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considered third parties that fall under this guidance. cc below or changes regarding USCIS, DOS, CBP, a
ICE employees).

Third party personal information/PII will be withheld (b)(6) on all non-law enforcement documents in both
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
t , Decision Letter
| 1-797
| USCIS Correspondence RFE WIF
| Addressed to a Third Party NOID
{ Decision Letter
| 1-797
| Subject’s Individual Documents Birth Certificate Redact
Death Certificate

Employment Documents
Driver’s License
Passport

Individual Tax Return '
4
WARNING: This gude is FOR OFFICIAL USE ONLY (FOUD) and i intended for intemal National Racords Center use only. If corst
inform sionthat may be exermpt from | public release under the Freedom of Infonmation Act (S US.C. 552). This document is to be controlled,
bandled tramemitted distributed, and disposad of mi accordance with Department of Homeland Security policy ralating to Sensitive Bt Unclassified
SBU) mémmation andis not to be releasad to the public or other perscomelwho do nothave a valid need to kmow wathout pricr approval Soen the
FOIA Officex

Local law enforcement

G-28

i\ G-325

| School Documents

1 Medical Documents

'1 GV ji Photographs
Publicly Available Documents Country Conditions Release

Cited Court Case

Joint EOIR /BIA and State/Local | Motions
Court Correspondence/Notices
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NOID
Decision Letter
1-797

Subject’s Individual Documents

Birth Certificate

Death Certificate
Employment Documents
Driver’s License
Passport

Individual Tax Return

Redact

WARNING: Thix guide 1= FOR OFFICIAL USE ONLY (FOUO) and is

mform shonthat may be exsmpt from public release inder the Freedom of
handled | transmitted distributed, and disposed of in accor

{SBU) mommation andis not to be released to the public

FOIA Officer

4

intended for imtemal Natiomal Records Center use only. It contains
Information Act (5 US.C. 552). This docursent is to be controlled,
dance with Department of Homeland Security policy relating to Sensitive But Unclas sified
or other persomnel who do nothave a valid need to know without prior approval from the

h

Local law enforcement
G-28

G-325

School Documents
Medical Documents
Photographs

| Publicly Available Documents

Country Conditions
Cited Court Case
News Articles

Release i

| Joint EOIR /BIA and State/Local
Court

Motions
Correspondence/Notices'
Orders FaEs ;
Transcripts

WIF

Subject’s Individual EOIR /BIA
and State/Local Court

Motions ! fi sk
Correspondence/Notices
Orders

Transcripts

Redact

Third Party Documents

Withhold in Full Law Enforcement Checks, Screenprints and Inve

Guidance

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

| Pholograpﬁhgwr S Ui

WIF

stigations Interim
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Medical Documents
Photographs

' Withhold in Full Law Enforcement Checks, Screenprints and Investigations Interim
Guidance

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:

* Immigration benefit applications/petitions and supporting/related documents
¢ Removal action notices and orders

q

WARNING: This gude is FOR OFFICIAL USE ONLY (FOUO) and is itended for internal Natiomal Records Center use omly. It comtams
mformationthat may be exempt from! public release under the Freadom of Information Act (5 US.C. 552). This documment is o be'cuuzcu‘zd.
handled tranomitted distributed, and disposad of in accordance with Departmant of Homelnd Secunity policy relating to Senative B ut Unclasifiad
(SBU) mbmation andis not to be released to the public or other persomnel who do nothave a valid need to know without pricr approval Srom the
FOIA Office

*

* Immigration court benefit determinations and orders
e 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 (i

e Removal notices such as the I-862 (Notice to Appear), I-863 (Notice of Referral to an Immigration
Judge), or 1-213 (Record of Deportable/Inadmissible Alien)

e 1-290B (Notice of Appeal or Motion)

Responsive records can have multiple initiating documents. For each initigting document, there will be a
es s
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
on- y Sk | IRLT R !
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Fo‘r every ROP, there must be
gdjudlcation, enforcement acti
include but are not limited to:

an initiating document. The initiating document sets in motion the benefit
on, or proceeding that is the subject of the ROP. Initiating ROP documents can

* Applications and petitions for immigration benefits

* Removal notices such as the 1-862 (Notice to Appear), 1-863 (Notice of Referral to an Immigration
Judge), or 1-213 (Record of Deportable/Inadmissible Alien)
e [-290B (Notice of Appeal or Motion)

Responsive records can have multiple initiating documents. For each iitiating 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:

* Worksheets, Checklists, Routing Slips

e System Screenprint (ATS, TECS, CIS, NFTS, PCQS, CPMS, rap sheets, DACS, Enforce, EARM, etc.)

e FDNS Material L

e Security Check Forms

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.

Non-ROP Material
All non-ROP material is WIF’d (b)(7)(E), add (k)(2) if a PA case. You will need to review each document to
determine if additional exemptions apply. This is not an all inclusive list.

Form Number Title

Screenprint Board of Immigration Appeals Inquiry System ‘
!Screenprint ISRS Screenprints hooinh '

Screenprint Criminal Repository Inguiry 5
2 Screenprint Encounter History Screenprints

Screenprint ABIS Print Hit
| Screenprint ABIS Candidate | H

Screenprint Case History (CHIS) |
RGeenprint as TA 0

6

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUQ) md is intended for mtemal Natioral Records Center use oaly. It comtains

;;{A = Vn ., thuat u; be exempt from public reease under the Freedom of Informnation Act (5 US.C 552) This document is to be controlled,

}.‘z:u«i transmitted distributed, md disposed of i accordance w ith Dep artrsent of Homeland Secunity policy relsting to Ssasitive But Unc las sified

/':'.b({ B mation andis pot to be released to the public or other persommel who do pothave 3 valid need to kaow without prior approval ficen the
b)) pation aadis pot to

FOIA Officer

Case Status Repb:t

Accurint/AutoTrackXP/Choicepoint/CLEAR/Discov |

Comprehensive Report Person Searches
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Investigative Material Re;irtl‘eﬂrﬁe?t“Suppor@ter - Case Log/File Notes J
Investigative Material || |File Summary
STACKS FOIA Response Copy (Table of Contents)
ELIS 1-821/1-821D | [Non-ROP in ELIS File
AR hit ||| FOIA Response

‘ | |'s Table of Contents

|® | Supervisor Review Worksheet

L & Risk and Fraud

12
WARNING: This muide s FOR OFFICIAL USE ONLY (FOUO) and is intended for intemal National Racords Center use omly. It contaums
infoemationthat may be exempt from public release ursder the Freedom of Information Act (5 US.C 552). This doocument is to be controlled,
handled | transmitted distributed, and disposad of i accordance with Department of Homelaind Sacurity policy relatimg to Sensitive But Unclas sified

\FSBIW mbmahon mdis not 1o be released to the public or other parsonmel whio do nothave a valid need to kunew without pror approval from the
OIA Officer

L S T e s e

‘ (UL el case Riais! 1T
{ ELIS1-130 Non-ROP.in ELIS File
FOIA Response
Table of Contents
Risk and Fraud
Case Flags

ﬁ

1!

| ELIS 1-485 Nori-ROP in ELIS Filel[[TTTTITTTITTE T Em e ]
|

|

I

J

|

|
|
|

|

{
|
FiH
|
|

ELIS N40O Non-ROP in ELIS File

e  FOIA Response
Table of Contents
NPQ Worksheet
Risk and Fraud

_ Case Flags
| ELIS 1-765 | Non-ROP in ELIS File
| FOIA Response

Table of Contents

Supervisor Review Worksheet
Risk and Fraud

* Case Flags

G-658 NARIER ) Rermd of Information DISC!(;SU(Q (Privacy Aet)| LT )
'R_c)agﬂé;ﬁéet California Service Center Routing Slip

*LHM section is standardized and does not require a bookmark unless there is
an LHM indicator. il WL ‘

Routings Sheet Naturalization Applications Routing Slip

*LHM section is standardized and does not require a bookmark unless there is
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Additional Interim Guidance

1367 Information Provisions

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 ROF
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 ‘ | Ll

‘ Supplement to Nonimmigrant | | -

Visa Application i

\Ds-2019 ' it

The Transportation Company

'and Transportation Security

' Administration ‘

11-590 il

Correspondence to subject

i Family Trees |

'; sw;W 1-590 WIE

{ Family Trees

l The Transportation Company

iy and Transportation Security
Administration

J Correspondence to the

.| Applicant |

UNHCR

RIF

1
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i"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.

Examples of non-ROP documents that you will WIF are:
® File Summary
* Refugee Application Assessment

* Worksheets, Checklists, Routing Slips

e System Screenprint

Security Check Forms (SAOQ)

Internal correspondence

e Report 24 and 71

* Refusal Worksheet and Advisory Opinions

*4dd 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'vc‘iocuments authored by EOIR.

USCIS Employees il L
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 il

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

o)

Signatures
Initials

0 0 O

Direct phone lines
5 E-mail addresses
o UserIDs

~

CBP and ICE PII except for Directors’ names (District, Field, Center, ete.), 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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o | To compare possible duplicates, click on the Compare icon. This will provide a side-by-side view of
the two cases.
o}

If a more in-depth information review is needed, click on the View Case icon. This will open a

second FIRST window of the possible duplicate case. Here a complete view of the entire request,
including case notes, can be seen.

o To exit this window, click the Close Case View “X” at the top left corner.

srtification of Agreement (Consent)

(1 third party requests must have consent. This includes media requests. If no consent is provided, the case
ill be closed as a Total Denial with the appropriate insert.

pecific requests for 1-94, arrival/departure or entry/exit documents

ny request that is specifically for an 1-94, arrival/departure or entry/exit document only will be closed No
ecord with the 1-94 insert included. This no longer applies to only subjects born in Cuba.
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