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DHS Records Team 
Angela Green (Supervisor) 

The DHS Team processes DHS record requests for cases involving final removal orders, 
reinstatement cases and expedited removal cases. 
 

1. DHS Team receives the new case assignment from OIL’s Circuit Coordinators for a DHS 
record request. 

 
2. Angela Green (supervisor) assigns all cases to one of the DHS paralegals.  The assigned 

attorney, team leader, team paralegal or legal assistant is copied on the case assignment. 
 

3. The DHS paralegal requests the DHS record (via email) from DHS and Chief Counsel 
Offices within 24 to 48 hours from receipt of the assignment. The DHS paralegal attaches 
to the email request the necessary ROP documents (record of proceedings memo, index, 
and the certification page for record of proceedings). 

  
4. The DHS paralegal maintains communication with the DHS and Chief Counsel Offices 

concerning any special instructions for securing and filing the record. The OIL attorney 
and team paralegal/legal assistant is copied on all email conversations. 

 
5. When the certified administrative record is received from DHS/ICE the DHS paralegal 

sends the assigned attorney the record for review and approval. Once approved the DHS 
paralegal ECF files the record with the circuit court. 
 

6. The DHS paralegal sends an email request to OIL’s Record Unit with the attached filed 
DHS record for uploading the record on to Share Point. 
 

7. For DHS records with a pro se petitioner the team paralegal or legal assistant is 
responsible for mailing a copy of the DHS record to the pro se petitioner to complete 
service. 
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