi Minh City Vietnam Suboffice Cl 24 10 1100 03 00 
FDNS Manila Phillipines Suboffice Cl 24 10 1100 04 00 
FDNS New Delhi lnida Suboffice Cl " 10 1100 05 00 
FDNS Mexico City Disirict Office Cl 24 10 1200 00 00 
FDNS Ciudaad Juarez Mexico Suboffice Cl 24 10 1200 01 00 
FDNS Monterrey Mexico Suboffice Cl 24 10 1200 02 00 
FDNS Rome District Off1ce Cl 24 10 1300 00 00 
FDNS Athens Greece Suboffice Cl 24 10 1300 01 00 
FDNS Frankfurt Germany Suboffice Cl 24 10 1300 02 00 
FDNS Na1robi Kenya Suboffice Cl 24 10 1300 03 00 
Fr-dud Detection Northeast Region Cl 24 10 2000 00 00 
District 1 Cl 24 10 2005 00 00 
FDNS Boston Cl 24 10 2005 01 00 
FDNS Providence Ri Cl 24 10 2005 02 00 
FDNS Portland Me Cl 24 10 2005 03 00 
FDNS Manchester Nh Cl 24 10 2005 04 00 
FDNS lawrence Ma Cl 24 10 2005 05 00 
District 2 Ci 24 10 2010 00 00 
FDNS Buffalo Cl 24 10 2010 01 00 
FDN S Hartford Ct Cl 24 10 2010 02 00 
FDNS Albany Ny Cl 24 10 2010 03 00 
Oistricl3 Cl 24 10 2015 00 00 
FDNS New York Cl 24 10 2015 01 00 
FDNS Garden City Ny Cl 24 10 2015 02 00 
FDNS HOLTSVILLE Cl 24 10 2015 03 00 
FDNSQUEENS Cl 24 10 2015 04 00 
District 4 Cl 24 10 2020 00 00 
FONS Newark Cl 24 10 202:0 01 00 
FONS Mt Laurel Nj Cl 24 10 2020 02 00 
Distnct 5 Cl 24 10 2025 DO 00 
FDNS Philadelphia Cl 24 10 2025 01 00 
FDNS Pittsburgh Pa Cl 24 10 2025 02 00 
District 6 Cl 24 10 2030 00 00 
FDNS Baltimore Cl 24 10 2030 01 00 

P3r,e tO Qt 12 
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. . 

U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

1211512010 

Tops 

Tops ESP 

Star 
Agcy lev Lev Lev Lev Lev Lev Lev Budget 

(maximum 30 characters) Code 2 3 4 5 6 7 8 LOC OFC 
District 7 Cl 24 10 2035 00 00 00 00 FDS FDS 
FDNS Fairfax Va Cl 24 10 2035 01 00 00 00 fDS FDS 
FDNS Norfolk Va Cl 24 10 2035 02 00 00 00 FDS FDS 
Fraud Detectioll Southeast Region Cl 24 10 3000 00 00 00 00 FDS FDS 
Disbict8 Cl 24 10 3005 00 00 00 00 FDS FDS 
FDNS Atlan1a Cl 24 10 3005 01 00 00 00 FDS FOS 
FDNS Charlotte Nc Cl 24 10 3005 02 00 00 00 "OS FDS 
FDNS Charleston Sc Cl 24 10 3005 03 00 00 00 DS FDS 
FDNS Raleigh Nc Cl 24 10 3005 04 00 00 00 FOS FOS 
District 9 Cl 24 10 3010 00 00 00 00 FOS FOS 
FDNS Miami Cl 24 10 3010 01 00 00 00 FDS FOS 
FDNS San Juan Cl 24 10 3010 02 00 00 00 OS FOS 
FDNS Charlotte Amalie Cl 24 10 3010 03 00 00 00 ~OS FOS 
Oisbict 10 Cl 24 10 3015 00 00 00 00 FDS FOS 
FDN$ Tampa Fl Cl 24 10 3015 01 00 00 00 FDS FOS 
FDNS Jacksonville Fl Cl 24 10 3015 02 00 00 00 OS FOS 
FDNS Or1ando Cl 24 10 3015 03 00 00 00 DS FOS 
FDNS West Palm Beach F1 Cl 24 10 3015 04 00 00 00 FOS FDS 
District 11 Cl 24 10 3020 00 00 00 00 FDS FDS 
FDNS New Orleans Cl 24 10 3020 01 00 00 00 FOS FOS 
FDNS Memphis Tn Cl 24 10 3020 02 00 00 00 DS FOS 
FDNS A Smith Ar Cl 24 10 3020 03 00 00 00 fOS FOS 
Fraud Detection Central Region Cl 24 10 4000 00 00 00 00 FDS FOS 
District 12 Cl 24 10 4005 00 00 00 00 fOS FOS 
FDNS Detroit Cl 24 10 4005 01 00 00 00 FOS FOS 
Disbict 13 Cl 24 10 4010 00 00 00 00 FOS FDS 
FDNS Cleveland Cl 24 10 4010 01 00 00 00 FOS FDS 
FDNS Cincinnati Oh Cl 24 10 4010 02 00 00 00 FOS FDS 
FONS Columbus Oh Cl 24 10 4010 03 00 00 00 FOS FOS 
FDNS louisville Ky Cl 24 10 4010 04 00 00 00 FDS FOS 
FDNS Indianapolis In Cl 24 10 4010 05 00 00 00 FDS FOS 
Oisl!ict 14 Cl 24 10 4015 00 00 00 00 FOS FOS 
FDNS Chicago Cl 24 10 4015 01 00 00 00 FDS FDS 
FONS Milwaukee Wi Cl 24 10 4015 02 00 00 00 FOS FOS 
District 15 Cl 24 10 4020 00 00 00 00 fOS FOS 
FDNS Kansas City Cl 24 10 4020 01 00 00 00 FOS FOS 
FDNS StLouis Mo Cl 24 10 4020 02 00 00 00 fOS FOS 
FONSOmaha Cl 24 10 4020 03 00 00 00 DS FOS 
FDNS st Paul Cl 24 10 4020 04 00 00 00 fDS FOS 
FDNS Des Moines Ia Cl 24 10 4020 05 00 00 00 FOS FOS 
Dis1rict 16 Cl 24 10 4025 00 00 00 00 FOS OS 
FDNS Dallas Cl 24 10 4025 01 00 00 00 FDS OS 
FDNS Oklahoma City Ok Cl 24 10 4025 02 00 00 00 FDS FOS 
Oislrict 17 Cl 24 10 4030 00 00 00 00 FDS FOS 
FDNS Houston Cl 24 10 4030 01 00 00 00 FDS FOS 
Oislrict 18 Cl 24 10 4035 00 00 00 00 fDS FOS 
FDNS San Antonio Cl 24 10 4035 01 00 00 00 fDS FOS 
FONS Albuquerque Nm Cl 24 10 4035 02 00 00 00 FDS FOS 
FONS El Paso Cl 24 10 4035 03 00 00 00 FOS FOS 
FDN$ Harlingen Tx Cl 24 10 4035 04 00 00 00 FOS FOS 
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U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

12i1512010 

' FDNS Denver 
FDNS Salll<Jke City Ut Cl 24 
FDNS Helena Mt Cl 24 10 4040 03 00 
rONS Boise ld Cl 24 10 4040 04 00 
Fraud Detection Western Region Cl 24 10 5000 00 00 
Oistnct 20 Cl 24 10 5005 00 00 
FDNS Seattle Cl 24 10 5005 01 00 
FDNS Anchorage Cl 2-1 10 5005 02 00 
FDNS Portland Or Cl 24 10 5005 03 00 
District 21 Cl 24 10 5010 00 00 
FDNS San Francisco Cl 24 10 5010 01 00 
FDNS San Jose Ca Cl 24 10 5010 02 00 
District 22 Cl 24 10 5015 00 00 
FDNS Sacrnmento Ca Cl 24 10 5015 01 00 
FDNS Fresno Ca Cl 24 10 5015 02 00 
District 23 Cl 24 10 5020 00 00 
FONS Los Angeles Cl 24 10 5020 01 00 
FONS San Bemadino Ca Cl 24 10 5020 02 00 
FDNS Santa Ana Ca Cl 24 10 5020 03 00 
District 24 Cl 24 10 5025 00 00 
FDNS San Diego Cl 24 10 5025 01 00 
FDNS Chula Vista Ca Cl 24 10 5025 02 00 
District 25 Cl 24 10 5030 00 00 
FDNS Phoenix Cl 24 10 5030 01 00 
FDNS Las Vegas Nv Cl 24 10 5030 0'' '· 00 
FDNS Tuscon Az Cl 24 10 6030 03 00 
FDNS RenoNv Cl 24 10 5030 04 00 
Olstrict 26 Cl 24 10 5035 00 00 
FDNS Honolulu Cl 24 10 5035 01 00 

Office Of Polley And Coordination Cl 25 01 0000 00 00 
Infrastructure Cl ?5 02 0000 00 00 
Quality Asswance Cl 25 03 0000 00 00 
Content Mgmt Offrce Cl 25 04 0000 00 00 
Ca!l Center 25 10 
Eastern Cali Center Ny Cjly 
Western Call Center Los Angeles 

Team1 Team 2 
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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 USC IS 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 FOIAIPA Assistants Guide as follows (new infonnation in red): 

7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof 

of death. Proof of death could be any of the following: 

• Death Certificate; 

• Obituary; 

• Funeral Memorial; eF 

• Photograph of headstone; or 

Screen print from the Social Security Death Index 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and 
no proof of death is required. 

If the requester says the subject is 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 1D 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/P A Assistants Guide as follows (deleted iBfefffltttioR iB strikethrottgh, new 
infonnation in red): 

5.1.4 CIS Main Menu 

This screen displays a variety of ways to search for information. The transaction 
numbers that we use within FOIA are 91, 92, and 95. By typing the number 91 next to 
select transaction number and pressing enter, another search screen will appear. The 
main purpose of the "91" transaction number is to search the database for specific 

information concerning an individuaL Transaction number ''92" is used to display card 
information. The transaction number "95" is 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 + Fll (CIS File Transfer Display)" to verify if the file is Not Found (N). 
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5.1.10 File TFttnsfeF ~-"'~-~H9.~ Display (9504) 

The 9504 screen is split into two parts_ This first screen sho\vS you which File Control Office 
(FCO) has the A-file per NFTS. To view the old 9504 screen, please push ·'Fil" (CIS File 
Transfer Display). 
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The main purpose of the 9504 screen is to check the location and movement of files. ¥ett 
vlill 9e Hsiag tHis sereeR ia eoHjHaetioR witA ~TfTS ia the ease erea-te fHRetioa. The 
following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 

FTl: 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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have split section 16 of the FOJA.TA Assrstant's Gurde into 16a and 16b as 
follows (new infonnation in red): 

16a. TD(total denial) CASE CLOSINGS 

A. Create the case as Track 1. 
B. Uncheck the Print to CD box. 
C. Change the case category to "Third Party No Consent" and save. 
D. Select the "Final Action Letter' from the Tasks tab. Select "TD" from the final 

action codes list 
E 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 fonnat, save it and 
check it in. 

G. Create a Discussion: "Third Party, No Agreement." 
H. Send to Up-front Approver. 

16b is failure to comply case closing procedure, unchanged from the old paragraph 16. 

We have added additional explanation to Section 7 of the FOJA PA Assistant's 
Guide as follows (new infonnation in red): 

A Privacy Act Record is any item, collection, or grouping of infonnation about an 
individual which the maintaining agency retrieves by the person's name, identifying 
number, symbol, or other identifying particular assigned to that individual. 

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 involve several people. A CBP Incident Report is filed by a 
number which is not an "identifying particular" for any individual. Even though the file 
most likely contains sensitive PIT, a CBP Incident Report is not a Privacy Act Record. A 
USCIS contract is 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 release information that is not 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 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 infonnation in that file to the requester. We refer to that as 
"certification of agreement." 

A subject of record is not required to provide a certification of agreement signed by 
himself or herself giving us pennission to release infonnation to himself or herself. 

Unconsolidated petitions are not always one way or the other. An I-360 could be 
associated with only one person, an 1-130 concerns two or more people, and an 1-140 
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 
t: Proof of parentage if the subject of record is a minor at the time of the request, or 

Proof of court-appointed guardianship, or 
f.. Proof of death. 

If none of those elements are present, VOl becomes irrelevant. We will close the case as 
a total denial (TD). For TD procedure, please refer to section 16a, TD (total denial) Case 
Closings. 

3959 

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



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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have amended section 2711 ofthe Processing Guide as follows (new 
information in red deleted iHformatioH iH strikeduet~gh): 

A total denial is the withholding of all agency records responsive to the FOIAIPA 
request. Yeti ffitiSt apf'l)' the &pf'Fej3riftte eJt€1tlj3tioHs to each 19age ofresj30Asive records 
aaEi cite each ~temptioa applieS is the Fiaal ,'\ctioa Letter. We Ra-ve to fully process a 
total eleRial ease l:leeause tRey are freqtieRtly a1313ealeel aRe! sometimes go to litigrrtioR. 
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. Go to 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 oftheProcessmgGuide as 
follows (new information in red deleteel iRforma-tioR ia striketi1roHgi1.): 

27.25 Fl) 2§8 FiageFpFiat TFHeli:iag System FBI Documents 

27.25 a FD-258 
The FD-258 Fingerprint Tracking System is owned by USCIS. The system is 
used to detennine 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 ifPA aGJ(2) and (b )(7)(E) 
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(b)(?)( e) 

Yott may release all iaformatioH as loag as eoHseat is f.lFesest aH:ei you have 
CORfirmeEi tlle ielestity of the f.lOFSOR. 

27.25 b FBI Systems Check Results 
Please partially redact documents containin the result of an FBI name check or 
FBI response descriptor, such as or 
I liting Exemption (b or 1 a an We are not 
withholding the fact that we conduct FBI name checks. Please release 
administrative infonnation 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 IAFIS 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 IAFIS by itself. 

27.25.c 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 is usually identified as being associated with an 
individual (for example 153701RKO). 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 is extremely unlikely that they relate to the same person. If the 
FBI number does not relate to your subject of record, please withhold it under 
(b )(7)(C), or ifPA, j(2) and (b )(7)(C) 

27.25.d 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., 4 I 5M) 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 ifPA, 
j(2) and (b )(7)(E). 

27.25.e 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 infonnation. 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 ifPA, j(2) and (b )(7)(C). 
If there is any law enforcement identifying infonnation on the TECS III screen 
print, please withhold it, citing Exemption (b )(7)(C) or ifPA, j(2) and (b )(7)(C) 

27.25J NCIC 
The National Crime Information Center (NCIC) is the United States' central 
database for tracking crime-related infonnation. Since 1967, the NCIC has been 
maintained by the Federal Bureau oflnvestigation's Criminal Justice Information 
Services Division, and is interlinked with similar systems that each state 
maintains_ The database receives infonnation 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 (III) FOR (the subject of record)" because the infonnation comes from 
Ill However, please partially redact documents containing the result ofNCIC 
checks, such a citing Exemption (b )(7)(E) or 
ifPA aG)(2) and (b)(7)(E). 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 
(b )(7)(C), or ifPA, j(2) and (b )(7)(C) 

27.25 g FBI Warning 
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. 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 )(7)(E), or ifPA, j(2) and 
(b )(7)(E). If the document does not relate solely to the subject of record or 
contains law enforcement identifying information, please add (b )(7)(C). 

27.25.h Joint Terrorism Task Force (JTTF) 
The Joint Terrorism Task Force (JTTF) falls under the purview of the Federal 
Bureau oflnvestigation (FBI). Please fully withhold any documents created by 
the Joint Terrorist Task Force citing Exemption (b )(7)(E), or ifPA, j(2) and 
(b )(7)(E) If the document does not relate solely to the subject of record or 
contains law enforcement identifying information, please add (b )(7)(C). 

27.25_i 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 Gwde as follows (new 
infonnation in red EleleteEI iaformatioa ia striketArot~gH): 

27.42.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, ffi!S 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 )(7)(E), or ifPA, Exemptions 
aG)(2) and (b )(7)(E) If there is no writing indicating any type of response in the 
FBI fingerprint and name check blocks, please release them. We release tHe FBI 
Feet~l£s 19ee&l:lse we Reeve a MeMet=aA9HFH ef las£FUe£ieR ft:eM PBI £elliRg HS we 
May Felease FIH iafeFM:atioa al9eHt a sHeject after we Rave eoafiF£Re9 that it 
relates te the et~ejeet 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 )(7)(E). Since this case is a PA, we also cited aG)(2) to protect 
the FBI results and a(k)(2) to protect EARM, ffi!S, US-VISIT and CCD. 

Note: it was also necessary to update the illustration that follows this paragraph_ The 
April l21

h version of the Processing Guide has the updated illustration. 

We have amended section 28.01J of the Processmg Guide as follows (eeletee 
iRfeF£RatiOR iA strikethreHgh): 

28.0l.f USCIS FOIA has been given pennission to make appropriate 
redactions on some documents that originated within other DHS components and 
Federal agencies. ~rot all Seeu:FH:eats beloagiRg to FBI aee9 to Be referred. The 
paragraphs below outline the exception relating to referring documents. If you 
think you have a consultation, please talk with your supervisor_ 

We have deleted sections 28 09 and 28.13 of the Processmg Gwde 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 USC IS 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 I 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 I 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 ofRecord(s) Requested: 

Block 2 is where the requester decides whether he or she wants their complete A-file or a 
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 I case. 

'\()"ff: \l.lsi;< "'~ ~--~,~~.~ f~l\'.>11«.: -'-' Wi!Jo.'l\:.1 l<: lii. il~<:'> rl'!- :-<••m~<"" l. h!it:"' :;; 1"~'·<<1< i>'o'tlf>ld' «r,l sr;:(<!i< · •!i',,.l~V "'' 

f<:-i\<W~(>'>! m~;- :-t>~iil ;~ " -k'·J> <n ~'-~·cn>m~ v ol'l ;c.,JJrt;. '" 1-.. ":"l~ t!oz r-:--:1-«li ~; "' ;,~,"~""''"~ ~''NC·.:~._j 

In this next Block 2 example, "Complete Alien File" is checked. 

Is it a Track 2 case? It depends. Section 6.3.3.I tells us that if you find nothing other than 
screen prints (RAFACS staffings) or a receipt file, you need to make this a Track I case. 
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But if"Complete Alien File" is 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_ 

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 I (decided in Block 2), the subject of record confinns 
what information they want released to the requester. 

2. If your case is a Track 2 (decided in Block 2), Block 3 is 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: 

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 2011" 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 
ofldentity, and Description of Records of the FOIA/P A 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, Notice of Entry of Appearance as Attorney or Accredited Representative, has 
been revised (02/28/2013) (03/04/2015). As ofMoy l,, lOU April13, 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 ofFonn G-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. 

As a FOIA/P A 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 of02/28/13 
03/04/2015). 

• If the Fonn G-28 is an older version than the revision of02128/13 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 of02/28113 03/04/2015) is not properly executed, then 
you will close the case TD (inadequate Certification of Agreement). Please refer to 
section 16aofthisguide. 
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Section 5. Certification of Agreement and Verification of Identity of the Processing 
Guide 

Form G-28, Not;ce of Entry f!f Appearance as Attorney or Accredited Representat;ve, has 
been revised (02/28/2013) (03/04/2015). As ofMay 28, 2013 April13, 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 ofFonn G-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 Fonn 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 
Fonn G-639 or on a separate statement, any G-28 is inconsequential. 

If certification of agreement is provided on no other place except Fonn G-28, then the 
attorney must use a properly executed new Fonn G-28 (revision ofQ2J.28/13 03/04/2015). 

• If there is no other certification of agreement except on Fonn G-28 and it is an older 
version than the revision of02/28/B 03/04/2015, then you will close the case FC. Please 
refer to section 42 of this guide. 

• If there is no other certification of agreement except on a new Fonn G-28 (revision of 
92/28/13 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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have added information to section 32.7 of the FOJA.TA 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 infonnation 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 
situation. 
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 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

April29, 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 
infmmation. 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) 
(b )(7)(C) and (b )(7)(E), or (d)( 5)/(b )( 5) and (k)(2)/ (b )(7)(C), (b )(7)(E) if the case is PA. 
The checklist contains analysis, conclusions, or recommendations, and contains protected 
systems check results. 

• The USCJS FOJA 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 Fonn citing 
Exemption (b )(7)(E), or (k)(2)/ (b )(7)(E) if the case is PA. Ifthere are law enforcement 
officers' names and/or badge numbers, please also withhold those, citing (b )(7)(C), or 
(k)(2)/(b )(7)(C) 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. 

• The USCIS FOIA Processing Gwde will be updated to reflect this change. A 
new paragraph, 27.45g, will be added and the form will be added to the 
processing tables. 
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DEPARTMENT OF HOMELAND SECURITY 
U.S. Customs and Border Protection 

UNACCOMPANJEO ALIEN CHILD SCREENING ADDENDUM 
Tr.;ffl<:'klng Vletjm Pr~tettkln Act j8 u.S.C. 12$21 
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~:m~e. ~etlt Oil<W~¥. ()< sl~v(!ty. 

E!e!ow ~re e:wf'lple$ ~fll~ffidlrojj !~dicalol!l. ff <l!'W 111 mM& (If !he~ ifl\11t3\0rs is p~&e~t. ~he mlemewtr ~ok! ~~cage 
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USCIS FOIA INFORMATION BULLETIN 
0: 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 consistency and timeliness of 
infmmation. See your supervisor if you have any questions about bulletin topics. 

CLOSING DUPLICATE CASES 

Please close all duplicate cases ER instead ofDP, except in 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 insert a case note 
referencing the duplicate case, set the case to ER, and put the case in Upfront Approver. 

• The USCIS FOJA PA Assistant's Guide will be updated to reflect this change. 

SITUATION: Appeals 

While case creating, you may open a request and see that it is marked '·Appeal." The requester 
'"'ill include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 

Office: NRC 

iZJ'b: '~ T~ .;~~\;;;;; ~;;..c ..... ~-- tt:.';l ... .~J ~ .. <;~ 

JJ!._@_kl i.Yi . .F .... Y ... ht& .. } 
: }~ Po[m O!)tions... : · · 

' 25C2 

DeJ!QI1at«<t !'f~4 k-t:urll!y 
US. Cl~ tmd lomlijp'lti® Savlllell 

Select "Print.'' FIPS will then print out all the pages of the request. Get those pages and take 
them to the designated appeals POC (Currently Beth Stokes). After you are sure the pages 
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printed correctly and you have control of those pages, click "Delete:' This is possibly the only 
time you 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)(S)/(b)(S) ifPA unless the document is blank. 

If your detenninarion is to release a specially marked page, you must line through the 
marking using the line tool: 

\ 
\ 

C~·· c;jj•C ~ ~ '1d·· : :: ,.,.-. 0 l .. :. c. 
' · .. -• , · r:: rc: 

.......... --:f .... -

·:\ 
10~. f ' \ obi 
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FR('H 1«CV:; CX t<1i:;tt.:tYr h"? :t.dS:l& 
l T/li.C:QlY.-iEt:.H:i (lQ i f!<l 
YJ-..1NS-~ J':'t 

.;;o NC:lC t;;;,_:-r· .K}J{r,_"~ _., _,_. ~--"" ~· ".,.. 1)-~)D-'~---~- .-·><~· 
'"**MESSM£ KEV ~:l?i S\~A.I<:,:i-::BS: NA>ITF_.::; Ptl'.SD!'~ flL:::: f?tC::KV E.S.tOR:)S RSCJ->...':.l.("Jt,BSS U'" 
BX!-?..\:::O!'r::,);-.1 !\~;)) l-1r~,;ll£Y.:BA>J(1f: RECJ)RJ£ HT~CA-:>lN» V)Sf.\TV:,R EX'l.Y.MCT'T.".'O:.! ffR0M -THE 
.n-::):.J!.?WG A,Gf.NG'f · S VX:;">.'.l-'W?<. ALL O'ti··r!tR W~!C f'ERSG:S ~·-r::w~ ARE SRARCHa:.t'.\ 
:-;::-FCC:' L::H:r;-;:,.';·: O~JS, 

t·g: SK\1' Pl\Gf: 
ifL'F2 -HZL~! ;?J"HAIN ?4t:;:jLi} \}'t;;;.~Ff-:.tV XrNlfl \f'/.of"!<:EV f~C;;>U:Si~ rH~::NBXl St::i\::;Gt-;': 

Some types of application/petitions or investigative materials (1-589, 1-360, Legalization 
and SAW or investigative material) are highly sensitive_ When a third party requester 
specifically requests these documents, see section on "Glomar". 

• The USCIS FOIA Processing Gwde will be updated to reflect this change. 

RECORDS LOCATOR: DON'T FORGET THE A NUMBER 

If you are staffing for a file in records locator, be sure that you 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 Furthennore, it does not populate on the report submitted to our contractors to 
request the file_ Ifthe file does not get requested, then the FOIA request does not get completed_ 

·,:-suiiJ~~o=n·,:---=,=- =----·--·· 

First Mtddle 

crump 

14-r<wmb~t·_l ____________________________________________________________________________________________________________________________________________________ --~ . 
t"oe e 

• The USCIS FOJA.PA Asmtant 's Gwde 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 into 
one case, please follow these procedures: 

l_ Create one of the cases_ Search to see if the other subject has an active case_ 
2. If you find an active case, create a Discussion explaining that. You need take no further 

action. 
3 _ If there is not already an active case, print out the request, staple the paperwork for the 

second request to 01 A and place it in ,\-ith new requests to be scanned_ 
4 _ Create a Discussion noting all actions taken_ 

• The USCIS FQJA,PA Asmtant 's Gwde 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. 

!'··"·· .. -~ 
i 1."-' b.(,~:: -' n-'"'~ 

;-.. -

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

l r---p._>:;-E 1hT1l1HELL: H.JRSUAHT TO _._t\''. '-'! 1 
r.-o;,-,,,___ __ {""'" "' ' ' , •ov,••<•~··••••v.•<-';'"L->;<•'•'-""»<""'"W."""""..,."'·-

• The USCJS FOJA Processing Guide will be updated to reflect this change. 

DO I NEED TO ADD THE APPEALS PARAGRAPH? 

If you are processing and all the subject has in our records is nothing other than a Border 
Crossing card, close the case as a G 1 and do not add the appeals paragraph to the Final Action 
letter. 
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The above situation is considered differently than dte case of a lost file. Why? In the case of a 
lost file, we know for a fact that dte A -file is missing. Tite subject, in dtis case, has the right to 
appeaL Close this case as a PD and add dte appeals paragraph to the Final Action letter. 

• The USCJS FOJA Processing Guide will be updated to reflect this change. 
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SAVE YOUR WORK FREQUENTLY AND REVIEW EXEMPTIONS 

If you are processing and receive an error message, please go back and double check your work 
from the last time you saved. In most cases, any \Vork you have done since the last save will not 
hold. This Wlderlines the need for all of us to save ounvork frequently (every 50-100 pages). In 
addition, if you are having system issues 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 \Viii 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 you 
\'-iere 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. 

• The USC!S FOJA Processmg Guide will be updated to reflect this change. 

PENDING CASES AS A PROCESSOR 

If you pull up a case in processing and there is an open slot for responsive records that is still 
pending, you must detennine if,,.-e still need those responsive records_ 

For exantple, 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 is 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 ,.,as consolidated. In an instance like that, you do not need the open 
slot Click on the icon beside the staffing response and select '·Manage Document."' A screen 
,.,-in open, allowing you to cancel that request. You are ready to process the case. 

In another case, you may detennine dtat one set of responsive records is scanned in but the other 
set is still pending. In that case, there is no need to send it to admin. Please click the PEND 
button on dte screen (see screen shot below). 
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• The USC IS FOIA Processing Guide will be updated to reflect this change. 

CORRECTLY FORMATTING THE FINAL ACTION LETTER 

Often in an effort to save space, processors tty to squeeze all infom1ation 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 inadvertently 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 USC!S FOIA Processmg 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 VIC without a control number, it puts the case at the bottom of the VIC queue with 
no control number and no way to move or even view it until you get to the bottom. Files that are 
not controlled can only be placed into the Research queue. 

• The USC IS FOIA PA Assistant's Gu;de 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 in the correct file. l11is is a new feature of FIPS 7. 
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. OS .. 

-"'~· l'tAFACS;'CIS 
RDF · Records D1git;<:alion Fa<:il:ty 
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Ern-:~1i 

<:c Email 

• The USCIS FOikPA Assistant's Guide will be updated to reflect this change. 

RESEARCH: ATTACHING DOCUMENTS IN THE APP, HQS AND 
PPOQUEUES 

Access to the APP, HQS, and PPO queues is 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 you 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 nO\Y-then change your office back to NRC. 

• The USCIS FOIA PA Assistant's Gwde will be updated to reflect this change, 
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QUESTIONS, SUGGESTIONS AND COMMENTS 

Your supervisor is the first person you oontact when you have a question that is not covered in a 
guide. Supervisors relay comments, questions and suggestions to the Program Office fairly 
regularly. In order to respond to questions most efficiently, the Program Office responds toe­
mails via supervisors, especially when it is an issue that may impact more than one person. 

ACD FOIA/PA Operations and your 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 '"·ill either amend the Guide or 
propose a modified rule to ACD Operations_ 

You, the processor, may notice something in the Guide that is awkwardly worded, or contains a 
typographical error, or something that simply is not true. You contact your supervisor and then 
Program Office amends the guide. 

Before we amend the guide, '""e may flfst publish a FOIA Infonnation Bulletin (the exception 
being a misspelled word, a missing punctuation mark or a grammatical error)_ 

Bulletins and the latest version of this Guide are always available at: 

http://dhsconnect.dhs.gov/uscis/org/ESD/NRC/Pages/FOIAOperationsDivision.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 USC IS 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. 

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 ofthe Processmg 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 cannot 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 Processmg 
Guide as follows, new information in red: 

I-129F, Petition for Alien Fiance(e) 
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The I-I29F 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 USC IS Use Only." 

Ifthe requester is the beneficiary (the fiance( e)) or iiH iHdivi<lual (rider) listed OR page 2, 
geetioa B oftAe fertH, 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 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 will be located in the 
block "FOR USC IS OFFICE ONLY." 

TAo 13etitioaer Reeds eoaseat from tAo l:leaefieiary to ol:ltaia aa uaredaeted eo13y of the I 
13Q B:Rd lift)' SU!3!3DFtiag 8oet~tHeats He or sHe sul:lmitte8. ~vea if tHe SeaeHeittF)' has 
ar:ljuster:l sta-tus aad is ao·.v aa LPR or ugc, tHe 13etitioaer still aee8s eoaseat frotH tHe 
Seaefieiary to o8taia aa uare8aeted eo13y oftAe I 13Q an8 aay SU!3!30Ftiag 8oeutHeats 
uader tHe FOIA. 

If the requester is the beneficiary,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 
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 PH that has not been released elsewhere in the file. 

1-140. Immigrant Petition for Alien Worker 

Form 1-140 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 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 
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protection, so if the petitioner is a company, you do not need the company's consent and 
you may release most infonnation about the company. You should still protect any 
infonnation that would reveal infonnation 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 
remaining information on this fonn to the requester. If tile FeEJ:Hester is a tkir8 fl8lty 
iaEliviElt~al, the iaformarion (name aaEl aElElress) rela-ting to the 19eririoner, 
(eORl(9aHy/orgaRiza-tioR) eaR l:Je releaseS. If the petitioner is an individually 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 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 infonnation_ 

I-589, Al]plication for Asylum and for Withholding of Removal 

The Fonn I-589 is used to apply for asylum in the United States and for withholding 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 
1-589. For more processing instructions, please see section 27. 16 of this guide. 
The block titled "FOR USC IS USE" may contain exempt infonnation, such as ffi!S 
results, law enforcement initials and/or identifying numbers, and possibly deliberative 
commentary. 

1-730, Refugee/ Asylee Relative Petition 

Fonn 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 is the primary asylee, please fully 
release the 1-730, unless there are protected systems check results on the first page. #-4e 
reqt~ester is a party to or riSer oR tke petitioa, release the form iR part to tha-t iREliviElHal. 
Release oRly the top of eaeh €loet~meRt aH€l tile ri€ler' s iRformatioR. Re€laet all otker tkiFEI 
party iaformatioa from the I 730. Processing ofFonn I-730 is essentially the same as 
Fonn I-589, except that you should withhold the name of any Refugee Officer, citing 
Exemption (b )(6), if the case is FOIA The block titled "FOR USCIS USE ONLY" may 
contain exempt infonnation, 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 USC IS 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 FOIAIPA Assistant's Guide as follows 
(new infonnation 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 FOIAIPA Assistant's Guide 
as follows (Eleleteel iafeFHuHiea iB stFiketRreHgk): 

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 infonnation, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request Your search should include CIS, 
CLAllvlS 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 aBEl flFOVide sereeH priHts of all 
CIS and PCQS or CLAIMS searches as directed There sho•la ~e oo less thao two pages 
&H8 may ee leHgtAier if Sti!Jj eet Has previEleEl multiple Hames. Prepare a "SeaR As" sheet 
te Se aH'aeAeB te the sereeH !-"'riHts anB ttti:Ee them te the OA reem Fer se&HHiag as CSD. 
Prepare a Final Action Letter with closing code NR Insert a Discussion naming the 
systems you searched. aBEl statiag that you Have seAt the EloeumeHtatioH to OA for 
seaHBiHg as C:~D. 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 
IH CIS you are oHiy requireS to priHt the 9103 sereeH ifsuejeet is Hot fouRS. 
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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. lfRo reeonls are fouAcl 13riRt sereeH f!riRts 

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) 

Whea eoH:eitietiRg "He reeoffi" researeh, elo the qttery aBel !3FOYide sereeR f'riRts of all 
searehes as elireeted. Priat the BI9j3F0!3Fiate CLAIMS sereea J9riRts (this should he ao less 
tkaa siJ( 13ages aR8 fBay Be leagtkier if sHSjeet Has flFOviEieEI H'l:l:lltiflle AftH'l:es er H'l:l:lltiflle 
alias aames). PretJare a "Seas As" skeet te Be seaaaeEI as ease Sl:lflflOI1iag Eleet~H'l:eAts fer 
the ease AHH'l:Ber yaH havejHSt ere&teEI, attaeh it to the sereea flriAts anEI take these to the 
OA room for seaaaiag as CSD aaEI j'lrepare a Fiaal Aetioa Letter with elosiag eoEie NR. 
Iaset1 a Dis6l:lssioA OHtiiaiag tHe systems yaH searcheEI asEI st&tisg that yaH Aa·re seat the 
8eel:lH'l:eAtatioa to OA for sea:aaiRg a:s CSD. SeR8 te Ufl freat A1919rever. 

Genealogy is exempt from this process. 

We have updated Section 25.2.4, Status Letters of the FOIAIPA Assistant's 
Guide as follows (new infonnation in red, deleted iafoffflatioa ia striketHro1:1gA): 

25.2.4 Status Letters 
The public has the ability to check online the status of their FOIA request(s) with NRC at 
(WY!W,gsc.is.,gQy). 

From www.uscis.gov, fiad the liak sear tHe Bottom of tHe left eoil:lH'l:A HAder "OtHer 
Serviees" marlce8 "FOTAR~t .. Statl:ls-·Ched.;:." 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 is still pending, the online status check will indicate the position of 
the request relative to all pending USC IS requests in the same processing track. It 
also provides the date the request was received. 
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If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the 
number entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers teams should paste in the online 
POIA ReEJ:l:IOSt status check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA ReEJ:l:IOSt status check. Yo1:1 shoHiel 
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 FOIAIP A Assistant's 
Guide as follows (new information in red, deleted iafofH'!atioa ia striketHroHgA): 

8.1 REQUESTS: Foreign Consulate 
IH'lmediately forward aay tyt:~e of eorrespoadeaee, FOlf£ FOEJ:l:lest or iREJ:l:liry reeeived 
from the GORSl:llate of a foreiga RatioR to tile Direetor' s Offiee for Haadliag. u~cn; 
H:eadEJ:Harters is tHe oaly oae aHthorized to eorrespoa8 with foreiga eoasHlates. 

Please make Sl:lre verify it is a consulate requesting the records and not the subject of the 
request putting the consulate's address on the G-639 to mail the records to the consulate 
(for passports). 

If After you've verified that the request is from a consulate, please do the following: 

1. Print out the entire request. 
2. Attach a cover sheet ("Request from Foreign Consulate") 
3. Take the printout to your supervisor. 
4. Add a discussion, "Request from Foreign Consulate." 
5. Send an email to NRC, FOIAOA with the case information. 
6. Create the case and close it, ER. 
7 Send to Up-front Approver 
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If tHe reEJ:Hest is from a coasHlate, please close tHe case ER., iasert a DisCHssioa aaEI tHea 
seeEI tHe ease to Up froat ApfJFO¥er. SeaEI aa e mail to }lRC, FOIAOA witH tHe ease 
iAfeffHa-tieA. THe SHJ9erviser 'tvill revie>.Y aREI elese tHe ease_ 

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 you 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, 20 II 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
infmmation. See your supervisor if you have any questions about bulletin topics. 

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 27.3 I, which is 
processing instructions for PII within files. These new sub-paragraphs are 27.31g 
through 27.3Lo. 

Sub-paragraph 27.3l.j has been changed (new portion in red) 

27.3l.j 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 is 
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 is 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 28.14c reads as follows: 

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) 

27.27.b Redact all initials, signatures, user ID's, telephone numbers, fax 
numbers and extensions oflaw enforcement personnel and personnel petforming 
a law enforcement function citing Exemption (b )(7)(C) in a FOIA and (k)(2) and 
(b )(7)(C) in a 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 
fonn 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 is 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 (deleted iafofffiakoa ia striketffi=ougH:, new portion in red): 

• Refer asylum related documents, such as interagency communications, advisory 
opinions and deliberative material, including tHe any documents entitled "Country 
Conditions." aad Commeafs oa Asylum A19j3lieatioas'' 

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 US. Department of State 
website and we do not generally refer them. 

We have modified paragraph 28.06.b as follows (deleted iRfoFR!a~eR iR striloetkFe•gk): 

28.06_b We refer advisory opinions, as well as other documents originating with 
State which are related to asylum claims, and Country Conditions, tlfld Commeats oa 
Asyh:1m Afj3lietttioas 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 

3989 

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



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 FOIAIPA 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 biological parent. In Vietnam, "baby brokers" 
scour villages looking for unwed, impoverished mothers_ They purchase the babies for 
about $50 and sell them to commercial adoption services_ In Guatemala and elsewhere, 
people steal babies and sell them to middlemen. Prospective adoptive parents from 
Spain, Italy and the United States are typically willing to pay as much as $25,000 to 
adopt a child. (This information comes from kidsofkathmandu.org). 

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

I. The Prospective Adoptive Parents (PAP) have the right to all infonnation they 
submitted for the adoption. It is likely that the adoption never happened. If that is 
the case, they have no proof of parentage or guardianship_ 
2. The child is usually too young to give consent 
3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to 
Admin for supervisor review. 
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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 USC IS 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 iHfeFtHfttioH iR strikethrottgh, re-written section in red: 

Departure Record 1-94 
L&n- eafereemeHt 
BatHes, badge 
AHmhers 

(ll)(7)(C)Release (k)(2)aHd 
(lo)(7)(C)Release 

We have amended Paragraph 6.1.1.14 of the FO!kPA As.wstants Guide as 
follows, deleteEl iaformatioa ia striketAroogh, re-written section in red: 

6. l_l. 14 If the requester does not provide a valid address use: 123 Main 
Street, Washington, DC 12345. SeHd afl: email to yoHr SHf!ervisor aHd assige tBe ease to 
URit CHiefvritHo1:1t aRy staffiRg or aekRowledgemeat letter. 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) ofthe 
FOJA. 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 tool regarding current infonnation of use and interest to USCIS FOIA 
personneL The intent of the bulletin is to improve consistency and timeliness of 
infmmation. See your supervisor if you have any questions about bulletin topics. 

We have added a new paragraph 40 Ol.g of the FOIAIPA Processmg Guide, as 
follows: 

40.0l.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 I 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: 

-During 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 !CE: 
FOIA@dhs,gov, The ICE FOIA Office mailing address is 500 12'" Street, SW, 
MS 5009, Washington, DC 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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(b)(7)(e) 

We have amended Section 28.01 b oftheFOIA PA Processmg Gwde as follows, 
8eleteEI iafefH'l:a:tieH iR stFike~roHg;A, re-written section in red: 

28.01 .b Release the names of all referred agencies except when the referred 
documents come from the agencies listed below. iRvelve iRtelligeHee reeerEls, 
StieR as CIA reeeFEis. Generally speaking, you will almost ahYftj'S release the 
name of the agency. 
If yaH feel yaH !itt¥e a sift!B:tioR iH'I'oiviRg "iatelligeaee eoH'l:R'l:HHity," 19lease 
608Sl:llt )'OHF Sl:lf'OFViSOF. 
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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 USC IS 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 ofthe 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/P A Processing 
Guide as follows (EieleteEl iHfoFJBa-tioa iH striketluougi:l, new information in red): 

45,0Ld Moved to 45.02.a.l To i:J.el13 j3FeveHt aeeiEieHtal release ofti:J.irEl j3art:y PII, 
13lea:se erettte a: Dise1:1ssioR eifing 1hetJ6ge mtHthe:- \¥kere yo1:1 R'ltttei:J.eB eaek iteR'll:lelov; 
froR'l the reEtuest to verify that it is tHe eorreet file_ If tHere are tvm sets ofreS130HSive 
reeords, your EliseussioH sHoulEl show Hmv you positively iEleRtiHeEI tHe s~:~Bject of reeorEI 
By page nHmher fer eaeh set ~lrespensive reeerds: 

1. 8igHaEttre 
2. PareHts RafFles (ifa-vailal:lle) 
] . Ce.Htl)' ana Sate ofOirtR (ifa.vaiJable) 
4. AHy alias HaR'l:es yoH HHEl 
5. AHytHiag else you used to flOSitively ID the hie as beloHgiHg to tHe subjeet 

YoH R'lay iRei1:1Be tHis as !3Rrt of y01:1r 8uR'l:R'l:ary DiseussioR, or you R'l:ay erea-te a separate 
Diset~ssioH. 

45.02 The Summary Discussion 

45.02.a Summary Discussions should include, if applicable, the information 
shown below as well as anything that is 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 ofP A. 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 infonnation 
• The number of documents referred to another agency 
• The number of duplicate pages marked 
• The number of pages that were out of seeped (other than the last page). 

45.02.a.l To help prevent accidental release of third party PII, please create a 
DisoossioH e#iHg 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 re~ponsive records: 

1. Signature 
2. Parents names (if available) 
3. Country and date of birth (if available) 
4. Any alias names you find 
5. Anything else you used to positively ID the file as belonging to the subject 

Yol:l ITHty iHeiH6e tRis as 13art of yoHr Sl:lmfflary Di seHssioH, or yoH ffiaJ' erea-te a sef!arate 
DisetlssioH. 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 815 Congressional Correspondence of the FOIAJP A 
Assistants Guide as follows (new infonnation in red, deleted information in 
strikethrough): 

Section 8.15 Congressional Correspondence 

Reference sectwn 28 CONGRESSIONAL REQUESTS AND APPEALS. 
When the unit receives correspondence from a member of Congress, we may need to create 
the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to NRC, }lRCFOIAMSB c:ongre_ssion,a)nrc@_us_cis_.clhs._goy 
advising them of the control number, congressional contact infonnation and name of the 
subject of the request. Do not use the Congressional office address as the address for the 
FOIA request. If an address for the subject is not in the request, please contact a member of 
the FST for more guidance. 
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USCIS FOIA INFORMATION BULLETIN 

August], 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 FOlA 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 withFonn G-639 (dated 3-31-2015) 

I. The Certification of Agreement (COA, or consent) and Verification of Identity (VOl) 
sections are merged into one_ Only one signature is needed (notarized or under Penalty of 
Pe~ury) on this new form. 

2. 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 

3. The block to check "Complete Alien File" or "Other" no longer exists. 
4. The block to check "All of my records" or "A portion of my records," no longer exists. 

We have added section 5.02, Verification ofldentity (G-639 dated 3-31-2015), of the 
Processing Guide as follows (new infonnation in red): 

5.02 Verification ofldentity (G-639 dated 3-31-2015) 

Note: On this version of the Fonn 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 ofPeijury. 

Do not close any cases as Total Denials (ID) based on the 3-31-2015 version of the G-639. 
Failure to Comply (FC) still applies. 

If a requestor is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of infonnation 
about a person which we retrieve by the person's name, identifying number, symbol, or other 
identifying particular assigned to that person. This infonnation includes, but is not limited to, a 
person's nationality, immigration status, education, financial, medical, criminal, or employment 
history. 
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6 CFR § 5.2I(d) Venfication of Identity, says the requestor must provide us: 

Full Name 

Current address 

Date of Birth 

Place of Birth 

Providing the Alien Registration Number may not substitute for any of the four items of 
information required by 6 CFR § 5.2l(d). 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notm·ized signature). 

8.a. LJ Notarizt-d Affid:.nit ofidentit:y (Do NOT sign and 
date bdo'<-Y until the notcn::_.: pub-lic prm:id-::.-s 
instn1chon~ to yon) 

By my -;.i_~n.Jture. I con~ent to USCIS relea~ing the 

requ~sted records ro the. reqne.~>tor (if applicable) 
n:.1mcd in Pan 2. I aho consent to 1-'<"iY all .:o~ts 
in"um;·d for se.;uch. duplic;:<tion. <lnd re·,·i-:;"". of 
do.:umenh up to S25 •if filing thi-;; r-=ques.t for my"'dt} 

Signatur.;: of Subject of R~<.:ofd 

Date of Signature (mm-·,:hl-'yyyy) 

Sub~crib.:d <111d .;<,yont to be.fore me -on thi:>, 

Joy of _______ _ in the ·yea.1· 
---

D::!ytim_e Telephone Number 

Signamre of).:"otnry 

'\Jy Com_mis:5ion E:;;,pires- ou -------
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S .. b. . ...... 1 D('dan•tion rndet' Pf"nalt-y of P('rjury 

By .rny :.-i_gn~rure. I con~enr to USCIS re1.:"~1:::ing. the 
requesr~d r~,;;ol·cls to the requestor fd ;'l.pplicJ.ble) 
nam_ed in Pll.rt 2. I al,:.,o con-&ern ro pay Z~li -co~t-& 
ln..::nrr~d for se.Jrch. duphc:Jtion. ;;md revie•.'-.' of 
do-cm:nentro_ up to S25 fif filin~ this request for my:o.elf), 

I -=-~rrify. S\Y~ar. or atflnn. under pen;"'lty of perjury 
under the lav;s of the United Sr.:ne;;, ofArneric<'L thar 
the ink1nnntion in thi.'l< reqne~r i~ C<...>mp!.;-toe. rw.;-, and 
~orrect, 

Sig:nature of Subject of Re~ord 

Date of SiFnature \nun.--dd.-yyyy) 

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 AN:X 
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 pe~ury might be on a: 

-:~ Separate letter, or any piece of paper including a G-28, but then only if the penalty of 

pe~ury statement is directly above the signature of the subject of record. 
4' G-639, when the subject has signed part 4, either notarized or under penalty of petjury. 

,,, DOJ-361, Certificate ofldentity: 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 peijury 

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

"Verification ofldentity" for purposes ofFOIAIPA does not include a Fonn G-28 with a 
statement made under penalty ofpe~ury 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 pe~ury must conform to the 
requirements of28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 

reads as follows: 
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Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required or 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: 

(!)If executed without the United States "I declare (or certify, verify, or state) under penalty of 
peijury 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 peijury 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 ofbirth, and a signature. 

However, you only need one signature, either notarized or signed under Penalty ofPeijury. 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 Fonn G-639 (3-31-15). 
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A Privacy Act Record is any item, collection, or grouping of infonnation about an individual 
which the maintaining agency retrieves by the person's name, identifying number, symbol, or 
other identifying particular assigned to that individuaL 

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 is 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 is 
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 is exempt, including sensitive 
infonnation about individuals in the record. An individual involved in that record could provide 
a signed agreement which will allow the agency to release infonnation 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 
infonnation in that file to the Requestor. 

Unconsolidated petitions are not always one way or the other. An I-360 could be associated with 
only one person and an I-130 is associated with two or more people. If a third party requests an 
unconsolidated petition, we need an agreement to release infonnation 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 infonnation 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 72, Verification ofldentity (VOl) (G-639, dated 3-31-2015) of the 
FOIA/PA Assistants Guide as follows (new information in red): 

7.2 Verification ofldentity (VOl) (G-639, dated 3-31-15) 

If a requestor is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USC IS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person's name, identifying number, symbol, or other 
identifying particular assigned to that person_ This infonnation includes, but is not limited to, a 
person's nationality, immigration status, education, financial, medica], criminal, or employment 
history. 

By 6 CFR § 5.2l(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 infonnarion. 

If we have verification of identity, but are unable to confirm a match because of multiple matches 
or a possible match, we may need more infonnation 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 infonnation they send back to us does not have to be signed under penalty of 
petjury or notarized. Do not request any infonnation 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 petjury or include a sworn Jurat/ Affidavit. 

6 CFR § 5.21(d) Verification of Identity, says the requestor must provide us: 

A. Full Name 
B. Current address 
C Date of Birth 
D Place of Birth 
E. Signature under penalty of petjury or signature notarized 
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When you review the case and detennine the requestor did not provide all five required pieces of 
infonnation, 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. A requestor 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 is missing, close as a failure to comply (FC). 

B. G-639 Self Requests when the subject has not signed under Penalty ofPeijury or 
Verification of Identity_ Close as a failure to comply_ 

C. If the requestor is asking for records concerning a living individual and it has not been 
signed under penalty of peijury nor notarized, close as a failure to comply_ 

8.a. [] ~ot;HizE<d Affidavit of Identity (Do I"OT <;ign and 
d:.1te bel.m;,- until the nota.ry public: provides 
iH5:;UU~ti-on~ to )'011.) 

"'"I 

By my :-,ig1v1ture. l C1..1nsent ~o \JSCIS rele<lsiug the 
requ<!-a::ted recerd::; to the r<;;'qne:;ror tif a_ppli-cabJe) 
11:1med in P:ll't 2 .. I ah-o- -con~ent to P<"<Y .J_H .:·o~ts 
in<:un·ed for S-earch, duplk.:n:ion. and re·vie,,Y of 

dt.'~<cHm.enB np to 525 (lf filing ihi,;; reque:st for my-;;e-lh 

Signamre of Sul:tect of Recur d. 

Dmc of SignZ!trl.re (mm:·dd:yyyy) 

Subscribed nnd sv-:orn to bdore me on this 
---

day of in the ye.ar ---

D<1ytime TelephoneNumb;;r -----------

:I\-Iy Con:mus-51on Expir.:~~ on __________ _ 
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S .. b. . ...... 1 D('dan•tion rndet' Pf"nalt-y of P('rjury 

By .rny :.-i_gn~rure. I con~enr to USCIS re1.:"~1:::ing. the 
requesr~d r~,;;ol·cls to the requestor fd ;'l.pplicJ.ble) 
nam_ed in Pll.rt 2. I al,:.,o con-&ern ro pay Z~li -co~t-& 
ln..::nrr~d for se.Jrch. duphc:Jtion. ;;md revie•.'-.' of 
do-cm:nentro_ up to S25 fif filin~ this request for my:o.elf), 

I -=-~rrify. S\Y~ar. or atflnn. under pen;"'lty of perjury 
under the lav;s of the United Sr.:ne;;, ofArneric<'L thar 
the ink1nnntion in thi.'l< reqne~r i~ C<...>mp!.;-toe. rw.;-, and 
~orrect, 

Sig:nature of Subject of Re~ord 

Date of SiFnature \nun.--dd.-yyyy) 

Closing as Failure to Comply (FC) for inadequate Verification of Identity: Please refer to 
section 16 of this guide. 

More information about VOl: 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 pe~ury does not 
need to be on the G-639 

B. If a requestor has inserted the penalty of perjury statement on A_NX_ 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 pe~ury statement is directly above the signature of 
the subject of record_ 

D. DOJ-361, Certificate ofldentity: we may not suggest or require that a requestor use a 
DOJ-361, but we can accept one as verification of identity with a signature under penalty 
of pe~ury or a notarized signature_ 

E. For verification 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 infonnation on the photo ID, is for information purposes only and is 
not verification of identity. 
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"Verification of Identity" for purposes ofFOIA!PA rjg~}!P!ittcJ•yle, a Fonn G-28 with a 

~!9lf.f!1~_1JU!!:H!lg, fflYl~!_P~n'!l!Y_i![P,~t:l'!!X __ h,_yJ!J£ t:~9!t~~lf_'l_g __ lf_t.fQ!'lJ.~f._Q_t; __ t;.~P!~~~!!:_!f!fiY.g ''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 confonn to the 
requirements of28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any 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: 

(l)If 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: "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 sect10n 6311.2.1, Track I vs. Track 2 Clanficat10n (G-639, l-31-2015), of 
the FOIAJPA Assistants Guide as follows (new infonnation in red): 

6.3.LL2.L Track I vs. Track 2 Clarification (G-639 dated 3/3112015) 

We occasionally have confusion on whether a case should be placed in the Track I 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 Infonnation." You only have Part 3, Description ofRecord(s) Requested to 
decide what to release to the requestor. 

Part 3: Description of Record(s) Requested: 

Part 3 is 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 writes in "I would like to have a copy of my 
1-130. 

This request will amount to just a few pages_ This is a Track I case. 

cc--c---c-.w.-.cc- ---c-.w- --- ---------------------,--- ---• ._,,., """"'""""""""' 

ii'IP.rt J_ Ot~CIT'j.l(l(>fl\11 Rt~Md~ tlC1Ht~tl'tl 

"'i)H.: Wl .. i;, .>·-" '"'""'" ''"'l"i"·~ '" ''"'"'""; \·"<••·-; "~" ;,, 
f~r;J., ,-1ib;; ~-';.~<;>"He <"'"f.''::r ,r.:\: if'<~O:f.- !11;::-:1>:~~,_,-, 

:1<•: .kb; ';< ''~'":~,~ :,f >"~:- 'q::<'"-'1 ·"" '"'""" ''" : ~-~::;,, j,, 
I_'-~ I .b.<<~>Ei- Ofhl 1t>:=:Jit•.:l •>'' :'>(:•, :,.,, i :, '>( i~) t<'• 1<1<..<:~· 

,1,:· •"•"V<''<J,: '' ""'""'''''"'·"'· N:;«·".~·:·! 

I. hrp~o.t ti)~li<>n.l: \ ••! ;!'<' l>~' '""''''''' r·• >fi:h" I'><> 
r-~r;:•_,,x- '-'('\'~' :~*;>\;=1- bN~'·-'·· ;'-'-'' ''-<"L k' 
I'Eo>• <'C::'"" 1".':_\ ,,<,\ ",( ';'\ :1-; i<'< "-"' ..J •,•>f'l"< l:,_,, .. ;h 

In this next Part 3 example, the requestor wants all of his or her records. 

"-11Tt:, "wf•:!:• ,.-., ,,.,. ''-" ,·~·l''!:e<_ I<> ''"? ,,, i ~; o~e-' :!>'" 
l'x<1 .l .. :;J.Ioo: :(> f"•·'' \:'~ '"'"•1-'b< :«o.: >:";, ,;,, :,·n•«·J ;- J:O 
"'"> J·.':c~ ·'"'"'"'-':-.~ •'' >"'"''")\"-'<1·.•' «<;•!• >.1l ... -~:!':: :w 
f:.S C::.->:oo•l',, .nd Jn.o•i)<'oi'o" h•H<' d .'<l-]~l !:> i«• ~:, 

,,,,, "'''' -m' <•il+o:·~ ·""·~ ,~,;~·">''~ 
l. l'l<r~,.,...,-()p!i<JMt )'c," '"'-''"< ><<~tli:d ~' ·,h.N !''<-

1' i'J'•;\~ 1'1 ',•,·•>< o"<•l~<<l h .... -.;-, "'· ~- '" :J:, "" ;,:,_ 

. '·I : 

Is it a Track 2 case? It depends. Section 6.3.3. 1 tells us that if you find nothing other than 
screen prints (RAF ACS 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 sect10n 16b., FC (frulure to comply) CASE CLOSINGS, of the FOIA/PA 
Assistants Guide as follows (new infonnation 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 "Unpeifected Letter for Older G-639 version" for all requests submitted on a 
G-639 date prior to the revision dated 01129/12 or 

E. Select the "Unpeifected 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 3/3112015. 
G. Review the letter to ensure the pasted content is in the correct fonnat 
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.~:J:.Q!.~\f.Q);A_~.P.?.R.AR..Y~(:.!l~L~r..~ilt~-R..~.f.~r..~D.f.~~~(:.i!~~~(;I~fl:t~J~--~.f.~r~.'1.~~LYD.P~r.f~£t~4 
Letter _for-0,639-dated_3 -'-31_,_15 
Or 
0:\Foia\FOIA LIBRARY\Case Create References\Case Create References Unpeifected 
Letter 
Or 
0:\Foia\FOIA LIBRARY\Case Create References\Case Create References Unpeifected 
Letter for Older G 639 version if an older version of the G-639 was submitted. 

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 USC IS 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 oftheProcessingGIIIde as follows, eld 
f.lBFagritfjli iH striketkrottgh, new paragraph in red: 

2S,l4,g Detainee Classit:ieatian System Primary Assessment Farm Refer the Detaiaee 
Classifieat:ieH gystem Primary Assessmeat FeffR te ICE. De aet hiele tHe Ram.e eftAe 
ageaey. 

~-~-·.H_,_g .. -P-~t~i.9~_-_Q __ ~~~-tt!~--41.P9.!l._§x.~t~m_._A~-~-~~-~mf.I_JJ___E9Xm.~ If prepared by ICE, refer 
Detainee Classification System fonns to ICE. Do not hide the name ofthe agency_ 

We have amended Appendix C- Processing Tables of the Processmg Gmde as 
follows, deleted iRformatiA iR strikethrottgli, change in red: 

Detainee Classification System Primttf)' Assessment Forms 

We have amended Section 8 7 of the FO!kPA Assistant's Guide as follows, 
deleted iAformatiA is strikethrough, re-written section in red: 

As other ageAeies I9Feeess FOINPA reEtuests, they will sometimes fiAEi ottr ageAey' s 
deetliBeH:tS wHhiH their files. These deetlfiieRtS vrill ee referred te tiS fer !9FeeessiRg. Ike 
res19eRsive recerEis eet~IEi ee USCIS EieCtimeAts 9eiAg referred te tiS for review erjoiRt 
EieCtimeAts i.e., eo atithereEi 9y tile referriAg ageRcy aREi etker ageAcies_ 

A. A traAsmittalmemoraREittm aEivisiAg tts to resflOAEi r:lireetly to the referriRg ageAey 
is a GOASttitatiOA. 

B. A transmittalmemoranEit~m aEivisiAg HS to re!9ly directly to the FeEtHester is a 
referral. 

Create a DisettssioA aAEi seAS the ease to !9FOCessor_ SeAS aRe mail to }IRC, 
NRCFOIAMKB ar:lvisiAg them that you have createS tile ease aAr:l that it is a 
referral/eoasttltatioA from aAother ageAey. IAelttEie the sttBjeet's Aame aRr:l tile }lRC 
COAtrol Attm9er. 
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Other government agencies- and DHS components· FOIA/P A offices will make the 
detennination 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 is a request for an A-File or A-File material (petition, application, 
etc.) create the case as if the request carne directly to the NRC. If the referral is _a _req~Jes_t 
for an_ything __ e_lse _pl_e<_ISe_s~e_ se_ction_ 6_.3_.4_.4 _as_ tile _re_cmest_ Ql.t1::V: fall_unQe_r SICJ_ 

8. 7.2 Partial Referrals 

As other agencies process FOIA!P A 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 _pro_~s_ses_all 
partial referrals. Follow the proce_dures in section 6.3.4.4.2 for partial referrals. 

A consultation is when another government agency or DHS component has found USCIS equities 
,\-ithin their documents and then fonvards 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. S.ICi pm_ce_sse_~ __ all <;Qpsult<JJ.i()nS:._f()JiowJ:lle pr_cx;e_dllre.s. in 
se.<;;t!.9n.i5J.A:.4 ... ~ . .fqr !;Q.IJ.~.\Jlt~ni_q~s ... 

We have deleted the following sections from the FOJA,PA Assrstant 's Gurde: 

6.3.4.3 Personnel TAe reEiuester is seekisg isformatios relatisg to U~CI~ fJersossel 
matters, iselucliag iafoffRa-tiea rela-tecl tejol:l 'laeaHeies. THese ar~ SfJeeial Iaterest GroufJ 
eases aut erea-tecl is tHe Persoaael ea-tegery. 

8.8 REQUESTS: USCIS Personnel Information 

ReEJ:uests ~a-t Seal specifically witH ugc1g vaeaaey aaaouaeerReats, performaaee ratiags 
aHcl &\Yards are seaHAecl asS HElfl:clleS iA tAo HQS E!Hette e)' tHe Speeial laterest GFOtlj3. 

A. If a reEIHest for CIS Persoaael IafoffRa-tioa mistakealy is seaaaeS is tHe ~lRC 
E!ttOlle, crea-te tHe ease. Crea-te tHe ease as a Traek 2 ease. Use PER for the 
ca-tegory asS CIS for the l:lHreaH, is tHe "To)3ic" fielS, ORter tHe vaeaHey 
aAAOtiACeA'IORt AHA'lller. 

B. Crea-te a Disettssiea ea yettr fiacliags. 
C. gescl as email to NRC, FOIAgiG vrith tHe case iRfeffRa-tieR asS NRC ceatrol 

Attml:ler_ 
D_ Do sot seacl tHe aekaev.-leclgemeat letter or staff for tHe file_ 
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8.9 REQUESTS: Official Personnel File 

Yol:l ITUlJ' Of! OR a FOlt\ FOE(Hest reeeived from aH iadiviclual for a eopy of His or her 
Ofiieial Persoasel File (OPF). lafortH SHeA reEJ:Hesters is tHe Haal aeties le1ter tkat tkey 
may aeeess their OPFs oa lise at 

Attp://e6paet.ei:lfl.dhs_govhcp/ebpaet/Affillfor eml_:)leyeesliafe abotrtJottleep folcler/eopf 
_logosxml 

YaH ·.viii Be elosiag the ease as 1-L'\ (FOIA or Pl\ aot afJplieable). Please refer to 
sectios 14 of this guiEie. 

8.13 REQUESTS: Privacy Act Amendment (A request to 
correct/amend records etc.) 

A fJOFSOR 'Niio is a Usitecl States Citiz:es or a Lw.vf1:1l Permaneat Residest H'Ia;' request 
that ·se ameacl, ~(!3URge, or eorreet isfoffilatios ia His/Her PA reeord that the iscliviclHal 
Selieves is aot aeel:lrate, reie¥ftfl:t, ti~t~:ely or OOH'lfllete. SoR'l:etiR'l:es a: Sl:lflOFvisor will 19laee 
a eoversHeet oa tHe reEJ:uest sta-tisg "Privaey Aet ,\meREimeRt." 

lfyott are erea-tiRg a PriYaey Aet AmeREimeftt FeEJtiest, fJlease Elo the followiRg: 

A_ BegiR as ttSttal, tilliag ia reEJ:ttester aH:Ei sttejeet iaformatioa aaEI searehiag fer 
8HfJliea-tes. 

B. 8eleet Privaey ,\et AmeaEimeRt aot FOIPL ReEJ:Hest. 
C. AssigR it to TFBek 2. AssigR it to Category: 8fJeeial Interest GrOHfJ. 
D. Crea-te tHe ease. 
E. PrefJare an email for ~lR:C, FOIA81G aR8 iRsert tile ease RHmber iR tile beEfy of 

the e mail. 
F. Crea-te a DiseHssioa ftfl:Ei seAS tile ease to tile UHit CHief (UC). YeH are Hew reaEiy 

to Hlove oa to the Hettt ease. 
G. Yott Elo Rot reassigR tile offiee. A 8fJeeial IRterest GrOHfJ fJersoR '>viii ehaRge the 

Offiee to "COW" by eliekiag "8AVE" aREI thea eliekiag "Reassiga Offiee." 

9.5 Personnel/hiring practices/vacancy announcements 

lfyoH reeeive a reEJ:Hest eoReemiRg emfJloyee reeoFEis, •raeaHey aH:ROHReemeRts, or BHY 
fJersoaRel matt:er geRerally, fJlease ereate the ease as yoH ROFfFially ·.vot~lEI by tilliag iR tile 
hlaaks aR8 eoRtrolliRg tile ease. ,\fter tHa-t, ehaRge tile Category to PER. Do Rot ereate a 
staffiag aR8 Elo aot seREI aRy eorrespoaEieRee to tile reEJ:ttester. AEI8 a DiscHssioR Rote tHa-t 
this apfJears to he a fJersoRRel tyfJe FOIA reEJ:ttest. 8eREI atJ: e mail to ~lR:C, FOIA8IG. 
After that, seREI tHe ease to URit CHief 
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We have amended section 63 44 of the FOUPA Assistalll's Guide, ole versioe 
ia strike~roHgh, new version in red. 

tt.A.4.4 SpeeiaiiHteFest CFeap ReEJHester(s) aFe seekiag iRfertHatieR 
relatiag to speeial iaterest FeEJ:uests sueA as Ae>.vs media reEJ:uests, highly 
visihle or j3Hblie iaterest eases_ We receive tHis lei ad efreEJ:uest from 
membeFS of the media, activist grOtlfJS, w&t:ehdog orgaaiz:atioRs or 
er:lucatioRal iastitHtioas. THe Eiocumeats FOEJ:Heste8 are ROffilaliy 
assoeiatecl ·.vid:l a eoatroversial or seasitive sHejeet 

lt.J.4.4.1 ~eleet "Special Interest Groufl" ifaRy of the 
followiHg eriteria are met: 

a_ THe FOIA FeEJ:HCst relates to a Presicleatial or ageaey 
priority; 

h. THe FOIA FCEJ:Hester or requestel:ldoeumeRts vrill garBer 
H'l:eEiia aM:efl:tiea or is receiviRg meElia atteatioa; 

e. The FOIA reEJtiest is for EloeumeRts assoeiate8 'Jtith 
meetiags with promiaeat eleeteEI, busiaess, aaEI/or 
eommttaity lea8ers; 

8. The FOIA reEJ:I:Iest is for eoagressioaal eorrespoa8eRee; 
e_ The FOIA reEJ:I:Iest is from a member ofCoagress; 
f. THe POIA reEJ:ttest is from a: member oftHe meElia; 
g. THe FOIA reEJ:ttest is from a member of aa aetivist group, 

v1ateHE1og orgaaiza-tioa, speeial iaterest grot~p, ete.; 
H. THe FOIA FeEJ:ttest is for Eloettmeats assoeiate8 vvith a 

eoatroversial or seasitive subj eet; 
1. THe FOIA reEJ:ttest is for Eloettmeats assoeia-te8 '.vith a seaior 

ot+ieia:l ofthe eompoaeat; 
J. A FOL'\ appeal if it meets oRe of tHe "a'' throttgH "i" 

eriteria; 

Items Jiste8 al30 ... 'e are SHggestive aR8 Rot elEGii:ISiVe 
eJ(ereiseju8gmeat wHea mar1ciag eases witH ea-tegory "Speetal 
laterest Grottp." 

6.3.4.4.2 If you belie••• a Fe~uest ~ualilies as a Special 
laterest Groop, cHoose tHa-t case If yaH belie...'e a reEJ:uest EJ:tialifies 
&5--a-SreetaJ.Intet=est-GFoop, ereate the ease ia traek 2 as aoFFRal_ 
SeareH for 8t~plica-tes aa8 tHea ereate tHe ease ia tHe 'NRC EJ:ttette, 
bttt Elo aot staffer ereate 8:8: a:el(RowleElgmeat leMer. Prepa:re a:a e 
mail aR8 DiseussioR aote elcplaiaiag tHe situa-tioa aBEl seaS to 
!Nl.\£ •.. !'.Q.!As!G. Seed tke ease to Ueit Ckief 

,\ Speciallflterest Group (SIG) processor will re>rh~'N the 
ease aa8 move it to tHeir EJ:ttette if it is tftlly a SIG ease_ A Speeial 
Iaterest Grettp proeessor will tHea ereate tHe staifiag aR8 
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aekHe·,yleelgmeHt letter. This eRaBles the Sj3eeiallttterest Grottj3, 
resveRsihle fer svecial iHterest cases, te create a rej3ert aHel 
eleteffiliRe -...vlletller the ease is aetttally a S(9eeial IRterest Grettj3 
ease aRe! re13ort it aeeoreliRgl) .. If the ease ereaters elo Ret mark 
Sveeial IRterest Grottp cases properly, we Rave RO vtay to track aREI 
rej3ort these High visiBility eases. WileR ia Elol.iiJt, choose tHe 
Sveeial IHterest GrOHfl category iR FWS. The Sfleeial IHterest 
Grottfl ·.viii sort it ettt later. If yo1:1 have qttesrions er HeeEI to seHel 
iRfuffHa-tieR regarEiiRg SIG eases te the Sj3eeial IRterest Grettj3, 
their e ffiail aeeress is l'ffi.G,J.Q!A.~JQ, 

6.3.4.4 Significant Interest Group (SIG) 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 .m>t for USCIS records, then it is 11.9.! 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 is from a member of the media; 
c. 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 
e. 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. OSI Investigation 
c. Background Investigation (These are not USCIS requests­

they are redirected to OPM, however, SIG will handle the 
redirect). 

g. The FOIA request relates to a USCIS contract 
h. The FOIA request relates to a USCIS grant program 
1. The FOIA request mentions "EB-5'' or "Regional Center" records 
J. The FOIA request is for data/statistics 
k. The FOIA request is a PA Amendment 

a. The requester wants to correct infonnation in their records 
b. The requester mentions ''SAVE" 

I. 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") 

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 into the Topic block Send an e-mail to 
NRC., .F.OIA.SIG 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 is 
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 
infonnation regarding a possible SIG case send it to their e-mail address: 
NRC,XO!AS!G. 

4014 

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



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 consistency and timeliness of 
infmmation. 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 Re.gistration Card 
1-94 Departure Record 
1-200 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 Infonnation for Travel Doc or Passport 
1-218 Reoord of Persons & ProPertv 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 Wamin.g for Failure to Depart (Memo w/other Doc Attached) 
1-246 Aoolication for Stav of Deoortation or Removal 
1-247 Immi.gration Detainer -Notice of Action 
1-259 Notice to Detain Remove or Present Alien 
1-264 Notice to Consular Officer Conceming Detention 
1-265 Notice to Appear, Bond & Custodv Processing Sheet (Multi Pgs) 
1-274 Notice & Reauest for Disposition (Multi Pgs) 
1-275 Withdrawal of Application for Admission/Consular Notification 
1-286 Notice of Custody Detennination 
1-294 Waming to Alien Ordered Removed or Deported 
1-296 Notice to Alien Ordered Removed/Departure Verification 
1-305 Receiot oflmmigration Officer US Bonds (Multi Pgs) 
1-323 Notice oflmmi.gration 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 Propertv 

4015 

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



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 Aoolication to Register Pennanent Residence 
1-696 SAW 
1-770 Notice of Rights and Request for Disposition (Multi 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 oflntent to Issue a Final Administrative Removal Order 

I-851A Final Administrative Removal Order 
1-860 Notice & Order of Expedited Removal 
1-862 Notice to Appear (Multi Pgs) 
1-871 Notice oflntent/Decision to Reinstate Prior Order 

CBP93 Unaccompanied Alien Child Initial Placement Referral Fom1 
G-56 Letter of Aooointment 

G-391 Official Assi.gnment Sheet 
G-589 Propertv Receipt 

G-600A Investigation Preliminarv Work Sheet 
N-400 Application for Naturalization 

N-600 Application for Certificate of Citizenship 

Paragraph 27.3l_c of the Processing Guide has been amended as follows (addition in 
red) 

27.3l_c 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 is 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, you will need to apply Exemption (k)(2). 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 confinned before processing. This rule 
does not include TECS/lliiS 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. THe iRformatioR OR tHese doeHmeRts tHa-t is ~(em13t from release is a Agent 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 )(7)(E). 
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USCIS FOIA INFORMATION BULLETIN 

February 29, 2016 

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 FOlA 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 61.110. RULES FOR ENTERING INFORMATION ON THE 

FIPS WORKSHEET of the FOIAIPA Assistant's Guide as follows (new information in red, 

eleleteEI iafefffiatioH iH strikethrottgh ): 

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, "Requestor 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 tAe FOEJ:Hest is os form G 639, please do sot use tAe address os tAe esvelope, or form 
G 2& or letterHead as tAe ReEJ:uestor aEidress witAoot first speakiRg witA a Stipervisor 
al:lotit it, aRd after yeti do, ereate a DisetissioR sayiRg yeti did so_ IftAere is, a eover letter or 
otker Eloetiffi:OAt Sf!eeifyiRg ~at tke reeorEis skotii8 Be soRt to a EliifereHt a:EIEiress tkaa tke oRe 
Sf!eeifieEI oR tAe reEJ:uest, tise tAe oRe tAe ReEJ:Hestor speeifies. Please ereate a DiseHssioR 
e~tplaiRiRg wAy yaH are Rot mailiRg it to tke aEidress iR R:e~HestfJr!wfer+Hali&N. 

If the request is not on Fonn 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 supetvisor 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 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 "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 attorney, then simply use the address 
that is in the Requestor iJ!formation 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, deleteS iafoffila-tioa iH striketHro~:~gh): 

20. REQUESTS FOR CERTIFIED COPIES OR CERTIFICATE OF NON 
EXISTENCE 

If the FOI:J:Hest eoataias aHY refereRee to "eertifie8 eo13ies" or "eertifiea-te of ROB eldsteaee'' 
please e mail tha-t iRfoFFRa-tioa, aloag witH the pa,ge you fouRS tRe doeHH'!eat oa to }>IR.C, 
1'lRCFOIAM8B, aaEl seREl ace to your sHpervisor. 

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 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 ifthe 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 l: If a request is 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 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 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.uscis.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 (TIY 1-800-767-1833)." 

If the request is for a copy of the whole file, and there is 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 is responding with a 
copy of these records as required Wlder the Freedom oflnformation 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 USC IS 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 63.133, Already Approved Requests for Track 3 
Processing with Pending Cases of the FOIAIP A 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 approvetl for 
Track 3. If you find another case and it is 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/P A 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 ofRD, RF, or DP, ~.it 
may also be a duplicate request with a request for expedited treatment. Refer to section 6.4 if 
you determine it is, but otherwise refer to section 6.3.6.2.3. 

We have updated Section 6.3.6.2.3, 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 has already been closed, 
either close it as DP and send a duplicate letter or create it as a new case., or attaeA as DP, 
(EIHI9lieate) and elose '>vitA tAe ER(erea-ted ia error) fiaal aetioa eode, Based oa tAe 
sitHatioA. To elose a ease ER, 19lease refer to seetioa 15 oftAis gt~ide. 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 FOIAIPA 
Assistants Guide as follows (new infonnation in red, deleted infonnation in 
strikethrough) 

6.4 SEARCH FOR DUPLICATE CASES 

Before you begin filling in the worksheet, you should look for duplicates. Duplicate 
cases are cases in which the request was submitted multiple times to the Setvice, & 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 infonnation about the same subject. If there is a request with 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 Gl. 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 infonnation, 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. Felle'>v the gHiEiaaee iA seetioA €i.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. aaEI elese yetir ease witH a -heal aetiea eeEie efE:R. 

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 infonnation being requested is the same in both requests, 

De set 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:E:& 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 is a Discussion stating the wrong records have been scanned into the case. This will 
require some investigative work before a solution can be determined_ 

32.9.1 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 PH and VOl 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: 

(b)(6) 

32.9.3.1 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, an~ !and ask them to 
move the responsive records from your case over to the correC 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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ 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 G111de, as 
follows (Eleleteel iHfofffl:atioH iA striketArm:Igli, new information in red): 

Do not request receipt files with a prefix from aHy offiees other than one of the five 
Service Centers (ESCIEAC, SSC/SRC, WSCIW AC, MSCINBC or NSC!LIN). District 
offices issue work authorizations, but we cannot request those. For instance, you cannot 
request receipt number LOS0530775l20, no matter where it is. However, if you find an 
unconsolidated receipt file LIN0530775120, and it is at LOS, you can request it. 

We have revised section 7 oftheFOJA,PA Asslstanl 's Guide, as follows (deleted 
iaforma-tioa ia striketi'lroHgi'l, 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. If we 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 
from the su~ject of record If 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.-wi*R 
eeAseAt ef eitAer tAe 13etitieAer er tAe BeAefieiary. 

We have added a clarification to section 12.1.1.6 of the FOIA·PA Ass1stant '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 is BAL, so you should staff to Non-FOIA Office BAL The same 
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principle applies if a file is retired to the SFR FRC -if the FCO is LVG, then you should 
staff to Non-FOIA Office LVG, and paste in the screen shot of the Retired Inquiry. 

Offitt Co!W; NRC 

Alie.a Numbtr: I) 

Staffed to: WAS 
REQUE!ITED FILE 

C(lotrnl Number: NRC20130 

Sabjcd: 

Date: February 1~, 2()1J 

We have revised section 6.3.4.3 of the FOIAPA Assistant's Gmde, as follows 
(Eieletecl iHfofffiatioH iH striketArot~gh, new information in red): 

There are .;Q. 35 different categories of requests. However, the most commonly used ones 
are: 

We have added section 6.3.4.3 to the FOIA PA Assistant's Gmde, as follows (new 
infonnation in red): 

6.3.4.3 Deferred Action for Childhood Arrival 

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 
• 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 
• If you see evidence that the person filed Fonn I-821D in CLAIMS or PCQS. 

We have added instructions to sections 16 and 25.2.5 oftheFOIA,PA 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)(6) 

until the case is closed. Once she is notified the file is no longer needed, she will return 
the file to the original FCO. 

We have added instructions to section 42 oftheProcessmg Guide, as follows (new 
infonnation in red): 

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e-
mail to I lour classified POC.IIholds on to the files in the FOIA Safe 
until the case is closed. Once she is noti'i'i"ed""the file is no longer needed, she will return 
the file to the original 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 USC IS 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 TO PROCESS AS FOIA OR PA has a small addition, in red 

• An approved 1-129, I-129F, 1-130,1-140,1-360 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 1-485 or 1-
181 in order for you to process as P A. 

We have added a new paragraph to the processing guide, as follows: 

27.45 h Please partially withhold the Report of IBIS Query (ROIQ) citing 
Exemption (b )(7)(E), or (k)(2)/ (b )(7)(E) if the case is PA. If there are law enforcement 
officers' names and/or badge numbers, please also withhold those, citing (b )(?)(C), or 
(k)(2)/(b )(7)(C) 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 USC IS 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 deleted iafofflla-tieH: iH strikethrot~gh): 

~· If both files are at the NRC, send an e-mail to the FST mailbox (},[R(;,, 
NRCFOlAMSB) to have the file corrected. Please copy and fill out the "Misfiled 
Document Form" located in the Case Processing References Folder on 0 drive in 
the FOIA Library, or on the 0.P~.m#.Qn.s .. E.CN.Pms;.~.~~.9.r.l.i.R.r.iliY.· 

IRell:lde all (9ertiaeat iafofffiatiea ia yel:lr e mail: 

NRC Ceatrol Rl:lmber 
AlieR ftl:lmber efbetlt Hies 
Aliea 's aame fer betlt Hies 
Types of dOSl:lffieRtS that have beeR misf.iled ana page ftl:lffibers. 

We have added information to Section 28 06 a, which deals with State Department 
Referrals, in the Processing Guide as follows (new infonnation in red cleletecl iafermatioa 
ia stri l~ethrel:lgh): 

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 except Report 71, invesOgative, 
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 fonn that begins with an"!" (for example, 1-130, 1-140) 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 

detennination or investigations. This includes any Visa Lookout System, 
CLASS/SAO Name Check Results as well as "VISAS" +any animal or number. 

• 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 Infonnation 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 FOlA 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 material, 
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 II 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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FAM40.4 
This record cannot be transferred or reproduced in its entirety without the 
permission of the Department of state- Bureau of Consular Affairs (Visa SeNices) 

• 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 
is any ICE or Legacy 
INS ICE function 
signature. Otherwise, Release 
release. 

Infonnation for Travel Note: there may be a 
Document or Passport, 1-217 continuation sheet 

signed by a CBPO, in (b)(7)(C) 
which case, you 
should withhold the 
CBPO's identity. 

Release 

(k)(2) and 
(b )(7)(C) 
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USCIS FOIA INFORMATION BULLETIN 

February 10, 2016 

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 FOlA 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 ofldentity (VOl) (G-639, dated 3-31-15) of 
the FOINP A Assistant's Guide as follows (new information in red, deleted infonnation in 
strikethrough): 

7.2 Verification ofldentity (VOl) (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 ·.vill eoRtiaHe to aseept tHese. as 
loag as tRey are aotaticed or sigaed HREier peaalty ofperjHry or iaclHEie a sworn JHra-t!Affida-vit. 

A current photo ID, ifaot aotarized or aeeoffipaaied l3y a EleelaFatioa HREler peaalt-y offJerjHry 
speeitieally a-ttestiag to the iafofffia-tioa OR tRe l"hoto ID, is for iaforma-tioa l"Hfi90Ses oaly aad is 
Ret can be used for verification of identity. 

We have updated section 7.2 Verification ofldentity (VOl) of the FOIAIPA Assistant's 
Guide as follows (new information in red, deleted information in strikethrough); 

7.2 Verification ofldentity (VOl) 

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 vrill eoatiffile to aeeert tHese. as 
loag as tRey are aotarized or sigaed HAder peaait)' ofl"erjHry or iaelHde a sworn JHra-t/Affida-vit. 

A current photo ID, if Rot Rotarized or aeeoffipaRied by a EleelaFatioR uRGer l"eRalty offlerjHry 
Sfleeitieally a-ttestiag to tRe iRfofffia-tioa OR tRe l"hoto ID, is fur iaforma-tioa l"Ufi90Ses oaly aa8 is 
Ret 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 FOIAIP A 
Assistant's Guide as follows (new infonnation 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 NV C. Have the screen prints of the receipt scan in as responsive 
records. Make sure the track is TRACK I. Create the request using RAF ACS (not 
RAF ACS/CIS). Find the infonnation 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 VOl or 
certification of agreement we asked for of the FOIA/P A Assistant's Guide as follows (new 
information in red, deleted information in strikethrough): 

32.8.2 The Requestor/subject may not return the VOl 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: 

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

639 _ Unpert'ected Letter _for _3-31-2015 or 
0: \F oia\FO lA _ LIBRAR Y\Case _Create_ References\Case _Create_ References_ Unperfected 
Letter or 
0:\Foia\FOIA _ LIBRARY\Case _Create_ References\Case_ Create_ References_ Unperfected 
Letter for Older G-639 version 

We have updated all unpert'ected letters by deleting the following sentence as follows 

(deleted information in strikethrough): 

£iR'1!9iY }9FtwidiBg a 99}9)' efa Siffh eeFRfieate, aHver • s lieeBse. er alieB eR£6 fer the reeerds s1:1:8jeet will 
Bet fulfill tflis req1:1iremeBt. 
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(b)(6) 

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 
Infonnation[SCI], or Department ofEnergy[DOE] Restricted/Fonnerly Restricted) immediately 
stop processing, lock (but do not turn oft) 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 iAEiiviElHals: either of the NRC Field Securit Mana ers, · 
MaAage~ I the Local Security Officer, r the National Benefits 
Center (NBC) Field Security Office! le ~lational Bene!its Cen!ef (NBC) In 
addition, the NSI cleared employee should print out the FIPS history and provide it to Tim LHke 
er Mike WilseH 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 aNSI cleared employee. 
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Once the NSI cleared person confinns the document is classified, you must call the Citizenship 
and Immigration Services Netwerlc Security Operations Center (CISS~IOC CIS SOC) 
immediately at (303) 542 8501 (228) 689-0663 Explain that classified infonnation 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 CI88"NOC CISSOC notification, the discoverer aR4 with his or her supervisor must draft a 
Security Violation Report (DHS 11000-1 0). For the employees that have accessed the file 
without the appropriate security clearance, an Inadvertent Disclosure Agreement Statement 
(lADS) 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 infonnation in red, deleted information in strikethrough): 

42. FAILURE TO COMPLY (FC) CASE CLOSINGS 

Ia aEIElitioa, When the Fonn G-639 changed on 01/29/2012, the blocks for certification of 
agreement and VOl are aow changed from 3 and 4 iastea8 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 unpert'ected requests on the 01/29/2012 
version of the Fonn G-639. Yeti eaa fiaEI this letter a-t: 

http4/eoousci·s·dhs.govlteam/esd/Divisioo!NRGIBcanchesiFOIA~OP.SICase%20Create%:1Qbibra 

ry/Fonns/Allltems.aspx 

THe otHer Another letter, called "Unpeifected Letter for Older G-639 version" is for any other 
version of the Form G-639 older than 01/29/2012. Yo• eaR also liRa this letter at the li•k skew• -
In addition, we had a change to the Fonn G-639 on 03/31/2015 concerning VOl and Certification 
of Agreement. 

AltefRa-tiYely, yeti may go to You can find each of these letters at 0:\Foia\FOIA LffiRARY\Case 
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 USC IS 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 0:/FOIA/FOIA Library/Case Create References/Staffing Sheet Guide-
1-23-2015 

1. A section on digitized files was added. 
2. MSCJNBC 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/P A Assistants Guide as follows (new information in red, deleted infonnation in 
strikethrough): 

8,4 REQUESTS: Bond obligor, no certification of agreement, closed as a 
Total Denial re~uired, aet USCIS FOIA 

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. UaEier tile eol:IFI: ease AmH'est r. 
Rel'/6, tHe st~rety eomtJaRies, or ~eir a-ttorneys, are eatitleEI to a eOFRfllete SOflY of tile 
aliea's Hie to assist tHem iR tryiag to loea:te tHe ali ea. Certifieatioa ofagreemeat is aot 
reEJ:HireEi fer tHe 19oaEI ol9ligor; Howe¥er, tHe~' sHoHIEi flroviEie a eofly of tile 19oaEI eoatFeet, 
FoFFR I 352, ·.vitk tHeir FOIA reEJ:uest. 

We ae !eager fJreeess reEfHests FeeeiveEI ffem immigFa:tieR 19eH:el ebligeFS er erimiaalbeaEI 
ebligeFS. 

These requests aFe previously were processed by Immigration and Customs Enforcement. 
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We will now create bond obligor requests under FOIA. 

Since there is 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. 

Clesiag as ER Bead Oblig&t' Cases 

A £eleet the "Final Aet=ieR Letter" fFem t:he Tasks fai:J. £eleet "ER" frem tAe fiRal aet=ieR 
eeEies list. FIPS vrill Ret geaerate a letter. 
B. Create a DiseussieR ·n~tA yeur fiRdiRgs fer the lJ.j:l freRt :t\-pj3Fever, "UFA TAis ease is a 
BeREI OBliger Case" aREI ~<J3laiR ·~·. 
C. Meve the ease te t:he lJfl FroRt Aflfl£8Y-er EJ:tieue. 
D. Please sead BH e mail te yeur StlflePtiser BREI ~lR£, FOIAOA aRd f!FeviEie tAe REQ 
RtimlJer er eeRtrel RtimlJer, anEI alse iReluEie tHe reEJ:tiester's Rame. 

THe OA ream will mail tke reEJ:Hest te ICE. 

We have updated Section4J,A-FILES CONTAINING MEDIAofthe 
FOIA/P A 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 it 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 FOIAJPA Assistant's Guide as 
follows (deletecl iefermatieR iR striketHrough, 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 is aT-file anywhere else, including at the NRC, 
you will have to staff for the T -file This includes any digitized files MSC is the 
eely serviee eeater that seacls the A file to the }ol"RC for seanaiag. Another 
example of when we staff for an in-house T -file is when the responsive records 
are scanned in simultaneously with the request 

We have updated Section 12.5, Service Centers of the FOIA/PA Assistant's 
Guide as follows (6elete6 iafofFFlatioa iR striketi=IroHgH): 

12.5 Service Centers 
The Service Centers (~Eeept MSC/MBC) 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 infonnation in red, cleleteEI iafefffla-tiea ia 
strikethFeegh): 

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 

CaH'l:erea, Liaeela L, providing the~ NRC control number and infonnation 
indicating the request was a subpoena or court order. The Chief Counsel's 
Office is 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 l, 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 USC IS 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 Gwde, as follows 
(Eieletecl iHfofffiatioH iH striketArot~gh, 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 VOl (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, seareil }WHJ and then staff for that 
receipt file. Gf 

If the receipt has been consolidated into an alien file, the situation is different. If you 
have VOl (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. If the subject of tile request is tile petitioser OR a petitioR you 
will seed to create the ease is tile same of the besefieiary. Iftilere is cossest fmm the 
besefieial)', seareil "NFTS atJ:d staff for tila-t receipt tile. If there is no consent from the 
besefieial)' 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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have added to Section 12 7 16, Staffing ELlS, ofthe FOIAPA AsSIStants 
Guide as follows (new infonnation in red): 

Any time you create an ELlS staffing, please send an e-mail to NRC, FOIA QA-CS and 
(b)(6) copy I the subject of the e-mail should be "ELlS 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 
FOJA. PA Assistant's Guide as follows (new information in red): 

identity of su~ject of 
record 

No close - staff 

We have added instructions to Section 7.1, Certification of agreement of 
parents or guardians, of the FO!A.PA Assistant's Guide as follows (new infonnation 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 USC IS 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): 

6.3.4.3 Deferred Action for Childhood Arrival 

Category ~:-·v·,· 

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 
• 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 Fonn I-821D in CLAIMS or 

PCQS 

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

We have updated section 19.3, Deferred Action for Childhood Arrival of the 
FOIA/P A Processing Guide as follows (new information in red): 

19.3 Deferred Action for Childhood Arrivals 

Please change the Category to "Deferred Action Childhood" if you see Form I-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 insert a Discussion with the page number where you found the 
Fonn 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 Assistant's 
Guide as follows (new infonnation in red, eleleteel iRfofffiatioR iR striketilrol:lgil): 

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

If the alien number provided by the Requestor is I 00,000,000 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 12.7.12 12.16 and 
12.7.U12.18.12.3 for additional infonnation. If the receipt has been destroyed, follow 
instructions in 12.7.1412.18.14. 

12.18.12.4 If the Requestor specifies a receipt file, and the receipt has not been 
consolidated, you may have VOl (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 12.7.13 12.18.6 BTttl or 12.7.14 
12.18.14 If it is 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 12.7.14 12.18.14, Receipt files; Lost receipt file, File 
destroyed, File cannot locate or File Rejected 

12.12.4 Empty Jackets 

IfNFTS indicates the file as an "Empty Jacket," you will nonnally not create a file 
request. The only time you ever staff for an empty jacket is if the FCO is HAY. 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 (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 
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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 USC IS 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 infonnation in 
red, 8elete8 isfertHaties is sErikeEAreHgA) 

A third party requester is any person who asks for access to another individual's record 
without that individual's written consent. The identity of a third party requester and 
his/her relationship to the subject does not increase (or decrease) his/her rights of access 
to the records. 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 Support he or she filed for an estranged spouse. If we do not have consent of the 
subject of record, we will not disclose the infonnation. TAir8 13aliy reEJ:l:lesters are 
estitle8 te SecHmesEs tRey Sl:lbmitteEi er fileS OH beAalf eftAe beseficiary; hewe¥er we Ele 
set always release all8ecl:lm.ests pretJareEI by fletitieaers back to them. Therefere, ia 
eases like tHis, si~-Hply staff fer tHe file an8 fll:lt a DiseHssiea ia FIPS that there is ae 
eoaseat. Me8ia reEJ:HesEs fer alieR files are almost alwa-ys thiffi party reEJ:ttests aJse. 

Paragraph 7.4, Third party requests of the FOIA/P A Assistant's Guide has been changed 
as follows (new information in red, SeleteEI iaferm.atioa ia striketHro1:1gH) 

Third party requesters are not entitled to any public documents that may be in the file 
they are seeking, tts well tts nor documents they provided in support of an application or 
petition. For example, if a wife is looking for a copy of her husband's file so that she 
may divorce him, and says in her request letter that she does not know where he is or says 
she cannot get his consent, do not send a request back to her for her husband's consent. 
In a situation like this, close the case as a Failure to Comply. sim.13ly FOEJ:Hest tHe file aad 
p1:1E a Diseussioa ia FIPS tHat iE is a EAiFEI party reEJ:Hest vtiEHo~:~t eoaseat. In th:e a!Joye 
entttH!=lle, if sHe SiS aot S!=leeifieally say she eaaaot get His eoaseat or that sHe Sees aot 
kaow wHere he is, So Rot reEJ:uest tHe file. Ia a situatioR like tHis, seaS a reEJ:uest for 
coaseat aa8 13eaEi the case fer reEJ:uester SoeutHeatatioR. 
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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. 

4045 

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



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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have added a new section 8.13 to theFOIA·PA Assistant's Guide as follows 
(new infonnation 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 FOJA PA Assistant's Guide as follows (new 
information in red, 8elete8 portioR iR striketRroHgR): 

CRease tRe traek aeeoffiiRg to wha-t tRe reqHester aske8 for. Create as Track I, category 
OTHER. 

We have changed section 12.7.14 of the FO!kPA ASSistant's Gmde as follows 
(new information in red), deletecl flOrtioR iR strikethroHgR): 
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the ease ereator '.-viii aeeel to follow the stej'.ls OHtiiH:eel Below. create as Track 1, category 
OTHER 

We have added a new section 27.48 to the Processing Gwde as follows (new 
infonnation in red): 

Please mark Fonn 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 
28.0l_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 infonnation in red, eleleteEI j'.lOrtioa iR strikethrotigh): 

1-485, Anolication to Register Permanent Residence or Adjust Status 

If you are processing under FOIA and the subject of record filed the 1-485, please fully 
release it, llllless there are protected systems check results on the first page_ withRolel ffiinl 
j'.larty iRformatioR OR tRe I 485 OR reEJ:tiests made By tRe suajeet of the file or By aR 
attOffte:ffrej3FeSOAtatiYe if 60RSOAt is ROt j3FeSOAt. 
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USCIS FOIA INFORMATION BULLETIN 

March 28,2016 

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 and changed the name of section 12.1816 Creating Staffing 

and Acknowledgement letters for ELlS cases to Creating Staffing and Acknowledgement letters 
for ELIS2 cases of the FOIA/P A 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 ELlS. 

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 "ELlS 2 staffing" and the body of thee­
mail should be the case number. 

(The Hpdated sliaeshows; ELlS Researeh StalTRedaet ELlS, ORB ELlS Researeh StalTReaaet 
PCQ~ eaa Be fet~ael at 0:\.fOlAWOIA Li8rary\Case Create Refereaees, alse ia Ceaae&t aael 

12.18.16 Creating Staffing and Acknowledgement letters for ELIS2 cases 

12,18,16,1 Deleted 

Step 1: Find the JOE Receipt Number 

Whenever you create a case, please check -&etlt the ELI~ ancl ELIS2 blocks- in PCQS to search 
for Ebl£ iafermatiea the IOE Receipt number. 

: CPf.IS 

· GIS 

'EUS 

E1PJ'f.(.f 

EC~I'i 
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If you get a response of"Person Found In: ELIS2," please eliek twiee check the box and click 
"Search Selected Persons" to get your IOE Receipt number. 

~m;;~!'oo'l<:l :q 

"~:52 

You will come to the page below, "Activities Search Results." Please copy the IOE Receipt 
number. 

Copy JOE Receipt number 
' 

~~C$mn· · kM,' r~r~ 
: ...................................................................................................... ;........................................................................... . .. ,,,, .......................................................... . 

R•d 

12.18.16.2 Deleted 

Step 2: Is the case open or closed? 

To detefHlioe what laoguage (if any) gets eeri ed aod rasted iote the 8taf!iog aod 
Aekaowledgmeat letters, yeti ha-ve to kaow two thiRgs: 

1. Is this a self reEJ:Hest or a req1:1est from Attoraey/Rept=eseatative/Others? 
2. Is tlie ease opea or elosed? 

YeH eaR see iftile ease is 8!3eR or elesed oa tile ELI~ Case IBfe sere ea. IfyoH doHbie eliek the persea' s 
iafefB'latiea ia PCQ£ (sft!Me !9i&ee wheFe ) ett 69!9ietl flie 10~ Rttml:ler eee ... e), flie "Priata£) A!9!91ieaat 

Using this same Activities Search Results section, check the box on the ELIS2line, then click 
"View Selected Activities." 

i:ntigbt 
r··· 

·•'e3eio:rectk<itts __ ~'I'£O~ir;~~~~~.ly~-- :.n.Y"!:'~~-1f1~t.U 
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Please click to Elisf.llay the "Case IHfo" screeH. OH the left siele of the Case IHfe screeH, yott'll see 
a ca-tegory call eEl "Case ~tate." Across from the Case ~tate, yott'll see oHe offeHr optioHs: 

A. AecefJteEI 
B. OJ9timizeEI 
C. Reopeeed 
D. Closed 

On the ELIS2 details screen, find the "Case State" in the "Account Header" section. 

If the case state is accepted, optimized or reopened, your case is open. CloseEI meaHs closeEI. 

Account Header 

Name Reed Enright 

Alien Number A2 
~~--~~----~~----~~----~~----~~----~~----~ 

Account ID 0 

Date of Birth 0 

Country of Birth 

Place of Birth 

Gender 
.............................................................................................................................................................................................................. 

Case ID 
.............................................................................................................................................................................................................. 

Case State Accepted 
--~~----~~----~~----~~----~~----~~----~~--

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 Details 

Case ID 
~·--~~----~~----~~----~~----~~----~~--~-

Receipt Number IOE090 

~Receipt Date 

Case Status 

Case Status Date 0 

Case State Accepted 

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 nonnally would, except paste ''IOE" and the number into the 
"Topic" line on the FIPS worksheet. 

f:rs~ 
~iQ'E"}i'U'UJ:i)·e·r··w.,... 

:•<'i'•<'•'W•><i•«•'<W«•'•«-'•W<WW•«-'•«•'<• 

~Ill 

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

Next, eifftef create aft SSG or 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 5a(l) 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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Case Details 

Case ID 

Receipt Number IOE090 
--------------------------
Receipt Date 

Case Status 

Case Status Date 

Case State 

Case State Date 

Step 5a(l ): Staffing letter 

0 

Closed 

0 

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'' 

• Do not replace "DO NOT MAKE REDACTIONS." Leave it at the end of the second bullet. 

Before: 

MEMORANDUM FOR: 
NSC 
P 0 BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 
nsc,foiafilereq 

FROM NRC FOIAIP A 

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

The attached FOIA/PA request is fotwarded 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. 

After: 

Freedom oflnfonnation/Privacy Act Request, NRC2016 
Alien#: 2 
Subject Name: Reed Enright 

MEMORANDUM FOR: 
NSC 
P 0 BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 
nsc,foiafilereq 

FROM NRCFOIAIPA 

SUBJECT: Freedom oflnformation /Privacy Act Request NRC2016 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is fotwarded to your office for action. Due to the subject matter, 
there is a high probability your 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 oflnformation!Privacy Act Request, NRC20l6 
IOEXXXXXXXXX 
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 (ELlS) 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 

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/$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 hnmigration System (ELlS) 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. 

This office will be providing your records on a Compact Disc (CD) for use on your personal 
computer_ The CD is 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: FOIAIP A Officer, or fax them to (816) 350-5785. 

Step 5b(l): 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 0 BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 
nsc,foiafilereq 

FROM NRC FOIAIP A 

SUBJECT: Freedom oflnfonnation /Privacy Act Request NRC2016 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIAIPA 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. 

• 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 oflnformation/Privacy Act Request, NRC20160 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

Step 5b(2): Acknowledgement letter 

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

.,y There is g_q_s_h_l!rtl{e: to the Acknowledgement letter 

ELlS FAQ's 

Q: The NFTS screen print says that ELlS is consolidated into aT-file_ How do I fill out the Staffing 
Sheet? 

A: If ELlS is consolidated into an A or T-file per NFIS, d_g __ I}Qt_ replace the A-number with the IOE 
receipt number or replace the second bullet. Create as a nonnal case (not in ELlS), except don't 
forget to add the IOE Receipt number to the FIPS worksheet 
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Q: Wh1ch FCOs adjudicate the Form I-90" 

A: MSCINBC, 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 USC IS 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 FOIA/PA Assistant's Guide as 

follows. (Deleted infom1ation in £triketluettgft, new infonnation 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 fonn 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 detennined to be incompetent, 
however the parent/guardian must provide his or her own verification of identity that is 
notarized or signed under penalty of peljury [6C.FR § 5.2l(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 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 

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 USC IS 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 TO PROCESS AS 
FOIA OR PA of the Processing Guide: 

• Please look for documentation other than fonn 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 information in 
CIS or PCQS matches the infonnation on the 1-551 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 
Release Release 

function or refugee officer) 

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 issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have added a new section 27.43.i to the Processing Gu;de as follows (new 
infonnation in red): 

(b)(7)( 

27.43.i PCQS records- sometimes you will see PCQS screen prints as 
responsive records. If the svstem the PCOS record c ~ t.. 

:Card Exp~res Date 
!viol Flag······························ 
, ........................... . 
: EADS Flag :', ' ., . 

!t;~~l"~ii9 (b)(~)(~)o•···f""" ..... "'""I m m 

:EARM Flag 
h~,~-~,--~-~-~--'~'~'~'-'~'~'~'-'~'~'~'-'~'~'~'-'~'~'~'-'~'~'~'-'~'~'~'-' ~'~'~"-'~'~'~"-'~'~ 

,NACS Flag 
'Revn Flag 
ii.1otilei's.Firsii'iarr..;······ 
il"ather;sl"irsi i'iarr..;·· 

We have changed Appendix c ofthe Processmg Guide as follows (new 
infonnation in red): 

Notice to Appear, 1-862 
(multi page document) 

Withhold in full if 
document has not 
been served - or if 
prepared by ICE, 
refer to ICE 

(b)(S) and 
(b )(7)(C) if 
applicable 

(d)(S), (k)(2), 
(b)(S) and 
(b )(7)(C) 
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If not ICE and 
documents have been Release 
served 

Release 

We have again re-written Section 2731 a of the Processmg Gu"k as follows 
(new infonnation in red)(elelete8 iafefffiatiea iR MrilcetAreHgH): 

27.3 l_a Most files contain third party supporting documents and PIT_ 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 27.3 I 
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: 

1. Information released elsewhere in the file, and 
11. Marked court exhibits. There are exceptions, which you can find in 

section 27.3l.i. 

We consider applications and petitions differently than we consider supporting 
documents. For specific instructions on applications and petitions, please refer to 
Appendix H. 

If 
• tke ease is a fOIA ami 
• if ate 6oeumeRt was provi6e6 by tHe subjeet ofreeor6, aRd 
• if it is a first party reEJuest or 
• if it is a tHird party reEJ:ttest witH eORSeAt frem tHe Sttbjeet of 

reeord, 
• titeR yo~:~ may release tHird J3arty PII oR 6oe~:~meats 

pFBvieee lly the solljeet efreeere, ana 
• tHat also eoRstittttes release of tHose elemeats ofPII 

thFB•ghe•t the lile 

fA tfl-e same time, we must eoRsi9er eJearly uRwarraB:teEI iRvasioR 
of persoaal privaey. 
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If 
• the ease is a FOIA ami 
• if~e EloeumeRt ·uas Hot provi8e8 by the s~:~bjeet ofreeor8, 

...a 
• if there is seH:sitive third fJ&rty PII OR that eloeumeftt, anel 
• if we do sot lla-ve FOIA eoaseat from tlle third fJarty, aad 
• if the PII is Rot alreaEly released soH'!e·.vHet=e else iH the 

lile, 

• theA we shotald vtithhold seasitive thin:t f3&rty iRfoffHa-tioR, 
eitiRg BloetRfliBR ~~)~6). 
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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_25.b of the Processing Guide as 

follows (new information in red): 

27 ,25,b FBI Systems Check Results 

FBI uses the following result codes which you should redact: 

No Record: 
Positive Response: 
Unknown Response: 

NR,NDorNP 

PR, DS, RP, OC or RF 

UN 

The following codes do not indicate any result, and you may release them: 

Pending: 
Duplicate: 
Request Cancelled: 
Error: 

IP orH 

DDorD 

RC 
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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have revised section 27.3l.a of the Processing Guide as follows (new 
infonnation in red)(€lelete€l iHfofffl:atioA iH striketAroHgh): 

27Jla Most files contain third party documents and PII. 

If 
the case is a FOIA and 

._, if the document was provided by the subject of record, and 
~- 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 PH on documents provided by the subject of 

record, and 
that also constitutes release of those elements of PH 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 PH on that document, and 

'' if we do not have FOIA consent from the third party, and 
~· if the PH is not already released somewhere else in the file, 

then we should withhold sensitive third party infonnation, citing Exemption 
(b)(6). 

We skeeiS Rilly witkkelS tkis iRfeFMatieR HRiess we eaR tell it was !9Fevi8e8 toes 
lly tke sHlljeet ofthe hie if it is a first )3arty FOIA reEJ:Hest. Wkether to Eliselose or 
release tkird 19arty Soeumeats ia a FOIA ease hi ages OA eoaseAt. 

We have added a new section 27.42.g to the Processing Gwde as follows (new 
information in red): 
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27.42 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, ffiiS 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 oflnstruction from FBI telling us we may release FBI information 
about a subject after we have confinned 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 )(7)(E) If the case is a PA, please 
also cite (k)(2) 
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(b)(7)(c) 

• • •• fo.t'(IJ.l\1 M,tt~ KACARA§ }(l::l }JJ/:t:<:o~.nt~'::'ll~'OUY .wnS~'nJMfi'Omxl..~ (t>.t!_~·~$/l<JH'{-1 

,'\:~ (J¥!, !J<.rt. R'P, -''*) 

N~l 

l'>!mlm~ Vfi -!Wt fm- lht:t.l~t!\Ulf~ 

l~W.l'l fllAA<>i "'~"'~<: to/ JS<. 
:Uy,ro-1 <:1~ It•; ~l>l< ~ itM'::'-: 

:u ?.>1i•.tw~~ ma*v-~e=. rtt 
f<:~><'Mt<ij - ~'<'~ k-l· fu!,tl t=AAW.~ 

:::1 M$.l<: ll..l'p-:T 
f\0/;<i\' <,;~ -:l<X@i~~~\,;1<<3), 
!_"_I ~.r hi fm<:k.l 
0 
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We have added a new section 2743 h to theProcessmg Gwde as follows (new 
information in red): 

27.43.h SEA CATS- Before DHS, the Seized Asset and Case Tracking 
System was owned by Department of the Treasury, US Customs Setvice. After 
2003, SEA CATS 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, citing Exemption (b )(7)(C) or ifPA, Exemptions (k)(2) and 
(b)(7)(C). If the SEA CATS record belongs to ICE, please refer it to ICE 
Examples below: 

-' . - -

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

-.... 

'• ;· ·~ ' : 
--_,_., -,,,----·-/- --,_,-_,_ -- i; . 

"· .,, ( :. -; 

:. i ·;:::_./' ,_ .... ,. ~ •' 

"" " ' •, ' •" ·.,, ~- " :· ,~ 

. -· --, _,- : :: ' ,-_ 

-----' ---- ,. ' -,_ - ~- -: ~ 

·::<: ... ,( .. ' 
---_.:>-~' 

-- •:- ---;_ ' '·~ :--:; . ~-- - ;.: 

,•, ;·' ,o:o· " ' 

' i' ' '" ·•··· 

·-· ... ,.p:. 
' - . ,--.: - :, ; 

" •' ': ' ... ,., 

-< ,._,_ 
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USCIS FOIA INFORMATION BULLETIN 

March 10,2016 

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 FOlA 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.BONDOBLIGORS-IMMIGRATIONORCRIMINAL 
BONDS of the Processing Guide as follows (new information in red, cleletecl iafermatioa ia 
suiketRroHgh): 

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 (Fonn 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. 

These requests previously were processed by Immigration and Customs Enforcement 

We will now process bond obligor requests under FOIA. 

Since there is no certification of agreement provided with bond obligor cases, we will close these 
as a TD. 

Please refer to Section 27.11 Total Denial. 

ImmigFa-tioa Boecl ol:lligoFS are stirety eom13aRies who have 130Stecl ae immigFa-tioR l:loacl (Form I 
352) for aH: alieR ·,yho has BeeR takeR iato eustocly By the Service. If the aliea fftils to a-tteacl his 
heariag, thea the l:load is fotfeitecL Uacler the eol:lrt ease Amwest &tFef)' v. Rene, No_ 93 3256 
JSL (Shn) (C. D. CA., JHAe 22, 1995), the stirety eompar1ies, or their a~omeys, are ea~tled to a 
13artial eopy of the aliea's file to assist them ialoea-tiag the ali ea. These types ofreEtHests are 
!3FOCessecl l:ly Immigratioa ancl CHstoms Eafereemeat Immigratioa I:Joacls may also I:Je 130Stecl I:Jy 
ia8ividt1als. Hovrever, iaEliviElHals are aot eo·rereElHREler the cel:lrt ease. 

Crimieali:Jeacls are l:leacls tha-t ha-ve I:Jeea postecl 1:1)' ia8ividt1als or hail l:loaclsmea relatiag to ROR 
immigra-tioeviolatioas of the law. This type ofi:Joacl oeligor is oaly eatitlecl to f.lFOOfof 
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elef.lortatioH of the alieH By the 8erviee. These tyf.leS of reqttests are also f.lFOeesseel By 
lmlTiigFa-tioR aRe! Cttstoms EafereeftleAt. 

Please assiga a fiaal aetioa eoele ofER to atJ:y Bose! oBligor reqttests tHat Ha-ve Bees seat~:aeel iato 
FIPS aBel sese! to Uf.l frost Apf.lrover. Please sese! tHe OA rooftl aR e ITiail eoataiaiag tHe REQ 
RttmBer or eostrol RttmBer, asel also iselttele the reqttestor's Raftle. 

OA room will ITiail tHe reqttest to tHe fellowiag aEielress. 

lmlTiigFB:tioR ltftei Cl:lstoms EHforeeftleHt 

IRfofH'ut1ioR Diselosl:lre SeetioH AttR: DeBra Lairel 

1010 East WHatley Roael 

Oakdale, LA 71463 
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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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have revised section 6.3.l.l of the FOIA PA Ass1stant 's Gwde as follows 
(Eieleteel iHfofffiatioH iA strikethrot~gh)(new infonnation in red): 

6.3 l.l Track l -

Select Track 1 if the request is for: reEJ:l:lests for reeeiflt f.iles RREI reEJ:Hests fer 
partiaJ reeorcls sHeh as 

• a specific document, or 
• if your search yields only a receipt file or 
• if the only responsive record is screen prints. 
Any time you have a RAF ACS-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 I. The third 
paragraph of the acknowledgement letter sent to the requester must 
contain the following paragraph and it 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 specif1ca1!y 
requested [enter specific document information here]. If you would like a copy 
of a]! your reoords, please send a written request to the address above, othen.vise 
you will receive only the documents you specif1ed.'' 

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 is 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 FOIAJP A Assistant or Public Infonnation 
Specialist working in Records Locator (which we will refer to as RL) or 
the Research queue can change it to Track 2 at that time. See section 34 
for instructions on how to change tracks. 

We have revised section 6.3.4.2 of the FOIAPA Assistant's Guide as follows 
(deleted infennation in strikethrough)(new infonnation 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 is a Track 1 
case, and viee versa. As a rule, you should create a case as Specific 
Documents if the requester is asking for up to three documents. If a 
requester is asking for an asylum application and supporting documents, 
or refugee documents you should create it as Asylum, Track 2, or a 
refugee request as Alien file, Track 2. 
You must update the language in any TFaelc 1 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 FOIAPA Assistant's Gwde as follows 
(deleted iAfeFmatioH iH strikethmugh)(new infonnation in red): 

7.3.4.6 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 TFael€ 1 Specific Document Request. IH TFaek 1 eases For Specific Document 
Requests we modify the acknowledgement (ack) letter by adding the specific 
documents language. You may add infonnation after the "Other" checkbox to clarify 
what infonnation we need. Double-click in the area you need additional infonnation, 
select the radio button marked "Checked" and then click OK for each item of 
infonnation you need. 

We have revised section 9.1 oftheFO!kPA Assistant's Gwde as follows (aeletea 
iHfoffHa-tioH iH strikethFotigh)(new infonnation in red): 

RF 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) 

Criminal history 
Dreg smt~ggliHg 
HumaH tFaffiekiHg 
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De13orta-tioR 
Information about SEVIS 
F, J, 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 I 00 million series. 

We have revised section 18 oftheFO/A PA Aswstant's Guide as follows (deleted 
iRforma-tioR iH striketAro1:1gh)(new information in red): 

You may have some modifications to make to the letter. Ifyo1:1 Rave selected Trask llf 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 J of the FO!A. PA Assistant's Guide as follows (deleted 
iRfoflfla-tioR iH striketAreHgh)(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 I 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 track 1 acknowledgment letter if it is a request for Specific Documents. 

We have rewritten section 2730 of the Processing Gwde 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 is 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. If there is a joint tax return in the file and the subject of record is not party to the 
return and we do not have FOIA consent from that individual (for example, it was 
filed w/1-864 affidavit of support or possibly with an 1-140) then we must PD the 
return and only release the name of the person who filed the 1-864 or 1-140. We 
fully withhold the spouse's infonnation, including their W-2's if they are not part 
of the 1-864/1-140. 

3. 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. 

If you are processing a case under the FO IA and you see a corporate tax return, IRS F onn 
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 
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 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 of26 USC, but release the remaining infonmation on 
this form to the requester. 

3. 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 finn's Employer Identification Number, 
citing Exemption (b)(3) and§ 6103 of26 USC. If you are processing under 
FOIA, 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-issued 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). 

Reelaet thirel J3arty eloeufH:eHts SHeA as W2' s, aH:el tffit reftlms iR !9&!1, SHbfH:itteel vvith the 
Affida-vit of SH!9f'OI1. Release the aame of tile docHmeat aad tile Hames oftlle iadiviEIHal. 
Release tile doeHmORt if COftSORt of tile SHej eet Of tile tllirel 19arty is J3FOSORt. 
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Fully release the tax reEum if the subjeet of the file or requester is a party to it. Partially 
withholEI tHe taox reEuFA if the suhject of the file is Rot a party to it, iscluEiisg a subject 
listeEI as a ElepeaEieat. 

If you are processiag a FOil\ ease, fully withholEI the BameEI Iacome CreEiit sheet of a 
thirEI party whea there is ao eoaseat. Release ofaay part of the form woulEI pro·riEie 
seasitive iafermatioa al9out the tkiFB party's eeoaomie status. 

We have revised Appendix c of the Processing Gwde as follows (deleted 
(new infonnation in red): 

TITLE/SUBJECT 
TYPE OF FOIA PA 
INFORMATION EXEMPTION EXEMPTION 

CBP law eaforeemeRt 
Atl:ffieS or l,lHI• if the 
resttlts Elo aot relate to 
!l!e s•iljee!. I>I>;E 
recorEI, refer to ICE. 

NCIC/NLETS View Law enforcement (b)(7)(C) (k)(2), 
Messages 

names and identifiers 
(b )(7)(C) 

TECS II External Message 
Law enforcement (k)(2), 

Display, Interstate 
names and identifiers 

(b )(7)(C) 
(b)(7)(C) Identification Index 

If not ICE and it is a 
continuation of a 
served document, 
release. 

Continuation Page, Fonn I-
If not ICE and it is a (b )(7)(C) (k)(2), 

831 
continuation of an (b )(7)(C) 
unserved document, 
Law enforcement 
names and identifiers 

If ICE, refer to ICE 
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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 6J.L L I of the FOIAIP A Assistant's 
Guide as follows (new information in red): 

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. 
Othemise, if the request is Track 1, but is not a request for specific docmnents, 
please delete the two sentences that address specific documents (bolded in the 

,.,,.~ l===·-- ·· '='·'·'~~':'·._.:.:::1--'SpecificDoc 
Information· :,., -....... 

We have added ane\v section 7_6, Power of Attorney, to the FOIAIPA Assistant's 

Guide as follows (new information in red): 

A power of attorney is a document in which one person 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 § 5 2l(f). 

The subject of record must have signed the power of attorney_ In order to meet the 6 
CFR § 5.21 (d) requirement, the power of atto: "... • ...... » "·' h•.» , .. , :< ..... .< : .. "' , : : : ., ... 

notarized 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 (t) 
requirement, for example: 
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record pertaining to me that appears in any system of records ofUSCIS, USCBP, 

If you are unsure if the wording is sufficient to meet the requirement, please contact a 
superv1sor. 

If the subject of record is not alive, a power of attorney is irrelevant. If the requester 
states that the subject of record is 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§ 5.21 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 FOIAIP A 
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 Fiance( e) 
I-130 Petition for Alien Relative 
I-140 Immigrant Petition for Alien Worker 
I-360 Petition for Amerasian, Widow( er), or Special Immigrant 
I-526 Immigrant Petition by Alien Entrepreneur 
I-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. !fit is not one of those forms, we 
do not RD the case to NV C. 

,. \Cl:;: :, .. ~.'~··,·.···· ·. ·· ,,,·.!:~.::·:.-:.,··:-::·,,. :;_;·,_~,,.,. ;:c,· 

will not RD the case to NYC. Please refer to section 12.7.14 of this guide. 

We have added new instruction to Section 12.7 14, Referral, of the FOIAIPA 
Assistant's Guide as follows ( EleleteEI iafent~:lttiea is stFilEetliF8l:lgA new information in 
red): 
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This is enly ifthet'e is H8 }_. Numbet' ftH:d yea h&ve eheelted and the t'eeeifJt file is Hat 

Section 12.7.14 is only for files that NFTS shows Lost, Destroyed or Rejected or if 
We receive a Staffing ::i:v- o:_ :,_r:;: ;.o: ::<.'O':r-,;-_ 

4077 

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



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 USC IS 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. 

rr Change: We have re-written section 6_3_5 of the FOIAIPA 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, ORO or SAC. There may be other ICE locations, and if you are 
unsure, please consult your supervisor. 

CIS- Used for all other categories. This is 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 proyjded ap a!jep 
number. request the file. 

r' Change: We have re-written section 7.3 Reasonable Description of Records Being 
Sought of the FOIAIPA Assistant's Guide, as follows: 

If the requester provided all elemeats reqHired by 6 CfR § l.2l(d), 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 is only one match 
and there is no other indicator that it may not be the correct subject of record. 

An "unpetfected request" applies when any of the required elements (full name, DOB, 
COB, notarized signature or signature under penalty ofpeijury) 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 seaEI for aEIEiitioaal reEiuester documeatatioa, close the case as an 
Unperfected Request 

Since FIPS does not generate an Unperfected Request letter, there are a few extra steps. 
Firs~ please open the Failure to Comply (FC) letter and delete the body after the first 
paragraph. Next, you'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. 

• AlieR }rt~m.ber (ifkRo·.vR) 
• Appliea-tioa'PetiHoR Receipt ·Ntim.ber (ifkRovm) 

AEIEiitiosally, we may ask for item.s ofiRffiFmatioR Sl:leH as m.etHer's aREI fatHer's Hames. 
The reEIHester is sot reEJ:uireEilly i<PJt or regulaHoa to pre.,·ide tha-t iRform.atioa, hut iftRe 
reEJ:tiester Eloes Rot, ·.ve m.ay l:le tiRai:Jle to locate a respoRsive recoFEI. 
Please reEJ:tiest tRe aEIEiitioRal PR witR yotlf AckRowleEigemeRt Letter. After yoti create 
the ackaowleEigmeat letter reEtl:lesHRg aEIEiitioaal ElocHm.eRta-tiea, Ele Ret create the file 
reEtHest. Ia the "CoRteats" taiJ, yo1:1 vlill see a PeREiiRg slot for ReEJ:Hester DoCI:ImeRta-tioR. 
geREI tHe ease to PeREI. After we recei'te a resposse from. the reEftiester, a PQI)u(_pA 
Assistaat vrorkiRg ia Records Loca-tor EJ:Ueue will reEJ:uest tRe file. THe processor '.viii use 
tHe reEJ:tiesteEI iRfoFmatioR to verify tHe release of tHe correet recon:ls. 

Note: if tHe reEtHester m.arks "I:IRkRewa," "Reae" or "}r/l\" fer afi:Y elem.eRt of tHe ai:Jove 
PII, please Elo ROt reEtHest tHis iaferma-tioR as part of tHe AekRowleEigem.eat Letter. 
Go to the "Tasks" tab and select "AekaewleEigemeat Final Action Letter" 

·.::ont~nts Case A.cti<.lns 

,,, 'hi\& ,,, .,. ·.· . · .. ·.· .·. .,. '''stalu~ ''' , ... · 

s~arch For Dllplicate Ca;~s 
cr~31:~ i<.dditiunal Ca9es 
Cr<:<lts Fil<: R~<;JLI;<St 
Mkncmledg~ment Letter 
final4ctron Lett · 
Sp<:~.olb·L;<tt.:r 

Status lEtter 
Blan~ L;etter 
lnterHt Letter 
E.cpe.::!itect Oerual Lett~r 
Vallghn Inde:.: Letter 

Nol5tarted 
Not sti'lrted 
Nlll Started 
Not Slilrted 
Nol !itlllted 
N!lt Started 
Not st<Jrted 
Not Started 
Nlll 51<1rtt-d 
Not started 
Nllt Stllrted 

After selecting "Aekaevl'ieEigem.eat Final Action Letter," the AeltaewleEigem.eat Final 
Action Letter Options screen will open. 019tioRs oa this sereea vrill allow yo1:1 to ask for 
ether Elee1:1m.eatatiea aaEI will alss allow ye1:1 te aEIEI a Traek 3 Deaial or Lest file 
paragr8:fJH: The Case Info tab displays the Final Action Letter screen. Select "FC: 
Requestor's failure to comply" from the Final Action Letter list, then click Submit 

~·; 
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,!Cf<::·c~·r;,·~~&~l-;:·~·i:.,-e,~d"'···· ... 
~~Ci,;;C>;;rnp!e>ely L;p~<'ld 
i:lP:Du:Jlic~1e 
,i;:;t:Cr~md in E~ccr 
~!f.¢:~3:0~:~i:\~.~:~.J~i!~f.~:~:£~!D~hJ 
iC~P:FCiA Dr >A~"' aprl:cat:le 
.i;>~<,;:>~niali> Re'ler5ed 
!!:l.M:Rem~~~ 
~WO:R.~~..,~~ "''thc-~wn 

Our only option at that point is to click OK: 

successfull>/ cenerated l.nte1· Fin-'ll Action letter- FC 

C!id: on OK to tontinue. 

R~n;rd"' N,.€<1.,d 
lllS<:rt Clerk ofC.ourtsJNati>Jna! Archi-:e.s. paraoraph 

Jm:e~t llf:)ffi€r1 marrit:d to U.S. citizens- par.a(lraph 

As soon as you do, a File Save pop-up window will appear. Click '·Save." 
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MyR.~cent 

Doruments 

.l ;b 

My Documents 

g$ 
My Computer 

~:J 
MyNe1IVIlrk 

Places 

:).java 
-~~ Applcaoon Dat.l 
.,:,oesktop 
·,·:,Favorte; 
.:.,LDCIIent 

·. Local Setljngs 
-~~My Documents 
:_,,=;My Recent Documerts 
·~.:NetHood 

.:.,oracle Jar Cache 
::lPmtl-t:>Od 
-~~<SendTo 
;:.St.JrtMeru 
·~.:Templates 

:-:' etstreamL.Poad 

Filene.me 

'i) Globai360_Up.:jOVIll_YffO!On 
;:!)NP.C2010000S 11_6_P.EFERP.AL 
~.1NP.C2010000511_7 _FA_PD 
''$i)NRC2010000002_3_CNE_PAGE 
~_DNP.C2010000002_6 _AK_fOIA 
'=iJNP.C201000000~_3_FA_PJ' 
-~DNP.C201000000~_ ~_P.EFERP.AL_A8:NCY 
.;~l1~1P.C2010000006 _3_STAFFING_PDF _ICE 

.'."~ NRISER 
' ntuser .dat 

CMcel 

The AekRowleElgemeHt FC letter will pop up. Delete the 4 paragraphs shown below: 
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We rece~ved your request for mfonnallon on [date), relating to [Subject). 

v.s. Peplm:lun! Clf H~wtltmd s~~uri~ 
P.O. Bm<6411011 
Lee'• ~ M064104-IIOII 

U.S. Citizenship 
and ImnligratiOn 
Services 

(rheFreeclom oflnfmmatwn Act(FOIA), 5 U_S C_ § 552, specifies certamrequirerrents for an access 

~equest One oftheserequirements is that the request must be nBde in accordance with the agency's 
published FOIA regulatiotJS ln the Department of Homeland Secwity(DHS) regulation, Title 6 C F.R 

~ 5.3 Requirements _for Making A Reqwst; the procedures foc requesting access to DHS records are 
but1ined SeeMcDonnellv US 4FJd 1227 1236 C3d Cir 1993)_ 

because the records you seek are those of a personal nature, DHS' regulations reqwre you to pro\lde 
fonsent from the records rubject before a disdo:rure of records can be made. On [Date] we sent 
borrespondence requesting you provide us with proper consent. Proper consent is defined Wider 6 CFR § ~- Delete 
b.21 as either a notarized sipture, a si~ture signed ooderpenalty ofpe!)ury, or proof of death ow-~---~----~---~---~---~----~---~---~---~----~---' 
hlthough you are not ~red to use fonn G-639 to prOVlde consent, a notarized signaturem sect1on7, or 
~ signature at the bottom of sectl.on 8 would fulfill this requirement. 

~our case has been closecl with no further action taken If you wish to purmethis request, please provide 
~e mfunmllon described by the regulatlon cited above The ~rements for tihnga FOIA or PA 
feque:;tareal~o aV<iilable for your convenience on ourwebStte at 1/l'Nw_usct~.go,·. 

Jill A. Eggleston 
Duector, FOIA Operatioru; 

Go into 0:\Foia\FOIA LIBRARY\Case Create References\Case Create 
References\Unpetfected 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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F~ruary2,2012 

D"' 

U.Sclll!llrntle~t ~f llull<l'hul! Sewilf 
P_O Box64SOlO 
t.e'• s,.,~ MO 6«164-SJJO 

U.S. Citizenship 
and lmmigratmn 
Senice~ 

NRC 

We received yourreque~ form formation on [date], relating to [subject's mme]. 

!The Freedom oflnfurmation Act(FOIA), 5U.S.C ~ 552, specifies certain requirements for an access 
ire quest. One of these requirements is that the request must be !lEde 1n accordance with the agency's 
:publishedFOIA reguliltions In theDepoutment ofHomelamt Serurity (,DHS) regulation, Til.le 6 C_F_R_ § 
) 5 3 Mqumtmel?.t!'. for Making A R2fJ1-1!2st, the procedures for requesting access to DHS reDJrds are 
!ouLlined. See McDonnell ,.. U_S_ 4 FJd 1i17, 1236 (3d Cir 1993)_ 

iB ec:~use the reDJrds you seek are those of a personal reture, DHS' regulations require you to provide 
!verificalton of tdenll.ty and l)f consent, tf applicable, from the records su~ eel before a disclosure of 
itnfonnat!on can be n:ade. Inaccorclance mlh 6 CFR § 5.21, ven5.cation oftdenttty ccmststs of a wntten 
!statement from the records subJect stating !us/her full name, cwrent ad~s. and ~te and place of 1 · h 
ibtrth Add!l:!onally, the written >tatementmustlle Signed llytherecords sut1ectand the stgnaturemust ~--(.1\~P.Jl£.~.-l:YXL. .. w.·~.·M·.v 
iolhO"Ile notarized or ~gnedunderpemlty ofperp.uy. Although 11 1s not required to use Fonn G-639 
!1.dlen sullrrutting aFOIA re({Uesl, a notarized signature in section 7, ora si~ture at the bottom of section 
i3 of this fonnwould ftJfill the si&na~w-erequirement. Therequettedinforrralion n:ayal.so be provided 
ion a sepa.tate sheet of paper as long as the infonnationprov:tdedis stgnedbythe gcords mbject and the 
i signature is notarized or stgned ooclerpenalty of Pe1JutY Sm1Jly prov:td!ng a copy of a birth certificate, 
i dnver' s lie ense, or allen card for the records subJect w.ll not fulfillllus requrement 

i Your case has been c1 osed Wlth no further action taken. l f you wish to pursue this request, please provide 
:the infonniltion described by the re!Jllalton cited abOIJe. The requirements of filing a FOIA or P A rEl:J.uest 
)are also a'o'Eiilable for your convenience on o\1" website aL lil'ioiW ti>'ClS ;o;ov _ 

Sincerely, 
p"',, 

Jill A_ Eggleston 
Direoor, FOIA Operaltons 

The resulting page will look something like this: 
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l".\- ~w,..o: <Hl•M~ S.;wl<; 
r .v '"'' ,-><otl" 
!""'' ;-""""' '>'>';· f!~Y.<>.<f;;r; 

US. Ci>i.<l.'.ll~hip 
md tmmigut~im 
Scrvlc'(:~ 

T·,~ r:w··t·m· :;(C&i1Xl>~<~"-'' ,~1 :_ s:: :.~'-' ' H >:. C ~ '· '· ;_ 4-'~'~'''' G'o""'"', <-:f,~''<>l\:«o'<: r~, ~" ''·'C'"·'· 
"q.,~,; •.:o~o o,:· fl;;>On<:>{'iP<,;;,,-J, JC 5:;,~ b" :c~-·~~ ~ToA ''~ O<»d~ i" yc,.,,---:;.,;o:< ,.._,:;, )!,., •<:-::tc:~ '. 
f·.Y,C ,1,w ?cC.:;. ,..,,1o;, ··'''' «< !''" r·,;·<><~""·o\ <>f1-l-e<;;~<o.rJ~ ~:..Cc'-'<il>· ,_f:N~) r-::.;'-'l&•o•:. ·;··tk ~ C P ;> __ 
~ ; .'1-'~-"o"'*~~f-·c :bfi.<:~A H<q>J<XI; ;1;~ v-*a-t.:·N ~-~fJ-f'l(•,i ,;:ml; w>~i< ::_: ~it;: r·~ -:--!1' ~r~ 
_,_,,~:.<:d '-'"" t>1\J~;,w,.;~L:J.i.L."< ;: >t ; ~~'~- ~.:.\;;·A o;;,_ i"h~l 

i>;"(lP1:£ :ttn~•X!<:J<- _\":_.>,: ;t<;« ~~~til·).'< '·'( 0 ~ '<>';~;~~ m ;--">'<).!? t:<• :~:,,;*'~~-=~ WfJ>W f*'" :~ ~:( ;H~ 
<;~:i'.-:.~ --~- ·~i 1•1!':1~')' m\~ -:• ;o::::n:-, 't'·4·!lii e;,l.-i~. ft:m ~""'~<'f-<>d; ~t1.i~r: \,-!'-:" ~ ~ii><.b<i>:~ ~:· 

,.,.,,;:~,<Ji,·,~ ,,,~ ~' "'"·J• :::: ~ ··"""'"""'"' o-.;~, '' .:·c·c·. 'i ·:-. :··:, '""'~"'~ ,,, ~rd~'"·''> ·-~"-"", ,,,. , .,-"'";,-,-, 
:M.:.•:::':'.;»j ~n·.!k :·::;.,d.' ~,:·:;l:.i m''"·~_t'Hh;: !tt.:. o~m,, ~.;o<'<l'•~ ~8');'!:!~, ~,-,1 ._u_, ,.:::·-l.(i<-.. e <·f 

~~:~ t:'~~~:;:;~:?:~'--~;;'~:~:;:f~,;:~;~;'~;;;;!~,~T~:l;;;,~~;.';.';;;~~-~~~;~~:~::~;~~ ';~;~.;~:~~'~:~ ;-;::,~ 
-,:!l<';J, ~;t,:~.-.-1~:~<;: ,-.F:')A r~,l\>'~'-,>. '''"-'"'~-~,,~ ;>.ijl'>-~lll '~ ;(;-:~''1' ·:, ~·· ., n;r*~~·-,;~ ;,.< r.:~ 0\·lb~-m ~f ~~;:M"· 
;. c' t<::i ''-~"- ·.w1~-.l \tt;~" t11 ,~;0!~ . .,-, '<'\ """"·"'"' !!.~ :·e-J·'~"d :•;f "l~'t>l>'"' rr» 1 ~:~--- ~-~ vv.1~r::-; 
·«> i -:<;'--'-":11 !:' ,:,i>.~ i·f l">fl~: ~; =~~;' ~~ ~~ ,,-,!(-,,y,~~;,: :0:'<>"<'::\i:<l :o> <:;><:,; ~ :';'; <},< ~~t-0 ,:•; N':;l>~ !<l;.;i t)>~ 

:l<,~,,~,-~;_; ~"·:f .. H~~,; ,~ »~I>'J '""'"! ~"'"'''-> ~f !.''*~<'-' ~mj>>J !'"''"'""'''-'~ ~ ; -+~' ,·,:" "''!-"'' --~"f'f:,·,,n. 
'~1 ''·rr' ~ k<n:<-~ ,-., o,lnr: ,<!-:<! !";~ J:f, ,~,~r-'J:' .lW.")<c:l w:} r~~ ,o,;::,; 1k: R•J;-1'-I!W.ffi! 

J'.·.,~n&:~J-"'-~'-<&o j.~,~ vf..t;\ "-" f;>:Jl'J<i' '"~''"'"'',&_(-;-, ify~'l \\'o:~lG ~'·•·<::d'~<'<W:l<t.~. ;;IM\'' ]"»~'"'' 
:'~-"' :~f"'l~~''hl> ·f•~-'rlkd ~'}' :h< ''V-i«'.i'-1< •'l!~<ltt-:v.: n,..; :N.<li<M::<>~J; ~.; f;::~.r,~ t'(llA -:of ( ~. ro~n«<=: 
.:,:~·~ ;<t~ ·> :<·,-"il>~':!~.,- f-:o: ,_,,~>l o;(<f;"<~t<~r;~ ·=·1< ';:1' Wd!>lit< ~<l "\'<W:<,'•.,;:-:-, : ~-:-<; 

;,~~A ;::~:W·""''' 
::-u,.,_,_,_ ~ '}'-" -::•~"'"!>%_: 

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: 

~;_--,.,~,-;~- ~ililio;j ,_-------------it--~,_, 'Ni"_, ___ _ 

'""''"' 

,,_, ._,.,ij,, y__,- -'·" 
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Click "Open": 

':_ :_::~ 
'..:'<.0' 

MyRernnt 
OoDJments 

GJ 
Desktop 

MyDocumenls 

My Computer 

t:j, 
MyNe!work 

Placss 

:,;~.Java 

: "")Appllca~on Data 
'.::·;oesktcp 
: -~-; Favorrtes 
: .: :~LDCI1ent 

Local setmgs 
[.:·:;My Documents 
'--"-~My Recent Doruments 
[ .• ~NetHood 
:.";Oracle lil'" Cache 
:_.:;Pnnt!-io:XJd 
:~:SendTo 
; .. ~Siirt rv'ffJJ 
:_::_:Templates 
: :·, e1stream~d 

F1lesofjype 

Open as tead·onty 

;, Global360_updo\Offl_veroion 

-#.::NRC2010000511_6 _REFERRAL 
'{:NRC2010000511_/ _FA_PD 
4.~NRC2010000802_3_0NE_PAGE 
itNRC2010000802_6_AK_FOIA. 
":\::NRC2010000804_3_FA_RF 
:i}NRC2010000804_ 4_REFEPJ\AL_AGENCY 
-~-~NRC2010000805 _3_STAFFING_PCf _ICE 
-i;NRC2010000805 _6_AK_FOIA 
,, .. _ NllJSER 

, ntuser .dat 

Qpen 

Cancel 

After this, you send the case to "Up-front Approver." 

Click 

The Up-front Approver will either close the case or return it for further action_ 
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USCIS FOIA INFORMATION BULLETIN 

March I, 2013 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ 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: • 

J'>t,mv.do. Rt.nnn, Eiq. $DN ?J-l')67 
OJta a.:~.ama. E!itJ. SllN mus 
W Off.t::~$ <>{ f~.HJ.Wo!o .Rmno & ;\u'Xi~t<.$, Pf...{. 
H2S 'X1c~ O!rrn[i<; 31~d. :kit!! Hl.t~ 
!,.;~.~ Anv~t~ CM<.»:oo r>JOta 
f'MJt~{ (il ~) JOO-&a::,:J 
fu (2B) .1<00,$85~ 

• 

" .• ~NITE~ SlATES D~'PMTMSN'T Of jD5T1C£ 
llXJ;,.CU!fVE OFFI('.E: f.'OR JMliHGRATION R£Vlf.W 

6W SOOTH 0JJY'fSf1tfJtr, SUITE t500 
LOS AN(:H;;:t,.£;S., C\Lif01l"'<iiA <JVN~ 

) 

I 
) 
I 

tN REMOVAl. f'ROCEEfilNGS 

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

'. "'' 
AD.OffiONAL .i>OCUMt::Nts lN SUPrOST OP TEM.!l'OAARY PRO"fi;CH::O 

S'fATliS 

On page 212, we have a certificate of service to ICE: 
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CER'ffF1CA1'E OF SERVICE 

~. ~,., "'w:ify tm~ -ll(l q$/1-4/WlQ-1 ru>t~ by hwof.,'ld<ltt'f il.dditiorud 0tl(ummt5 i~ 
~\i~rt (lfl'(:mpcmy l't9J(q~d $~t-~S \lfl)(liht ¢{fi~; ttf tt~ ('llitf O:mn~d. US l~JJ<nlt 
& C~tti'l:rn:!; 'f.llf~lX<:rn~l:t~; 6\:i6 S Olbt', Q;\l.'(~';)m. S .. S, it1 LM A11gde~ CA <lt014. 

SW:tt <~:~.:k~ ptrMJ1' ol ~e-~'1-.1' d<i~ :%J.UL?iUQ, ~ LN Angtb, C.HowJa 

";t~! t/t?-
bW' O~~o. Rr;~-;"J & A'i-%1f.l;l.tes, ft.C 
1625 Wt~t Olp.npk llJni., Sui!t HB5 
~At~%:$, C"\ 'XKitS 

ANSWER: The document was written by Olga Badilla, Attorney at Law, representing 
the alien, which means it neither originated with ICE, nor was it authored by ICE. The 
document is addressed to Executive Office for Immigration Review, a part of Department 
of Justice, and so it is 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 Processmg Gwde as follows (new 
information in red): 

Refer all documents originating with US-VISIT for their direct response to the requester. Do 
not hide the name of the agency. 

Refer Arrival Departure Infonnation 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)(6) 

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 USC IS 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 

Pro:am office would like to ~ve a big Thank You to I Mary Jadlot, 
tor their weeks of work updating the 

F01-PA Ass1sfanf s Gmde_t you create 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 
infonnation, 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_g to the Processing Guide, as follows: 

27.43.g Refugee and Asylee Processing System screen prints -you may 
identify RAPS screen prints by the prefix "RAX'' in the upper left-hand comer of 
the screen print The fonn is not compiled for law enforcement purposes, but 
there may be four protected systems check results. If the the fields are blank, do 
not redact them. If there is any result in ffi!S, DACS, NAILS or US VISIT, please 
withhold those results citing Exemption (b )(7)(E), [or (k)(2) and (b )(7)(E), ifPA] 
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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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ 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 infonnation in red): 

,,; Verify the responsive records relate to the subject of record by comparing the 
file with infonnation 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 infonnation in the request letter against 
information in the file_ Annotate for your Summary Discussion the page 
numbers where you found the infonnation. 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 is at sequence#. Please refer to section 
32.9.3 of the FOIAIP A 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 USC IS 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 FOIAIP A 
Assistant's Guide as follows: 

Attorneys may refer to Track 3 as "the removal track" or "the immigration 
hearing 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 I: 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 client has a removal hearing but the attorney 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 
FOIAIPA Assistant's Guide as follows (deleteel iRfoffilatioR ia striketHrot~gH, new 
information in red): 
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Any petition filed for another person creates special requirements for certification of 
agreement. Sometimes the VOl and certification of agreement the requester provided is 
sufficient, but sometimes not. If the requester is asking for a petition, please refer to 
section 12_16 of this guide_ 

This iHeluries rettuests for aHy coasoliriatecl petitioas d:le rettuester or petitioaer suSmitteri 
er ~r9'iiaea e• 13ekalf eftke13eRe!ioiary (sl!l3jeet efreoera, SOR). Iftke ~etitie•er is tke 
requester asd if the peririoR Has SeeR eossolida-ted isto the SeRefieiary's A file, theA the 
SeHefieiary is the suej eet of reeoffi_ IH that sima-tieR, eveR if the petitieRer lists Himself or 
Herself as the SHejeet OR the reqt~est, we mtist maJce the SeRefieiary the SHej eet of reeeffi_ 
We mHst ha-ve VOl of the sHejeet of record aHd eertifieaHoH of agreemeRt if the reEJ:uester 
is other than the suej eet ofreeoffi_ If we €H'e s1£!ffmg lhe 5Yf3:feet of:-ee&1'61 'sA file, GlrH:i tl 
the t'eCJHeS"WF is Het the saHte persfllt gs the sHhjeet ej¥ee€Ji'd, then we neesl eer#}l881ieH ef 

£, I h' I ( ' Rgt=eemeHI:JftHH Me SH ]ee ~ Fe8f:)f'(+. 

If the petitioR has ROt SeeR eoRsolida-ted iRto the SeRefieiarj's A file, and the petitioRer or 
the Seaefieiary is the retJ:Hester, we maJ' staff for it IR this sitHa-tioa, if the petiHoHer 
listed himself or Herself as the sHej eet of record OR the retJ:Hest, theA we shoHlcl eater the 
petitioRer as the suejeet ofreeord. IRformatieR iR PCQg or CL\~fg is retFie>taSle Sy 
either the petitieaer's or Beaefieiary's Ham e. IH some sifua-tioas, we are Hot allle to staff 
for a petitieR beeatise it is eoRselidated iRto the SeRefieiary's A file and we do ROt ha-ve 
eertifiea-tioR of agreemeRt or VOl from the SeRefieiary BUT PCQS or CLAIMS sereeR 
priHts would provide the ret):Hester ·.vid:l the iHformatioH he or she is retJ:HestiHg_ If that is 
the sitHatioH, aHd we Ha-ve the petitioHer's VOl (and eertifieaHoH ofagreemeRt, if 
Reeessary) thea yoH shoHIEl proviSo those sereeR priats ·sith a RA~ACS stafHRg. 

We have changed Section 12.16, "Receipt Numbers," of the FOIA/PA Assistant's 
Guide as follows (deleted iRfofffiatioR iR strikethroHgh, new information in red): 

A receipt could be either an application or a petition. For example, Fonn 1-90 is an 
Application to Replace Pennanent Resident Card. The applicant is requesting a benefit 
for himself or herself. Form 1-360 is a Petition for Amerasian, Widow(er), or Special 
Immigrant. It is a "self-petition'' With fonn 1-360, the petitioner and the beneficiary are 
the same person and so VOl 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 is 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 infonnation 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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I-129F Petition for Alien Fiance( 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 

This iaelueles reEJ:ttests for aay eeasolielMecl petitioas the reEJ:l:lester or 19etitieRer Stil:lmitte€1 
or provisos OR eei>alf ofti>e OORefioiary (Stiloject of record, SOR). 

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 beneficiary'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 petitioner's A-number on the G-639. Ia tHat sit~:~atioa, e>.,·ea if tHe 
13etitioaer lists Himself or Herself as the sttbj eet oa the reEJ:ttest, we mtist make the 
beaefieiary tHe sttbjeet of record. 

This is legally important because we must have VOl of the subject of record and we must 
have certification of agreement if the requester is other than the subject of record. If we 
are staffing the suNect of record's A-:file, and ffthe requester 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 requester, 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. 
if the petitieaer listed Himself or Herself as tHe 5ttbjeet ofreeerel OR tHe FeEttiest, thea we 

sHoulEi eAter tHe petitioaer as tHe subject of record. 
Iafoffila-tioa ia PCQS or CLAIMS is retrievaBle By eitHer tHe petitioHer's or 6eHekeiary's 
Hame. IH some sittta-tioHs, ·.ve are HOt aBle to staff for a petitioH Beeattse it is eoHsolielateel 
iato the Beaefieiary's A file aHd 'NO do Hot Ha-ve eertifieatioH ofagreemeHt or VOl from 
ti>e ee•eficiary BUT 

PCQS or CLAIMS screen-prints usually would not provide the requester with the 
infonnation he or she is requesting, because the requester is asking for a copy of the file. 
Rarely, a petitioner may only need a particular piece ofinfonnation, such as proof of 
filing to prove Section 245i eligibility. If that is the situation, and we have the 
petitioner's VOl (and certification of agreement, if necessary) then you should provide 
those screen-prints with a RAP ACS 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, 
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;; and the petition has been consolidated into the beneficiary's A-file, 
,_l 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 ~eque~ter? __ 
Unconsolidated Petitioner _______________________________ : -~!afl'~o_r _!h_e ___ p_e_!i!i?~·--- _ 

: Unconsolidated ..... _Ben~fici<i1J. . .... :. Stctfffort~e p~t~tion: .. 
: Beneficiary's File Petitioner : Ensure the subject of record 

-------------------- -' is-thebeneficiary.-Ensure· 
: the A-number entered is the 
, beneficiary's. 
: We need either certification 
• of agreement from the 

· ·· · · · ·· · · · ·· · · · ·· · · • Beneficiaryorweclosethe ·· 

• ease TD . 
,_ B_en~ficiary_'s File __________ Ben_efici_ary _ . Staff for the A-file 
• NVC . Petitioner or Beneficiary • RDtoNVC. 

. ~pecial_ <:ases: .. 

•· NFTS shows petition has been destroyed · · Prepare RAF ACS staffing. Provide screen 
: in accordance with records retention prints from PCQS and provide NFTS 

schedule. history screen print showing it was 
..... destroyed. 

: Petitioner specifies "proof of filing," or Prepare RAF ACS staffing. Provide screen 
' ••status" AND the petition is consolidated prints from PCQS. 
: into beneficiary's file AND petitioner 
: ~~9J~.~.J19! provide certification of 
i __ agr~e_me~tfro~_.ben~ficiary:. 
, Petitioner specifies. "'proof of filing," or Ensure the subject of record is the 
' ·~status" AND the petition is consolidated beneficiary. Ensure the A-number entered 
: into beneficiarts file AND petitioner is the beneficiary's. 
:- .lJ.~f§-PfoVlde-cerdfiC3doD-Otagreement- - -StafffOr the-bentfidar),;S-A-fne_ -
: . fr4>m. ~e:"efi~i~ry ... 
, NFTS shows. "Deleted." First, check history in NFTS. If it shows 

transferred to NVC, RD to NVC. 
Call NV C. If they have it, RD to NV C. If 
they do not have it, prepare a RAF ACS 

. _st_affi~g_- Pr(lvide ~creen .. p~nts_ from_f>(:Q~ ... ·' 
: · NFTS-shows ''No-record-of the· receipt" ·· ·· Look to see- if there- is -infonnation-in the­

history Sometimes it shows the petition 
· ·· ·· has been transferred to NVC If so, RD to 
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: NFTS shows the petition is at HBG 
- pending destruction. 

NVC. 
Prepare RAF ACS staffing_ Provide screen 
prints from PCQS and provide NFTS 
history screen print showing it is pending 
destruction. 

• NFTSshowsthe petition is at HBG, but ·· · It's digitized. Refer to the Staffing Sheet· 
the RPC staets withXX,XY,ZG, ZY, or ·· Guide. If unsure, consult FST• · 
zz. 

We have changed the lost file staffing procedure. Any reference to 
lost files more than or less than 9 months is now lost files more than or less than 60 days. 

We have re-written and renamed Section 1218.16, "Staffing ELlS" to 
"Creating Staffing and Acknowledgement letters for ELlS cases" of the FOIA!PA 
Assistants Guide as follows (new infonnation in red, Eleleted iafofH'la-tioa iR 
striketltrol:l:£8). 

12.18.16 Creating Staffing and Acknowledgement letters for ELlS cases 

(The updated slideshow; Researching, Staffing and Redacting ELlS information in PCQS 
can be found at 0:\FOIA \FOIA Library\Case Create References, also in Connect and 
ECN) 

Whenever you create a case, please check PCQS for ELlS information. If you get a 
response of"Person Found In: ELlS," please ereate aR Egc staffiag. you'll either create 
an SSC or ESC staffing. If the A number is between 30 and 70 million, please create an 
.S.S..C. staffing. Create an E.S.C staffing for any other A-number. 

To detennine 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 ELlS Case Info screen. If you double­
click 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 ELlS record, there will also be an JOE number. Please copy that number On both 
pages of the SSC or ESC staffing letter, please replace the "Alien#" with the JOE 
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 is, after the 
language you inserted_ Do not delete. 

If you have an QR~!J. Attorney/Representative/Others request, please follow the same 
directions as the open or closed self-request above_ 

However, if you have a clQsed Attorney/Representative/Others request, replace the "Alien 
#"with the JOE number you copied from PCQS ooly. Do not insert the language 
mentioned earlier. 

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 (ELlS) you may download: 

(I) 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 USC IS ELlS content above, we will not be 
providing this material in our response to you. However, if you are unable to access 
USCIS ELlS, please follow the instructions below to request your USCIS ELlS content." 

If the Attorney/Representative/Others case is .~1.9~.~-cl, do .l:l.9.t make any changes to the 
Acknowledgment letter. 
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(b)(6) 

Any time you create an ELlS staffing, please send an e-mail to NRC, FOIA QA-CS and 
copJ! I The subject of the e-mail should be "ELlS staffing" and the body 
of the e-mail should be the case number. 

We have added a new Section 12.18.16a "ELlS Staffing/AckLetterDecision 
Table to the FOIA!P A Assistant Guide as follows (new infonnation in red): 

12.1618a "ELlS Staffing I Ack Letter Decision Table 

Please use the following table to help you successfully create ELlS cases. 

~--· I 
,., 

-- , __ .) i 

____________________________________ _,-, __ :; .·-.A:-:,-_,,,,-,-:, 'i '''"' :-:·. ,_ "' ,-.:-: .. --::- ;. ,, ·. ----

,., .. _, :~ i'?:,, '"""',):.:;::.~~::~ Jai ?:c<.=~·::. 
!iii' :i; ;iiiil>:q;i&;i:;J"i.tU:i, .... :.;;, l · : :: i;: , ; i ,,., . .li '(;; :;; ; 

--r;_, ,;:-,;; .. ~-:_,;, -:.: _.;,: ,_,, ,.,,: ' ' •>:x.: 
' A '" "-

We have added a new paragraph to Section 27 24. "Joint Automated 
Booking System (JABS)", of the FOIA/P A 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): 

L Agency is 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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ 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 oflnfonnation Act (FOIA) Division 
90 K Street NE, 9th Floor 
Washington, DC 20229-1181 

We removed the reference to ICE, because ·when ICE apprehends a person, they assign 
an A-number and we would have been able to find a record For your reference only, 
this is the way it used to read: 

After assessing your request. we detennined that the responsive records are not under the purview 
ofUSCIS_ 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 Allllex 
Washington. DC 20229-1177 

For your convenience, we have fonvarded your request to that agency for consideration and direct 
reply to you. For additional information relating to the Department of Homeland Security (DHS) 
and its components, we encourage you to visit the DHS website at the following address; 
http://www .dhs. gov. 

You may also want to contact the hmnigration and Customs Enforcement as you seek to obtain 
any records regarding the subject: 

hmnigration and Customs Enforcement 
Freedom of Infonnation Act Office 
500 12th Street, SW. Stop 5009 
(202) 732-0300 
Washington. DC 20536-5009 
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(b)(7)(e) 
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USCIS FOIA INFORMATION BULLETIN 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

June 10, 20 I I 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
infmmation. See your supervisor if you have any questions about bulletin topics. 

The wording of paragraph 28 of the FOIAIPA Assistant's Guide has been changed as 
follows: 

Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and AppeaJs are pulled out of the in-coming mail and 
handled by a supetvisor. If you encounter a Congressional Request or an Appeal in 
Records Locator queue that was not previously addressed; send an e-mail to NRC, 
FOIAMSB mailbox, include the control number and alien number of the case and 
specific instructions as to what needs to be done. Put the case in Unit Chief. FOIAIPA 
Assistants assigned to mail will place the mail in the MSB or Appeals bin. 

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 FOIAIP A requests with congressional correspondence should be 
handled under paragraph b. of this section, however, if you feel that you have a true 
congressional request or appeal, control the case, put the case in Unit Chief, and e-mail 
your supervisor the control number. A supervisor will either send the case to SIG or 
return the case to you for staffing. 

b. Congressional requests on behalf of a constituent: These are requests that have 
some kind of congressional correspondence included with the request from the 
subject. These cases should be created in the same manner as any other FOIA or PA 
request. Please use the subject's name as the requestor, mark "self' in the source block, 
create the acknowledgment letter and go out for verification of identity or consent as 
needed. Insert a case note, and e-mail Vicki Ohrnell the control number. 
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Paragraph 28.02 REFERRAL WITH USCIS REDACTIONS has been 
updated as follows: 

W: -liM-"\-~f:U!!M'fJ$rE."R'llDDa:.Imill. 
--:1"-rf'~l --

. tuH~lJI<G.r;~~r_.MTrn.n'~m-~ · 

~lfg:uu 
'vt~'' ~ 

-M-~ ~1!'''~P~· 
- [2!-;~~~~t.:.i·~·~ 

0-•'*"""''_.,... ... _~ 
~""~·~ilflifl~..t" 

L -~-'~---­

:t -· '~-'-~ 

Bob Sm1lh 

--,,~---­
' .... .chriS P ·'Bacon 

~'- ~~&.-.!'o!"""'"' 

--' " __ , ' .... '"~ ., ,.,. , __ .. -·---·· -··" "' -' . ' . '• . --·". -if•" "'"''"'<»nrn<t;t~ 

If you refer this page to U.S. Marshals Service, they will redact the name Bob Smith tmder 
(b)(7)(C) because he is a United States Marshal, but they will release the name ChrisP. Bacon 
because he is a US Border Patrol Agent 

If there is infonnation we ,\-ould withhold, you must redact it before you refer the page to another 
govemment agency. ICE is an exception to this rule. 

If there is infomtation we redact on a page that we refer to another govemment agency, you must 
paste in the USCIS paragraph for that exemption and the USCIS fmal action letter appeal 
paragraph into the referral letter to the other government agency. ICE has provided us with 
guidance not to redact infonnation before we refer to them, as they redact any exempt 
infonnation, 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_ 

4101 

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



Mark as "Out of Scope" any TECS screen prints relating to third party individuals, if we 
would nonnally 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 USC IS 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 infonnation 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 aT file at different 
locations. You will require two separate staffings, one to Dallas, the other to Miami­
DRO (ICE). 

~ lnqtfiry ~or JU-
File It SM. Offi~ S~'LI!St Adio~! l't>eatiM 

" "' SINus: AVA!l.ASLE !M RECORDS S&ct: RC - RECC'RDS SECTION 

~d;t D~m: :)8ti);Nill4 '-~-1B 354M . ~~p: 0~ 13- RECGRC·3 GEtiERAL Fll~S 

alit At.:tlon: 00.")~2•)14 ')~ 18 33 AMTra~~ter In 

' M!.4. S~lls: REC..'JRD IH USE S!fe!: DP- DEPGRTAT!ON UtJIT 

lld!t Oaie: 1~i:Hr2:;)14 0:2 45 5S PM ~p: U#i-US-t,;W:!SHAL REFEFi.Al 

a-st A>.:ti<m: 12r'il'21)1 ~ '-'2 ~5 5B PM !nl<:h <l..~<:l>: 
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(b)(6) 

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. 

Ge-nera~ Inquiry For AC.--
File # ~Office statUS/Last Action Looation 

A 0 DA:.. St~;us. AV".IlJ'.fiLE II~ REC'JR::S s~~1 RC- RECORDS S.ECTIOt~ 

.\:di1 [l~jij un:J12014 oB 1e.Ja AM .. ~~.Q 0013 · RE-GCrRDS GE~·IERA.L FILES 

ast AcMn tJ:;i.'J{F21J14 G5 18 J3 Af,\ Tr.an~f~f 1:1 

1---.JlUO MiA .Stl!tl:is.~ RECORD ~~~ USE Sect: UP· DEP'GRTATDH UNIT 

tldlt Elate: 12fl11iltJU iJ2·~§·_'J8 PM ~p: 'JJ01 ·US Mfi.RSHAL REFERAl.. 

ast Action~ 12:'01;1'•1-4 Ct145 ::.5 PM Batch At:o:Ji 
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(b)(6) 

The first of your two staffing letters should look like this: 

Offiu• C'tHit>: !\'"RC 

Staffed to: DAL 
RE()llESTED FILE 

Coutrol Nmnb-e1·: l-.'RC:!O 1500(,>000 

Snbj-l:'('t: Happy G. 

lhlfe: Jun<:' 4, ::!015 

UD1J- RECO;:;:os ~Ef-IERA.l FILES 

G41}1 -US MARSHAl REfERAL 

Thi~ i$ w ;;e!tit\- th;;t I (w-ei ha> e ~'onduc:t~d ;1 'howugl1 ~ti!:-~·h k-r :he .Jbo•e Hsted A-fill.' <1nJ ;hi:;. file 
i~; .;uta..:¥~<l 

N>1l!d tl('l b.:- kt:aiNi 

Make sure nothing interferes with the barcode at the bottom of the page_ Click and drag 
the "This is to certify ... " section up and away from the barcode if you need to. 
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(b)(6) 

Now we will prepare the staffing sheet for Miami - DRO (ICE). Since this is an ICE 
staffing, the staffing sheet will be in letter fonnat 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 1 0-font. 

Atta.::he(t is add-itional informat-ion fo be ].lsed to teply ~u the requester. 

Atta<!heG. i,; our ju~rification for \l.:i!hhoidin5 any responsi\'e materiaL 

lh~tolbwing ftC'crds syslt-m nwnb~:-ti!lewas ,;earclL 

Results 
Po~itive Negatiw: 

I certify tha~ I am r<:sponsible for the search of records conducted in my oftlc<e encompasS<ed by ;his 
request and the attacheC records ,,·ere the only such documentslocatt'd in resp(>n3e to this request. 

Signature _____________ _ P;;~t~, _____ _ 

Printe-d-T:oped Name _____________ _ 

Title-' ___________ _ 

Telephone=----------------
1 -
Attachments,)) 

Gmleralln:qu1ry For J-
~~lti # ~ Offiw S'linuWLGSt 1\iitimt l'OPJt10t1 

TO 
1....-----1 

DAL 

MJA 

Sttll\1~: AVAILA.SLE IN RECORDS 

A!ldit Date: 09··03.'21}14 OS >13J8 Af,1 

Lar;; Actlo11: l)!!iC:&'~~'14lJB·13:33 At,1TrAAsfer !n 

StMu!o: HECORD IN USE 

kl~itOate: 12:'nW:<H4 0245:58 PM 

Las.r Actlt.:~n: 12/(>1<'2(>14 J.i2:45:5~ PMBru-::h Auctil 

i. II 

Sect: RC · RECORDS SfCT!OtJ 

~~l~: OiJ13 -RECORDS GE~JERA.lfllES 

Sect: OP - DEPORT ~.TlDtl tJNIT 

~~: 0401 -US 1-.tA.RSHAl REFERI'.l 

.I. 

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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have added a new section, 63.4 7, Border Crossing Card, to the FOJA,'PA 
Ass;stant 's Gu;de 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 is 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 ofldentity and Description of Records, of the FO/AiPA Assistant's Guide as 
follows (new information in red): 

Form G-28, Not;ce 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 

02/28113). 
If the Form G-28 is an older version than the revision of02/28/13, then you will 

close the case FC. Please refer to section 16b of this guide. 
If the new Form G-28 (revision of02/28/13) is 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 QnQfbefnre May 25, 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 ID 

(inadequate Certification of Agreement). Please refer to section 16a of this guide. 
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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 ofFonn G-
28, or if it was properly executed_ 

We have re-written section 12 2, Border crossing card number, of the FOUPA 
Ass;stant 's Gu;de as follows (new infonnation in red)(deleted iaforma-tioa iR 
strikethreegh): 

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 is the only record you are able to find, select 
Category OTHER, then do the following: 

a. Create the case. 
b. If you have access to PCQS, search PCQS and print any data you find. It is 

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. 

c_ 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.) 

d. Open a RAF ACS (not RAF ACS/CIS) staffing slot Make sure "Customize 
Letter" is selected. You do not have to modify the staffing letter. 

e. Prepare a discussion explaining what you did, prepare any correspondence, 
and then pend the case. 

Pre>viously dtiriRg tile Case Crea-te flFeeess, if a reqtiester/suejeet flFOvided a Border 
Crossiag Card }fumber aad all of the required PII (el{Seflt aa A }fumber), we asked tile 
reqtiester/subjeet to 13ro¥ide additioaal iaformatioa (Aiiea or reeei13t Rtimber, eo13ies of 
doeumeRts from tile serviee, ete ... ). We HseEI tHis iafofffl:a-tioa to 9ete£1BiRe if tRe suej eet 
AaEI aR A File. We vtoulEI fiREI tile A file oRly iR 'tery rare iRstaRees. 

We ao laager request additioaal iaforma-tioa if the requester/subjeet 13ro·•ides all of tile 
required PII (eMeflt B:R A }fumber)_ Siaee Border Cressiag Cards ane strietly eleetroaie 
reeords (ao aetHal file), we will Attve tile Border Crossiag Card sereea flFiRts seBRae9 iato 
a R,A_r:_.li,\CS slot. 

Use the BorEier Cressiag Card }+umber flFOVideEI; if you Have aeeess to PCQS, seareil 
PCQS aad 13riRt aay data fot~ad, otherwise, seareh aad 13riRt CIS sereeas 9101, 9101 
History (f&), 9222 aad 9223 _ OfleR a RfSACS staffiag slot Malee sure "Customize 
Letter" is seleeted. Pre13are tile sereea flFiRts for seBRaiag iato this slot as resflORsive 
reeords_ Pead tile ease for resflORsive reeords_ Please a-ttaeh a "SeaH: ,\s'' sheet aad mark 
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it as "ResfJOAsive ReeoFEls" with the sereeA I'JfiAts to Be seaaaeEI. The ease vtill Be seat to 
the vroeessor after screea I'JriAts are scaaaeEI iA. CFeate as Track 1, categol)' OTHER. 

We have added new guidance to section 5.01, Certification of Agreement, 
of the Proce.<.,·sing Guide as follows (new infonnation in red): 

Fonn 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 QIJ.9f..~ftt::r June 7, 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 Fonn G-28 (revision of 

02/28113). 
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 Fonn G-28 (revision of02/28113) is 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 IJefore June 7, 2013 and 
If certification of agreement is provided on no other place except Fonn G-28, 
Then the version ofFonn G-28 does not matter, but it must be properly executed. 
IfFonn 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 ofFonn 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 28.0l.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 
detennination or investigations. This includes any Visa Lookout System, CLASS 
or SAO Name Check Results as well as "VISAS" + any animal 
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USCIS FOIA INFORMATION BULLETIN 

June6, 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 USC IS 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 

If the alien has multiple unconsolidated A-Numbers and P_oJI! files are located at the 
NRC, please add them to the spreadsheet that Records Operations maintains at 
S:\fiecQrd~Ops'Filesjo~ConsQlidate_.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 infonnation to the spreadsheet 
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USCIS FOIA INFORMATION BULLETIN 

June I, 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 USC IS 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 1218.16, Creating Staffing and 

Acknowledgement letters for ELlS cases, of the FOINP A Assistant's Guide as follows 
(new information in red): 

12.18.16.b Creating Staffing and Acknowledgement letters for ELIS2 cases 
The slideshow ELlS Research Staff Redact- ELIS2 can be found at 0:\FOIA\FOIA 
Library\Case Create References, also in Connect and ECN). 

12,18.16.b.l Find the JOE Number 

Whenever you create a case, please check PCQS for ELlS and ELIS2 information _ 

.. ', :r,;, , '" "'""''1 
:"<BC.Y<)L-'\fHYRE9 

_ ~d_iUs~ _ 
'"!)tH:h' 

' ' ~t-;{(;-;'1((; 

(!.AlMS 3 M;f . ·: 6~.-:SCD~·C.H.MI ': ~(ll;: 

CLAJ~~~ 4 ··_: <!-C<)fO>H'.NAC"> :· _: ;:()2',(l 

Replace the 
A-number 

! ~,_.;;.,~n -;>f h!_<-~!~r>,o<i">' Psiqc~ ,)>.;, l~Nii<'::il ~RcCn\;,;:;O:;-:y)<i \1\fith the [ 
,'\><>:'>\ .: .. · : 4 ·.. C- · . ' • .. : : -~::f-:-;,.:@~,,.,,,,.,,.,@~,:-;_,,,.,,.,@~,:-;_,,,.,,.,@~""'''''"''«· 
~'"'-\l~~' "'"""'- l'kr,n ;..;.,,,,~, 

1 ,,,, 
Click twice 

.: ~DU?f 

-. M!'AS 

·: t.;fr{, 
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- :;,..:;;:;:­
,,(,.,.,, '-K\~:t_· 

''I"' 
Copy IOE Number 

12.18.16.b.2 Create the Case/Put JOE Number in Topic Line 

Fill out the FIPS worksheet as you nonnally would, except paste "IOE" and the number 
into the "Topic" line on the FIPS worksheet 

:~·M·-·-·~·M·-·-·~·M·-·-·~·' ~··-·-·~·<'·-·-·~·M·-·-·~·M·-

,JOE .)\umber :m 

NOTE: Putting the IOE number in the Topic line is the only way we have to track ELlS 
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 

On b9th pages of the NBC staffing letter, please replace the "Alien#" with the tenn IOE 
and the number you copied from PCQS as shown here: 
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f'ROM: 

ATTN: ''i<~ i't~~"'a 
:\'BC, F>:"!l',\f!J J~rtt::Q Replace the 

A-number 
}'~o:.;-J.··:*~.'. ,·,f I :(S?_m:;q.~;:)'.~ .r~·~·l'<><~·,' .·\<::1 R.;-q\I<~=H <"~<c;::oo..::M~.i~~<~ With the 
A>=~• '= .··". «: ·. ··. ·'· · · .. ' = ·. = , '·=lf>=·»=·=*=·=~,=·»=·=·»=·=*=·=~,=·»=·=·»=·=*=·=~,=·»=·=·»=·=*=·=~,=·»=·=·»=·=*=·=~,=·»=·=·»=· 
',;<h}~·~ ';'>.i;m1t-: ~\~nTy &~'fl)''~ 

12.18.16.b.3 Determine Requester 

To detennine 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. 

NOTE: The language you insert into the ELlS 2 Staffing and Acknowledgement letters 
is 4iJfe.r~nJ from the language inserted into legacy ELlS (ELlS I). 

On both pages of the NBC staffing letter, please replace the "Alien#" with the JOE 
number you copied from PCQS. 

/\'Jl':". \l·~«'::;~,l 
:><:BC, ~<:~lJ\f'.ltYl.V'.(J 

t"Bf>M: 

Replace the 
A-number 

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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(b)(6) 

Delete the first 
part ofthe 
second bullet '( h<>>fi<·<l·<'l ''1}; .. \YA '~'-:"<>l '~ ;;-,'"""~~~ ,,. v·-:·•.-r<'f{," f,_-.-, ••. ·t<,•r:. ;)-:w ''' •k~:;~:.>"'' "'"''''"- <}wwh o. 

b,~~)>r<•~+;!By F<'•·Ak~ •dj[ ,, ... ,-~ r~c~;:J, re;jx•:tc,!-:·c t<.• t~.nq<WR 

• i'iev"· <·-:>w:::-~: >. '''~''""-'~}, !Nt<'lll<« .~ii l~W""l»' ·: ~' -:~~,Js ph% ~l~1- <<!. -~"' v,A;,;, :;:.; :·"''' ii,·m~ 
F"'''W''; ,,, ;,>nr"hkd 

(shown in 
strikethrough). 
Replace it with~· 
the sentence 

-"-!-<- "''J:Ili'•.+-.ri1 "*1j::>.<X">;t-l,;, 4.~,,~,,o;,. v-~;m HJk'h-.jj\>!.;, »Hh<'i~-<e>!;'"'~' ·:- "·"' . , ,.. o· ';,, .. ,. 
'-"·'- -. ·- . ___ , :-1 , __ , .. -'--:-·y,;;.,: _,:;- ·, .. , _, •.• --_.,, -_,,, -.-_, --·-·' -.:;:_ '"--- ,,.,, -'--.:' ,· ,._.,-. w' 
:'<iOT M:\Kf. Rf.I}.\!:"Tl07'~. 

shown in rec. 
t>>o.;}.:n 'l!'V fi<~'":>!~l>'l,'ll'<lr'!HfH ck<Nf tb1 V<'ll'!di<<-,. fi<<'l1!~C< 'Mlh)•d-t J'kl>t i:dd~" (,;if-f 
-1:".\f: ln,l'iw; f<u ~"lll' ·\,·::·-'~' ·rile fOU St~JJ "UI H<.>t tt'lo:~'>' IM-\~ ~>'l11~ ~" imlk<~l~tl ttlrlt1ml 
fu•1!oJ:f oli~n•·~>k"' wioll ~'"'' 

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 (ELlS) 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: 

b ~~''oJr:i.J:;:;.(.....- 'Kitfi.Dcp::i.rr:~r;t l>i H0mcb,J S't~llri:\" l<.qllilfi,,r~t (6- C.f R. { 5 .31/J\ y<:lur:~<y::-it is 
~~tmd \mmt1U\~;ru~gr?::mt:J\ tJpay any k~:: ;bat r;;ay l>~ d:.ugabl~ c:r taK~.\JC. Ftt}tu::k. 
i'blfJd '(;j ~:Hl~:::.gk,, ru·~d;; c,;:,,,g\l ~t ~htrwr·,·Jil.i' rbic·:iL F''r;:"l,it•ll~l, 3Jid. o: E<l'!ao/·d !'i'Gd 
~Jjf r.{!{\ ~H<~ per qtar~t~ h-;}..:r. ad t~r dudr~tJN·,of 'Zfi.~ ~11h~ 10tt ,1f S.iUpt:t ~"PY· 7ile ~rst 
;IJ='I ~ ,,;_, ,,,~ ''J' ~-)"'" ;< '-"'"''" ''v'"''" c· '! ·i"C'""'-i ~-- J t>-----"'"J'C."" ~., ... ~.;,.,.,: ~~.-~··, O.y "-'J"''-· , -·- , ~ r·''· ·" ,. -c "l ~ ~ ·· " -"'"'--' '~-"' , , • ,, , "' i:-""' '"'ll "'· "~·" ._ ":>. ""'""" ,, , ""'-} _ " ._ ,, ,,,, 
Jr.d i-,wliMk"1~:u~t t~(f.tJ $lUD l;d'c;·~ ~~·e ',<iit ~b.qe y:maa;- f~es. \1mt ~qt:tst~ d0 INt~q:Jir~ <.n~· 
ht l:¢Y·'t>tt, if fee; in t~~m cfL5.0G m xqui;td, wt-x;] r.o:ifi'Vct bde:tdi~r,d. 

Piease cut and 
paste this 
language 
below the fees 

4{mmm ••• ,paragraph -it 
·' "''' ·• •.• ., ··• ··'·' tells the 

- _,_.__ '-- ___ ,, ___ ,, -

requester what 
he or she can 
download 

Any time you create an ELlS staffing, please send an e-mail to NRC, FOIA QA-CS and 
copy! l he subject of the e-mail should be "ELlS 2 staffing" and the body 
of the e-mail should be the case number. 
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12.18.16.b.4 "ELlS 2 Staffing I Ack Letter Decision Table 

Please use the following table to help you successfully create ELlS 2 cases. 

Staffing I Ack Letter Decision Table 
ELlS 2 only 

Requester - - -- - - - -- - - - -- - - - -- - - - -- - -Staffing Letter -- - - - -- - Acknowl&dgment Letter -
Add 10-E + numbe~- an,j !nsert tt1e !angt::a!JI? tlmt begins. 
insert- ··send a cop;: of ··;:rom ti1e !JSCfS El€diiJn>C 

~lf-Reque$1 or Attorney!R-epre:tentatlve the C-11se Detads ... ' lmmlgratJo:r System {EllS}. __ ' 

.Anytiling .tin -

Add 10-E + number_ 
Do r:.ot change the 
-defaul! &anguage. 

Do not dlange tr,e defaut 
language . 
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USCIS FOIA INFORMATION BULLETIN 

June I, 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 USC IS 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 1218.16.b, CreatingELIS2 cases, of the 

FOIA/PA Assistant's Guide as follows (new information in red): 

12,18,16.b Creating ELIS2 cases 
The slideshow ELlS Research Staff Redact- ELIS2 can be found at 0:\FOIA\FOIA 
Library\Case Create References and on ECN). 

12.18.16.b.l Find the JOE Number 

Whenever you create a case, please check PCQS for ELlS and ELIS2 information. 

' ' " " ' ' ' 

Ali!!n Numtmr; ACOD<J(!(lC~ 

~<P.<. h\l.>, P:\ 

Cl·W·~':' ?. t>-j;f' 0,(ifi(f>R-CHAN :· . ~OF<. 

(L.tlM$ 4 :: .;,C~KO'<:·N-H'.C~> i'tl25~ 

Replace the 
A-number 

r::··=·J-;"' A,,.~_:_,:,--,,~_;,.,_,_,,~,~-='(-""' 1'~<~''""' '>;j[(C ~<=·JJ<X:il·)<:: vvith the l 
f<;m-, :· •-. ,, : --- ----~ :- •-- .. --:f:"/--·'/·">'F~o··Y/---'F>'F~.--"F-'/·">'F~.--"F-'F>'F~o··YF-'/-" 
'>:11 .~~<:',-~ ;-;'w;~ l'l>-r>l~ -..;;.,,,~.,, n u :nt,t:,:: 

1 ,,,, 
Click twice 

. tof=Xf 

:·: ;t..!i'"A~ 
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i ·. < ""···,··r·· 
Copy IOE Number 

12.18.16.b.2 Create the Case/Put JOE Number in Topic Line 

Fill out the FIPS worksheet as you notmally would, except paste "IOE" and the number 
into the "Topic" line on the FIPS worksheet. 

Slbject Wormatioo 

fv~ 

'iOi":~Ufiibfr-"--«- i'lii"--<t-«--<--"·-«--«--<--"·-«--«---
~NiJV;!Jtd-w-w-~---«-W-W-«--~-w-w-«--~-w-w-«--~-w-w-«--~-w-w-«--~-w-w-«--~-w-w-«--~-w-w-«--~-w-w-«--~-w 

r~~,;~~;~~~t::---,y--«-W-W-«--«-W-W-«--«-W-W-«--«-W-W-«--«-W-W-«--«-W-W-«--«-W-W-«--«-W-W-«-

NOTE: Putting the IOE number in the Topic line is the only way we have to track ELlS 
and ELIS2 cases. 

Next, you will be creating an NBC staffing (Fonn 1-90, Application to Replace 
Permanent Resident Card). 

12.18.16.b.3 Create Staffing and Acknowledgement Letters 

On ~.Cl.th pages of the NBC staffing letter, please replace the "Alien#" with the term IOE 
and the number you copied from PCQS as shown here: 

.FRO\-\': 

.;<-, TI~: I 'i<l (;(!:~ ;<.i \ 

:'\1JC, ft.).\J\f' lJ.ERI.'.Q Replace the 
A-number 

.l"t:~~J .• :~~-_l_i.Yf i~.;f<-,;·sb;.<:i.w~_t _ h,;/'H:y ."\d. RUjU<:"-'1. ;\'l.{C2()<.~~;(;\~~.i~X~ with the 
A.#~f,_ '= ---==_:_ "' : ---·:, =- --- - --= : -- : --=--li:;-=-=*=--«-:-«-=*=-=*=--«-:-«-=*=-=*=--«-:-«-=*=-=*=--«-:-«-=*=-=*=--«-:-«-=*=-=*= 
-;,;,~):,~<:<,'~ }.;M\%•: J'k;,ty ';-;N~~t~< ,, ~•n•n.•.••t 

k: 
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12.18.16.b.4 Determine Requester 

To detennine 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. 

NOTE: The language you insert into the ELlS 2 Staffing and Acknowledgement letters 
is ctitrerem from the language inserted into legacy ELlS (ELlS I) 

On both pages of the NBC staffing letter, please replace the "Alien#" with the JOE 
number you copied from PCQS. 

A:··~~.::· <q<-1!Pd 

:>.llC. :F<}JAHU'liJ:<:<.:;< Replace the 
A-number 

:;.-!.')~if< l .- I ''""-fH'~\"ti:-:i<~:'':"';.,.' _ _-i'n·-~"' "''' g,.,'""''' ; .. ;l;c::<:><:>~:.1<)<><-i< With the !()E 
A~ !C.:· : ~- ··.- (;.• ·!.<:: <f:·>=:<·:«:<·:,.,:-»>:·>=:<·:«:<·:,.,:-»>:·>=:<·:«:<·:,.,:-»>:·>=:<·:«:<·:,_,:.,_,:.>=:<·:« 

"""'~\·'''' "''""'' l'k""" ;-..;,,-, .. -,. Yj UIY':~-6( 
j •• ,\}y,. 

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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(b )(6) 

Delete the first 
part ofthe 
second bullet '( h<>>fi<·<l·<'l ''1}; .. \YA '~'-:"<>l '~ ;;-,'"""~~~ ,,. v·-:·•.-r<'f{," f,_-.-, ••. ·t<,•r:. ;)-:w ''' •k~:;~:.>"'' "'"''''"- <}wwh o. 

b,~~)>r<•~+;!By F<'•·Ak~ •dj[ ,, ... ,-~ r~c~;:J, re;jx•:tc,!-:·c t<.• t~.nq<WR 

• i'iev"· <·-:>w:::-~: >. '''~''""-'~}, !Nt<'lll<« .~ii l~W""l»' ·: ~' -:~~,Js ph% ~l~1- <<!. -~"' v,A;,;, :;:.; :·"''' ii,·m~ 
F"'''W''; ,,, ;,>nr"hkd 

(shown in 
strikethrough). 
Replace it with~· 
the sentence 

-"-!-<- "''J:Ili'•.+-.ri1 "*1j::>.<X">;t-l,;, 4.~,,~,,o;,. v-~;m HJk'h-.jj\>!.;, »Hh<'i~-<e>!;'"'~' ·:- "·"' . , ,.. o· ';,, .. ,. 
'-"·'- -. ·- . ___ , :-1 , __ , .. -'--:-·y,;;.,: _,:;- ·, .. , _, •.• --_.,, -_,,, -.-_, --·-·' -.:;:_ '"--- ,,.,, -'--.:' ,· ,._.,-. w' 
:'<iOT M:\Kf. Rf.I}.\!:"Tl07'~. 

shown in rec. 
t>>o.;}.:n 'l!'V fi<~'":>!~l>'l,'ll'<lr'!HfH ck<Nf tb1 V<'ll'!di<<-,. fi<<'l1!~C< 'Mlh)•d-t J'kl>t i:dd~" (,;if-f 
-1:".\f: ln,l'iw; f<u ~"lll' ·\,·::·-'~' ·rile fOU St~JJ "UI H<.>t tt'lo:~'>' IM-\~ ~>'l11~ ~" imlk<~l~tl ttlrlt1ml 
fu•1!oJ:f oli~n•·~>k"' wioll ~'"'' 

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 (ELlS) 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: 

b ~~''oJr:i.J:;:;.(.....- 'Kitfi.Dcp::i.rr:~r;t l>i H0mcb,J S't~llri:\" l<.qllilfi,,r~t (6- C.f R. { 5 .31/J\ y<:lur:~<y::-it is 
~~tmd \mmt1U\~;ru~gr?::mt:J\ tJpay any k~:: ;bat r;;ay l>~ d:.ugabl~ c:r taK~.\JC. Ftt}tu::k. 
i'blfJd '(;j ~:Hl~:::.gk,, ru·~d;; c,;:,,,g\l ~t ~htrwr·,·Jil.i' rbic·:iL F''r;:"l,it•ll~l, 3Jid. o: E<l'!ao/·d !'i'Gd 
~Jjf r.{!{\ ~H<~ per qtar~t~ h-;}..:r. ad t~r dudr~tJN·,of 'Zfi.~ ~11h~ 10tt ,1f S.iUpt:t ~"PY· 7ile ~rst 
;IJ='I ~ ,,;_, ,,,~ ''J' ~-)"'" ;< '-"'"''" ''v'"''" c· '! ·i"C'""'-i ~-- J t>-----"'"J'C."" ~., ... ~.;,.,.,: ~~.-~··, O.y "-'J"''-· , -·- , ~ r·''· ·" ,. -c "l ~ ~ ·· " -"'"'--' '~-"' , , • ,, , "' i:-""' '"'ll "'· "~·" ._ ":>. ""'""" ,, , ""'-} _ " ._ ,, ,,,, 
Jr.d i-,wliMk"1~:u~t t~(f.tJ $lUD l;d'c;·~ ~~·e ',<iit ~b.qe y:maa;- f~es. \1mt ~qt:tst~ d0 INt~q:Jir~ <.n~· 
ht l:¢Y·'t>tt, if fee; in t~~m cfL5.0G m xqui;td, wt-x;] r.o:ifi'Vct bde:tdi~r,d. 

Piease cut and 
paste this 
language 
below the fees 

4{mmm ••• ,paragraph -it 
·' "''' ·• •.• ., ··• ··'·' tells the 

- _,_.__ '-- ___ ,, ___ ,, -

requester what 
he or she can 
download 

Any time you create an ELlS staffing, please send an e-mail to NRC, FOIA QA-CS and 
copyj Jhe subject of the e-mail should be "ELlS 2 staffing" and the body 
of the e-mail should be the case number. 
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12.18.16.b.5 "ELlS 2 Staffing I Ack Letter Decision Table 

Please use the following table to help you successfully create ELlS 2 cases. 

Staffing I Ack Letter Decision Table 
ELlS 2 only 

Requester - - -- - - - -- - - - -- - - - -- - - - -- - -Staffing Letter -- - - - -- - Acknowl&dgment Letter -
Add 10-E + numbe~- an,j !nsert tt1e !angt::a!JI? tlmt begins. 
insert- ··send a cop;: of ··;:rom ti1e !JSCfS El€diiJn>C 

~lf-Reque$1 or Attorney!R-epre:tentatlve the C-11se Detads ... ' lmmlgratJo:r System {EllS}. __ ' 

.Anytiling .tin -

Add 10-E + number_ 
Do r:.ot change the 
-defaul! &anguage. 

Do not dlange tr,e defaut 
language . 
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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 USC IS 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 I~~ 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 (fit was not prepared by ICE. 

We have added a new section 27.47 to the Processmg Guide to the guide to 
replace that information, as follows: 

27.47 Report of Investigation or Memorandum of Investigation 

Please note that a Report oflnvestigation or Memorandum oflnvestigation 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 oflnvestigation or Memorandum oflnvestigation 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 oftheFOJA,PA Assistam's Guide as follows, new 
infonnation in red: 

If you fmd 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 fmd an A-file, you should create the case and staff for the file. Please refer to the flow 
charts at Appendix H. Before you 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 OA for scanning as CSD. 

Referring the Case 

A. Create the case as nonnal 
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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. 

E. FIPS then generates the two Word documents 
F_ 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. 
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 both documents, enter a case Discussion with your 

RF findings stating that you have sent the screen prints to be scanned as CSD. 
1 Send the case to Up-front Approver. 

We have amended section 9 2 oftheFOUPA Assistam's Guide as follows, new 
information in red: 

If we receive a request for specific records that belong to an agency outside ofDHS, we close 
it and write a "redirect letter'' 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. 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 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 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. 

E. FIPS then generates the Word document 
F. You will need to edit the RD letter/document to add needed infonnation. After 

you exit from the Word document, it will appear under the ''Contents" tab_ 
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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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ 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 FOIA·PA 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 ofldentity 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 is more than 100 years old, then the requester 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. 

We have changed section 819 Situation: Certification of Record of the FOJA,PA 
Assistallt 's Guide as follows (old iAfoffRa-tioA iA strikethrough new infonnation 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 I: If a request is 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 is in response to your request for a certified copy of your Certificate 
ofNaturalization. 

To request a "Certified True Copy" of your Certificate ofNaturalization, 
and if you have the original document, you must make an appointment at 
your local USC IS office by using the on-line InfoPass Appointment 
Scheduler_ If you do not have the original document, to request a 
replacement of your Certificate ofNaturalization, you must fill out Form 
N-565, Application for Replacement Naturalization/Citizenship 
Document. Please see w_ww,_u_S:~_i_S:.g()_y_ for more infonnation about these 
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 is for a copy of the whole file, and there is a request for certified 
copy of a naturalization certificate of a deceased person (but not Italian dual 
citizenship- if it is 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 (USC IS) record. The National Records Center does not certify 
documents and is responding with a copy of these records as required 
under the Freedom oflnformation Act/Privacy Act 

Whee erea-tieg a ee-...- ease, iesert a Diset1ssioe "reE(Hes-ter vraets eloet~meAts 
eertifieel." The fJFOeessor or SJ9J9ro·rer •.viii haedle the eertifiea-tioa J9roeess_ 

Certifieatioa ofreeoF<Is is <loae ia aeeoF<IaBce with g C.F R. ! 103.7(<1) ana tile 
Reeor<ls O~ef!l!ioHs HaH<Ieeelo (ROH). 

The }JRt will eertify eertaiA eloet~meets from A files as beieg true aed eorreet 
eofJies_ The fJhysieal file ffi:HSt be loea-teel a-t either the }JRC or the 
FRC. Geeealogy reE(Hests that were reeeived, staffecl aed fJFOeessecl by NRC eae 
also ee eertifie<l B)' the NRC. Tile NRC will aot certify eo~ies of <loeumeats tilat 
beloHg to otHer ageHeies. lafermatioH will be 19rovided to the FeEJHester oR How to 
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ebtaia certified ee)3ies efthese deeumeats. The ~lRC eaR alse J3revide a certified 
letter giviag iafefftla-tiea Stich as tile Ela-te ef eAtl)' aaEI the sta-tHS eftlle isEiiviEIHal. 

First, evalH&te if tHe reEJ:Hest EJ:Halifiest~aEier tHe Geaealegy Pregram. Refer te tHe 
secti oa eatitl eEl ()~§.~ .. S.P..~.9.i.fi.9..<;U.~.Q.!J~.,.f.~~f.Y .. 1 ... {Qtb.~.fJ. 

}lRC will Het eeA:ify A&tHralizatieR eeA:ifieates fer lit~Hg]J~8H5. If tHe 
iaEliviEIHal has his er her erigisal aatHFaliza-tiea certificate aHEi ·.vaat er neeEI a 
eertifieEI eefJy ef it, He or sHe ffttiSt malce B:H: INFOPASS BflfJOiHtffteHt. Aa 
iadividtial ffitiSt StibfRit B:H: N 565, A.flfJlieatiea for RefJlaeemeat 
NatHralizatioFJICitizeasllifJ DoetiffteHt if He or sHe Has lost or misJ9laeeEI tHe 
origiaal. 

ReeorEis Services BFBaeH, USCIS Eloes all ceA:ificates ofaoa e?tisteace; tHese 
reqt~ests ffit!St l:le StihmitteEi iH writiag to tHe aEIEiress sHov1H l:lelow: 

U.S. CitizeasHiJ9 aaEi Immigratioa Services 
ATTN: ReeorEis Service BraaeH 
1299 FiFBt >tFeet, ~~. 2"" -l'!eeF 
Washiagtea, DC 29529 2201 

We have changed section 16a. TD (total denial) CASE 
CLOSINGS, section H. back to Up-front Approver as follows (new 
information in red, EieleteEI fJOA:ioa ia striketHroHgH): 
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 
Process;ng 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 ofldentity 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 is more than 100 years old, then the requester is not required to establish 
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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 added a new Section 27.27.e to the Processmg Guide as follows (new 
infonnation in red): 

27.27.e If you are processing a FOIA case, there are certain USCIS 
personnel whose names you should withhold even when not perfonning a law 
enforcement function, citing Exemption (b )(6). Those personnel are: 

(I) 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 
peifonnance 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 27.3l.n of the Processing Guide as 
follows (new information in red): 

27.3l.n Death extinguishes the right to privacy. Sensitive or graphic 
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. 

PIT rules in this section generally apply to living persons requesting a copy of 
their own files. Third-party documents and PH 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 infonnation 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 
nonnally release if a living person requested a copy of his or her own file. 
Additionally, you must review death certificates and possibly protect PH 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, Eleletecl j'JOrtioH iH strikethrottgh): 

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 
(b )(7)(E). If there is any third party PII, please also cite Exemption (b )(6)(7)(C). 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 USC IS 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 27.45J of the Processmg Guide as follows, new 
information in red: 

27,45.f TECS 1-94 printouts 
27,45,f,l 1-94 Departure Record (computer generated) -should be 
released in full. 
27,45.f,2 1-94 Arrival/Departure Display- Please withhold the 
TID number and the Inspector Number, citing Exemption (b )(7)(C), or 
(k)(2) and (b )(7)(C) ifPA. 

We have amended section 27,38 Processing Form 1-181, Memorandum of 
Creation of Record of Lawful Permanent Residence of the Processing Gu;de as 
follows, new infonnation in red: 

If this is a first party request, release Form 1-181, 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 fonn, so you might not always fully release it 

The same rule applies if the Form 1-181 is marked denied or tenninated. You should 
fully release it unless there is an IBIS stamp. If there are additional copies without 
markings following a denied or tenninated copy, please fully withhold those copies, 
citing Exemption (b )(5) 

If you are processing aFOIA and the 1-181 has not been stamped approved, tenninated 
or denied, then please fully withhold it, citing Exemption (b )(5) 

We have added a new section 28,0Lh to the Processing guide, as follows: 

28.01 .h 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 

4129 

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



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 1-140, superseded 
iafoffHa-tioa ia striketHrot~gH, new information in red: 

If the petitioner is an individual, witHHoiEl tHe petitioa ia f1:11l 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. 

We have amended section 6.3.1.1 Track 1- of the FOIAPA A.wstant's Guide, 
St!pereeEleEl iaformatioa iH striketHrot~gH, 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 sHo1:1ld ereate HR6er ea-tegol)' 
Asyh:tltl: aaEl Aliea file fer ref1:1g;ee reEJ:l:lests. Assig;a tHose to Traek 2). 

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 .SU.lJAIJON: .... R~.Q.lJ.~.$J~..fPLA$Y.tY.m..QLR~.fug~-~ 
Qo_cllm~nt11.ti 911 ). 

We have added a new section 8,24 SITUATION Requests for Asylum or 
Refugee documentation to the FOIA PA Assistant's Gu;de, 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 I and second, a Track 2: 

Example l, Track 1: 
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• '"" -•- - •-----.w---••-·-c--~--w.-.u --

f:i/ mt Wl{>1>11kYf, I rtmo.-fll!f ~<! r1fh•w r!t-t r~JJ<';!.frr ~t~~'N.'f! ir1 ''iliml«'t 1 nhm· t>.> ,~·~·hw i~ :hd :Jp:p:wd.:!·! J>,~r}. 

An asylum application and a Fonn 1-589 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 Fonn 1-
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 Fonn 1-589_ 
Alternatively, we might call the attorney's office to ask if they mean only the Fonn 1-589 
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 Fonns 1-589, 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_" 

Example2, Track2·. 
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This may as well be a request for the entire file. Even if this request had only listed three 
things: "1-589, 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 
supetvisor, 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 USC IS 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 FOIA/PA Assistant's Guide, as follows: 

E ntrr/Exit. Border 1nc1dent. 
RemovaL Departure. 1-9-l-cr 

' arros s 

[val ( + consent if needed)? 

B 8 
A-~umtor GJ pro,~.O> 
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~'"'~- C1<l 
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··. GJ B 

;to" for I 
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Case Create Flow Chart for Specific Docs 
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Section 27.33 of the Processing Gu;de has been changed. Superceded version in 
strikethFOugh, new version in red: 

I 

27.33 Supporting Documents or Exhibits submitted with applications or 
petitions 

Ifyeu are 19reeessing an I 129F er I 139 19etitien, (wkether it's in 8ft A file era reeei19t 
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• '' iih the eoaseat of the Beaefieiary, 
• hut lt'#heut the eoaseat of the petitioser, 
• thea proteet the PII of the petitioRer iR aHy a-ttaeheEl eKhihits the same as 

you ·n-o~:~IEl proteet the PII of the petitioHer iH the left haH:El eol~:~mH of the I 
129F or I 130, (s1:1eh as withho!EliRg iH ft1ll the petitioHer's ResiEleHt AlieH 
CarEl, or paA:ially withhol8iHg the petitioHer's W 2's), 

• unles,y the FOifL reEJ:Hester is the same attorney as the attorney ·.vho fileEl 
the petitioH P.l>ID there is a G 28 vrlthiH the file sigHe8 By the petitioRer 
shovviHg represeHtatioH by tha-t a-ttorney_ IH st~eh a ease, release the PII of 
the petiHoRer to the a-ttorHey_ 

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 I-129F or 1-130 petition, if submitted by an attorney, will be accompanied by aFonn 
G-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 identifiable third party information in accordance with the 
guidelines in section 27.31, Ih!nt~P.<lf1Y_P_o.t;IJJ]l_~I)J~_Ji_!1_4__P:U. 

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 1-
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 ofUSCIS, without consent for the purpose of the 
FOIA case you are processing, you should not release the information ofthe petitioner 
to the attorney, even though the petitioner's information was originally submitted by the 
same attorney. 

Note: Documents filed with the court, or that have been served on the subject or their 
attorney/representative do not fall under this rule. 

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 is 
an ICE function. If attorney work product does not concern removal and deportation, it 
may have been prepared by a USCIS attorney. Ordinarily, if the case contains third party 
documents belonging to another agency, we do not refer those documents. The exception 
to this rule is 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 is no need 
to refer the screen to ICE. However, if the subsystem display does 
contain infonnation, since ICE owns that infonnation, ICE should 
decide whether to withhold or release it. Please refer those screens 
to ICE 

~I llt•C•; 
·~ ·: 11>1'-ll D 

l ·, T t·:.: IE 
Fl nr t·'-"' 

iii t·t.O t:;:l[ 

i Ill 

NP;;-PEIIT :; H·CI·H:::C· SE'.UPI T, · '.~·:1; .;· II. t: 
-:E IThl I fit-E. ;,~TEll· . "Uitl ~'-'f>;~TEt. Cl;p_;. 0 Oi ;~ 

f ·:-t :.tl " 

1.1(•>1 PO~EIIT CIC·-TE H (IS FRCI-1 O;flt 
c;<r .::E~~r. 

F: :t;L >t:P·:E 
Fer·>' tH 

>;Gp: :rrc FFLJII 
~EF-~lU'E <·.".'IITP, 
c;TE :-F l·E~·'T 1!TE 

l'H·I·T CLO-PlC :r ... _, .. 
C·>::ET C·:·IH:L ·:HI:'. 

We have added new information to section 28.15, Referring or Processing Documents 
Originating from NVC, of the Process;ng Guide, as follows: 

If you must infonn 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 USC IS. 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: 
NVCINQUIR Y@state.gov. 
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USCIS FOIA INFORMATION BULLETIN 

July 10,2015 

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 FOlA 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, Findmg Multtple Matches of the FOIA!PA Assistant's 
Guide as follows (deleteS iefefffia-tieR ia striketl1Feugh, new information in red): 

7.3.2 Finding Multiple Matches 

YaH may possillly fiHd mHltiple mateHes, aaEl you may he HRable to eoHhrm a H'!a-teh to the 
reeerds elt~e to limited iafoffHa-tioa !9Fovieleel l:ly the FeEtuestor. Sometimes a requestor provides 
complete Verification of Identity, 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 al-1-tfte 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 -seHtl 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 infonnation 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 confinn we have the right A-Number. The requestor is not required by 
law or regulation to provide that infonnation, 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/P A Assistant or Government Information Specialist working in Records 
Locator queue will request the file. The processor will use the requested infonnation to verify the 
release of the correct records. 

Note: if the requestor entered ·'unknown," or "none" for any element of the above PH, please do 
not request this infonnation as part of the Acknowledgement Letter. For example, if the 
requestor entered "unknown," "none" or "N/ A" under Aben 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 sect10n 32, RECORDS LOCATOR QUEUE, of the FOIA/PA Assistant's 
Guide as follows (deleted iHferH'ltttiOR iH striketluettgh, 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 er eertifieatieH efagreeH'leHt is 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 I 0) 
• The file is lost or we got a response of not fOtmd 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 Gmde as 
follows (deleted iHferH'l&tieH iH Sft'iltetkrettgA): 

32.7 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
detennine that additional PII er verifieatieH ef iEieHtity 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 infonnarion 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 infonnation is currently contained. Send the 
case to Unit Chief with a Discussion_ 
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We have updated section 5 02, Verification ofldentity, of the Processing Guide as 

follows (Eleleteel iHfofffl:atioH iA striketArm:Igli, new information in red): 

5.02 Verification of Identity 

If the requestor is asking for records concerning (a living) individual, iffi4-i.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 seR4 
the ease to Reeorcls Loeater either close the case as a Total Denial or a Failure to Comply, based 
on the decision matrix shown below. 

identity of subject of 
record 

We have updated paragraph 6lf of section 6, PREPARING RECORDS FOR 
DISCLOSURE, of the Processing Guide as follows (deleteS iafoFFFla-tioa iR striketRroHgh, new 
infonnation in red): 

6. l.f. Confirm certification of agreement, verification of identity, and reasonable description of 
records being sought For more infonnation, read section 5, CERTIFICATION OF 
AGREEMENT AND VERIFICATION OF IDENTITY. If the requestor has specified that it is 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, 19lease eoASI:Ilt 
vtitA yo1:1r S1:119ervisor please close the case as a Total Denial or Failure to Comply based on the 
decision matrix found in section 5_02, Verification ofldentity_ 
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USCIS FOIA INFORMATION BULLETIN 
0: 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 consistency and timeliness of 
infmmation. See your supervisor if you have any questions about bulletin topics. 

A new flow chart for Lost File procedure has been added to APPEND IX H: 
CASE CREATE FLOW CHARTS in the FOIAIPA Assistant's Guide. 

Additionally, in paragraphs 

12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 
and 
12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 
the following new sentence has been added: 

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

(the new flowchart follows on the next page) 
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Lost File Flowchart 

Less than 9 months More than 9 months 

Does the A file show lost in both Does CIS-9504 and NFTS show the 
CIS-9504.8!!Q. NFTS? A file lost for more than 9 months? 

+ + Follow the procedures 

+ + Yes I I :\o f-. under "Less than 9 
months." 

I Yes I I No f-o Request the file per the + FCO in NFTS. 
Has there been any activity in 
PCQS or Claims within the last 2 

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

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

U/C with a 
staffing sheet.). Check the File Missing/lost button, Yes Discussion stating 
select Lost File at FCO, request File, Modify the letter 

+ 
what the activity 

as needed was and list the 
receipt files or A 

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

letter and mark the "add normaL Sto12: ~ou are request such as receipt files, 
lost file" paragraph. done. !-files, or add~ional A files? 
Generate ack letter. 

~ + + Staff for additional files. Do not 

,, I stafffor lost A file. Insert a 

I Yes Discussion stating that the A file 
You need to manually pend the file so that it will move to 

+ 
is lost. Case processor, please 

Records Locator at the 9 month' mark. E~ample, CIS verify original A file is still lost. 
shows the file has been lost for 1 month, you will need to Advise the requester that the 
manually pend the case for 240 days. If the case has been Search CIS 9101 for possible original A-file is lost. Close case 
lost for 8 months, you will pend the case for 30 days. We family members. Search 2 dig~s as a PD even if no redactions are 
can not take action on the case until the file has been lost up and 2 digits down. Example: if 
in CIS for more than 9 months. the A number ends in 7, change i 

the last digit of the A number to 
read 5,6,8,9. Did you find any E-mail MSB for resolution with 
possible family members? the lost A number and control 

+ + 
number of case. 

Did you find multiple A file's, T-
files, or receipt files? No I I Y~s I Pend for responsive records. 

+ + 
~Q(;!: ~y ii![!il !JQ!l!il 

I Yes I I :\o f---+ Sto12: ~ou are done. Send case to U/C_ Put in a 

+ 
Discussion stating that the A 

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

Staff additional files according to the 2 up and 2 down screen prints as list the A numbers found. 
the staffing guide and pend case CSD's. Go to the next step. Sto12: ~ou are done. 
for responsive records. Sto12: 
~ou 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. 

+ 
In the UT final action letter, attach only the 9101 screen print of the subject 
(Cut and paste from CIS) to the last page of the UT letter. 

+ 
I • Use 30 days to equal one month. I In your discussion, note all systems you checked and specify the date lost 

in CIS. Make sure your CSD's have been sent for scanning and send 
case to Up-Front Approver. Sto12: ;(OU are done. 
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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 is 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 
FAM40.4 
This record cannot be transferred or reproduced in its entirety without the 
permission of the Department of state- Bureau of Consular Affairs (Visa Services) 

Paragraph 6.1.1.1 0 of the FOIAIPA 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 Fonn G-28, create the case using the name and address of the requester in 
Section 2, "Requester Information" Do not use the address on the envelope or 
letterhead. 

New version: 
6.1.1.10 If the request came to us on Fonn G-639, always use the name and address of 
the requester in Section 2, "Requester Information." Do not use the address on the 
envelope, or Fonn G-28 or letterhead unless the requester did not use Form G-639 or 
unless Section 2 ofFonn G-639 is illegible. If the address on the G-639 is a foreign 
consulate office, or is a congressional office, you may use the address listed on the G-28, 
or other documents in the request, such as an envelope. If you can find no other address, 
insert a case note and send the case to U/C. 

Be careful -it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639 

The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the 
FOIAIP A Assistant's Guide: (old text lined through, new text in red) 
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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 BR (createS iR 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.-1, in the examples, there are llvo more changes: 

Crea-te a FiRal AetioR Letter aBEl select fiRal aetioR eoEle ER: Crea-ted iR Error. After this, 
seRE! the case to Up froRt Approver Do not click "Create Case." Click "Send to 
Research." You will then be ready for your next case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled 
"Similar Case" in each of the cases, so that a processor or approver can review both. 

If the date of the request is either the same as your request or within a very few days and: 
1. The requester is the same, and 
2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. IRsteaEI, close this ease as eR (crea-teEI iR errer) 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 USC IS 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 27.45 b oftheProcessmgGwde, as follows (new 
information in red): 

27,45,b TECS II 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 comer 
indicates who the screen print belongs to as does information listed in the 
"CONTACT" portion of the screen print 

The last three letters of the "lECS RECORD ID" identify the contact or the TECS 
record owner_ At some point, lECS codes could become public knowledge_ Certain 
TECS codes disclose the record concerns a NAILS 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 code_ Ordinarily, we 
release the TECS RECORD ID number, and most of the codes would disclose 
nothing. However, for example, if the last three characters are Bl 0, you search B 10 
and see the code refers to TIPOFF I TERRORJST, then you should withhold the 
TECS RECORD ID, crtmg Exemption (b)(7)(E), or (k)(2) and (b)(7)(E) rfPA If you 
are unsure of whether to withhold the TECS RECORD ID, please contact a 
supervisor. If the lECS code is not in APPENDIX F, you may make a decision to 
withhold or release based on the content of the narrative_ Again, if you are llllsure, 
please contact a supervisor. It may be necessary to send the case to admin lllltil 
QA/CS is able to determine what the code is_ 

When you are processing a TECS record originating from CBP, first, you should 
wrthhold the TID number, citmg Exemptron (b)(7)(C), or (k)(2) and (b)(7)(C) ifPA 
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) ifPA 

We have revised section 6.2.2.4 of the FOIA PA Assistalll 's Gurde, as follows 
(EieleteEl iHfofffiatioH iH strikethroHgh, 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, you must create IHHltifJle 
additional cases. 

We have revised section 63.6 7 of the FOIAPA Ass1stant's Guide, as follows 
(EieleteEi iaform.atioa ia strikethroHgh, new information in red): 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you 
detennine during case create that you must create additional cases tHis Heeds to l:le 
a HlHIIipl-e elfSe, 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 detennination 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 Ml:lltifJle Case GuiEiaaee when creating additional FFil:lltifJle cases. 

We have revised section 63.9.4 of the FOIAPA Assistant's Gmde, as follows 
(EieleteEi iaform.atiea ia striketAroHgh, new information in red): 

NOTE: If you are creating mHltifJle additional cases, you should do so "Create 
AEiEiitieaal 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. 

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 another 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 is seeking infonnation 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 infonnation (if applicable) and staff for responsive records. 
Of course, nothing is ever this simple all of the time. Now you are ready to determine 
consent and PII. 
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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 USC IS 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 Section4l,A-FILES CONTAINING MEDIAofthe 
FOIA/PA Processing Guide as follows (new information in red, deleted information in 
strikethrough): 

If the ease you are flFOeessiRg eoataias a CD, eassette, tape or aay kiad ofmeclia C*eept 
DietaJ3liORe, Gray A~:~Elogrark, gteRo Dise or florflY Elisk, J3lease fellov; tHe iastfl:ietioRs 
below. 
Once a case is processed, the processor should send an e-mail to the NRC, FOIA!viEDIA 
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 it is a transcript and also note where the transcript is 
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. If tHe file eoRtaiHs a transeript of tHe media, re.,·iew the traHseript aHd flFOGess it 
aeeordiHgly. IH sHeA a ease, vte do Rot eOfl)' tHe H'leEiia. Do Hot redaet tHe j'Jage ',NitA tHe 
image of tHe reeoffiiHg, aHd do HOt H'leHtioH it iR tHe FiRal AetioR Letter. Please seHd aR 
e mail te tHe NRC, FOIAMEDIA mailbex te let them ltHew that there is a traHseript 
ef the media in the file. 
2. If tHe file eoRtaiRs a phetegraph efa DietapheHe, Gray Audegraph, SteHe Dise er 
Aeppy dislr reeorEiiRg, 'Ne eaHRot reflrodHee it aREI seA.EI it to the reqHester lleeaHse we Elo 
Hot Ha:ve the eEJ:HipH1eHt. Please do Rot tell tHe reqHester we will. Do Rot reElaet tHe page 
•uitH the iH'lage of tHe reeordiHg, aRd do HOt H'leHtioH it iH tHe FiRal AetioH Letter. Please 
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(b)(6) 

send an e mail te the NRC, FOb" .. MEDll'.t. mttilbex te let them lcnew thttt there is ft 

trttnseript ef the media in the file. 

~If the media in the case is not responsive to the request (mostly is tFaelc 1), i.e., a 
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. 

After this Next, please prepare a detailed d.Qiscussion. detailing 'Jthat yoH ha-ve done, so 
that the Elfl13FO¥er will know yoH ha-ve takes ear1e of it 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 FOIAIPA 

Assistant's Guide as follows (new infonnation in 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. 

~"' Aoll<l ~': 1 0/091201 0 08:04: 13 AM Batch Aud~ 

Sect: NC - Decisional 

~,,, 00 - N-400 
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(b)(?)( 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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have changed Section 23.3, FIPS PROBLEM of the FOIAIP A Assistants 
Guide as follows (new infonnation in red, Eieletecl iHfeFtHfttioH ifl strikethrottgh): 

(b)(6) 
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,Fll'SPROB!)oM, I Md your 
supervisor. the ettrreflt Assistaflt Direetor/FOIA PA atttl- SufJervisory MaAagemeflt 
Progmm ,'\aalyst. 

We have changed the title of Section 22, SAVE YOUR WORK 
FREQUENTLY AND REVIEW EXEMPTIONS in the Processing Guide to 
''FIPS." 

SAVE YOUR WORK FREQUENTLY AND REVIEW EXEMPTIONS 
is 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 

27.3lb With the exception oflaw 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 peiforms 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 6.344, Significant Interest Group (SIG) Requests of 
the FOIAIP A Assistants Guide as follows (new information in red, cleleteEi iafofffHtHoH iH 
striketRrottgh). 

6.3.4.4 Significant Interest Group (SIG) Requests- Generally speaking, SIG 
processes Nnon-A-File FOIA requests with a few exceptions_ eMej3t A File reqttests 
from tAe Media or A Files beloagiHg to RigA j3Fofile iaEiividttals_ If the reqt~est is aot for 
USC IS reeords, theA it is Hot a SIG reqt~est Mel shot~IEI Be Aaadleel aeeoffiiagly (refer, 
redireet, ete.)_ Please 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 6.3441, Significant Interest Group (SIG) Requests of 
the FOIA/P A Assistants Guide as follows (new information in red, Eleleted iafoFffiaHoR iH 
strikethrotigh). 

6.3.4.4.1 k is a RIG reqtiest if: 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 63442, of the FOIAIPA 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 
file. Next, create a RAF ACS staffing slot for the e-mail. Send an e-mail to NR.C., 
FOIASIG, explain the situation in a discussion and send the case to Unit Chief. 

We have added a new Section 27.5I, 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 FOIAIP A Assistants Guide as 
follows (new infonnation in red): 

12.7.17 RAFACS Stallings 

Occasionally when someone requests a file, we are unable to find it. Do we just close it 
"NR?" fu 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 RAF ACS 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 II, 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 USC IS 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 theFO!A.PA 
Assistallt 's Guide, as follows (new paragraph in red): 

12.7.15 Hidden Patriot Investigation Case 

(b)(7)(e) 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 I I please do the 

(b)(7)(e) 

fgllgwi;:· Staff for the file at SAC Washington and create the following discussion note: 
_ ~vestigation case. Staffed for file at SAC Washington. Once file is 

scanne mto responsive records, please forward case to the current designated processor 
for processing." Refer to screen print below. 

General Inquiry For A~******** 
File# Location 

A********* 
' :::~~ •••••~ mmmmmmmmmmmmmmmmm J. 

We have amended section 273 I.i of the Processmg Guide, as follows (new 
sentences in red): 

27.3l.i 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- in that situation, even though it was filed with the court, you fully withhold 
it, citing Exemption (b)(S), or (d)(S) and (b)(S) ifthe 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(e). We 
withhold grand jury forepersons' and members' names under Exemption 
(b )(7)(C), or (k)(2) and (b )(7)(C) if the case is Privacy Act 
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We have amended section 27.37 ofthe Processing Guide, as follows (new 
sentences in red): 

27.37 Certificate of Service and Documents Filed in Court 

If you find documents that were submitted as exhibits by the subject or his/her 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 infonnation 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 
(b )(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 infonnation in red, 
cleleteEI iafeffilatioa ia strikethrottgh: 

27.35 Asylum!Refut,:ee Interview Notes 

27J5.a Notes and worksheets: Ordinarily, 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 
intetview notes and question/answer worksheets, if they pertain to the intetview, 
as stated above. 

27.35.b In addition, if you are processing an asylum or refugee 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. 

27.35.c Form 1-870, Record of Determination/Credible Fear 
Worksheet: For a first party request, release everything up to SECTION IV, 
Credible Fear Findings, which is 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, ifthere is anything written in 
ADDITIONAL INFORMATION/CONTINUATION, evaluate it for deliberative 
process. If the case is FOIA, we cite (b)(5) and ifPA, we cite (d)(5)/(b)(5). If 
this is not a first party request, please refer to guidance in section 27.16. 

27J5.d Other Worksheets: Some worksheets, although they come from 
asylum offices, do not pertain to the intetview. Some examples are the 
Flo'rrchart of the Asylum Process, ABC Eligibility Checklist and the Asylum and 
NAC ARA § 203 Background Identity and Securny Checklist. If a question/answer 
worksheet does not pertain to the intetview, please process it according to section 
27.42 of this guide. 

We have amended section 28.14.1 oftheProcessmgGuide, 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 infonnation, since ICE 
owns that infonnation, ICE should decide whether to withhold or 
release it. Please refer those screens to ICE. 
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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 m full (d)(S) 
that pertain to the interview and (b)(S) 

Blank asylum/refugee flowcharts Release Release 

Record ofDetennination/Credible Fear See section 27.35_c See section 27_35_c 
Worksheet, 1-870 

We have amended section 43, A-FILES CONTAINING MEDIA of the 
Processing Guide, as follows (elcl address iH striketHroHgA ,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 is processed, the processor should send an e-mail to the NRG, 
~IRCfOIAMSB NRC, FO!AMEDIA 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 

April25, 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 12 II 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 RAF ACS staffing for 
those pages. If you are unsure, please consult a supervisor. 

We have added new Sectionsl9J "Deferred Action for Childhood Arrivals" 
and 19.4 "Track 1, Specific Documents" to the Processing Guide as follows (new 
information in red): 

19.3 Deferred Action for Childhood Arrivals 

Please change the Category to ''Deferred Action Childhood'" if you see Fonn 1-
8210 in the file or other evidence that the person f1led for consideration of 
Deferred Action for Childhood Arrivals (for example, an approval notice). 

- " • ~-<~<· • ' 

Click "Save'· and then insert a Discussion with the page number where you found 
the Fonn 1-8210 or other evidence. 
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19.4 Track I, Specific Documents 

If the requester asked for specific documents, please vie\v the acknowledgment 
letter_ Case creators modify the specific document language in 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 nante 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 immediately, please place the case in Administrator pending further 
guidance. Please add a discussion explaining what happened and send an e-mail 
to your supervisor ,,-ith the case number as the su~ject and with the body of thee­
mail as follows: 'Words 'Specific Doc Infonnation' left in acknowledgment 
letter_ Case in 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.l7 of the Processing Guide as 
follows (new information in red): 

including 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 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 re-written Section 63.7 "Is there a request for fee waiver?" of the 
FOIAIPA Assistant's Guide as follows (deleted iRfoffilatioR ia striketHrot~gh, new 
information in red): 

Also Rote: tHe requester FFH:!St ask for a fee 'Naiver_ SiR'1!3iY iHch:!diRg a DOJ Fee 
Waiver ferffi: Eloes Hot eoHstit~:~te a FOEJ:l:lest for fee 'h'ai·ter. If tHe reqHester Has 
writtea aHy statemeat to the effect of a reqHest for fee waiver oR the form, tReH 
yott treat it as a reqttest: for fee waiver. 

If there is 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 it as a 
request for fee waiver_ 
3. If the form is 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 FOIAIP A Assistant's 
guide and Section 22b "FIPS PROBLEM" of the Processing Guide as follows (deleted 
iaformtttioa iH st:ril(etRroHgR, new information in red): 
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(b )(6) 

Send e-mruls to NRC, FIPSPROBLEM, NRC, FOIA PROGRAM, t:====:::::J 
and your supervisor the PIPS PFel3lem H'lailbeK 

A. If you are receiving FIPS errors, including ifFlPS 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_ IfFIPS is running lUlusually slow (b)(6) 

If there are errors in FIPS or FIPS is running slowly, copy the following people on the e-mail: 
NRC, FIPSPROBLEM, NRC, FOIA PROGRAM,, .nd your supervisor. 
Include the following in the subject line of your e-mrul: 

• If you are at a Work Stoppage and cannot do any work in FIPS, please title your 
subject line: WORK STOPPAGE, control number and issue. 

• 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 
sanitized screen prints if applicable. 

All e-mails to FIPSPROBLEM, NRC, FOIA PROGRAM, I land your 
supervisor· PIPS PFe19lem mail19eJE must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the 
control number or REQ number if you were creating the case. 

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 is nmning slowly, include the following 

inf01mation in the e-mail: 
o What were you doing when the problem began? 
o Did you 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)'-' 
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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 Your decision to process as FOIA or PA must be based on the file that is 
scanned in, not based on infonnation 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_ 

7.3 Q: There is a Form 1-181, but it is not stamped, nor does it have a signature . 
is it invalid? 
A: Not necessarily. A computer-generated 1-181 for a SAW applicant does 
not have a stamp or signature, but is nevertheless proof ofLPR and means you 
process the case as PA. The computer-generated 1-181's for SAW applicants 
are frequently difficult to read. There are four possible classes of admission for 
SAW applicants who adjusted Sl6, S26, Wl6 and W26. You might see 
computer generated 1-181's for asylees, but those must be stamped. 

7.4 Q: My subject of record adjusted status from AS I to AS6. The date on the 
stamp is 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 1-181 and in CIS can be different than the 
date of the approval stamp. 

7.5 Q: 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 is 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 is a FOIA. Conversely, if 
there is 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 case is a PA. 

7.6 Q: The only proof ofLPR I can find is a photocopy of the green card The file 
does not have any 1-485 or 1-181 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 I-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 (9222) information in CIS or PCQS matches the information on 
the 1-551 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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information to your summary discussion. 

7.10 Q: It is more than two years after my subject of record was granted CR6 
status. There is a Form 1-751 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 1-751 within the 90 days 
preceding the second anniversary of CR status? 
A: Yes, that is true. Their status automatically tenninates. 
Q: Why would the service accept the 1-751 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 1-751 and adjudicate it on its merits even after the second anniversary has 
passed, as long as there is no letter of rescission or termination in the A-file. 
For FOIA purposes, if there is a Fonn 1-751 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 asP A. 
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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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have changed Section 6.4, SEARCH FOR DUPLICA1E CASES, ofthe 
FOJA. 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. Ifthere has been a case that was closed GI or PD within 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 your request had 
been duplicated within the system. This request has been closed out. The original 
request NRC20 lxxxxxxx, was closed on (insert case close date) and a copy of the 
requested records were mailed to you on that date. Please contact us if you 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 
FOJA. PA Assistant's Guide as follows (new information in red): 

Ifthe petitioner is the requester and if the petition has been consolidated into the 
beneficiruy's A-file, then the beneficiruy is the subject of record. We must have VOl of the 
subject of record and the beRefieiary's certification of agreement if the requester is other than 
the subject of record. If we are staffing rhe subject of record's A -:file. and if the requester 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 petitioner or the beneficiary is the requester, we may staff for it Information in 
PCQS or CLAIMS is retrievable by either the petitioner's or beneficiary's name. In some 
situations, we are not able to staff for a petition because it is consolidated into the 
beneficiruy's A-file and we do not have certification of agreement or VOl from the 
beneficiruy- BUT PCQS or CLAIMS screenprints would provide the requester with the 
information he or she is requesting. If that is the situation, and we have the petitioner's VOl 
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(and certification of agreement, if necessary) then you should provide those screenprints with 
a RAF ACS staffing 

We have added a sentence to Section 27.19, National Automated Immigration 
Lookout System(NAILS), of the Processing Guide as follows (new infonnation in red): 

Although CBP owns the system, individual records may contain infonnation that belongs to 
ICE, and if so, we refer those pages to ICE (see Section 27.45). 

We have added new information to Section 27.3l.h and to Appendix H, 
FORMS WITH EXPLANATION OF REDACTIONS, the section on G-325, Biographic 
Infonnation, of the Processing Guide as follows (new infonnation in red): 

Page 3(c) of the G-325 is designated for CIA If!NS/USCIS sent the fonm to CIA to 
conduct a name check and we have received a response, the page should be referred to 
CIA for release detennination. Please hide the name of the agency. If there is no stamp 
or response in the bottom section, please process the page nonnal. The markings are 
similar to the ones shown below: 

· foUtiTI:Ofi$;i · · ·· · · · ·· · · "\filf<~h · ·· · · · ·· · · · ·· · · · ·· · · · ·· · · i>~- ·222222222 · 

... MM21f./.B .. 
············* 
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We have added a new Section, 2814.h, to theProcessmg 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 USC IS 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 27.35 ofthe Processing Gwde as follows, new 
information in red, cleletecl iHfefffHtheH ifl strikethret~gh: 

27.35 Asylum[J!,~fygg~ 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 intetview notes and question/answer worksheets, citing 
Exemptions (d)(5) and (b )(5) if processing under the P A. 

NOTE: It doesn't matter whether the subject signed the fonn 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 infonnation in red, deleteel iRfoffilatioR iR 
strikethrot~gh: 

Asylum/Refugee flowcharts lle•llallr Withhold 10 full Withhold 10 full (d)(5) and 
and worksheets (b)(5), if"!'~lio.ale (b)( 5), if "''~lie.ale 

(delil3erati•,ze j3f86855) 

Blank asylum/refugee Release Release 
flowcharts 
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We have amended Section 12 of the FOIAIP A Assistants Gwde as follows, 
new infonnation in red, EieleteEi isforma-tios ia striketllroHgll: 

12. REQUESTING THE RESPONSIVE RECORDS 

If the file is located at COW with the Responsible Party Code (RPC) ofRK, 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 
is at RK'' SeHEi tHe ease te UHit CHief SeRE! yettr StlflePtiser ttfl: e H'lttil ·.vhk tHe eeAtrel 
Httltl:Ser eftke ease tm8: tkttt ~e file is leeftteEi at COW witA &H R.nC efRK 

General Inquiw For A30000001 ___ , 
Status/Last Action Location 

'A30000001 000 COW~ Status: In Use - Sect: RK- Adjudications 

Audit Date: 05/0912011 01:55:40 PM _Resp: 0117- Adjudication II - - 0117 

.~Last Action: 05/0912011 01:55:40 PM Batch Aud~ 

We have added Section 12.1.4 of the FOIAIPA Assistants Guide which 
reads as follows: 

IfNFTS 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 HA V. 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 (No Record instruction is at Section 12.7.6). If you found a 
receipt file, please refer to Section 12. 7.12. 

General Inquiry For A300000000 

~-- Status/last Act1on locat1on 

: A30000000 · 000: HAV Status: EMPTY JACKET ~ Sect: ADJ -Adjudications 

Audit Date: 05/09/2010 01 :55:40 PM Resp: 0000- Adjudication II -- 0000 

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 consistency and timeliness of 
infmmation. 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 
infonnation" of the FOIA/P A 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 
o_c_ instead of Vermont That is based on guidance from US. 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 issued 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 US_ 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 USC IS 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 Processmg Guide as follows, new 
information in red, 8elete8 iRfoFffiaHoR ia striketRroHgR: 

42, FAILURE TO COMPLY IFC\ CASE CLOSINGS 

If yo1:1 are elosiag a ease FC 6eeause of eoaseat, verifieatioa efieleatity or reasoa&Sle 
eleseri19tioa of reeerds sought, 191 ease the woffiiag of tHe "UR(9ed'eeted Letter" -..vAieH you 
may fiael at: 

In the past, we assumed consent could be im_p_iie.~ from the subject providing proper VOl, 
(including a signature under penalty of peijury 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 fonn 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 VOl (Block 4 with signature) 
from the subject of record, we also need a signature in the consent block (Block 3 of the 
Fonn G-639 dated 01129/2012) 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 Fonn G-639 changed on 01129/2012, the blocks for consent and 
VOl 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 forunperfected requests on the 
01/29/2012 version of the Fonn G-639_ You can find this letter at 
http :1 I ecn_ usci s. dhs_ gov /team/ esd/Di visi on!NR C/Bran ches/FO lA OP S/Case%20C reate% 
.f.Q.L.iJ~r.~ ry/..f.qr.m§/.AH.n~m.~ ... ~.~p0; 

The other letter, called "Unperfected Letter for Older G-639 version" is for any other 
version of the Fonn G-639. You can also find this letter at the link shown above. 

Alternatively, you may go to 0:\Foia\FOIA LIBRARY\Case Create References\Case 
Create References and find both Unpeifected Letters_ 

Note~: 

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 VOl (with signature)_ No consent is 
needed to request your own record_ 

We have amended Section 27.45 of the Processmg Guide as follows, new 
information in red, deleted iRfofffiaHoR iR striketRroHgR: 

27,45 Processing TECS, DhCS, and NCIC/NLETS Screen Prints with Search 
Results 
Most cases contain one or more screen prints from TECS, Dl\C~, EARM and/or 
NCIC/NLETS. 

Types of information to be redacted on these screen riots could be comments, 
infonnation regarding infonnation relating to a 

(b)(7)(e) 

infonnation is nonnally seen on NAILS screen 1---------.....l•ion is 
exempt from release citing Exemption (b )(7)(E) of the FOIA 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 USC IS 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 1-589 paragraph in 
Appendix H of the Processing Guide as follows, new sentence in red, deleted iHfofH'la-tioa 
ia stril~ethrottgh: 

1-589, 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 1-589, Wlless 
there are protected systems check results on the first page. This af'j3lieatiea may iaelude 
Sf'Ouses asd usmarried ehildt=es usEier 21 who are )3hysieally j3resest. If a eopy of the 
Feffil I 589 is ia a rider's file, please withheld third j3arty iafeffilatiea ea requests maEie 
by the petitieHer or by aH attoraeylrej3reseHtative of the petitioHer 'Nhere eoaseHt is 

~ Asylum Applicant's File Asylum applicant 

! Rider's File Rider 

' Asylum Applicant's File Rider 

. Rider's File Asylum applicant 

Everything except 
protected systems check 
results ·--·--- ·--·--- ·--·--- ·--·---
Only their own information 
and the i 

Either consent from the 
I or 

Either consent (or proof of 
parentage, usually) from 
the rider 

For more processing instructions, please see section 27.16 of this guide. The block titled 
"FOR USCIS USF' may contain exempt infonnation, such as IBIS results, law 
enforcement initials and/or identifying numbers, and possibly deliberative commentary. 
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We have added boxes to the l-129fand 1-130 paragraphs in 
Appendix H of the Processing Guide as follows: 

'rn;!:&:rrrrl:&iurrli&i::rl£iiillmiiill!£ililim~u:m!m:r:a:!!w:ti&ilmiiilliJirr:£1'1;:uillmiiillmiiillmiiili 
l Unconsolidated Petitioner Everything except i 
1 protected systems check I 

f"'lj'~~~~~-~i-id·~-t~d.... Beneficiary ~~~~~:~~·i·~--~-~~ .. i-~f·~-~~-~ti·~-~----~ 
1 and the signatures, unless I 

~ they have consent from the l 
i Petitioner : 
:···s~~~~~~~~-ry;~·Fi-i~-----··--·---·--··--··--·---·--··--p-~tit·i·~~~-~-----··--·---·--··--··--·---·--··--··--·---·--··--·Eith-~~-~o~-;~~t-·t~o;:;;·ih·~---·---·--··-l 

l Beneficiary or nothing i ·------------------------------------------------------------1 l Petitioner's File Beneficiary Either consent from the -

, ____ . --·---·--··--··--·---·--··--··--·---·--··--··- ......................... ~-~~-i~il?~~-r .a! .~9~h.i~~ -·---·--··--··-J 

'rn;!:w:rrrrl:miurrlilil:xl&iiillliiill!£ililim~u:m!w:u:a:!!l:ti&'lliiilliJirr:zl'l;:uillmiiillliiillmiiil~ 
l Unconsolidated Petitioner Everything except : 
1 protected systems check I 

f"'lj'~~~~~-~i-id·~-t~d.... Beneficiary ~~~~l:sh~·i·~--~-~~ .. i-~f·~-~~-~ti~-~ .. -~ 
: and the signatures, unless l 
I they have consent from the I 
I Petitioner • 
~---g;~~f'iC·i~r(~-·Fil~-··--.. --·---·--··--.. --·---·--··-p~t-iti·~~~;--··--.. --·---·--··--.. --·---·--··--.. --·---·--··--·E-ith~-;·~o~~~-~t-·f~Q;:;:;-t·h·~·--·---·-- .. 1 
l Beneficiary or nothing i ·------------------------------------------------------------1 j Petitioner's File Beneficiary Either consent from the : 

l._._ ........ _._ ........ _._ ........ _._ ........ _._ ........ _._ ........ _._ ........ _._ ........ _._ ........ _._ ........ _.!~.!~!i.~~~ .. ~-?!. .. ~9-!~J.~.~----· ...... J 

We have again re-written the 1-140 paragraph inAppendixHofthe 
Processing Guide as follows, new paragraph in red, deleted fJafagFtlfJH in striketHroHgH: 

Form I 140 is used to petition for an immigrant visa based on employment THis form can be 
COffij9letecl by a 13erson or comfltlflj'lorganization_ If tHe 13etitioner is an incli·viclually ov;ned or 
closely Helcl business, you neecl consent from the 13etitioner to release tHe 13etitioner's 
iBferJH:a:tioH. CoH'lflanies iH general do Hot HEL-Ve flersoHal 13rivaey flFOteetion, so if tHe 
13etitioHer is a eOAl:fl!lflj', yaH Eio Hot neeEi the COH'lflttn;''s conseHt atlEi yoH H'lftY release ffiost 
iBformation about the company. You sHould still protect any information that would reveal 
iAfefRla-tioA about the o·,lflleFS' persoAal f-iaanees, eit=iAg BJtemptioA (b)(6). Iftb.e subject ·Nile 
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requests the file \VOrked for the company, release the TIN to the subject. Otherw-ise, if you 
are fJFOeessiHg HHEier FOIA, yeH will witAAeld tbe eFHj'Jioyer's TIN citiHg BJtelt1j'JtioR (8)(3) 
aREI § €i IQJ of2€i USC, But release the remaiRiRg iRformatioR oR this form to the reEJ:uester. If 
the j'JetitioRer is ftft iHdividttally owHed or elesely held BttsiHess, flfl:d if the ease is a FOIA, 
flfl:d ifyott de Ret hw10 eoHseHt from the j'JetitieHer, yott VIOHid release oHiy iHformatioH 
relatiHg te the beHeflciarj. Please 13reteet 8flj' highly j'JersoHal iHformatieH. If the j'JetitioH has 
beeR OORSOiidated iHtO the beHefieiary' S A file, the j'JetitiOHer H'llist htt'<'e COHSO!lt frem the 
beHefieiary to obtaifl: a OOf'Y of it If the 13etitioR has Hot beefl: eoRsolidated, the j'JetitieHer er 
beaefieiary may obtai A a COf'Y of it Fer flfl: ttfl:CORselidated j'JetitieR, )'Ott shettld fully release 
to the j'JetitioRer, other than protected system check resHits or possil31y deliBerative flFOCess. 
The Block titled "For USCIS Use Oaly" coHid contaia tE:empt iaformatioa. 

Form 1-140 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 is an individually owned or closely-held business, you need 
consent from the petitioner to release the petitioner's information. 

t: If the petitioner is an individually owned or closely-held business: 
o andifthecaseisaFOIA, 
o and if you do not have consent from the petitioner, 
o then you would release only information relating to the beneficiary. 

Please protect any highly personal information. 
~- 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)(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 should withhold the 
employer's TIN citing Exemption (b)(l) and§ 6103 of26 USC, but release the 
remaining information on this fonn to the requester. 

''l Even if the subject worked for the company, the company's tax return may have 
been prepared by an accounting finn that lists their TIN. If you are processing 
under FOIA, you should withhold the accounting finn's TIN citing Exemption 
(b )(3) and § 6103 of 26 USC If you are processing under FOIA, and if the 
accountant is 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 USC IS Use Only" could contain exempt information. 
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We have modified the instructions for Form 1-205 in Appendix c of 
the Processing Gu;de as follows, new instruction in red: 

Warrant of 
Removal/Deportation, 1-205 
(2 pages) 

NOTE: lftheFomll-205 is 
accompanied by a Customs 
Fugiti\-e Report, please refer to 
section 27.-J.l ofthis guide. 

Refer to ICE if there 
is any ICE or Legacy 

INS ICE function 
signature_ 

Otherwise, withhold 
in full if it has not 

been served. 

Release in full if it 
has been served and 
there is no ICE or 
Legacy INS ICE 

function signature. 

(b )(5) and 
(b )(7)(C) 

(d)(S), (b)(S), 
(k)(2) and 
(b )(7)(C) 
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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 a new Section 12 7 16, Staffing ELlS, to the FOIAPA AsSIStant's 
Guide as follows (new infonnation in red): 

Whenever you create a case, please check PCQS for ELlS information. If you get a 
:'!.' ·.•c ··- · : :·, ::::~ ~:1' · ·· i:·:. ~'<:-C<!: ,··r:.':·:~:.; an ESC staffing. In the ELlS record, 
there will be an IOE number. Please copy that number. On both pages of the ESC 
•,! ;·;·;·: l ' < • ; , :;·._,.:.' ?~J·,;" .",_ ~:. -" ·.< /; ~h:· ; ;·.; ''::~':· .... ;: =~·,-;0,1 C:-\<f;·) ;·;,-;;;'; ,:_;"0

;, 

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 is 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), (b )(7)(C) & (b )(7)(E) ifPA 
The TECS RECORD ID, which has been removed from the example, ends; .. , .~ ... - We 
should take that out with (b )(7)(E), or a(k)(2) & (b )(7)(E) ifPA 
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) irPA 

Kt..'<'J> -; .. ;.~,$7 
x.-r«..sr 

~'g~o%r,. 

~)!) 

nc~; n • t+J<SoN t>'t'W-~{?7 !>!$i«.J,'i B np ;:: %16(n nx:N.;,,n 

t-<0~- On'iff S!' :_~iY'Y 

MOl~ }o._F}{ ~j~~ 

TYPE c<wr;:;y 
1 ,,v·• 

·;·~~ i'/1_(.;,;:. l ;_, 
>m7:1<Y t~~~'!);. l;?t:lln; L;,:hL 

li'frt <>:;: ·':'AJ, nw;wr l r no;;;;~ 
HISf.R,!{tC Me<--: St?~ f· 9.AH!. k¥'":>; 

:~'n~ 1-<f =)o.;; wt r>-0=) n;;&t.sfi 
J/~.'"T !f~-.1J:I.F 

llli$ 
C';'~~ G, *JR..~ 

S!<l::/s:tl:'J: mn-.: 
::;:str; KX:?rtr i>DX~ 
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USCIS FOIA INFORMATION BULLETIN 

October 23, 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 FOlA 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 40.0lg 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." 

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 19ages iH their eHtirety to US Visit aHel 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. If you are referring pages to ICE, you will mention them in the 
following paragraph: 

"During our review, USC IS 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-FOIA@dhs.gov. The ICE FOIA Office mailing address is 500 12th Street, S.W., MS 
5009, Washington, DC 20536-5009." 

If you are not referring 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 FOIAIP A 
Assistants Guide as follows (new infonnation 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 oflustice, 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 

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/P A Assistants Guide as 
follows (new infonnation in red, deleted infonnation in strikethrough): 

Section 12.16 Receipt Numbers 

Iftke fJetitieHer is tke ReEJ:~:~ester, aHEl iftke fJetitieH Bas SeeR eeHseliEleteEl iHte tke BeHefieiery's 
A Hie, tHeA tke BeRefieiary is always tke s~:~Bjeet efreeerEl. We FFittst aElElress aHy eerres19eHEleHee 
a6eut tHat 19etitieH eitiHg tHe BeHefieiary as tHe "suej eet efreeeFEI" er tHe "reeeffis' sttej eet" Fer 
tket reeseH, e¥eR tfte~:~gk tHe ReEJ:Hester FFIB)' HR-¥e listeEl tHe fJetit:ieHer as tHe sttejeet efreeerEl, if 
yaH Elisee·rer tHat tRe 19etitioR is ceRseli9ateEl iRte tRe 8eRefi:eiary's Hie, )'OH FFI:HSt change tke 
RafFle oftke s~:~bjeet iH FIPS to tHe 8eHefieiary. THe BeHefieiary's A HHFFI8er gees iH tke A 
RHmBer Held, eveR iftke Reqttestor eatered tHe 19etitioRer' sA RHmBer OR the G 639. 

If you discover that the petition is consolidated into the beneficiary's file, and you ~9 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 VOl 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 is consolidated into the beneficiary's file, and you fiJU!OJ 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 ofUSCIS to file any adjudicated petitions, such as 
the Fonn I-129F or Fonn 1-130 in the beneficiary's record after 
issuance of a visa. Beneficiary consent is required to obtain any 
petitions from their record." 

This is legally important because we must have VOl 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 sta_ffing 
the suNect of record's A-file, and if the Requestor is not the same person as the sz1Nect 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 infonnation 
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 infonnation, such as proof of filing to prove Section 245i 
eligibility. If that is the situation, and we have the petitioner's VOl (and certification of 
agreement, if necessary) then you should provide those screen-prints with a RAF ACS 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 

October21,2011 

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 
infmmation. 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 Processing Gu;de has been rewritten as follows (ekl 
versieR iH Mriketkre~:~gk) (new version in red): 

Example 3- The requester specifically asked for an 1-130 she/he filed showing the 
receipt number and/or the approval date. (I 130 eot~lcl HOt be loeateEI.) We 13FOviEie tHe 
FOEJ:ttester sereeH !3Fiats froH'l CLAIMS eoHtttiHiBg tHis iafefH'uttieR_ THis ease weHI~ l:le 
elese~ as a PD_ The fiRal aetiea letter shoHI6 S!3eeifieally atl~ress tHe I 130 aad vrHat is 
l:leiag 13revided. Clesiag tHis ease as PD alle>-.vs the reEJ:Hester te a1313eal eHr resj9eRse siaee 
a speeifie Soeumeat was reEJ:ueste8. 

Example 3 -The requester specifically asked for an 1-I30 she/he filed showing the 
receipt number and/or the approval date. The 1-130 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 1-130 has 
been destroyed_ We provide the requester screen prints containing this information. 
Please close the case as a G 1, 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 1-08: Retention and Disposition of Records of the Records Operations 
Handbook provides that if a petition (1- 130 or 1-140) is denied, 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 is 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 I-2131 Report of Deportable/Inadmissible Alien of the 
Processing Guide has been rewritten for clarification ( olcl versioa ia striketHroHglt) (new 
version in red): 

(b)(?)( e) 

(b)(?)( e) 

(b)(7)(e) 

27.48.i.l Release boxes titled "INS Systems Checks" "Immigration 
Record" or ''Criminal Record.'' unless they s ifi lly state "IB~I"S-\.-.....1 
"DACr!"NAILj I I "EARM' 
Normalf'Y""theboxes will say, "See narrative," . Ia 
this iRstaaee In those instances, release the boxes but withhold the results 
ofDACS, 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), ifPA) 

27.48.i.2 If the information in the INS System Checks, Immigration 
Record or Criminal Record blocks on the 1-213 contains a class of 
admission (COA) such as "EWI" (entered without inspection) or a remark 
such as "see narrative" the iaformatioa cas he releasee please release the 
infonnation. 

27.48.i.3 If the INS System Checks, Immigration Record or Criminal 
Record block contains a remark ''""eelllHail!s(' :;:, ====:;•===:I 
specifically indicating iR tHat Block tHat a law eRforeemeRt (a result for 
EARM, IBIS, DACS, or! lry<stems search was 
eeeeuetee, withhold the block, citing Exemption (b )(7)(E) (or (k)(2) and 
(b)(7)(E), ifPA). 

27.48.i.4 Review the narrative for infonnation 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! 1 citing Exemption (b )(7)(E) (or (k)(2) 
and (b )(7) E), If 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 G I, unless you have made 
redactions on the screen prints. For more information, please refer to Paragraph 41, 

Wh~n.d.9..YPY.s~l.9$~ .. 5t .. G.~$~.Y!.itb .. vQ.I~.d.~.Gti.9Q$ .. ~$ .. \l.P.P7. 
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A new paragraph 27.46.f1 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 Marriage 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 )(7)(E). 

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 oftheFOIAiPA 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 
is the case, request the file. 

Paragraph 32.12 of the FOJA.PA 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 retum proper verification of identity, 
generate a FC letter and replace the contents ofthe letter with the template letter 
Failure to comply letter-Consent The template is located at 0:\FOIA \FOIA 
Library\Case Create References\Case Create Template Letters \Failure to Comply 
Letter_ Send the case to approver when you are finished. 

We have added a sentence to Paragraph 34 of the FOIA·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 FOJA PA Assistant's Gu;de is no longer valid because a person 
working Records Locator role may now create an acknowledgment letter. The following 
has been deleted: 

36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 
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 oftheFOIA-PA Assistant's 
Guide has been changed as follows (el€l YersioH iA sErikethreugh) (new version in red): 

Jtist I:Jefere you ereMe the ease, 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 FQJA,PA Ass;stant 's Gu;de 
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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 USC IS 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 FOIAIPA 
Assistant's Guide, Entry/Exit Information and Border Apprehension Referral to 
CBP as follows (new information in red, (cleleted iafofFFlatioa iR striketi'lroHgH): 

9.3 Entry/Exit Information and Border Apprehension Referral to 
CBP 

CBP handles FOIA requests for entry and exit infonnation dating back to 1982, but no 
earlier, inspection, Port of Entry (POE), requests for infonnation relating to air and/or 
marine incidents, or the U.S. Border Patrol Academy, legacy Customs or legacy 
Inspections_ Key words that you could see on a request relating to CBP are inspection, 
Port of Entry. Bridge of the Americas. Friendship Bridge, and smuggled goods. A FOIA 
request for this t)'fle of infonnation should be referred to CBP at the address shown 
below. 

US. 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 infonnation you can provide as to what 
the requester is 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 
)998 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_.<:::E:\f._G:QV. 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 is 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 infonnation and the requester/subject provided an 
alien number, request the file. 

Entry exit I Departure infonnation 
Copy of an 1-877 
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 FOIAIPA Processing Guide, (new infonnation in red): 

.7.7. •. H 
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 infonnation with a blank copy of the off-line 
exemption tracker. 

2. Have the processor return it to you when completed. 
3. Enter the information into the spreadsheet located in the Ops Supervisors folder 

on the S: drive. 
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Processors need to document: 

1. Date supplemental release was processed off line. 
2. NRC Control number 
3. Agency Cited for 
4. Number of times each exemption was used 
5. Number of pages redacted, broken down by PD and WIF 

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 infonnation in red, Eleletecl iaformatioa iH 
stril(etRroHgli): 

Fonn G-28, Notice of Entry of Appearance as Attorney or Accredited Representative, was 
revised on 02/28/2013. BegiRRiHg As of May 26, 2013, USCIS will no longer accepted 
prior versions of the G-28. 

As a FOIA/P A 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 Fonn G-28 (revision of02/28113). 
• If the Fonn G-28 is an older version than the revision of02/28/I3, then you will close 
the case FC, not TD_ Please refer to section 16b of this guide. 
• If the new Fonn G-28 (revision of 02/28/13) 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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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 USC IS 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 oftheProcessmg Gmde as follows, 
deleted iHfeFtHfttioH iR strikethrottgh, new information in red: 

27.lla Most files contain third party documents and PII. We should fully 
withhold this infonnation unless we can tell it was provided to us by the subject 
of the file or reEJ:ttester 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.o of the Processing Guide as follows, 
cleleteEI iefeffilatiee ia strikethrottgA, new infonnation in red: 

27.31 .o Fully release documents completed by the subject of record 
req1:1ester or Ais or Aer re13reseetative if it is 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 
US_ 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 Gmde as follows, 
cleleted iefoffFlatioe ia striked'l:rot1gA 

27.45_g_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 )(?)(C) [or 
(k)(2) and (b )(7)(C), ifPA]. Withheld the sebjeet's rareRts Ra!Hes, eitiRg 
EMfft!3tioe (6)(8), iftAe ease is a FOIA. Sometimes 1-213'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 
(b )(7)(C) 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 oftheProcessmg Gwde as follows, <lelete<l 
iaforma-tioa ia striketi'lroHgll: 

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. 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 refer any document with such a marking to FBI, and de-R-et hide the name of the 
agency_ 

We have amended Section 28.13, Joint Terrorism Task Force 
(JTTF) of the Processmg Gwde as follows, <lelete<l iRfufl!latieR iR stFil<etRFe•gl!: 

Refer any documents created by the Joint Terrorist Task Force (JTTF) to JTTF. De Ret fl. 
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 USC IS 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.a5, US Department of State Documents of the 
FOIA/P A Processing Guide as follows (new information in red): 

28 06 a 5 Process the Report 24. (Withhold m full, (b)(7)(C) and (b)(7)(E) ifFOIA or 
(k)(2), (b)(7)(C) and (b)(7)(E) ifPA). 

D<rn<l;,·*'• ~ <---. f< ~=:-t::l' • 
_,,,,-~··"' ,,. ~' »;'~-- :;;;<,;'. -.!) 

~'~'"'"·~-,~,-~_ ;,~~- t<l" g,:<<f ~~ 

l)<l»l 

5{:H/'-lll~i<:·J !b.: 
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(b)(6) 

We have updated section 21, Classified Records of the FOIA/P A Processing Guide 
as follows (new information in red, deleted infonnation in strikethrough): 

We have updated section 27.27.e, Names of certam government employees and PII 
on law enforcement docwnents, of the FOIAIP A Processing Guide as follows (new 
infonnation in red): 

27.27_e If you are processing aFOIA 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) ifFOIA, (k)(2) and 
(b)(7)(C) ifPA Those personnel are: 

(1) Refugee Officers (b)(6) 
(2) FDNS personnel (b)(7)(C) or (k)(2), (b)(7)(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 
intetference in perfonnance 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 USC IS 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 oftheFOIAPA 
Assistants Guide as follows, cleletecl iHfeffflffiieR iH strikethrough, new infonnation 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!, 1956 

B. Alien Registration Forms from August 1, 1940 to March 31, 1944 

C. VisafilesfromJuly 1, 1924toMarch31, 1944 

D. Registry Files from March 2, 1929 to March 31, 1944 

E. Alien Files (A-files) numbered below 8 million (A8000000) and 
documents therein dated prior to May I, 1951 

The case is not Genealogy unless it meets one of the above criteria. If 
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. 
c. Select Final Action Letter and redirect (RD) the case to 

"USClS 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 fonn -ltalianCit" 
letter. Both letters are located on the 0 drive 
(0 \Foia\FOlA LffiRARY) Copy and paste the 
appropriate letter over the default letter. 
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d. After the case is 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 detennine if it is, in fact, 
a genealogy 

If it does not meet the criteria for genealogy it will be returned to you in 
the Case Create queue to send an acknowledgment letter and staff for 
records. 

If 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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have deleted Section 28.07, US-Visit Documents, of the Processing Gwde as 
follows (deleted iHfefffHtheH iH striketluetigh): 

Refer all EIOCHffiORtS origiaatiag witH ug VISIT for their Elirect FeSf'ORSe to tHe FOEJ:Hester. 

Do sot hiele the aame of the ageaey_ 

Refer An=ival De13aA:Hre IRfeFITuttioa gystetTI (ADig) sereeH !3FiHts te U!S VI£IT. 

Please elo Ret 19laee an~' reElaetioas ea eleeHffieats yeH aFe Fefeffiag te ug VlgiT. 

We have added a new Section 27.50, US-Visit Documents to the Processmg 
Guide as follows (new information in red): 

27 50 a Redact the following from US-Visit documents, including ADIS· 

27 50 b Things we should release from US-Visit documents, including ADIS: 
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(b)(?)( e) 

27.50.c 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)(C), or a(k)(2) + (b)(7)(C) ifPA 

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 Fonn 1-696, of the Processing Guide 
as follows (new infonnation in red, cleleted iRfoffilatioR iR stril~ethrottgh): 

URless it is bhtfik, If you determine there is reasonably foreseeable harm, fully withhold 
the second page of the 1-696 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, 20 II 

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 USC IS 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, Out of Scope of the Processing Guide has been changed 
as follows (ole! veFSiea iR strikethroHgh) (new version in red): 

• Doeumeats titled "Best Av&ilal:lle 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 FOJA/PA Assistant's Guide 
have been changed as follows (old versioH iH strikethrougH) (new version in red): 

If the requester did not provide all four required pieces of infonnation, yott must seHd for 
adelitioHal reEJ:ttester eloet~meHtatioH 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 is asking for records concerning (a living) individual, and if there is only 
one signature and it does not fall under one of the categories above, reEJ:ttest eoHseat 
6fle!Jor verifieatioH ofideHtity usiHg tHe Traelc 1, Track 2 or Track 3 Aek Letter ReEJ:l:lester 
Does loeateel at: 
.Q; . .:F..Ql£r.!EQ!AJJ:!#MRY..\~=·f:t::rf!.&.jl#ffi.:£.fff!.~':~.~-Cf!.tt~L.CITf!PL.T.rt!!t'.!.f!.tf.J;;J!.t.~:u. or 
the fofH'l "ReEJ:uester DoeumeHtatioH AttaeHmeHt" loeateEl at: 
Q..:.:FP:i.f!JFQM Lf.fH3AB.D.Cf!!i9 ()Yfl.liLB#~!.!f.f!§!()J:~~ (t:Qqff.' .Tffl:lt?.lrJlf.J&ti:5:Tl 
\Requester Docs Attachment. CHeek t:He first boK oa tHe Elocumeat please select "Final 
Action Letter" from the Tasks tab, select "FC" from the final action codes list, and paste 
in the body of the "Unpetfected Request Letter" which you may find in the Case Create 
Template Letters folder of the FOIA Library. The exception to this rule is a Third-Party 
Request (see paragraph 74). 
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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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ 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 0:\Foia\FOIA LIBRAR Y\Case Create References\Case Create References as follows 
(new infonnation in red): 

After carefully considering your request, it must be denied in its entirety pursuant to 5 u_s_c_ § 
552(b)(6) (Exemption 6)_ In order to obtain these reoords your request must demonstrate one or 
more of the following criteria: 

• Written authorization from the individual(s) pennitting 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 
• Proof of court-appointed guardianship \Vith the requester's verification of identity, or 
• Proof that the subject [or subjects] of your 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 \'-iould result 
from the disclosure of the requested records. 
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USCIS FOIA INFORMATION BULLETIN 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

May 27, 201 I 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
infmmation. See your supervisor if you have any questions about bulletin topics. 

A new paragraph: 40.08 
processing guide: 

Ensuring you get credit for pages has been added to the 

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)(?)( e) 

Please fully withhold TECS II- SUBJECT QUERY RESULj j citing 
Exemptions (b )(7)(C) and (b )(7)(E), 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. 

">·:i~R~:.;)J, 
f•}J;~·. 

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 )(7)(C) or (d)(5)/(b )(5) and (k)(2)/(b )(7)(C) if the 
case is a 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 USC IS 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 to it Partially 
withhold the tax return if the subject of the file is 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 FOIAIPA 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 it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 
b. Send an e-mail to the OA room and include the following infonnation: 

1) REQ# 
2) NRC# 
3) Scanner's initials 
4) Date scanned 

The OA room will pull the original request, include it in the current days count and 
follow return procedures. 

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 staff for records_ 

If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER 

Paragraph 12.5 Receipt Numbers of the FOIA/P A Assistant's Guide will be changed as 
follows: 

As it 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 MSCJNBC file request. Do not request DIG T -files at HBG with 
RPC codes XX or ZG. Refer to the Staffing Sheet Guide for the most current 
infonnation. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/W AC, MSC/NBC or NSC/LIN). Forrecdptfiles atHBG, 
1,1_~~ th~_NON~f.OIAJ:IB_G.file__r~qu~~~- Do not request DIG T -files at HBG with _Rr_~ 
.toJI~.~-~X'"'.XJ::,_~Gt..~Y.t..QtZ.z; .. Refer to the Staffing Sheet Guide for the most current 
infonnation. 

4202 

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



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 USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ 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 FOIAPA 
A.-,·sistant 's Guide as follows (new information in red, deleteel f'OrtioH iA strikethrough): 

6.1. 1.17 lfa:A aMerHey ret~reseats tke sHBjeet, ~e first liRe of tHe a:Eh:lress skoHI8 Be tHe 
Ha!Tl:e oftke la-w fifH'l tile aMerHey is af.tiliate8 witk, or, AitorHey B:t btl"s, or "e o" ftfl:r:l tke 
la-w firm Hame or the Hame oftRe attorRey_ IftRe attorney's Rame is part oftRe firm's 
Rame, tReR tRe first liRe oftRe address sRould be "Attorney at Law." IftRe attorsey's 
same is sot part of the firm's Rame, tReR tRe fiFFR's Rame should be tRe first lise of the 
a6dress_ Fer e~<ample, iftRe requestisg attorney is ~4aftuel Solis, and tRe firm's Rame is 
"Law Offiees efMaRt1el Solis," tRe first liRe eftRe aEidress sHould be "Attorney at 
La·w." For RB:oHl:er eJtample, ifHle tttterRey's Rame is Spire SeHas aR6 Hle firm's RaBie is 
"WileRs aRI:I Balcer," tRe first liRe efthe a6dress sReuii:IBe "WileRs aRI:I Balcer.'' 

6. 1.1. 17 Properly addressing attorney(s) as third party requesters in FIPS. 

Example 1: If the attorney(s) is .11_\?.t affiliated with a law finn, then the first line of the 
address should be "Attorney at Law'' 

Requester 

Christopher T Stender, (Esquire) 

Address 

Attorney at Law 
Ill By Himself 
Sample, MS 44444 

Example 2: If the attomey(s) name i_;; part of the finn's name, then the first line of the 
address should be "Attorney at Law." 

Requester 

Manual Solis, of(Law Offices ofManuel Solis) 

Address 

Attorney at Law 
111 His office 
Borderline, AK 22222 
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Example 3: If the attomey(s) name i_snqt part of the finn's name, then the finn's name 
should be the first line of the address. 

Requester 

Spiro Serras, of (Wilens and Baker) 

Address 

Wilens and Baker 
Ill Their Office 
Aroundthebend, OK 33333 

If the address on the request is 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 c/o)_ 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-o' (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 USC IS 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 REQUESTS AND APPEALS 

Most FOIA/P A 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 nonnally 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 C.Q.Dgr.~.~§.~Qn.~ .•.. N.RG. 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 
infonnation 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 anotherfonn (Assessment Sheet, second page shown below), to 

the USC IS Miscellaneous Documents list in the FOIA/P A Processing Guide as follows: 

As..<cts..<rnent lo re_:e-:t ~rmmate_ gran~ or 
~~f~ (~~~a~eHo Asylum; 

A:>)'~.llll. ·Refugee flo',\">:lurts ~nd wo!kili~:m 
tluc pertain tc- \h<;int<l•·i~,,.-

• 

..•..••..•• GJ:"I!.~t 
- D<~~~ 

"'" _ !'lallm!.lli) - ~~"~;,-,~ 
;&. ~'>>iit>.-..1 O;•i.<>K·~ 
,, __ M~-~~o>tl>if ~ fu.'!lw\<.r ':''<'!<14 G.'<~~ 

SUMMAR):': 

.it,, •. , .. ,~ ;.-~- ~.-/:' 

:d~O~'::~rc:.T·~ p~c·~c; 

R~-~~"' fa (1:- ;p J. 
cth<<''-i&e :ekaH.I 

Relea;e 

-- -- Sf'«•~ 
_ Ot«<>>~liJOO 

- ~d<'"'" 
"'' !<l'~~v.n:l 

• 

~ ,. ,,.,,. ' ::' ._ .. \ ;: ;· l.~ ·.: 

-l· _.,, '~J-:,t:·.:c: ... , 

f!<idO~: ~t:'<V.'-"'~ 
;:,).-,,;;_,. 

R~;·il"·l' fcr(d._'{S.~ md 
~1:· \ 5). otht:~·-ou~ 

nltHe. 

A? 

.«_,Spt:<i!i',, 

·---- (l~'"'l'll~~..~ 

,L CM":I'""-' w(J> l-.<t.;> 
_ iMllP..<Xsl(l'~ 11.< 1-S!~ 

m,t)r<.~ l!kl<l"-·> 
,,_ C\><l<i.:oi•~ 
- G~>:»:"~"'"* 

_ C,;<~iliio 

_ NO! t:rod.t>k 

'l'l'11il "PPliC:ll.nt b a twenty-three year o-ld m~le, Mtivtl and citizen 
of . "f!b.o ent!lreU the Unitt!<l .Shtll:ll en JUly , ns<l.r 

t"alliond..a, <Hod Wi:!$ not in~pected. He~ f:e.ars harm :from thO'! 
of - , ~C<~.1.lt>t' o[ hiu palit.ie;J.l op-inion. 

:f'h;~<;:<t- S<H~ t-he atta<lh(;)d ccpy of tOO NotJce <l! Intent to D~ny, which 
hJ~~ l"ti-<'!fl !tailed to the applicant. 
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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 infonnation of 
use and interest to USC IS FOIA personneL The intent of the bulletin is to improve 
consistency and timeliness ofinfonnation_ See your supervisor if you have any 
questions about bulletin topics. 

We have changed section 7 I, Certification of agreement of parents or 
guardians, of the FOIA,PA Assistant's Guide as follows (new information in red, EleleteEl 
130rtiea ia 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. 

ReEJ:uest the preef efpareAtage by mar1dAg "ether" ea the reEJ:uester eleeumeats page aael 
iasert the followiag 

• If a }laFSHt is :HliHg eH Bei:tnlf ef a HliHer ehilEl. til.eH tHe }laFSHt Hl.HSI sH9fRit Jlreef ef 
Jlareetage_ Preefef!Slareffiage eaHI:le ia the feFIB ef a l:liFtH eeFti:Heate, aEle!Sltiea Eleeree er 
sifflilar EleSHIHent, RafRiHg tHe HI as a legal JlareHI. If a gHaFElian is :Hliag eR BeHalf sf a 
fRiHer er !SlSFSSRjHElieially EleteFRliaeel te Be iaeeRlJleteHt. He er sHe HlHSt sH9Rlit Jlreef ef 
gua!tliaHSRi}l. IRe sigHB:IHre ef tHe Jlareat'guaFEliaH HHlst Be netaFiceEl er sigReEl HHEler 
Jlenah)- ef f!S~Hl')'. MiHSFS Hlfl.;i alse FeEJ:Hest tHeir ewa files til.e!HSel:.,.es. THey Ele aet have 
te Rffi'e tHe eeFtifieatieH ef agreeiHSHI efa !SlaFeHI er gHaFEliaH te Htake this Fel'J:Hest. AR 
atteFRey Rla3' alse Fe!SlFeSeHt a Rliaer. 

Yel:l ffi:tty aeeel to ffi:eEiify tile feat ea the reEJ:l:lester eleel:lffi:eHts see~aH "etHer :HelEI" if 
aeeEieEI, te fit sate the eRe page withel:lt iHterferiHg v~·itk the PIP8 I:JareeEie ea the I:Jettem 
of the pttge. De HOt ffi:Oelify the aekHevileEigemeHt letter exeej3t -...vitA Sl:lj3ervi ser Elflj3FOYal. 

We have changed section 7.5, Certification of agreement of parents or 
guardians, of the FO/AiPA Assi.<.,·tam 's Guide as follows (new information in red, eleleteEI 
portioa is strikethrough): 

If the requester says the subject is deceased and did not provide proof of death, but the 
subject is not over I 00, we will close the case as a total denial (ID). For TD procedure, 
please refer to section 16a, TD (total denial) Case Closings. ·.ve must seRe! for reEJuester 
eleeumeAtatieA. If tha:t is the sitHatioA, Ele Rot staff for the file. 
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We have changed section 23, FOIA Safe Procedure of the Processing Guide as 
follows (new information in red, EleleteEl j'JOrtioR ia skiketHroHgh): (b)(6) 

2. Send the case to Admin and contact~::r::'="'"-------JI via e-mail. 
Copy your supetvisor 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 UN CLASS 

We have added a new section 27 25j, IAFIS and NCIC, to the Processing Guide 
as follows (new information in red) 

+H~,L .............. IA.I!Is .. ~Rd .. NQ!; 
Since FBI is the lead agency for both IAFIS and NCIC, does that mean all results 
ofiAFIS 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 infonnation. RAP sheets may 
show "IAFIS response" or ''NCIC Interstate Identification Index," but since they 
pertain to criminal history rather than wants, warrants, fugitive or terrorist 
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 infonmation to section 27.43.c 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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f;,_,~:H -~ l!l· ·:+. :)f I ·r: l< .I ·:· , .. L 
,:!;-q v~.!.l"iHf. r:~:~·-- !'f\H . . : ~ . I ·-

II .: P [ S.t::f.:H 

:. '.•. 

We are revising Appendix C, Processing Tables, of the Process;ng 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 12.1216 "Blued-in" information, of 
the FOIA/PA Assistant's Guide as follows (new information in red): 

A. If·'Retire" had been blued in, it wotJld have been important. We ,,,-auld 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 the Kansas City area, staff to Non-FOIA for the FCO. 
Release 6. 1.1.0 ofNFTS expanded the Kansas City FRC to three locations- Lee's 
Summit, 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, you should create a Non-FOIA staffing to 
the FCO listed under "Office .. , It can be C(lnfusing. Please refer to the example at the 
bottom (lfthis section, in which you \vould staff to Non-FOIA Office, BAL. 
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USCIS FOIA INFORMATION BULLETIN 
0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

May 13, 201 I 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
infmmation. See your supervisor if you have any questions about bulletin topics. 

The wording of paragraph 28.05 of the Processing Guide has been changed (deleted 
portion-·strickenthrough): 

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. i-n-full 
ci ting(b)(7)(G) <>fthe· FO!A and exemptions (k)(2} and (b)(j)(G}on· PAeases, 

Paragraph 12. 7.6 of the FOIA/PA Assistant's Guide has been changed as follows 
(added portion underlined delctecl·pertien·-s-tric-ken·thre·..tgh): 

When conducting "no record" research, do the query and provide screen prints of 
all searches as directed. Opea·a·RAFACS·(not·Rl.!PACS<f?JS)·staffing~slot·cn·!y, 

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 r-esponsi-v-t>rec&rds 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· t-o· scan· PJ.F-t\.GS-on!yTesponsive records. 
Pend-the-<:ase prepare a Final Action Letter with closing code NR Insert a 
Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Paragraph 12.7.12 of the FOIA/PA Assistant's Guide has been changed as follows 
(added portion underlined deleted portion stfickenthcough): 
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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/W AC, 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 another application/petition filed in conjunction with this 
EAD card. If the only receipt numbers you can find is for an EAD card, 
and they are within the seven-year retention time, then yes, you will 
request the EAD card. 

If they provide a receipt number, you must research CLAMS, 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 submitter by the Service Center. Print the CLAIMS 
screen(s) that shows the receipt was rejected by the service. Create a File 
Request to RAF ACS (not RAF ACS/CIS). Leave the "Customize Letter" 
button selected. Attach a "Scan As" cover sheet to the screen prints, mark 
the box "Responsive Records" and take to person designated to scan 
RAF ACS-only responsive records. Pend the case. 

If there is no location infonnation in NFTS and ifNVC does not have the 
receipt. but there is a record in PCOS. print any PCOS screen(s) 
concerning the petition. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the "Customize Letter" button selected. Attach a 
"Scan As" cover sheet to the screen prints. mark the box "Responsive 
Records" and take to person designated to scan RAF ACS-only responsive 
records. Pend the case. 

12-. 7.12.4 -lf.there· i s-n.o-informati on· about- the receipt-file· in--tJFTS;· regardl-ess--of 
the·pr-efi>{··of·the··reeei·pt·-number-,-·y-ou·-shou!d··stnff·tothe·owner·of·the·reeeipt··fi·le 
and -paste in the ·CLAH.1S screen. This· information can be· located- on the 
CLAIMS··inquiry--somen·upper-right·hand··oorner: ·The··CLAU· .. fS··screen-wi·ll··show 
" db .. ··owne····y:·· 
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Proposed new paragraph 

12.7.12.4 As a matter oflast resort if there is neither information about the 
receipt file in NFTS nor PCOS and you have called National Visa Center and 
determined NVC does not have the receipt. you should staff to the owner of the 
receipt file and paste in the CLAIMS screen. This information can be located on 
the CLAIMS inquiry screen upper right hand corner. The CLAIMS screen will 
show "owned by." 

We are proposing a new paragraph, 27.49 Processing Marriage Fraud Interviews I 
Stokes Interviews Ia be added lo the processing gu;de: 

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 VA W A 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 USC IS 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 ELlS cases, of the FOIA/P A Assistant's Guide as follows (deleted iHfofH'Ia-tioa 
ia stfiketkFeHgA, new infonnation in red): 

12.18.16 Creating Staffing and Acknowledgement letters for ELlS cases 
(The updated slideshows; Reseftfei:tiHg, gtaff.i:Rg aH8 ReEiaetiRg Bblg iafofH'IEttioR iR 
J.lGQS ELlS Research Staff Redact- ELlS, and ELlS Research Staff Redact-- PCQS can 
be found at 0:\FOIA\FOIA Library\Case Create References, also in Connect and ECN). 

12.18.16.1 Find the JOE Number 

Whenever you create a case, please check both the ELlS and ELIS2 blocks in PCQS to 
search for ELlS information. 

(l.foJt,~S ~ '-H ·-· ¢;";:$:::0!<:-CH.AN . -· Wl". 

·;;!.."'l~S 4 -_: .;,,~;~Sf:Of{-RNAC::: _-_ ?02~8 

If you get a response of"Person Found In: ELlS," please click twice to get your IOE 
number_ 

': :;Qt/-.11 

-_-: MF;LS 

. tWB 
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; 

Click twice 

You'll come to the page below_ Please copy the IOE number. 

: ,,, '~"" 
,,,. 

'"' 

''';~l', 

Copy IOE Number 

12.18.16.2 Determine Requester/Case Open or Closed 

To detennine 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 ELlS Case Info screen. If you double­
click the person's infonnation in PCQS (same place where you copied the IOE number 
above), the "Primary Applicant Summary" default screen will display. 
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"Primary Applicant Summary" is the default 
screen Please click on "Case Info" 

\ 
EUS , OS!SSA \ 

,. .. -,~,_ :x:x (.: ,~,_ :x:x (.: ,~,_ :x:x (.: ,~,_ :~r;4.: ,~,_ :~:~::< (.: ,~,_ :~:~::~:~: (.: :: 
Pnm"rf Applir,ant Sumrn<lry l c,~ lr.;o i lV Uetui5 '• Po~Wl hid~;~--~ ·ffi~t~ry ~ c~~- t~ib@;j 

. I 

'N~mE 
'- --- - - ---

' A(nmntm 

~ l.ast N;~me 

First Name 
' Middle Nnme 

! ll<rtW•te 
.Ra(e 
: Country ul- Citilm'>hip 

! Pas$p()rt Number 

, PassJmrt. 1sseing (~entry 
'Alien Number 

! Admiss«m 10 
, Social Security Nt.unlrer 
· R&eipt Number 

7 

NOM'A 

IOES 

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. 

4216 

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



ltt>.ceipt Numl'!tlr 

~eteijlt Oat~ 

Aammt IO 

UJI.~P lndia!tm-

lmm~r~tion a~s~fratillll 

RoHooe 

A "Case State" of 
Accepted, 
Optimized or 
Reopened;= Open 

'"···"··""'-''"-'-"" CL'!e Priority tOO€ 
» "' ->, 

';;: C~se Stilt<:< 

(liSe St~tUj 

Cilse Subsm~' 

Case Type Cnde 

(a.se Sub!ypt; ttllk 
Case RelatiQIIS!IitJ Attive lndkJtQl' 

Case Relationsl!ip f'{l)efilde 

12.18.16.3 Create the Case/Put IOE Number in Topic Line 

t.pw-~~i4 

illP:ums 

Ia tHe "ELlS reeonl, tHere will also l:le at1 IOE RHH'lber. Please eopy tHat HUH'l6er. Fill out 
the FIPS worksheet as you normally would, except paste "IOE" and the number into the 
"Topic" line on the FIPS worksheet. 

fl:jj~ 

IOENumber 
0-''0'-«---«---'<---<---«---«---<-----<---«---«---<-----<---< :m Topic Line 

NOTE: Putting the IOE number in the Topic line is the only way we have to track ELlS 
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, Fonn OS·l55A) 

Create an ESC staffing for any other A-number (Form 1-539, Application to Extend or 
Change Nonimmigrant Status)_ 

Ia tHe BUS reeoFEI, tHere will also l:Je tlfl lOB Htimber. Please eefJy that HtiFRl:ler_ On both 
pages ofthe SSC or ESC staffing letter, please replace the "Alien#" with the tenn IOE 
and the number you copied from PCQS as shown here: 

ATTN: ~'i:;; e;n;>,il Replace the 
A-number 

V$C .f1~11t\ftU.lJ").})t,.~ 

FR0;\1: 

:SCTiTECT: f J.'l':d\"lxlt <1:f J.Ef(,w_\,ltk>l!. ;p~-~va.-;: .Ad. Rt\)<.l<"M :XE.C.::OO:!ni.ICQ<J- \r\fith the ~ 
,;,J.it·r. ;(::'.'. #: ... , __ : '' .. _: ~-'' _:.;_:: 'd(~»:>:·>:<·:<-:<-:<O:-»:>:·>:<·:<-:<-:<O:-»:>:·>:<·:<-:<-:<O:-»:>:·>:<·:<-:<-:<O:-»:>:·>:<·:<-:<-:<O:-»:>:·>:<·:<-: 
:,;LJ!.,.i<:<~l :S«m<."; l-'-knl"v O"VUY<\ 

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 
second bullet 
(shown in 
slrikelhr9u9h) 
Replace it \"'ith 
the sentence 
shown in r::d. 

~;" '<>~,·hd >""O!A l' A ,~r: · ''"' '' f,,,,_."<dd "-' '•'""' c-!Jl~,, f,_,, & : :._,, Il<'<' : ,• tl:•: "'-'hl.xt "'""~'- th~>< ;,. ~ 
-hr.!: f""b>:Wh<:> ) "''' o:'i'J<"o ,-:11 ,,., •. < ,-, ,-.,<!:· "">''•«-•i ,-c '" >}<c '"'l'-<~ol. 

• f:~"''' ·''"''''"'' ~ 1 h·,·« ::=';b <<'·>«·lt '"' •;! =~=·r """"""'" '~''''"J' "hwi"""' '< .. ~"'! wi>b: ,;,, {cu::,;.,-,.J 
f"''• '-'" d , . .,,,. <di<' 

~ .. , ~~,.,.J..~ .. ,.'I'"'''+*I·<<"<o}'-'m;...~ .. J·:¥"''*""'''~.._ •. ,,~.f'«:>;,..,.~»~<«<'·«->4l<<'l<-~mi<<'<·r· ~- -"' · · '" .·.; · '· 
•.. ,.,_.,•M•.-«J':;, .. ,., ... : :···•·-'0' :• -"-")•••: :•< ,,-,: .. \ _.: ,_,,:::•• •: ... : "'"'• ,:. '•,<;:••::•'< <:.,.: -- "'"" , .. ,: '"!''""'"·'·:! 

!h;, .. \.~ < "",.dow""''"'" ·:--:;'''"""'" < lw:·,>f : '"" ,., '" ''";;,, :• ; I::N ~.j 1;.., "f! ;,1,<;,1 ~·;,,~,, ;,d,«k" 1,,-i,•f 
.-.~;>lM:ni,>llfM ;'<>U< ~;1!•,,,. Ba 1'0IA ~S.o!f !>U! I><>t n:i<-~>~ th<>•~ h~D" ><> ltidiUl~d ?.ltl><>U< 

(' ''"'"'" <!::; ''"''''' <f•.-,":,l ) ''" <"- ;>:>:' '"'"'' '"'"'''' < n:" '<> •-'V'-:'<<) \),;-:-d .. AH< .,, 'ho- ',-,,,,, <t1»>:k< ,,, 
Fl$<> 1=-> _,,,,,~,( l~(f. 

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 JOE number you copied from PCQS only. Do not insert the 
language mentioned earlier. 

Replace the 
A-number 

,_,N.·~·'M'm,•,w,·~.·M•m,•,w,·~.·M•m,•,w,-0)Wi<'J\ •._:·:::. ~, , ~ : •,' "~·· : ' - ' 

with the $d'J<'d );''""" !>knty~•->_c,~• 
I 

Ill< ,)HMht,! fPlA PA. f<'l_<!t<< H lc:tl','ltfd<ci. !<:· :-'c'\11 0f!kt f<_•t .~t!;"!> On,~ W_, :h< ~t,iJj~~· t<'HI!I<t. ;;,u< lJ 

h:;,h l'r<~L-.>hili1 ;- :> <>u' ,,HJ;;o- ·,·.-<;] "'" c 'c~wdo ,,.~!''""" ~ 1•> lh "''0"~"' 

.- <;e;;d a <:<>p~: ,,f oll r~;pN"<h~ d<!~<JmffilO !<:< !h l'OH ()ifi·~¢ :» :h~lr~:>;i!""-'1- DO :"OT ~lAKE 
REV.-\010:"-'l. 

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 (ELlS) you may download: 

(I) 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 ELlS content above, we will not be 
providing this material in our response to you. However, if you are unable to access 
USCIS ELlS, please follow the instructions below to request your USCIS ELlS content." 

See the following example: 
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~;; ::(l.'ilrdal;\:<: \\'iiHXp.uimm: \•t'lk,r:~t.bnd SCl.·utih:R,;w!ation> (6 C f.R § 5 x~·l\ \\>\lf:~IFl<!>1 is 
i,;-~01~td :,, :«~.s>:U!ea:; ,,ye~!!le!>l kp,1y att)' b; that;;uaol:<~ ,_:n!gr~Me ~? t,, ~~5N f1ts ln·?·' ~ .. 
tb!s~l'i f(lr ,~;,rd: i:lJi'-'t ,e,•,)[·rl~ "'-'<t:;!u a: rht 't~p.·ti''~ ,. !d,,al. J11'>Jif:<~ir,ml. ~rt'.-M !":)!".<zn<'-<! t~rf~ <l 
H.Ct P.,'0.Sl0.;;5 ?:"r qwrt::~ h::>~<r ~ad fJr ~:.:plka;i<;r;d ~c·pk~ ;J tbntt A' S.J0pcr wpy. Th~ fi~;t 
)iol) ~opb a!;d 1'"'.,; bo1.0rsof S<"'iud: timc;u~ :P~ chatg:d. J.nd lher~main:n~r()m~>:Jlf(lrb.rp::; for oeo;~h 
::r;du.;UcotN~.::nus~ e:-:ad S 1-HI:) ~dN! 1\"t w:U dta~:·· >OU a:w f~~s. \los: r,'<J~C'>!o ~o l<~Otcq·jr,· ~''~' 
1e~: howewr. if t'zti il: ~~tiM ·lfS2_~.oo eJe l'l'quit~-d .• w \-d! n,)t:fy ~ou be-.ii:>tl'!h~lhi. 

- -- ' ----- -- - _, ,--:<---cc- : : ' ,·;: -- --'" ,,-_' :- -- ---- -< 

• :. ·.: •• - •_o_- • .- ,:_. ,_. c.:''-" ''"'"'-o-''""' 

Please insert (cut 
and paste) this 

··· ' ··· ··•·· · •· · ·· ········ · ····' · ·· ·••· language below <0-: . .,...,,.,,.,.,.,@<0:·>:<·:·w··~.·M·:« 

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

- - '• -_,_ .. _ - :_:::_,·; 

, .. -.,,, ::· :.:::.:::.(·.: ,• 

·. the fees 
paragraph -tells 
the requester what 
he or she can 
download 

If the Attorney/Representative/Others case is closed, do not make any changes to the 
Acknowledgment letter. 

Any time you create an ELlS staffing, please send an e-mail to NRC, FOIA QA-CS and 
copy Tracy Bellisime. The subject of the e-mail should be "ELlS staffing" and the body 
of the e-mail should be the case number. 

12.18.16.5 ELlS Staffing I Ack Letter Decision Table 

LJ ,~-- ;) '· .,_,,. 

!/:,<, <:: 1::Jt:.'!f • ·••••••.u•sl ~_;; ::·::, <;; :_ - · -+." /' <'· ;·_,:,;;-·· ·- ' · · ., : :.>::_-- . :::-r: '3 f:c::i: ,,._, .. 
. _ .. _ -->;:' ')'':--< 

-.. ' •. i : : ·: ·: ': : •. : : •'. '• 

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

-.. _ --:,, -,: '--,-·< 

;': ~-- ,,-, -- -----'"- -_y 
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USCIS FOIA INFORMATION BULLETIN 
0: 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 consistency and timeliness of 
infmmation. See your supervisor if you have any questions about bulletin topics. 

We have numbered the paragraphs of the FOIA/P A Assistant's Guide for the same reason 
we numbered the paragraphs of the Processing Guide: page numbers frequently change 
when there is a change or new paragraph added to the guide, 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 is filing on behalf of a minor child, the parent must submit proof of parentage. 
Proof of parentage can be in the fonn of a birth certificate, adoption decree or similar 
document, naming the requester as a legal parent If guardians file on behalf of their 
wards, they must submit proof of guardianship. N_Q__gqn.s_~_n._tj_~ __ p_~_C.~~-S.<lJY.Jr_QmJb~ _ _mj_QQ_r 
child __ or th~_p_ersqnjudi_cially _d~tel1}1ined _to_ be jn_comp~tent_, bow~ver tbe _ _pan~_nt/gu~n:lian 
m,l;l~~ . .Pr9:~j~e .. hi.~. gr__ .h~f..O_\Y.D_.Y_e_ri_fj_c:~t_i .9.1} .. g(. i_~~Jl-*Y Jha~ j_s __ no_t~tj_:z_~g __ g_r__ .~i @~~--l;IQ!:~~r 
pen•lty ofperjury(6 CXKJ5,2l(e)),, 

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 FOIAIPA Assistant's 
Guide has been changed (changed porOon ;s underbned): 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the fonn of a birth certificate, adoption decree or 
similar document, naming them as a legal parent 

If a guardian is filing on behalf of a minor or person judicially detennined to be 
incompetent, he or she must submit proof of guardianship. No consent is necessary from 
1h.~.mi.ng_r___ghi_!.9..prJb~ __ p_~r§_QILiM9i~::.i_~.ILv. .. 9.~1~rmin~.9JQ __ g_~_.in~::9m.P~.t~nt __ hPw~_y_~rJh~ 
.P..a.r.~nUgJJm:4i.a.ll .. mw~.t. _pr.qyi ~k.hi -~ .. 9.r.. b¢.r..Ow..ll .. Y.¢.ri.fi.G~(i.Qil ... 9.f.i.P~nti.tY.. .that .i.s. .. l1.9.t.w.i.~~-d. .. Pr 
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signed under penalty ofper_iury [ 6 C F,R § 5,21 (e)], The case processor will have to 
request more infonnation if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 

Paragraph 12.7. II T-files of the FOIAIPA Assistant's Guide has been changed 
(changed portion is underlined): 

The exception to this rule- We do not receive A-files from ESC, SSC, NSC, WSC .9J 
RDf_ for scanning. Those offices ~itb~r scan directly into FIPS for us _or__w_~--~S.PQI1Jht::.A= 
fjl~Jmm .. :§PM.S_. Therefore, if the A-file is at one of the above service centers and there 
is aT-file anywhere else, including at the NRC, you will have to staff for the T -file. 
MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T -file is when the responsive records are 
scanned in simultaneously with the request 

Paragraph 12.73 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIAIPA Assistant's Guitle 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 nonnally request or other a-files, iD~lycJi~p_gJ:-tiJ~~-' y,rJJ_~r~y~rJb~XJll{ty J;J~, 
inc:ll.ldi.ng __ NR(:) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX Once they are received, please 
review. Please also verifY that the original a-file is still lost If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a­
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a­
file is lost Your case will close as a PD even if no redactions are 
made. Thank you. 
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APPENDIX H: CASE CREATE FLOW CHARTS has been added 
to the FOIA/PA Assistant's Guide, the charts follow: 

C~u:(" CJ'i"<'tto Flow Chru:t for All my rl"rouh. 

I Did requester provide an A number or receipt number? 

YES' I I NO? I 
Do we have the rest of the required PIJ? Do we have the rest of the required Pll and you can 
(DOB, COB?) 

YES? I I NO? 

Dow~ have coru:ett anri verification? 

I Yes? I I NO? I 

1 
Does the A number or receipt 
number match the PI! in CIS? 

YES? I I NO? 

~ 
Are you staffing for an 
"A:' file or receipt ftle? 

A-File I I Receipt file 

find one and only one ezact match based onP!l? 

I 
Ye~? I I No? 

. I Go out b JlJI mdlo:r 
pl!titiom II 

Do we have coru:e:nt &rut verification? I Go out for Pll only. 

I I 
r· 

No v .. 
Go out for 
consent I 

~ verification and 

I Go out for consent/verification. I 
missing PII. 

---=---=---·-----·---=---=---·-----·---=---=---·-----·-·· Search for the correct A file or 

I 

receipt file. 

Was another A file or receipt file 
foood? 

I Yes? I I NO? 

Draft N R letter 
and put in U/C 
for a second 
Search. 

Consolidated into an 
A file? 

Start over using the 
new A number or 
receipt number 
under the yes 
column. 

Yeffl 

Verify file 
location in 
NITS/CIS and 
staff for A file_ 

No? 

If not at NVC, staff to originating office_ 
(f;l;('iEAC S~CiSRC 'YSC'/WAC'. h·ISC':NBC 01 
NSCUN 
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£nuri:ilt Yoltmtm 
Ilep~tttu~s rumt' ~~ th~ botdfJ. 
IN 

• ' 
t-"1~~Mo BlB~.nmor. 

(-'-'111. 

' ' 
Crimitt.ill~stol \'. m ~::Is not ~~ th~ 
bo1 ~PL d1p01 t!lllo!l F . .J ~-I. 'i'Lq 
~HI~ 

l==::r:=~ ·~=::.t·===i==:::r:==t;::====-1 ' ' 
Was Am:nber~~o·ded~ Is be requerter the petlio:.:r r the ]_j ~e:udEr provrde anA n:rruer? 

L'~rn~'"~'~'"['==~==c=!=~~~~~~lj N~• I':, I Yes Fetrtroner Ben:fiury 
Yes I +o~ 

' ' ' ' ' 
' ' 

r:~~:tm 

O:ll'lltm! 
reqUildPIP 

Sercf_ br 
Amter 

• 
~ B • 

Ven~ Pll tn Go out 
~l~CU ,, 
H:<Tl fur r.lllSillj 

L: .ocabou PI:, and 
3l1Hfffor " A l:e [[!1S~11 

A mmber fcu:-.11 

• 
r;o out for 
mi~>mp 

mnnbr1. 
PIT 1lld ot 

• 
FJt[udo 

'.n. 

' ' ' ' ' ' 
' ' ' ' 
' ' ' 
' ' ' ' 

-~1'3! allreqwred 
?II prt'lidel for 
e!lherthe 
':~1Ker OI the 
3enei:iar; along 
·i'ith con;ent frc:r. 
be Petmoner1 

:sth~!WL~I 

:omotdatid 
.nto lilA file? 

' ' -s 
GJ~ 
~ 
' ' ' 

Call tile ~"VC lfnr: 
ltth~NVC, llt'!tr the 
lj)pr:;mti S'l"!C~ 
;~~.;~t. (r:lCiBC, 
SSCISRC, 
WSC·W.~C, 

~SC·liECor 
)ISC.UN. 

Was an A n11.ber 
orrettlplnurr.Oer 
pr~11ded ad Jl 
requrred Pll a_ti 

conseJJI: fro::~ t'.e 
benefi::ary? 

j 
~~J cut fer :ny 
ffilSSI:lg PIT aneor 
Co:lSd 

Dlwl:tf'l 

(QWE!il!Jrlill 

rec.wdPIP 
(COE,COE.~ 

Dmell\:. 
for:n~ 
nu.~b~r 

deptrtllti! 
ofStatt. 

' 
' ' 
' ' ' 
' 
' 

~~-: 
---'--: 

Go out for eqt:en:r 
Joe: 

-----: 
' 
' ~--------' 

Staff [or A file lithe rnlythmg tha: 
~ :mr.d ti am:1p El~. AID !I: 
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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 USC IS 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 link in Section 8.21, SITUATION: Record at National 

Archives and Records Administration {NARA), of the FOIAIP A Assistants Guide as 
follows (elelete8 iRffirtHatieR iR striketAreHgA, 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. IfNFTS shows that the A-Number has been retired to NARA, it means we have 
turned the records over to NARA permanently. The requester will have to send a 
request to NARA. 

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 }l).r.._"tA 'Wistefietti ReeeF8 
National Archives Letter located at \IZ02RSGNRG09\G001mon$\Foi·a\FO!A 

q;;J;!B.~.@.~ .. G.[.~i!l.~ .. R..~.~@.I}.R.~§\N./.\R.!.\ .. ffi.~9.[.i.Q&, .. R..~.R.Q.U.l...k.~lt~.f.-.QQ.f?. 
Q jE Qi ~ \fQJ_t\ J,;JI31t_M Y\{)~~ Cre_a!eJ~c~f~ceng~s lli <1tl op~l_ e._[cJJL v_e§ .gQ~ 

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.I7. of the FOIAIPA Processing Guide as 
follows (new information in red): 

28.06.a.l7. Refer any State Department document, whether it pertains to a nonimmigrant visa 
or an immigrant visa including SEVIS screen prints, if it bears the following warning: 
Sensitive But Unclassified (SBU)- Information Protected under INA 222(1) 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 Senrices ). 
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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 Department document" We've enlarged the document on 
~~~- lle_j{_t __ p(lg~_:__lt i~ __ (l_ C()p)'__()f_a_ll __ ~l11.a.il _ _. __ . 

.IIJ\ .. -·-
• 

tJ>i,~$~~i~stit~-'~·~<wd!c.i~~~ 

CSD S.~Ooi:timMMS.Iil<>loii. . . ....... . 
SWtmtf ~mn.~- i'<.lr ' · · · , With flh ld · 
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An adjudications officer is 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)(6) 

From: Shields, Kathy S 
Sent: Monday, April 28, 2014 12:16 PM 

Shields, Kathy S To: 
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 
sheet) goes on top of the package 

2. 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 

3. 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. 

4. Notice to Appear before Immigration court document; 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. 

5. Other supporting documents 
6. COrrespondence 
7. Fax cover sheet if one exists 
8. 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 f>S 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: 
S:\FOIA\FOIA QA and CS grouo\SOP's\Customer Service Group\SCAN AS Cover Sheets\ COVER SHEET- FOR EXPEDITE 
TUB IN OA ROOM FOR SUPERVISOR REVIEW.docx 

Your Batch Control sheets can be accessed for printing at: 
5:\FOIA\FOIA OA Room\Cover sheets template FOlA related\NEW REQUEST BATCH CONTROL.doc 

1 
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