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FOIA (Freedom of Information Act) Operations

PURPOSE:

This Intra-Agency Memorandum of Agreement (MOA) between U.S Citizenship and
Immigration Services (USCIS) and U.S. Customs and Border Protection (CBP) is
effective October 1, 2023, and describes the terms and conditions pursuant to which

USCIS will provide services to CBP in the amount of

in response to FOIA

requests, in which both parties have responsive documents within the shared A-File

record.

Duration of Agreement

From: October 1, 2023

| To: September 30, 2024

Signatories

REQUESTING AGENCY:
Department of Homeland Security
U.S. Customs and Border Protection
Privacy and Diversity Office

Program

Approval Name:

Rebekah A. Salazar

Title: Executive Director
Privacy and Diversity Office

SERVICING AGENCY:
Department of Homeland Security
U.S. Citizenship and Immigration
Services

Immigration Records and Identity
Services Directorate

National Records Center

Program
Approval Name: Michael D. Arnold, Jr.
Title: Director, National Records Center

Digitally signed by
REBEKAH A i sionedby MICHAEL D MICHAEL D ARNOLD JR
ate: 2023.06. Date: 2023.06.28 13:44:10
SALAZAR ' 351e e 06/272023 | ARNOLD JR = e
Signature Date Signature Date
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FOIA (Freedom of Information Act) Operations

AUTHORITY: This agreement is authorized under the Economy Act (31 (U.S.C. §

1535).

Scope of Services

USCIS will process all CBP A-file documents responsive to a FOIA request.

Center.

USCIS will provide litigation support. Any settlement and award costs will be
negotiated by the Parties on a case-by-case basis.

USCIS will respond to public inquiries related to CBP A-file documents received by or
processed by the USCIS National Records Center via the FOIA Requestor Service Call

Section of Agreement Page #
General Information 3
Policies and Regulations 3
Security and Confidentiality 3
Funding, Reporting and Invoicing 3
Modifications and Amendments 5
Dispute Resolution Process 5
Renewal 6
Termination Clause 6
Program Points of Contact 7
Service Responsibility Matrix 8
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FOIA (Freedom of Information Act) Operations

General Information:

This MOA governs the services, levels of effort, resources and timeliness between USCIS
and CBP for FOIA Operations.

This MOA identifies the terms and conditions of the services to be delivered to CBP
by USCIS. As required, quarterly reviews may be conducted to identify requested
changes in services provided or billing and reporting.

Policies and Regulations:

This MOA will adhere to all pertinent statutes, regulations, Executive Orders, and
Department of Homeland Security (DHS) policies and procedures, including, but not
limited to DHS Financial Management Policy Manual Section 3.7, Intragovernmental
Actions, Transactions, and Reporting.

Security and Confidentiality:

Information utilized by USCIS in the performance of services for CBP includes Privacy
Act, confidential, proprietary, and other sensitive data. This data may pertain to
employees, customers, or contractors. USCIS will maintain the highest integrity,
protection, privacy, and security of this information. The security of data contained in
information systems used by USCIS will meet Information Technology security
requirements in accordance with DHS and/or USCIS policies. Appropriate backup and
disaster recovery procedures will be maintained to ensure continuity of service.

Funding, Reporting and Invoicing:

No provision of this MOA shall be interpreted to require obligation or payment of funds
in violation of the Anti-Deficiency Act, 31 U.S.C. § 1341, or any other applicable law.
This MOA is subject to the availability of funds and is not intended to, nor shall be
construed to, obligate the Parties to any current or future expenditure of resources in
advance of the availability of appropriations from Congress. This MOA is not a

funding document and does not represent the obligation or transfer of funds.

In the event of a Continuing Resolution, CBP will obligate funds for this agreement
incrementally based upon available apportionment levels. Services will begin October
1, 2023 and bills must be paid timely.

The Fiscal Year (FY) 2024 total cost of the MOA is - Annual cost estimates
for staff and associated support will be prepared by the USCIS budget team using a
position cost model. The costs for this agreement are inclusive of government payroll
salary and benefits. The MOA will be reviewed annually.

In addition to costs for staff and associated support, there may be Other Program Costs
(OPCs) specific to each function. Specifically, there may be settlement and award costs
involved in litigation that could potentially be shared by each party. Settlement and award

3
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FOIA (Freedom of Information Act) Operations

costs will be negotiated on a case-by-case basis. It is the responsibility of USCIS to
negotiate estimated costs for related supplies, shipping, and OPCs with CBP and
incorporate them into the MOA. All OPCs will be calculated based on actual costs
incurred and will be tracked against original budgets provided by CBP in the MOA.

CBP will reimburse USCIS for those goods and services provided by USCIS at actual cost.
Payments to USCIS will be made through the interagency Intra-Governmental Payment
and Collection (IPAC) billing system on a quarterly basis.

In the event that funding obligated by CBP is greater than what is required to meet
CBP’s requirements, USCIS will release excess funds in writing. In the event that the
funding obligated by CBP is less than USCIS’s estimated costs, USCIS will
appropriately request additional funding or negotiate a reduction in services to meet
CBP’s requirement within their funding constraints. Projected spending estimates,
based on actual-to-date data, will be provided on the Pre-Invoice each month that will
indicate if there is a need within the current cost projection to release funding, request
additional funds, or reduce services. The discussion and decision on any funding issues
must be resolved no later than 30 calendar days prior to the end of the fiscal year.

Invoicing:

A Pre-invoice detailing the charges will be presented by USCIS the CBP COR
quarterly by the 10% business day after the end of each quarter.

The Pre-invoice will contain two cost elements — Personnel costs and OPCs. Invoice
format will be agreed upon between USCIS and CBP and contain the financial and
other information required by each.

e Personnel Costs: Personnel costs will be billed from actual pay period bi-weekly
payroll costs equivalent to a quarterly amount (for quarterly invoices) of the agreed
upon annual Full-Time Permanent (FTE) rate for each FTE actually supporting
CBP for that Period. Invoices should include personnel
charges for the period with sufficient detail for review by CBP. Personnel costs
should appear on a separate line on the invoice.

e OPCs: OPCs should be billed to each service area as appropriate. Invoices
should include charges for the period with sufficient detail for review by CBP.
Detailed back-up documents will be made available by USCIS upon request by
CBP.

Pre-invoices should be sent via email, in the agreed format, to the CBP POC designated
in the Program POC section of this MOA. The invoice must be reviewed and approved
by CBP and discrepancies noted, discussed, and resolved with the USCIS Financial POC
within 10 business days from receipt of invoice. The Parties will make every effort to
resolve any disputes during that period. CBP will affirmatively accept or reject an
invoice and raise any issues in writing by the 10" business day after receipt of invoice.

If an unresolved dispute arises, USCIS will IPAC the amount of the invoice, which is not
in dispute, and raise the disputed amount to the Shared Services leads for resolution. If
4
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FOIA (Freedom of Information Act) Operations

resolution cannot be achieved within 30-days of receipt of invoice, it will be subject to the
dispute resolution process outlined below in this MOA.

Modifications and Amendments:

This MOA sets forth the entire understanding between the parties hereto and
supersedes all previous written and oral negotiations, commitments, understandings,
and agreements between the Parties.

This MOA may be reviewed quarterly as needed, to incorporate modifications or
amendments that are necessary to support CBP and USCIS requirements, and to
accurately reflect any changes or operational policy. The changes are required to be in
writing with approval and signature of both USCIS and CBP.

Dispute Resolution Process:

The purpose of the Dispute Resolution process is to achieve the prompt resolution of
issues to the satisfaction of all parties. The following principles will be adhered to:

e All issues raised will be adequately documented, including agreed actions to
resolve issues.

e Issues shall be considered resolved only when agreed actions have been
implemented to the satisfaction of all parties.

To enable the prompt, satisfactory resolution of issues in the spirit of cooperation
underlying the MOA, both parties agree to follow in good faith the following
process:

e (Consultation: Any unresolved dispute arising from or in connection with the
validity, interpretation, or performance of this MOA shall be resolved by all
Parties in the first instance through amicable consultation.

Mediation: When appropriate, the parties in dispute may and are encouraged to
utilize a neutral third party to mediate the consultation. Any costs associated with
a third party will be shared equally by USCIS and CBP.

Notwithstanding the above process, any corrective action requiring modification of the
terms and conditions prescribed under this MOA must be implemented according to the
Modifications and Amendments clause above.

Renewal:

With the mutual agreement of CBP and USCIS, this MOA may be renegotiated and
renewed on an annual basis. Intent to renew must be provided in writing by CBP to
USCIS no later than 30 days prior to expiration of the current agreement. Failure to
provide written notice of renewal may result in termination of services.
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FOIA (Freedom of Information Act) Operations

Termination Clause:

This MOA will terminate on the effective date, unless terminated at an earlier date with the
expressed approval of both the Servicing Agency and the Requesting Agency.

Approved by USCIS:
Name: Date:
Title:

Approved by USCBP:
Name: Date:
Title:
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FOIA ALERT TEMPLATE

Send Date: 3/4/2024

From: I

To: #FOIA

CC: n/a

Subject: FOIA Alert — Cuban 1-94 Specific Document Requests and Case Create No
Record Policy Change

Attachment(s): n/a
Cuban 1-94 Specific Document Requests and Case Create No Record Policy Change

Background: Since January 2024, USCIS has received approximately 20,000 requests from
Cubans requesting their 1-94°s, arrival/departure, entry/exit, and/or parole documents due to
recent changes in Immigration law. Discussions were held between the Acting FOIA Officer,
FOIA leadership, USCIS and CBP Office of Chief Counsel (OCC), and NRC/IRIS leadership to
determine the best path forward for handling this large influx of requests that fall within CBP’s
purview. The decision was made to close these requests upfront since USCIS does not maintain
records for this population of requests.

What this means for you:

Case Creators:

Effectively immediately as of 3/4/24, if you receive a request and the subject of record’s place of
birth is Cuba and they are only asking for a copy of their 1-94, arrival/departure, entry/exit,
and/or parole documents, you will close the case No Record (NR) and add the insert for Cuban I-
94’s.

Major Change to No Record Letters for Case Creators:

Due to the new insert required for Cuban 1-94’s, we have made a change to the No Record
letters. Normally, the Systems Searched language for No Record letters is automatically
populated for case creators. Since this language does not apply to the Cuban 1-94 No Record
closures, we have removed the automatic language for Systems Searched. You will need to add
the No Records - Systems Searched insert for all other situations when a PCIS search was
completed.

Case Processors:

Scenario 1:

If you receive a case to process that was created prior to 3/4/24 where the subject of record’s
place of birth is Cuba and they are only asking for a copy of their 1-94, arrival/departure,
entry/exit, and/or parole documents, you will process the case as normal. If the documents are
not located, close the request NR and add the insert for Cuban 1-94°s.
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Scenario 2:

If you receive a case to process where the subject of record’s place of birth is Cuba and they are
only asking for a copy of their [-94, arrival/departure, entry/exit, and/or parole documents and it
was created on or after 3/4/24 that was inadvertently staffed and sent to the processing queue,
close the case NR and add the insert for Cuban 1-94’s.

Scenario 3:

If you receive a case to process where the subject of record’s place of birth is Cuba and they
have requested the 1-94, arrival/departure, entry/exit, and/or parole documents and any other
additional documents or the entire file, process as normal. If the 1-94, arrival/departure,
entry/exit, and/or parole documents are not located in the file, add the Cuban 1-94 insert and any
other applicable inserts. If the case was created on or after 3/4/24, substitutes for the documents
listed above should not be provided.

Cuban 1-94 Insert:

USCIS does not possess copies of arrival 1-94s (Arrival-Departure Record Card). 1-94s for
individuals who were paroled after processing at a Port of Entry (POE) are issued electronically
by U.S. Customs and Border Protection. If you or the subject of this request was issued an 1-94 at
a POE, you can obtain a copy of your 1-94 by going to https://i94.cbp.dhs.gov/194/#/recent-
search. However, only [-94s issued at a POE are available on this site. If you or the subject of
this request were released after being apprehended by the United States Border Patrol and having
been served a Notice to Appear in Immigration Proceedings, that release, sometimes called
“conditional parole” conducted pursuant to 8 USC Section 1226(a) is not recorded on this
website.

Indicators for Cuban 1-94 insert:

1. Subject of the request’s place of birth is Cuba, and
2. The request is only asking for a copy of I-94, arrival/departure, entry/exit, or parole
documents.

On the horizon:
These changes will be included in the next USCIS FOIA Information Bulletin and be
incorporated into the USCIS FOIA and PA Case Create and Case Processing Guides.

Still have questions or need help?
Please see your supervisor
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From: FOIA Policy and Approving

To: #FOIA; #NSC UNION; Team2Cherokee; Cherokee Team 1; NRC Quality
Subject: Immediate Policy Change

Date: Friday, April 11, 2025 12:32:31 PM

Importance: High

Effective immediately, it is our policy to redact all third-party information that may be contained in the
immigration records regardless of where it came from. All third-party information, including names,
must be protected with exemption (b)(6) and (b)(7)(C) (if law enforcement related). This information
must be held with (b)(6) in PA cases. This policy will include, but is not limited to, applications and
petitions signed by the subject, other documents provided by the subject, documents filed in court,
children’s birth certificates (regardless of if proof of parentage is provided with the request or in the
file), documents that the subject is a party to (joint tax returns or other joint documents) etc.

The FOIA Processing Guide will officially be updated and training will be provided in the near future.
For additional questions, please see your supervisor.

Thank you,

Operations Support Division (OSD)

WARNING: This document is FOR OFFICIAL USE ONLY (FOUO). It contains information that
may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552).
This document is to be controlled, handled, transmitted, distributed, and disposed of in
accordance with DHS policy relating to SENSITIVE BUT UNCLASSIFIED (SBU) information
and 1s not to be released to the public or other personnel who do not have a valid "NEED-
TO-KNOW" without prior approval from the originator.
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Withhold in Full Law Enforcement Checks, Screenprints and Investigations Interim
Guidance — Revision 1

Processing of Responsive Records
Ascertaining how to process documents within the responsive records will be done by
segregating Record of Proceedings (ROP) material from non-ROP material.

An ROP is an organization of certain immigration records that were considered, or referenced,
during an administrative immigration proceeding that resulted in a final administrative decision
or action. An ROP is typically contained within a physical A-File, Receipt File, or Electronic
File (ELIS or STACKS), or a hybrid paper and electronic file.

An ROP can contain a wide variety of records, including:
e Immigration benefit applications/petitions and supporting/related documents
Removal action notices and orders
Immigration court benefit determinations and orders
Hearing or interview transcripts, sworn statements, recordings, and exhibits
Any other evidence relied upon to reach a determination in an enforcement action, legal
proceeding, or adjudication process

The ROP is critical for many functions, such as efficiently and accurately adjudicating benefit
applications; administrative and judicial review of decisions; responding to Freedom of
Information Act (FOIA) requests; supporting law enforcement actions, investigations, and
litigation.

For every ROP, there must be an initiating document. The initiating document sets in motion the
benefit adjudication, enforcement action, or proceeding that is the subject of the ROP. Initiating
ROP documents can include but are not limited to:
e Applications and petitions for immigration benefits
e Removal notices such as the [-862 (Notice to Appear), [-863 (Notice of Referral to an
Immigration Judge), or [-213 (Record of Deportable/Inadmissible Alien)
e [-290B (Notice of Appeal or Motion)

Responsive records can have multiple initiating documents. For each initiating document, there
will be a separate set of ROP and non-ROP records.

Non-ROP material is used to help the adjudicator decide whether to request the applicant or
petitioner submit additional evidence. Non-ROP documents created in association with an
initiating document include those that are not received from, or provided to, the individual. They
include, but not limited to:

o Worksheets, Checklists, Routing Slips

e System Screenprint (ATS, TECS, CIS, NFTS, PCQS, CPMS, rap sheets, DACS, Enforce,

EARM, etc.)
o FDNS Material
e Security Check Forms
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In general, ROP materials are subject to Privacy Act and FOIA requests without significant
redactions. Non-ROP materials, by contrast, can be protected in whole or in part against FOIA
and Privacy Act disclosure. Confusing the two can lead to the unintentional release of
information.

All non-ROP material will be withheld in full (WIFd) using exemption (b)(7)(E), add (k)(2)
if a PA case. Add any other applicable exemptions.

The 1-213 narrative (located on any document that is not WIFd) will be redacted in its entirety
(b)(7)(E), add (k)(2) if a PA case. Add any additional exemptions that may apply.

Third Party Personal Information and Personally Identifiable Information (PII) Interim
Guidance — Revision 1

The way USCIS processes personal information and PII has undergone an extensive revision.
This revision is being monitored and may require additional adjustments to guidance.

Therefore, no permanent changes are being made within the USCIS FOIA/PA Processing Guide
currently. Guidance for processing personal information and PII will be contained in this interim
guidance sheet.

Personal information can include, but not limited to:
e PII
Name
SSN
A-number
Phone number
Address
o Receipt numbers
e Medical information
o Diagnosis
o Appointments
o Psychiatric reviews
e Personal statements
o Interviews
o Transcripts
o Text messages
o Emails
o Cards/Letter
e Photographs
e Financial records
o Affidavit of Support
o Bank records
o Tax returns
o Bills

0 O O O O

Third party personal information/PII will be withheld in responsive records for individuals that
do not provide VOI and Consent within the request documents. This includes, but not limited to:
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e Documents signed by the subject
o Applications/petitions
o Personal statements
o Individual tax returns
e Documents the subject is a party to
o Marriage certificate
o Birth certificate
o Divorce certificate
o Joint tax returns
o EOIR court transcripts
e Documents addressed to/from the subject
o Bills
o Bank statements
o Personal letters
o Notice of Hearing

Third parties are considered any non-governmental persons or individuals. This includes, but not
limited to:

e Relatives

e Organization employees

e Persons that are deceased or over 100 years old

e Non-governmental employees acting in an official capacity (i.e. doctors, attorneys, etc.)

Government employees (e.g. USCIS employee, CBP Officer, ICE Officer, DOS employee, etc.)
are not considered third parties that fall under this guidance. See below for changes regarding
USCIS, DOS employees, CBP and ICE Officers.

Third party personal information/PII will be withheld (b)(6) on all non-law enforcement
documents in both a FOIA and PA case. You will use (b)(6)/(b)(7)(C), add (k)(2) if a PA, on all
law enforcement documents. If WIFing the documents, add any additional exemptions that may

apply.

Specific Document Guidance (not an all inclusive list):

Document Examples Guidance
Petitions/Applications 1-130, 1-485 Redact
Joint Documents (even though | Tax Returns WIF

your subject is a party to) Utility Bills

Bank Statements
Marriage/Divorce Certificate
Children’s Birth Certificate

Family Registry

1-864/1-134
USCIS Correspondence RFE Redact
Addressed to the Subject NOID

Decision Letter
1-797
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USCIS Correspondence
Addressed to a Third Party

RFE

NOID
Decision Letter
1-797

WIF

Subject’s Individual Documents

Birth Certificate

Death Certificate
Employment Documents
Driver’s License
Passport

Individual Tax Return
Local law enforcement
G-28

G-325

School Documents
Medical Documents
Photographs

Redact

Publicly Available Documents

Country Conditions
Cited Court Case
News Articles

Release

Joint EOIR /BIA and
State/Local Court

Motions
Correspondence/Notices
Orders

Transcripts

WIF

and State/Local Court

Subject’s Individual EOIR /BIA

Motions
Correspondence/Notices
Orders

Transcripts

Redact

Third Party Documents

G-325

G-28

Character Letters
Birth/Mariage/Divorce/Death
Certificates
Driver’s License
Passport

Tax Returns

Bank Statements
Utility Bills

School Documents
Medical Documents
Photographs

WIF

Additional Updates Interim Guidance

1367 Information Provisions
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You will now utilize (b)(6) for information withheld for 1367 Information Provisions for both
FOIA and PA cases. You will no longer use (b)(7)(C).

U.S. Department of State (DOS)
All third party personal information/PII will be withheld in a PA case with exemption (b)(6).

All DOS employees and employees of JVAs will be withheld with exemption (b)(6) in both a
FOIA and PA case. This includes, but not limited to:

e Documents signed by the subject.

e Documents served to the subject.

DOS and refugee documents will follow the same ROP and Non-ROP rules as listed above.
Some sample ROP documents, and guidance are:

Document Examples Guidance
Subject’s Individual DS-156 Redact
Documents DS-160

Immigrant Visa and Alien

Registration

Medical Examination for
Immigrant or Refugee
Applicant

DS-3025

DS-156K

Supplement to Nonimmigrant
Visa Application

DS-2019

The Transportation Company
and Transportation Security
Administration

1-590

Correspondence to subject
Family Trees

Subject is a Rider 1-590 WIF
Family Trees

The Transportation Company
and Transportation Security
Administration
Correspondence to the
Applicant

UNHCR RIF

*Add any additional applicable exemptions. Exemption (b)(3), 8 U.S.C. 1202(f) should only be
used if the information pertains to the issuance or refusal of a visa or permit to enter the United
States.
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Examples of non-ROP documents that you will WIF are:
File Summary

Interviews and sworn statements

Refugee Application Assessment

Worksheets, Checklists, Routing Slips

System Screenprint

Security Check Forms (SAO)

Internal correspondence

Report 24 and 71

Refusal Worksheet and Advisory Opinions

*Add any additional applicable exemptions. Exemption (b)(3), 8 U.S.C. 1202(f) should only be
used if the information pertains to the issuance or refusal of a visa or permit to enter the United

States.

Executive Office for Immigration Review (EOIR)
Documents served to EOIR are no longer fully releasable. You will process documents served to
EOIR based on current guidance.

You will now use (b)(6)/(b)(7)(C), add (k)(2) if a PA case, for documents authored by EOIR.

USCIS Employees
For USCIS employee PII in a PA case, you will now use (b)(6). The Partial OOS will no longer
be used.

CBP and ICE Employees
CBP and ICE employee PII will be withheld using (b)(6)/(b)(7)(C), add (k)(2) if a PA case,
except for public facing officials (SAC, Port Director, FOD, CC, SIO, etc.)

CBP and ICE employee PII includes, but not limited to:
Names

Signatures

Initials

Direct phone lines

E-mail addresses

User IDs

O O O O O O

CBP and ICE PII except for Directors’ names (District, Field, Center, etc.), will be withheld on
all documents. This includes, but not limited to:

o Documents signed by the subject.

o Documents served to the subject.

o Documents served in EOIR.

o Documents referred to another agency.

Local Law Enforcement
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You will now use (b)(6)/(b)(7)(C), add (k)(2) if a PA case, for local law enforcement officer and
third party personal information on local law enforcement documents.

OBIM
You will now use (b)(6)/(b)(7)(C), add (k)(2) if a PA case, for third party and law enforcement
officer personal information on OBIM documents.

Bureau of Prisons (BOP)
All BOP documents, except for the ones we RIF, are considered non-ROP material. You will
WIF them (b)(7)(E), add (k)(2) if a PA case. Add any additional applicable exemptions.

FOIA Processor Help Desk
If you have a processing related question related to a specific case, after exercising your due
diligence, follow this procedure:
¢ Contact your supervisor.
e If the supervisor cannot resolve your question, they will fill out a Helpdesk ticket.
o The Helpdesk Ticket located on the Helpdesk and Translation Requests OSD
Teams page.
o Place the case in Admin.
o The Helpdesk will respond to your request on a first-in, first-out basis (FIFO).
o Once the Helpdesk Ticket is complete, your supervisor will receive an e-mail
notification to review the ticket response.
o The supervisor will then return the case to you with the information needed to
complete the case.
e If the supervisor needs further clarification of the response, they may request a Teams call
by submitting a new Helpdesk Ticket. If the Helpdesk decides that a more in-depth
response could be needed, they may initiate a Teams call.

*Tickets can be tracked by the supervisor via the Helpdesk Tracker on the Helpdesk and
Translation Requests OSD Teams page.

Policy
If you have a general (not related to a specific case) processing policy related inquiry, concern or
recommendation:

e Contact your supervisor.

o Ifthe suiewisor cannot resolve your question, they can contact OSD at
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From: E—
To: #FOIA

Subject: Untranslated documents

Date: Wednesday, June 11, 2025 1:26:02 PM

Good afternoon,
Effective immediately, we will out-of-scope all untranslated (i.e. not in English language)
documents originating with NON-U.S. government entities. We will no longer seek translations

of these documents as previously stated in guidance.

This guidance will be updated in the guide at a later date.

Respectfully,

Acting Chief FOIA Officer

Freedom of Information Act

National Records Center

United States Citizenship and Immigration Service
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From: USCISFOIAOfficer

To: EOIA Records Release Policy Updates

Cc: Arnold, Michael D (David); _; _ _
Subject: FOIA Guidance Change - Requirements for Acceptable VOI

Date: Tuesday, September 16, 2025 10:59:02 AM

Effective immediately, the following VOI requirements are revised:

Required VOI items:
- Date of birth. Requestors must provide the SOR’s complete DOB in mm/dd/yyyy

format. Requests with partial/unknown SOR DOB will be closed FC.

® Country of birth. Requestors must provide the SOR’s country of birth. Requests
that only provide other location information (e.g. city, province, etc.) or state that
the SOR’s COB is unknown will be closed FC.

® Physical address. Requestors must provide the SOR’s physical address (even in
digital requests). Requests that do not provide the SOR’s physical address will be
closed FC. Arepresentative’s address, such as an attorney, is insufficient to verify
the SOR’s identity.

Optionalinformation:
- A-number/ parent’s names. While requestors are not required to provide the

SOR’s A-number or parents’ names, if it is provided and does not match SOR

information, close NR.

These changes will be incorporated into our current procedural guidance. If you have
any questions regarding these changes, please contact your supervisor.
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Freedom of Information/Privacy Act Request USCIS
. Form G-639
Department of Homeland Security OMB No. 1615-0102
U.S. Citizenship and Immigration Services Expires 12/31/2027

What Is the Purpose of Form G-6397?

Use Form G-639 to request access to U.S. Citizenship and Immigration Services (USCIS) records under the Freedom of Information
Act (FOIA) at 5 U.S.C. 552 and the Privacy Act of 1974 (PA) at 5 U.S.C. 5524, if applicable. You may also use this form to request
amendment or correction of records pertaining to you under the PA, if applicable.

Your Options to Make a FOIA or PA Request with USCIS

You can make a FOIA or PA request:
* Online at www.uscis.gov/foia;

* Using this Form G-639; or

 Inwriting and in accordance with the requirements of the FOIA and PA.

Request and Receive Records Faster Online

Our online FOIA and PA services are a more efficient way to request and receive records than by using Form G-639 to make a
request.

When you make your request online, USCIS receives it immediately and we can deliver the response to you immediately after the
records are processed.

You will also be able to:
* Receive instant updates when we act on your request;
* Respond faster if we ask you to give us more information; and

Making your request online helps ensure your request contains the required information and reaches us immediately, rather than
through a mailed postal delivery. Once you provide the information necessary to process your request, we will add it to the same first-
in, first-out processing queue ordinarily used for all requests.

Once we release records you request online, you can use your online account to:
» View them on any internet connected device, such as a smartphone, tablet, or computer;
» Access the records as soon as they are available, rather than waiting for them by mail; and

» Continue to access your records through your online account and print them whenever you need.

If You Make Your Request Using This Form

If you complete and submit this form, we will send all correspondence and any records we release through U.S. mail, requiring time
for transit and receiving. Unless you specify another format, any records responsive to your request will be sent to you on a CD-
ROM, so you will need to use a computer with an optical drive to view them. Alternately, if you request records online
(www.uscis.gov/foia) using FIRST, you can download them without the need for equipment other than a computer, smartphone, or
tablet that is connected to the internet.

Do not use Form G-639 for:

» Status Inquires. Contact the USCIS office where the application or petition was filed or visit https://egov.uscis.gov to check
your case status online. You may also reach out to the USCIS Contact Center at www.uscis.gov/contactcenter. The USCIS
Contact Center provides information in English and Spanish. For those who are deaf or hard of hearing and use a TTY relay
service, call 1-800-767-1833.

» Consular Notification of a Visa Petition Approval. Use Form 1-824, Application for Action on an Approved Application or
Petition, to request consular notification of visa petition approval.

Form G-639 Edition 12/12/24 Page 1 of 11
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* Return of Original Documents. Use Form G-884, Request for the Return of Original Documents, to request the return of
original documents.

» Requesting a Certificate of Non-Existence

» Naturalization Records Before September 27, 1906. Contact the clerk of court where the naturalization occurred to request
naturalization records before September 27, 1906.

» USCIS Manifest Arrivals Before December 1982. Contact the National Archives at https://www.archives.gov/contact to
request information on USCIS manifest arrivals before December 1982.

» Proof of Status for Non-Immigration Benefits. Contact the Federal agency responsible for the benefit (for example, Social
Security benefit, Selective Service requirement) to obtain proof of status.

General Instructions

USCIS provides forms free of charge through the USCIS website. To view, print, or fill out our forms, you should use the latest
version of Adobe Reader, which you can download for free at https://get.adobe.com/reader/. If you do not have internet access, you
may call the USCIS Contact Center at 1-800-375-5283 (TTY 1-800-767-1833) and ask that we mail a form to you. The USCIS
Contact Center provides information in English and Spanish.

How To Fill Out Form G-639
1. Type or print legibly in black ink.

2. If you need extra space to complete any item within this request, use the space provided in Part 5. Additional Information or
attach a separate sheet of paper. Type or print the Subject of Record's name and Alien Registration Number (A-Number) (if any)

at the top of each sheet; indicate the Page Number, Part Number, and Item Number to which your answer refers; and sign and
date each sheet.

3. Answer all questions fully and accurately. If a question does not apply to you (for example, if you have never been married and
the question asks, “Provide the name of your current spouse”), type or print “N/A” unless otherwise directed. If your answer to a
question which requires a numeric response is zero or none (for example, “How many children do you have” or “How many times
have you departed the United States™), type or print “None” unless otherwise directed.

Read the Entire Form and Complete as Much as Possible

The information USCIS requests in this form helps us locate the records and information you request.
You are not required to respond to every item, but if you do not provide enough information we may:
* Require more time to fulfill your request;

» Need to request more information from you, delaying our response; or

» Not be able to locate the records or information you request.

Form G-639 Edition 12/12/24 Page 2 of 11
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» START HERE - Type or print in black ink.

Part 1. Specify the Nature of your Request

NOTE: On this form, the individual to whom a record pertains is described as the subject of record.
1. Select Type of Request

Select the box that indicates the nature of your request, and the type of records you are requesting. If you need extra space to
complete this section, use the space provided in Part 5. Additional Information.

A. Information from your own immigration record,;

B. Information from another person's immigration record,;
C. USCIS business, operational, or policy records;
D

An amendment or correction of your record under the Privacy Act;

0O Oogo

E. Anamendment or correction of another person's immigration record on their behalf under the Privacy Act;

or

[] F. Otherrecords in USCIS custody.

If you selected Item B. or E. in Item Number 1., complete Part 4. Third-Party Requestor, along with other pertinent sections
of this form.

If you selected Item A., C., D., or F. in Item Number 1., do not complete Part 4. Third-Party Requestor section of this form.
2. Request Specific Documents

If you request specific documents, USCIS will usually be able to process your request faster than if you request a large set of
records, such as an entire A-File.

Select the types of records you are requesting, if applicable, from this list of commonly requested records:

Apprehensions, and Date of Apprehension (mm/dd/yyyy)

Birth certificate

Form 1-94, with Date of Entry (mm/dd/yyyy)

Passport

Other Arrival/Departure documents into the U.S., with Date of Entry (mm/dd/yyyy)

1-129, Petition for a Nonimmigrant Worker

1-90, Application to Replace Permanent Resident Card (Green Card)
1-130, Petition for Alien Relative

1-140, Immigrant Petition for Alien Workers

1-485, Application to Register Permanent Residence or Adjust Status
I-751, Petition to Remove Conditions on Residence

N-400, Application for Naturalization

Labor certification issued by the U.S. Department of Labor
Naturalization certificate

Proof of Lawful Permanent Resident (LPR) status

oo googoogn

Record of removal from the U.S., with Date of Removal (mm/dd/yyyy)

[

Other (Explain):

If you need extra space to complete this section, use the space provided in Part 5. Additional Information.

Form G-639 Edition 12/12/24 Page 3 of 11
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Part 1. Specify the Nature of your Request (continued)

3. Qualifications for Expedited Processing
Select any of the following circumstances if applicable to your request:

[] Circumstances in which the lack of expedited processing could reasonably be expected to pose an imminent threat to the life
or physical safety of an individual.

[ ] Anurgency to inform the public about an actual or alleged Federal government activity, if made by a person primarily
engaged in disseminating information.

[ ] The loss of substantial due process rights.

[] A matter of widespread and exceptional media interest in which there are possible questions about the government's integrity
which affect public confidence. Requests for expedited processing based upon this category must be submitted to the Senior
Director of FOIA Operations, the Privacy Office, U.S. Department of Homeland Security, 245 Murray Lane SW STOP -
0655, Washington, DC 20598-0655.

4. Statement Requesting Expedited Processing

To receive expedited processing, you must further explain why you are requesting it. In Part 5. Additional Information, type or
print a detailed statement explaining your selection in Item Number 3.

5. Information Pertaining to an Upcoming Immigration Court Proceeding

If the subject of record has an upcoming immigration court proceeding, USCIS may be able to process the request on an
accelerated track. Select the box if the following circumstance applies to your request.

[ ] The subject of record has a date scheduled for an immigration court proceeding.

If selected, include a copy of one of the following forms, as issued by the U.S. Department of Homeland Security or
U.S. Department of Justice, with your request:

» Form 1-862, Notice to Appear, documenting the upcoming date of the Subject's hearing before the Immigration Judge;
* Form 1-122, Order to Show Cause, documenting the upcoming date of the Subject's hearing before the Immigration Judge;
» Form 1-863, Notice of Referral to Immigration Judge; or

» A written notice of continuation of a future scheduled hearing before the Immigration Judge.

Part 2. Provide Information to Identify the Subject of Record

The individual to whom a record pertains is described as the subject of record. The more information you provide about the subject of
record, the better USCIS can identify the records you are requesting.

Subject of Record’s Identifying Information
1. Alien Registration Number (A-Number):

USCIS issues Alien Registration Numbers, otherwise known as an “A-Number,” to persons who apply for, or are granted, certain
immigration benefits. U.S. Customs and Border Protection (CBP) or U.S. Immigration and Customs Enforcement (ICE) may also
issue A-Numbers. If the subject of record was issued an A-Number(s), type or print it in the spaces provided. If they do not have
an A-Number, or do not remember it, leave this space blank.

> A- > A- > A-

2. Date of Birth (mm/dd/yyyy)

3. Country of Birth

Provide the name of the country where the subject of record was born. If the country's name has changed or the country no longer
exists, list the country as it was named when the subject of record was born.

Form G-639 Edition 12/12/24 Page 4 of 11
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Part 2. Provide Information to Identify the Subject of Record (continued)

4. Receipt Number

Provide the USCIS receipt number that corresponds to any request the subject of record filed with USCIS.

B. »

A >
c. »
Subject of Record

5. Subject of Record's Name

Family Name (Last Name)

Given Name (First Name)

Middle Name (if applicable)

6. Additional Names Used

If applicable, list any additional names the subject of record has used, including any nicknames, aliases, and maiden name. If the
subject's name has changed since they entered the United States, indicate the name used at the time of entry in Item Number 7.
If you need extra space to complete this section, use the space provided in Part 5. Additional Information.

A. Additional Name 1
Family Name (Last Name)

Given Name (First Name)

Middle Name (if applicable)

B. Additional Name 2
Family Name (Last Name)

Given Name (First Name)

Middle Name (if applicable)

C. Additional Name 3
Family Name (Last Name)

Given Name (First Name)

Middle Name (if applicable)

7. Name Used Upon Entry to the United States

Family Name (Last Name)

Given Name (First Name)

Middle Name (if applicable)

Subject of Record's Mailing Address and Contact Information

8. List the subject's contact information. You may list a valid residence, Army Post Office (APO), Fleet Post Office (FPO), or
commercial address in the United States. You may list a post office address (PO Box) if that is how the subject receives their

mail.

Street Number and Name

City or Town

Apt. Ste. Flr. Number

oo

State

ZIP Code (USPS ZIP CodeLookup)

v
—

Province

Postal Code Country

Telephone Number

Email Address

Form G-639 Edition 12/12/24

Page 5 of 11
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Part 2. Provide Information to Identify the Subject of Record (continued)

9. Subject of Record's Father
Family Name (Last Name) Given Name (First Name) Middle Name (if applicable)

[] Father's Name is unknown.
10. Subject of Record's Mother
Family Name (Last Name) Maiden Name, or previous last names

Given Name (First Name) Middle Name (if applicable)

[ ] Mother's Name is unknown.
11. Additional Family Members that May Appear on Requested Records

Provide the family member's full name and their relationship to the subject of record for any individual that may appear on the
requested records, for example, a spouse or children.

A. Namel
Family Name (Last Name) Given Name (First Name) Middle Name (if applicable)

Relationship

B. Name 2
Family Name (Last Name) Given Name (First Name) Middle Name (if applicable)

Relationship

C. Name 3
Family Name (Last Name) Given Name (First Name) Middle Name (if applicable)

Relationship

If you need extra space to complete this section, use the space provided in Part 5. Additional Information.
12. Avoiding Redaction of Records Mentioning Additional Persons
To protect the privacy of each person mentioned in records we release, we redact their information unless you provide:

» Their consent for us to release their information, either in a notarized document, or a document signed under penalty of
perjury, ofr;

» Proof they are deceased, with a death certificate, obituary, photograph of a funeral memorial or monument; or screen print
from the Social Security Death Index; or probate documents filed in court. This is not required if they were born more
than 100 years before you submit this form.

Include these documents with this Form G-639 and complete pertinent sections of Part 5. Additional Information.

Form G-639 Edition 12/12/24 Page 6 of 11
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Part 3. Certification of Request and Consent to Release, Amend, or Correct Records

Requestor Consent to Pay Potential Fees
USCIS will contact you with instructions if any fees are required. Please do not send any payment at the time of your request.

In accordance with Department of Homeland Security Regulations, your request constitutes an agreement to pay any fees that may be
chargeable up to $25.00. We may charge fees for searching for records 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. We do not charge for the first 100
copies and two hours of search time, and the remaining combined charges for search and duplication must exceed $14.00 before we
will charge you any fees. Search and processing fees are not applicable for Privacy Act requests.

If the total anticipated fees are more than $250, or you have failed to pay fees in the past, USCIS may request an advance deposit.
USCIS will not process any Form G-639 until you pay all fees from prior requests.

[ ] I the requestor. consent to pay all costs incurred for search, duplication, and review of documents up to $25.

Declaration that the Request is True and Complete

If you are the subject of record and requesting records about yourself or requesting a correction or amendment of your records, you
must verify your identity by providing the information requested in Part 2. You MUST also sign your request below and have your
signature notarized OR submitted under penalty of perjury.

Sign and date the request. A stamped or typewritten name in place of a signature is not acceptable.

I certify, swear, or affirm, under penalty of perjury under the laws of the United States of America, that the information in this request
is complete, true, and correct.

1. Signature of Requestor Date of Signature (mm/dd/yyyy)

-

Part 4. Third-Party Requestor

1. Third-Party Requestor Identifying Information
Family Name (Last Name) Given Name (First Name) Middle Name (if applicable)

2. Third-Party Requestor Mailing Address and Contact Information

In Care Of Name (if any)
Street Number and Name Apt. Ste. Flr. Number
OO
City or Town State ZIP Code (USPS ZIP CodeLookup)
[
Province Postal Code Country
Telephone Number Email Address

Form G-639 Edition 12/12/24 Page 7 of 11
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Part 4. Third-Party Requestor (continued)

3. Third-Party Requestor's Relationship to the Subject of Record
What is the relationship of the subject of record to the third-party requestor?

If you are requesting information or amendment or correction of records on behalf of the subject of record (select only one for
Items A. - F.):

[ ] A laman attorney or accredited representative, acting on behalf of the subject of record.
[ ] B. Iam requesting information about someone who is deceased.

[] C. Iam requesting information on behalf of my child or a minor for whom | am a legal guardian.

[ ] D. Other (Explain):

If you are requesting information about a subject of record with whom you have no relationship:

[ ] E. Iam requesting as a member of the media.

[ ] F. Other (Explain):

If you selected Item B. in Item Number 3., provide proof they are deceased, with a death certificate, obituary, photograph of a
funeral memorial or monument; or screen print from the Social Security Death Index; or probate documents filed in court. This is
not required if they were born more than 100 years before you submit this form.

4. If you selected Item C. in Item Number 3., you must provide proof of parentage/guardianship, such as a birth certificate,
adoption decree, or similar document naming the requestor as the legal parent or guardian. You must also provide:

A. Parent/Guardian’'s Legal Name

Family Name (Last Name) Given Name (First Name) Middle Name (if applicable)
B. Parent/Guardian's Date of Birth C. Parent/Guardian's Country of Birth
(mm/dd/yyyy)

Consent by Subject of Record to Release Records to a Third-Party Requestor or Allow Amendment or Correction
of Records by a Third-Party Requestor

USCIS generally requests that third-party requestors prove they have the subject of the record's consent to receive the records.
Alternately, third-party requestors must prove the subject of record is deceased, or otherwise demonstrate that the requested records
are subject to release, such as when there is no privacy interest in the records, or if there is a public interest in the records that
outweighs the subject's privacy interests. Consent by the subject of record is generally not requested if the subject of record's birthdate
is more than 100 years before the submission of this request. Third party requestors who are seeking amendment or correction of
records pertaining to the subject of record must demonstrate that they have the subject of record's consent and that they are acting on
behalf of the subject of record.

To provide consent, complete one of the following options:
Option 1: Declaration Under Penalty of Perjury

[] 1, the subject of record, consent to USCIS releasing my records to a third-party requestor and/or allowing amendment or
correction of my records by a third-party requestor, as named in Part 4. | certify, swear, or affirm, under penalty of perjury under
the laws of the United States of America, that the information in this request is complete, true, and correct.

5. Signature of Subject of Record Date of Signature (mm/dd/yyyy)

Form G-639 Edition 12/12/24 Page 8 of 11
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Part 4. Third-Party Requestor (continued)

Option 2: Notarized Affidavit of ldentity
IMPORTANT: Do NOT sign and date below until the notary public provides instructions to you.

By my signature, | consent to USCIS releasing my records to a third-party requestor and/or allowing amendment or correction of the
requested records to the third-party requestor, as named in Part 4. | certify, swear, or affirm that the information in this request is
complete, true, and correct.

6. Signature of Subject of Record 7. Date of Signature (mm/dd/yyyy)

8. Subscribed and Sworn to Before Me on (mm/dd/yyyy)

9. Signature of Notary 10. Notary's Telephone Number

11. My Commission Expires on (mm/dd/yyyy)

If you need extra space to complete this section, use the space provided in Part 5. Additional Information.

Form G-639 Edition 12/12/24 Page 9 of 11
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Part 5. Additional Information

If you need extra space to provide any additional information within this request, use the space below. You may also make copies of
this page to complete this request or attach a separate sheet of paper.

If you attach additional paper:

*  Type or print the subject of record's name and their A-number (if known) at the top of each sheet;

* Indicate the Page Number, Part Number, and Item Number to which your answer refers; and

* Sign and date each sheet.

1. Subject of Record's Family Name (Last Name) Subject of Record's Given Name (First Name) Subject of Record's Middle Name

2. Subject of Record's A-Number (if any) » A-

3. A. Page Number B. Part Number C. Item Number

4, Page Number Part Number Item Number
5. Page Number Part Number Item Number
6. Page Number Part Number Item Number
7. Page Number Part Number Item Number

Form G-639 Edition 12/12/24

Page 10 of 11
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DHS Privacy Notice

AUTHORITIES: The information requested on this form, and the associated evidence, is collected under the Freedom of Information
Act (FOIA), 5 U.S.C. Section 552, and the Privacy Act of 1974 (PA), 5 U.S.C. Section 552a, together with the Department of Homeland
Security implementing regulations found in volume 6 of the Code of Federal Regulations (CFR).

PURPOSE: The primary purpose for providing the requested information on this form is to request access to information under the
FOIA and/or PA, or amendment or correction of records under the PA. DHS uses the information you provide to grant or deny the
information request you are seeking.

DISCLOSURE: The information you provide is voluntary. However, failure to provide the requested information, and any
requested evidence, may delay access to information or result in denial of your information or amendment request.

ROUTINE USES: DHS may share the information you provide on this form and any additional requested evidence with other
Federal, state, local, and foreign government agencies and authorized organizations. DHS follows approved routine uses described in
the associated published system of records notices [DHS/ALL-001 DHS FOIA and Privacy Act Record System and DHS/ALL-037 E-
Authentication Records System of Records] and the published privacy impact assessments [DHS/USCIS/PIA-077 FOIA Immigration
Records System (FIRST) and DHS/ALL/PIA-038 FOIA/PA Information Processing System], which you can find at
www.dhs.gov/privacy. DHS may also share this information, as appropriate, for law enforcement purposes or in the interest of
national security.

Paperwork Reduction Act

An agency may not conduct or sponsor an information collection, and a person is not required to respond to a collection of information,
unless it displays a currently valid Office of Management and Budget (OMB) control number. The public reporting burden for this
collection of information is estimated at 40 minutes per response, including the time for reviewing instructions, gathering the required
documentation and information, completing the request, preparing statements, attaching necessary documentation, and submitting the
request. Send comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for
reducing this burden, to: U.S. Citizenship and Immigration Services, Office of Policy and Strategy, Regulatory Coordination Division,
5900 Capital Gateway Drive, Mail Stop #2140, Camp Springs, MD 20588-0009; OMB No. 1615-0102. Do not mail your completed
Form G-639 to this address.

Form G-639 Edition 12/12/24 Page 11 of 11



Case 3:19-cv-03512-WHO  Document 196-8 Filed 01/05/26 Page 1 of 4

Exhibit G




Case 3:19-cv-03512-WHO  Document 196-8 Filed 01/05/26 Page 2 of 4

From: I
To: FOIA Records Release - All Employees

Cc:

Subject: Quick Guide to New VOI Guidance

Date: Tuesday, November 18, 2025 12:49:44 PM

Attachments: Quick Guide to New VOI Guidance.pdf

Team FOIA,

We’ve prepared the attached “Quick Guide” to help you navigate the VOI policy changes
and hope you find it useful. We are concurrently updating the CC and CP guides to

incorporate this information.

If you have questions or feedback, please contact your supervisor.

USCIS/IRIS
National Records Center
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Quick Guide to New VOI Guidance

1) CFR Requirements — Must Provide 5 Items for Verification of Identity (VOI)

NOTES:
o Any exceptions used for the VOI matching requirements must be case noted.
o “Alleges” and “Unknown” are NOT acceptable for VOI.

e SOR’s Full Name
o Exceptions:
= Hyphens (e.g., Smith-Jones vs. Smith Jones)
= Deinlastname (e.g., Hernandez vs. De Hernandez)
= Spacesin names (e.g., Xiuncheng vs. Xiun Cheng)
= Aliases can be used when:
e Full name in Search tab and/or RR matches what was provided
e A-number must be provided and matches alias
= Name exceeds the character limit
e Match what was provided
= Alternate spellings (“sounds like”) are acceptable when ALL other VOI matches.
e Examples = Gonzales vs Gonzalez or Cortez vs Cortze
e SOR'’s Full Date of Birth
o Inverted month and day are no longer acceptable.
e SOR’s Country of Birth
e SOR’s Current Physical Address
o P.O. Boxes are acceptable.
o Exceptions for the SOR’s address:
= 1367/VAWA Protection: A safe address is acceptable.
e Case Creators - If requestor mentions a 1367/VAWA document or there is a 1367/VAWA
document found in the Search Tab, create the case.
e Case Processor - Verify if there is a 1367/VAWA document present in the RR, if not then
close case FC.
e Typical 1367/VAWA Documents:
o |-360 - Petition for Amerasian, Widow(er), or Special Immigrant
o 1-918 — Application for U Nonimmigrant Status
o 1-914 - Application for T Nonimmigrant Status
o 1-929 - Petition for Qualifying Family Member of a U-1 Nonimmigrant
=  Minor SOR: The address can match the requestor’s address.
= Deceased SOR: The address can match the requestor’s address.
o Notacceptable:
= Email addresses
=  Address of representative (example = attorney)
= |ncomplete address (missing = city, state, etc.)
e Signature:
o VOI must be signed under notary or penalty of perjury by SOR.
=  Exceptions:
e If parent/guardian is signing for a minor SOR, the parent/guardian must prc- valid
proof of parentage/guardianship and the parent/guardian VOI.
o Valid proof of parentage/guardianship = birth certificate, adoption decree, or
court order establishing guardianship

November 18, 2025
Note: This guide is intended to clarify the policy within the PPM but not replace it. For more detailed information please
consult the PPM or reach out to your supervisor.
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e |fSORis deceased, valid proof of death must be provided.
o Valid proof of death = death certificate, obituary, screen print from Social
Security Death Index, or probate documents filed in court

2) Consent

e Allthird-party requests must include consent from the SOR.

If Then
Consent is provided (3™ Party Request) Proceed to create or process case.
Consent is not provided (3™ Party Request) Close the case TD.

3) Additional Information Provided Voluntarily
e Alien Number (A-number)
o If provided, it must match exactly in Search Tab and/or RR, otherwise close NR.
e Parents’ Names:
o If provided, both First and Last names must match exactly what is in the file.
= Exceptions:
= Hyphens (e.g., Smith-Jones vs. Smith Jones)
= Deinlastname (e.g., Hernandez vs. De Hernandez)
=  Spacesinnames (e.g., Xiuncheng vs. Xiun Cheng)
=  Mother’s maiden name if provided
= Name exceeds the character limit
= Match what was provided
= Alternate spellings (“sounds like”) are acceptable when ALL other VOI matches.
= Examples = Gonzales vs Gonzalez or Cortez vs Cortze

4) When VOl is found in the Additional Request Documents (ARD)
e Review the entire request package (including the ARDs) regardless if the Front Porch is marked “Yes” or “No.”
e AlLVOIlin ARD must be signed under notary or penalty of perjury to be used.
o IfVOlisfound inthe ARD and matches the Front Porch, then proceed to create or process the case.
o IfVOlisfoundin ARD but conflicts with the Front Porch, close the case FC.
o IfVOlisincomplete in Front Porch but found in ARD, then proceed to create or process the case.

5) Bookmarks
e IfVOIl does not exactly match the information in any sequence and does not fall under an exception, close the case

NR.
e |fVOI does not exactly match the information in one/more of the sequences and does not fall under an exception,
deactivate the sequence(s) where you are unable to match VOI.
e If parents’ names are not found in the sequence, case note:
o Parents’ names not found in sequence
o MFN/MLN not found in sequence
o FFN/FLN not found in sequence

November 18, 2025
Note: This guide is intended to clarify the policy within the PPM but not replace it. For more detailed information please

consult the PPM or reach out to your supervisor.
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Exhibit H
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From:
To:
Cc:
Subject: Multitrack processing info
Date: Tuesday, June 20, 2023 4:06:00 PM
Attachments: FOIA ALERT - Multitrack Processing.docx

Multitrack Processing2 --comments.ggtx

Multi track CCG.docx

Multitrack in CPquide -- comments.docx
R

We're finally to the point of sharing the info about multitrack processing with supervisors and then
staff, and | thought I'd share the latest versions of the guidance with you. The goal here is to clarify
that USCIS has a 3 track processing framework and to clarify what is in each track. The planis to
have_ intro this topic for sups during the supervisors meeting tomorrow. After that,
the draft FOIA Alert will be shared with supervisors for their comments. The final FOIA Alert
message will go out to staff next week followed by discussion sessions for each section. The
attached PowerPoint will be used during discussion sessions. The CC and CP SOPs will also be
updated to ensure consistency and clarity of guidance. See attached updates to each guide.

Please note that currently, requests for “related” docs and requests for “supporting” docs are
treated differently. A request for “related” docs (notices and letters related to the main document)
is treated as Track 1 while a request for “supporting” docs (evidence submitted to support a benefits
request) is treated as Track 2. This didn’t make sense to me as to why we treated them differently
when both require additional work to scan/prepare the record for processing. It also seems
confusing for Case Creators in that it requires them to really analyze the request for use of specific
language (related v. supporting), and sometimes requesters use other words like “associated” or
“corresponding” and Case Creators would have to interpret those words to figure out which track to
assign. So to streamline, we’ve added the following language to the information we’re sharing with
staff:

*One specific document does not necessarily mean a one-page document. It means one document, regardless of
page count (e.g.. the request is for “my birth certificate”, “my passport”, “my I-485”). Please also note that a
request for one specific document plus related or supporting documents is not a Track 1 (simple track) request and
should be considered a Track 2 (complex track) request.

Please let me know if you have any questions or concerns.

Best,

USCIS FOIA Officer, Associate Center Director
National Records Center

offce [N | -
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Send Date:
From:

To:

CC:

Subject:
Attachment(s):
Text:

FOIA ALERT TEMPLATE
6/26/2023

I

#FOIA

8 |
FOIA Alert: Multitrack Processing
n/a

Multitrack Processing

Background:
FOIA programs typically operate on a first-in first-out basis, which means requesters who

were first in line receive responses before those who submitted requests subsequently.
However, both the FOIA statute and DHS regulations allow agencies to establish
multitrack processing structures based on the amount of work or time (or both) it takes to
process a request. See 552(a)(6)(D)(1).

Multitrack processing does not alter the statutory deadline to respond to a FOIA request,
but it allows agencies to process requests in each track on a first-in first-out basis. This
means simple requests that take less time can be worked quicker without having to wait
behind complex requests that take longer to work.

What tracks does USCIS use?

USCIS has a three-track processing structure for A-file records:
e Track 1 —simple track
e Track 2 — complex track
e Track 3 — accelerated track

Track 1 includes requests for one specific document where the record is physically
located at the NRC or is available electronically. Track 2 includes requests for one
specific document where the record is not physically located at the NRC nor available
electronically, requests for more than one document, and requests for full A-files. Track
3 is for individuals in removal proceedings who have a future hearing date.

What does this mean for you?

Case Creators assign tracks during intake based on what records are requested, what
format the records are in (paper or electronic), and in the case of paper records, where
they are located. That selection dictates how the case will be counted for data reporting
purposes, what track information will be conveyed to the requester in the
acknowledgement letter, and whether a paper file will be routed for full A-file scanning
or relevant document scanning.

How do you identify the track in FIRST?

Track numbers are displayed in the blue top ribbon in FIRST. However, due to a
workaround to ensure files are routed to the correct scanning queue (relevant document
scanning v. full A-file scanning), that information may not display correctly for Track 1
cases. If the control number begins with SMP then it is Track 1 (simple track) request. If
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the control number begins with NRC. then it will be either a Track 2 (complex track) or

f

Eack 3 (accelerated track) request.

{Until a FIRST enhancement is developed and deployed that ensures the blue top ribbon
in FIRST correctly displays the track number, please refer to the following guidance to
identify what track a case was assigned:

Track Assignments for A-file Processing
Statutory Current
Track AKA Description Timeframe FIRST
Indicators
Request is for one specific
document* OR an A-
Track 1 Simple nlunl?er, and the record is 20 business Track 1 +
track physically located at the days SMP office
NRC or available
electronically
Request is for one specific
document*, and the record 20+ 10 Izgékolff:ce
is not located at the NRC .
Track 2 Compics nor available electronicall TR s
track ; Y> | for unusual
OR the request is for more circumstances Track 2 +
than one document, OR the NRC office
request is for a full A-file
Request pertains to a 20+10
Track 3 Accelerated | subject \_Nho is in removal business days | Track 3 +
track proceedings and has a for unusual NRC office
future hearing date circumstances
*One specific document does not necessarily mean a one-page document. It means one document, regardless |
of page count (e.g.. the request is for “my birth certificate™, “my passport”™, “my I-485”). Please also note

that a request for one specific document plus related or supporting documents is not a Track 1 (simple track)
rrequest and should be considered a Track 2 (complex track) request.

Guide references:
e (Case Create Guide — pages 13 & 14
e (Case Processing Guide — pages 9 & 10

On the horizon:
TThe Case Create and Case Processing Guides will be updated to clarify this information.
|Additionally. PoaT will hold discussion sessions on this topic in the coming weeks.
Please look for an invite soon.

|

Have questions or need help?
Please see your SUpervisor.
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Type of Request

Type
Always select FOIA Request. It will be incumbent upon the processor to verify the status

of the alien, and to change the case type if necessary.

Track

USCIS uses a three-track, first-in/first-out (FIFO) multitrack processing system. See 6 CFR
5.5(b)
Track 1 (SMP office)

SMP Office — Simple requests are Track 1 and reassigned to the SMP Office after staffing if
the request is for:
1. A single specific document and the record is located at the National
Records Center or available electronically (ELIS, STACKS, etc.), or
2. An A-number only, or
3. All records request where only one receipt file that is available electronically is
located

* DO NOT select Track 1 from the dropdown if the request meets the requirements for a Track 1
(SMP Office). In Section 3 -of FIRST, answer “No” for if the request is a full Alien File. This
will change the track in FIRST to Track 1. Always check the category to make sure it matches the
type of request (i.e. specific documents).

If the request is for a specific document in one section of the request and the A-file in another
section of the same request, then treat it as a request for the A-file.

Track 2 (NRC Office):

NRC Office — Complex requests are Track 2 based on the need to collect records from
outside the NRC or are not available electronically and/or the need to examine records
that are voluminous in nature. Due to these two needs, Track 2 can encompass both
specific document requests as well as requests for entire records.

Track 1 (NRC Office) — Specific document requests show with the current FIRST
indicator of Track 1 if the request is for:

1. A specific document (including related documents and/or supporting documents)
and the record 1s NOT located at the National Records Center or available
electronically, or

2. More than one specific document (there is no max or limit on the number
of specific documents requested), or

3. All records request where only receipt file(s) are located, and the record is
NOT located at the National Records Center or available electronically

Note: A request for a I-589 application with supporting documents, will be created as a complex
specific document request.
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* DO NOT select Track 1 from the dropdown if the request meets the requirements for a Track 1
(NRC Office). In Section 3 of FIRST, answer “No” for if the request is a full Alien File. This will
change the track in FIRST to Track 1. Always check the category to make sure it matches the type
of request (i.e. specific documents).

Track 2 (NRC Office) — Entire records requests show with the current FIRST indicator of Track 2 if
the request is for:

1. Copy of an entire A-file

2. All records request

* DO NOT select Track 2 from the dropdown if the request meets the requirements for a Track 2
(NRC Office). In Section 3 of FIRST, answer “Yes” for if the request is a full Alien File. This
will change the track in FIRST to Track 2. Always check the category to make sure it matches the
type of request (i.e. specific documents, Alien File, etc.).

If Part 1 Section 2 of the G-639 is left blank and there is no other document in the request that
specifies what is being requested, then close the case Failure to Comply (FC) and check correct
insert box.

If Part 1 Section 1 of the G-639 is left blank and Section 2 lists "All my Records" that satisfies the
requirement to describe the records sought and should be interpreted as a request for the subject's
A-file.

Track 3 (NRC Office)
Track 3 is the accelerated track for cases involving individuals who are to appear before
an immigration judge. Track 3 can be requested anywhere within in the request,
including Part 1 Section 5 of the G-639 or under the "Circumstances" in Part 3 on the
Front Porch request. To receive Track 3 accelerated processing, one of the following
documents must be included with the FOIA request:
e Form 1-862, Notice to Appear, documenting a future scheduled date of the subject's
hearing before the immigration judge; or
e Form 1-122, Order to Show Cause, documenting a future scheduled date of the
subject's hearing before the immigration judge: or
e Form 1-863, Notice of Referral to Immigration Judge; or
e awritten notice of continuation of a future scheduled hearing before the immigration judge.

If any of the above documents shows a TBD (To Be Determined) or a past hearing date,
the requestor must also submit evidence that a hearing date was scheduled. We will
accept a printout from the EOIR Automated Case Information portal showing a future
scheduled hearing date that is provided in conjunction with the forms listed above when
the date on one of the above documents is TBD or the date has passed.

Note: Track 3 can be specific documents or entire A-files. All Track 3 requests are
created and processed in the NRC Office.

* DO NOT select Track 3 from the dropdown if the requestor has submitted documentation for
upcoming court proceedings, select Yes.
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If the documentation is sufficient, click the Approve button. The track will change to Track 3 in the
dropdown. If the documentation is NOT sufficient, click the Deny button.

Notes:
o Always verify letters generated to customers for proper population of necessary verbiage.
o Track 3 requests can be for either specific document(s) or entire A-file. Update category as
appropriate.
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FOIA Request Tracks

USCIS uses a three-track, first-in/first-out (FIFO) multitrack processing system. See 6 CFR
5.5(b)

Track 1 (SMP office):
SMP Office — Simple requests are Track 1 and reassigned to the SMP Office after staffing
if the request is for:
1. A single specific document and the record is located at the National
Records Center or available electronically (ELIS, STACKS, etc.), or
2. An A-number only, or
3. All records request where only one receipt file that is available electronically is
located

Track 2 (NRC Office):

NRC Office — Complex requests are Track 2 based on the need to collect records
from outside the NRC or are not available electronically and/or the need to examine
records that are voluminous in nature. Due to these two needs, Track 2 can
encompass both specific document requests as well as requests for entire records.

Track 1 (NRC Office) — Specific document requests show with the current FIRST
indicator of Track 1 if the request is for:

1. A specific document (including related documents and/or supporting
documents) and the record is NOT located at the National Records Center or
available electronically, or

2. More than one specific document (there is no max or limit on the
number of specific documents requested), or

3. All records request where only receipt file(s) are located, and the
record is NOT located at the National Records Center or available
electronically

Note: A request for a [-589 application and supporting documents, will be processed as a
complex specific documents request.

1. Track 2 (NRC Office) — Entire records requests show with the current FIRST
indicator of Track 2 if the request is for:Copy of an entire A-file
2. All records request

Track 3 (NRC Office) is the accelerated track for cases involving individuals who are
to appear before an immigration judge. Track 3 can be requested anywhere within in
the request, including Part 1 Section 5 of the G-639 or under the "Circumstances" in
Part 3 on the Front Porch request. To receive Track 3 accelerated processing, one of
the following documents must be included with the FOIA request:

e Form 1-862, Notice to Appear, documenting a future scheduled date of the

subject's hearing before the immigration judge; or
e Form 1-122, Order to Show Cause, documenting a future scheduled date of
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the subject's hearing before the immigration judge: or
e Form 1-863, Notice of Referral to Immigration Judge; or
e awritten notice of continuation of a future scheduled hearing before the
immigration judge.
If any of the above documents shows a TBD (To Be Determined) hearing date, the
requestor must also submit evidence that a hearing date was scheduled. We will
accept a printout from the EOIR Automated Case Information portal showing a future
scheduled hearing date that is provided in conjunction with the forms listed above
when the date on one of the above documents is TBD or the date has passed.

Note: Track 3 can be specific documents or entire A-files. All Track 3 requests are
created and processed in the NRC Office.
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=D US. Citizenship

N and Immigration
=4y Services

Multitrack Processing

06/26/2023
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° ° ® &£ US. Citizenship
FOIA Time Limits ) i gt
=4y Services

Under the law, all federal agencies are required to respond to
FOIA requests within 20 business days, unless there are “unusual
circumstances”. This time period generally begins when the
request is received by the FOIA office of the component that
maintains the record sought.
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F ;““ B U.S. Citizenship
6 C R 5 5 o ¥ and Immigration
@ R\~ L
AND S

Services

Multitrack processing. All components must designate a specific track for requests that
are granted expedited processing, in accordance with the standards set forth in
paragraph (e) of this section. Acomponent may also designate additional processing
tracks that distinguish between simple and more complex requests based on the

estimated amount of work or time needed to process the request. Among the factors a
component may consider are the number of pages involved in processing the request
or the need for consultations or referrals. Components shall advise requesters of the
track into which their request falls, and when appropriate, shall offer requesters an
opportunity to narrow their request so that the request can be placed in a different
processing track.
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processing
USCIS FOIA has 3 separate tracks

* Track 1 (Simple Track)

=4y Services

* Track 2 (Complex Track)
* Track 3 (Accelerated Track)
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° £57D\ U.S. Citizenship
TraCk 1 (Slmple TraCk) 2 : and Immigration

Services

All Track 1 requests are processed in the SMP Office.
Track 1 requests encompass:

« asingle specific document located at the NRC or available electronically; or

*One specific document does not necessarily mean a one-page document. It means one document, regardless of page
count (e.g., the request is for “my birth certificate”, “my passport”, “my I-485”). Please also note that a request for
one specific document plus related or supporting documents is not a Track 1 (simple track) request and should be

considered a Track 2 (complex track) request.

* arequest for an A-number only

Track 1 requests are subject to the 20-day time limit
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&£ US. Citizenship
TraCk 2 (Complex TraCk) % ,;“: and Immigration

Services

All Track 2 requests are processed in the NRC Office.

Track 2 requests are broken down further by specific documents (Indicated as Track 1 in FIRST)
and full A-files (Indicated as Track 2 in FIRST). This breakdown is to facilitate the assignment of
work.

* Indicated as Track 1 in FIRST - a single specific document (including related and/or
supporting documents) and the record is not available electronically or located at the NRC;

* Indicated as Track 2 in FIRST - more than one specific document and unconsolidated
receipt files; or a full A-file request

Track 2 requests are subject to the “unusual circumstances” and receive an extra 10 days to
respond to the FOIA request.
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I Track 3 (Accelerated Track) 3 Jri

Q=Y oervices

All Track 3 requests are processed in the NRC Office.

Track 3 requests are for cases involving individuals who are to appear before an
immigration judge and who have a future scheduled hearing date. Track 3 requests
can encompass requests for specific documents or full A-file requests. They are
generally more complex in nature and are often located at offices outside of the NRC.

Track 3 requests are subject to the “unusual circumstances” and receive an extra 10
days to respond to the FOIA request. By having this third track, USCIS is able to
process these requests on an accelerated basis.
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£55D U.S. Citizenship
6 CFR 5.5(c)

Unusual circumstances. Whenever the statutory time limits for processing a request cannot be
met because of “unusual circumstances,” as defined in the FOIA, and the component extends the
time limits on that basis, the component shall, before expiration of the twenty-day period to
respond, notify the requester in writing of the unusual circumstances involved and of the date by
which processing of the request can be expected to be completed. Where the extension exceeds
ten working days, the component shall, as described by the FOIA, provide the requester with an
opportunity to modify the request or agree to an alternative time period for processing. The
component shall make available its designated FOIA Officer and its FOIA Public Liaison for this
purpose. The component shall also alert requesters to the availability of the Office of
Government Information Services (OGIS) to provide dispute resolution services.
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What do we mean by unusual

B and Immigration

circumstances?

The FOIA defines "unusual circumstances" as

(1) the need to search for and collect records "from field facilities or other
establishments that are separate from the office" processing the request;

(2) the need to search for, collect, and examine "a voluminous amount" of records
"demanded in a single request"; and

(3) the need to consult with another agency or two or more agency components.

This is why both specific document requests that are located at a location other
than the NRC or are not available electronically and entire A-file requests fall
under Track 2 (Complex Track).
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Track Assignments for A-file Processing

future hearing date

circumstances

- Stttory | cyrrent FIRST
Track AKA Description Timeframe Fiikentors
Request is for one specific
document* OR an A-
) ; number, and the record is : Track 1 + SMP
Track 1 Simple track piically Iocasd e e 20 business days office
NRC or available
electronically
Request is for one specific Track 1 + NRC
document*, and the record office
Chiiiles is not located at the NRC 20 + 10 business
Track 2 trackp nor available electronically, | days for unusual
OR the request is for more | circumstances Track 2 + NRC
than one document, OR the office
request is for a full A-file
Request pertains to a ;
Track 3 Accelerated | subject who is in removal ig : 11(()):1)1111151121151; Track 3 + NRC
track proceedings and has a Y office

Page 19 of 24

= U.S. Citizenship

and Immigration
Services

Until a FIRST
enhancementis

developed and deployed
that ensures the blue top
ribbon in FIRST correctly

displays the track

number, please refer to
the table to identify what

track a case was
assigned.
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@ g5 U.S. Citizenship
I TraCkS In FIRST ;” :: and Immigration

ey oervices

As the previous slide illustrated, the FIRST indicators display our current workaround
to ensure that files are routed properly for scanning purposes. These FIRST Indicators
will remain in FIRST for the foreseeable future. Eventually, there will be a change in
FIRST to route requests that are not located at the NRC or available electronically to
the correctly labeled track in FIRST since the “unusual circumstances” apply.
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I Acknowledgment letters in FIRST ©) o,

Services

Acknowledgment letters generated in FIRST were updated last fall, to
inform the requestors that their requests were routed to the correct
tracks based on the definitions of what is truly a Track 1, 2, or 3 request.
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U.S. Citizenship

Services

I What happens when we get it wrong? [ Jiaas

What ensues when we talk about Track 1, 2, and 3 as we have
in the past?

It creates confusion with the public

Creates confusion on how to create requests in the
appropriate track

It opens USCIS FOIA up for lawsuits
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a7 U.S. Citizenship

[ o &
In Conclusion £ i
=4y Services

* USCISFOIA, in accordance with 6 CFR 5.5(b), utilizes a multitrack
processing system

« USCIS FOIA has 3 separate tracks (Track 1, Track 2, and Track 3)

* With the change that occurred last fall, we need to recognize how to
determine which track a case should be created or processed in based on:

 What documents are being requested AND

* Where the record(s) sought are located

» For further clarifications, please refer to the FOIA Alert — Multitrack Processing or
see your supervisor.
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~—9B U.S. Citizenship

4 and Immigration
Yy Services

Questions?
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Exhibit I
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From:

To: FOIA Records Release Leadership

Subject: Overview of Track Changes and Planned Actions
Date: Friday, November 14, 2025 11:57:55 AM
Attachments: Track Change Step by Step Process.docx
Importance: High

Good morning leaders,
As promised yesterday, listed below is an overview of the Track Changes and Planned actions. | have
also attached a short overview of the process changes. There will be interim guidance pushed out

Monday morning.

Summary of Changes

1.

Incoming Requests Track: all A-File FOIA requests will come into the NRC Office as Track 2
(default).
SDO Office Created: Current NRC Track 1 will become Track 2 in SDO Office once created.
Track Change During CC: All cases will have tracks changed based on the selections the CC
makes when creating the case.
Assigned Office: All cases will be automatically moved to the appropriate office (SMP, SDO,
remain in NRC) once the CC pends the case assuming the made the correction selections
when creating the case.
Tracks by Office:

a. SMP-Track 1

b. NRC-Track 2

c. SDO- Track 2 (current NRC Track 1)

d. Track 3: There could potentially be Track 3 cases in each office after the case is pended

by the CC based on the type of request and selections made during creation.

Track 1 Processors: Team members who complete current NRC Track 1 cases will need to be
given access to the SDO office and have their profiles updated to Track 2.
Post Enchantment: There will be NRC Track 1 cases that were created before next Tuesday

that remain in the NRC office.

Next Steps

1.

2.

3.

CC PPM interim guidance and PPM updates:
a. Interim Guidance: Draft has been created for dissemination Monday
b. PPM Update: Final PPM updates will be incorporated after the enhancement is rolled
out to provide time for feedback and revisions to interim guidance post roll-out.
Notify supervisory staff pre-release:
a. This message is that communication.

Notify FOIA employees
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a. Planned to be sent later today.
4. Review and Release of Interim Guidance
a. This will happen Monday morning.
5. Walkthrough for CC On Monday afternoon.
a. Invite will be sent out today or early Monday to all CC and IlIB personnel who work CC in
OVT.
6. Movement of Previous NRC Track 1 Possessors to SDO Office
a. This will occur after all NRC Track 1 cases are completed. Estimate 2 weeks after
enhancement roll-out.
b. Until then all those who work NRC Track 1 will stay in NRC working those cases.
7. ldentify Profile Updates for Impacted Staff
a. Adding SDO office and Track 2 to profiles of those directly impacted. In progress

b. Implementation of these changes will be scheduled for the same date as the move to
SDO in #5

Program Manager/ACD
U.S. Citizenship and Immigration Services/IRIS
National Records Center/ FOIA Records Release Branch

orce: I | < I
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Track Change Step by Step Process:

e Case defaults to Track 2

e The question “Is this request for the Full Alien File?” has been moved to the Locate
tab

e The case creator will be required to select Yes or No to this question, there is no
default to Yes or No

e Ifthe case creator selects Yes, there are no additional steps needed.

e Ifthe case creator selects No, the Record Requested option appears for the case
creator to select the Specific document being requested.

e Theywillthen need to select Yes or No for the question “Is this request for one
specific document that is located at the NRC or available electronically
ELIS/STACKS?”

e Ifthe case creator selects Yes, a notification will appear stating “The case will
update to Track 1 and change office to SMP after pending”

e [fthe case creator selects No, a notification will appear stating “The case will
update to Track 2 and change office to SDO after pending”

e Ifthe caseis aTrack 3, the case creator will complete the Track 3 procedures on the
Request tab as normal

e The case creator will follow the same procedures as above but the case will remain
a Track 3 in the appropriate SMP or SDO office

e The control number will change to a SMP or SDO control number when the case is
pended. The control number will update on the ACK and Staffing letters at this time
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