Introduction, Continued '

DACA USCIS will process all DACA requests, regardless of whether the individual

Requests Filed s in removal proceedings (unless the individual is in immigration detention

with USCIS under the custody of ICE) or subject to a final order of removal. Depending
on when the order was issued, this could be an order of deportation, exclusion
orremoval. A complete DACA package consists of concurrently filed Forms
1-821D, Consideration of Deferred Action for Childhood Arrivals and I-765,
Application for Employment Authorization, with the worksheet, Form [-
765WS. Forms 1-821D and [-765 must be filed concurrently. DACA requests
will be adjudicated by all four Service Centers.

Lockbox All DACA requests are filed, with applicable fees, and with the appropriate
‘ USCIS Lockbox. DACA filings mistakenly mailed to a Service Center will

be forwarded to the appropriate Lockbox for processing. Requests received at
a Lockbox Facility will be clectronically scanned into OnBase (the Lockbox
intake system) and all pertinent fields will be populated in CLAIMS 3 (C3)
into the Form [-821 $creen, but with a new category “3” as the basis for
requesting DACA. While Forms 1-821for TPS, and I-821D for DACA are
very similar, when Form 1-821 appears in CLAIMS with category “3" (to
denote that it is actually an 1-821D for DACA), only those fields pertaining to
the DACA request will be active,
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The file containing the Form [-821D and Form 1-765 will be forwarded to the
appropriate Service Center for adjudication, based on the agreed upon routing
logic between Service Centers and Lockbox.

The Lockbox will screen DACA requests to determine whether they have
been filed correctly with USCIS.
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Step 6: :

This section summarizes the general process flow for an initial DACA
request, from intake at the Lockbox, to the point of a final decision.

Step 1: ;
Intake occurs at the Lockbox per the agreed upon Lockbox/SCOPS business
rules. :

Step 2: "
Service Center Records performs the A-number look-up and validation
process. i

Step 3: §

Data is populated in;:o C3 via the Lockbox-Service Center interface.

Stm 4: “ ) !

Lockbox creates and ships A-Files/T-Files to the appropriate Service Center

based on the agreed upon routing,
Al

Step S:

Service Centers receive the files and perform file intake functions.

ASC appointments are scheduled via SNAP by the Service Center pursuant to
local procedures, :

Continued on next page
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Summary of Overall Process Flow For DACA Filings,
Continued

Process Flow Step 7:

(Continued) In pardllel to the SNAP scheduling process, background and security checks
are initiated via TECS,

Step 8:
The Service Center must look for the following to determine the next steps:
* Whether the DACA requestor appeared st the ASC for biometrics
capture and whether the FBI retumed the fingerprint results (fingerprint
results are required only for 14 years and older); and

*  Whether fingerprint results returned derogatory
information impacting the excreise of discretion for DACA.

Step 9: .
The Service Center will take adjudicative action.

Step 10;
ocess flow splits off here, depending on the results from the FBI, the
check, on whether a supervisory hold should be placed on the request.

A DACA request will be routed based an these results, as laid out in the chart
below:

are routed o an officer for
adjudication.
A hit is routed to adjudications from

. BCU with the annotation Does Not
Relate (DNR); or
is routed to BCU for confirmation
and vetting of the related hit.
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Chapter 4: Lockbox Intake

Rejection The Lockbox will use the following rejection criteria for DACA filings:
Criteria

Rejection of Form 1-821D:

* Missing Signature on either Form [-821D or Form [-765;

e Missing or wrong fee for Form 1-765 (Expecting $465 total, which
includes the biometrics fee, unless the individual fits within certain fee
exemptions established for DACA requestors and an exemption has
been previously approved);

e Missing Required Fields — needed for ingestion to C3:

e Family Name '

*  Address: or

s Date of Birth:
Form [-821D received without Form 1-765;
Filed from a foreign address;
Form 1-131 for advance parole received with Form I-821D (If the
Form I-131 is filed with a separate check, only the Form I-131 will be
rejected and the Form [-821D and Form I-765 will be accepted);

® The requestor was 31 years or older on June 15, 2012;

¢ The requestor is under 15 at time of filing and does not indicate that
he/she is in removal proceedings in Question 3.b. of Form I-821D.

Rejection of Form.I-765 (based on DACA grant):

» Missing or wrong fee (Expecting $465 total, including the biometrics
fee, unless the individual fits within certain fee exemptions established
for DACA requestors and an exemption has been previously
approved); or :

e Missing Signature.

The “stand-alone"” Form I-765s filed by those whose removal has been
deferred under DACA by ICE will be processed at the National Benefit
Center. Prior to the decision that USCIS will process all DACA requests to
include those in removal proceedings, ICE did defer removal for some DACA

requestors.
B
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Lockbox Intake, Continued

A# The Lockbox will perform the following:

Validation/ e A# validation is triggered by the Form 1-821D;

Assignment o If the requestor provides an A# that matches the Central Index System

(CIS) based upon the same name and date of birth, the A# is retained
and cloned to the Form [-765;

o If the A# provided by the requestor is incorrect, the transaction goes to
the queue for research. If the correct A# is found in USCIS systems, it
is inserted into the Form [-821D record and cloned to the Form 1-765.
If no A# is found in USCIS systems, then an A# is assigned to Form I-
821D and cloned to the Form [-765;

¢ [fthere is no'A# on the Form I-821D, the transaction goes to the
queue for research. If the correct A# is found, it will be inserted into
the Form [-821D record and cloned to the Form 1-765. If no A# is
found in USCIS records (manual search), then the A# is assigned to
Form 1-821D and cloned to the Form [-765.

Research is completed by Service Center staff remotely accessing the

Lockbox intake systém. DACA requests with a missing or invalid A# are

routed to USCIS to review. USCIS may correct the A# or assign a new A#.
]

Record of The Lockbox will assemble the DACA files in the following order:
Procceding A

(ROP)

e TG iNon:
Valid Form G-2 -28 (not-valid)
Form 1-821D Property Envelope (facing backward
2 and upside down)

Form [-765WS

Form G-1145

Attorney’s Letter (if applicable)
Passport i

Birth Centificate

Form [-94 '
Other Supporting Documentation )
Form 1-765 (2 requestor’s
photos will be placed in a
ziplock bag and stapled to the
Form I-765)

Address Side of Envelope

K
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Chapter 5: Service Center Intake

Incoming “The contractor will perform the following actions:
Files s Open the boxes from the Lockbox;
e Date slamp and check the manifest against the files in the boxes;
* Scparate A-file and T-files; ¥
» Perform “new.add" for the receipt files, A-files, and T-files, as well as

consolidate Forms 1-821D and [-765 into the A-file/T-file in the
National File Tracking System (NFTS); '

o T-files — locate the A-file(s) using the NFTS inquiry screen and 1f the
A-file{s) are lacated outside the Service Center, initiate the A-file
request, :

s A-files - Perform “new add the A-file” into the Central Index System
(CIS); and

& Deliver DACA files to work distribution. Responsible Party Codes
(RPCs) are used to track the location of files at the Service Center. An
NFTS barcode is placed on cach shelf, box, or drawer in which DACA
files are stored.

The Service Center will perform the following actions:

e Perform a Quality Assurance review on & random sample of incoming

~ DACA files. ROP order, proper acceptance, and correct matching
data on the form compared with the CLAIMS record, will all be
reviewed. Any errors will be recorded and reported back to the
Lockbox service provider for process improvement steps. Corrections
will be made at the Service Center.

= Initiate an au'ltomnlﬂwm::k of the DACA requestor’s name(s)
and date(s) of birth; and

& Review and resolve any identified hit (performed by BCU officers).

See Chapter 6 for more detailed information relating to background checks.

Biometric The Service Center will perform the following actions: ,
Chpawy * Compile daily bulk scheduling requests and send them to the ASC

for SNAP scheduling; and
« Fill officer work orders, as biometric and fingerprint results post for

DACA requestors.
Continued next page
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Service Center Intake, Cémtinued

Biometric - All reschedule requests will go through the centralized rescheduling
Rescheduling  facility. The centers will be notified via a spreadsheet from the centralized
rescheduling facility upon rescheduling of an original ASC appointment.

The requestor can reschedule multiple times within 87 days of the initial ASC
appointment date. If the requestor fails to appear at the ASC within the 87
days, the DACA request will be denied for abandonment.

If the requestor asks for an appointment beyond 30 days into the future, the
centralized rescheduling facility will send a scanned request to the Service
Center for processing. The rescheduled ASC appointment date is not to
exceed the 87-day window.

BiometricNo  If a requestor is originally scheduled for an ASC appointment and does not

Shows appear, the center should send an RFE with instructions to contact the
National Customer Service Center to facilitate rescheduling hisfher
appointment. A written response to the RFE is not required, provided that the
requestor timely reschedules and goes to the rescheduled ASC appointment.

The centers will be notified via a spreadsheet from the centralized )
rescheduling facility-upon rescheduling of an original ASC appointment. The
center will then hold the case for the new appointment, and if the requestor
fails to appear again, or if the requestor fails to reschedule a second
appointment within 87 days based on that RFE, the case will be denied for

abandonment.
Officer The contractor will perform the following actions:
Work Orders .

In accordance with local procedures, screen prints may be provided to
officers to reduce the need to search systems at the point of
adjudication; and g ‘

» Adjudication ready DACA files will be delivered to officers. -

Continued on next page
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Service Cenfer Intake, Cbntinued

Non-Sufficient  Background

Funds (NSF) :
This section addresses the procedures to be used for completing the non-
sufficient funds (NSF) cases. The NSF cases are identified by the Burlington
Finance Center (BFC) and are listed in the NSF “New Bill Report” in the
Federal Finance Management Service (FFMS) system. e ",}

it
tiig

i

For DACA, Forms [-821D and [-765 must be filed concurrently. There is no
fee for Form 1-821D. The $380 fee is required for Form 1-765. The $85
biometrics fee is also required. Lockbox will be looking for $463, either in
one check or in two checks. The I-765 fee and the biometrics fee will be
bundled in C3 and listed as one fee — $465. If the DACA requestor does not
remit $463, Lockbox will reject the entire filing, Even when the proper fee
has been remitted, it is possible that payment may be returned due to NSF.
The NSF can occur in a combination of scenarios: the fees are paid in one
check and the entire check is returned as NSF; or the fee is paid in two checks
and either or both checks are retuned as NSF. Failure of either fee or both
fees to clear the bank, or being made good within the 14 calendar days
allowed, will result in denial of Form [-821D and rejection of Form 1-765.
See Chapter 9 for more information on the denial.
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Retrieving the New Bill Listing Report in FFMS

Fee payments in the form of personal checks, cashier checks, or money orders
are submitted along with a DACA request. When a discrepancy is found in a
payment, such as stale, dated, or withoul sufficient funds, etc., the bank will
notify the Burlington Finance Center (BFC) in Vermont. These non-payment
checks or money orders are referred to as bounced checks. The BFC will
compile all the bounced checks and enter the data into the FFMS system,
create an invoice number for each bounced check case, and place them on the
bounced check “New Bill Report.” The Service Center Records Divisions, on
a daily basis, access this data via the FFMS website to download a bounced
check “New Bill Report.” '

Continued on next page 55435
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Service Center Intake, Continued

Noo-Sufficient  [nvoicing the Payee
Funds (NSF)

(continued) Along with listing the case in FFMS, the BFC will also mail an invoicé to the
payee of the fee, requesting that the new payment be sent o them and that a
$30 NSF charge also be paid. The $30 NSF charge is assessed on each
bounced check.

1 Re tor
The Service Center will mail an informational notice on the 1-797C to the
DACA requestor regarding the specific NSF payment. In this case, the
DACA requestor will receive the NSF notice, regardless of whether they are

receive notification if they are different parties.

the payee or not. In this manner, both the payee and the DACA requestor e {’i
it

Placing Case in Hold Status

To reflect the hold status of the case, the action codes will be recorded in C3,
are as follows:

HECK BOUNCED, CASE NOT YET COMPLETED and B Ty L :
HECK DEFICIENCY NOTICE 1 SENT Hob .

L
¥t el

il

Place file on a hold shelf,
Lompletion proceduire when case is paid

The bounced check paid cases are identified by Burlington Finance Center
and are listed in the bounced check “Paid Aclivity Report” in the FFMS
system. The Service Center Records Divisions access this data daily via the
FFMS website to download the bounced check Paid Activity Report.

Continued an next page I
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Service Center Intake, Continued mmﬁgﬂw ‘._.s-f_ﬁ‘*‘--’_E i B iy
Non-Suffcient Sysiem Update Steps .
Funds (NS;]‘I S f;‘ll F[i

(continued) - The CLAIMS GUI I-765 record will be accessed. The new paid date from HHTHE
the Paid Activity Rspon will become the new Received Date in the record. :ﬁr i

it b
ittance screen will be updated with the action code: ";"5_,,:"3{&5. Mgt
COLLLECTED ELSEWHERE faegatiig

A modified receipt notice will be printed and mail ing the new iRl
Mimmmmmmgmish:%nm 1.}} dgt e
RECEIPT NOTICE | SENT ‘gpx, 1

3 . : }ﬁq’-ﬁg!w.';! 485 ﬂ.ﬁﬂi 4 it
The hold satus will be removed from the record. The action coderecording  SHES AL S N
this is: [EEIBOUNCED CHECK CORRECTED ON CASE NOT YET 1 liﬂ'&w *ﬁ,;m;mzr
COMPLETED hh'f-"vt'. Rl *'hfuﬁ‘_ e

;um«‘,, “:f-;s-‘;;;lqu% a5

The case is now ready to proceed again through the pre-adjudication process. .11{|Ht§‘u"l u;v,;l'! ‘h!"‘i-!"ﬁ g
Schedule the biometrics appointment in SNAP and place the file on the p i Lt et

n ” x,m,n i{ o '{.ﬂ
Lﬂ H;;'r;;t,l "“ﬂg ‘:1’ I* -: ]

} ” h: Ul i{u i pt 24
ﬂm ﬂﬁ" iy
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biometrics hold shelf.

The receipt notice states:

“This is to notify you that we have received full payment for the above
referenced application or petition and processing has resumed. Your filing
date has been adjusted to reflect the receipt of payment. We will notify you
separately of our decision on the application or petition.”

Unless fee exempt, the DACA requestor has 14 calendar days from the
invoice date to submit proper payment by credit card, money order or
cashier's check 1o the BFC. The proper payment is $4635 - S380 for the Form
1765 and $85 for ﬂze biometrics fee. [f the $465 was paid in two checks,

either check exceedmg the 14 calendar days allowed to correct NSF stam
will result in rejection of Form 1-765.

« Pull the files that have been staged on the bounced check hold shelf for
over 14 days and verify the case in the CLAIMS system and determine
the bounced check “paid” status in FFMS.

] Continued on next page 541 .'
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Service Center Intake, Continued

Non-Sofficient B " box indi “OPEN"

mﬂ The “Open” status means the BFC has not received the bounced check
payment in full from the debtor. After the 14-duy hold on the bounced check oa L, s,
hold shelf, a C3/GUI application/petition shall be pulled from the hold shelf et bt = e oAVt Mt B
for review. If it has been over 14 days past due and the case status shows e A L e m B e
“Open” in FFMS and there is no indication of a “Change of the Due Date” ¢ -é i pt o ikl
made by the BFC in the in the Customer Log (RM043) screen, reject the "P';t AT Ll :
Form 1765 as “untimely paid.” ar g it s

T ; -

L “’J
seetlitisgly
i E*' ’t

i

e
The case is accessed'in C3 and the action code recorded is (IS i"}y}
BOUNCED CHECK NOT CORRECTED, REJECTED et

Form 1-765 form will be closed by the Records Analyst n this manner:
In the “Action Block” of the application, stamp in red or black ink
“REJECTED Bounced Check.”

A memorandum is printed from a template in MS Word recording the
following data: ’

Today's Date
Form Type !
A# (if available)
Receipt # :
Date Rejected
Invoice #
Amount K
Debtor’s-Name (Optional)

Place this memo on the top of the right side of the DACA A -file

ShEes
Continued on next page FEN Sorty
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Service Center Intake, C?ntinued

1

Non-Sufficient  Mailing the Rejection

Funds (NSF) . 3

(continued) A rejection notice printed on 1-797 is generated from C3 and mailed to the
requestor. It reads: .

We previously notified you that the payment for the filing fee in the above
case was returned. The Burlington Finance Center did not receive payment
within 14 days of the invoice.

Your application or petition has been rejected as improperly filed. Any
previously assigned priority or processing date is no longer applicable. A

“new application or petition must be filed, and a new fee is required, if you
wish to pursue the benefit. Personal Checks will not be accepted.

Disposition of the I-821D

After ﬁrocessing the rejection for Form 1-765 due to the NSF, on_the same
day, route the A-file to a DACA Supervisory Immigration Services Officer
for issuance of a denial for the Form I-821D.

The denial should bc: issued per the instructions in Chapter 9 of this SOP.

e
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_ Chapter 6: Background and Security Checks

Intraduction Background and security checks will be conducted for all DACA requests. As
part of the background check, USCIS requires that specific security checks or
a combination of checks are completed for Forms 1-821D and [-765. The
background checks refer to the analysis of the results of the security checks or
any other identified concemn relating to national security or public safety and
the actions required to resolve the concern, The resolution must be conducted
in accordance with current NaBISCOP and CARRP policies.

Fraud related concerns that arise during the course of background and security
checks should be addressed according to the March 2011 SOP, 2008
ICE/USCIS MOA and Chapter 8, Section K of this SOP. Fraud relared issues
will be referred to CFDO.

The following specific background and security checks apply to DACA
requestors:

Responsibility  All DACA requestors with national security issues, JNEIEGUS M its, or
other criminality concerns will be processed by the BCU DACA team per the

following guidance:

e National Security: Allmaiinnnl security issues will be

resolved through the established CARRP process. All cases with

National Security concemns will be resolved and adjudicated by the
CARRP officer atiached to the BCU DACA Team.

(b) (7)(E)
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Background and Security Checks, Continued

Responsibility
(continued) b )

Movement Into
® “Received from Background Check Unit (BCU) with Resolution"

System Updates  For reporting purposes, DACA file movement into and out of the BCU will

for DACA File require the following updates in C3:

HB':;IUOM of * “Sent to Background Check Unit (BCU) for Rcsolutinn‘Whm
sending a DACA request to the BCU; and
QRIS receiving 2 DACA request from the BCU for final
processimg,

Continued on next page | £
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Background and Securit’iv Checks, Continued

Overview of  Appendix C illustrates 2 high level overview of the background check process
Background once potentially derogatory information has been identified as a result of the
Check Process  security checks, or from other sources,

(b) (7)(E)

A. Procedures for confirming a match

USCIS personnel must:

¢ Determine if the subject of the derogatory information relates to
the requestor; and

» Compure the information from the security check or other source
to the biographic, biometric information, and physical descriptors
about the individual,

USCIS personnel may use any combination of available identifiers, 1o
assist in the determination, While USCIS officers primarily rely on best
judgment and expenence in determining whether the information relates ro
the individual, USCIS personnel should consult with a supervisor if there is
any uncertainty a$ to whether the information relates to the DACA
requestor, If there continues to be any uncertainty about the match,

supervisors may work through their chain of command and with HQ, if
HCCL‘SSHI}’. 4

Contimeed on next page
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Background and Security Checks, Continued

Overviewof  B. Triage Information

Background :

Check Process 1. Conclusive Match

(continued) Once it is determined that the information relates to the individual,
USCIS personnel must determine if the results fall into the following
categories, which require special processing:

*  National Security;
=  EPS or other criminal cases; or
e Anticulated immigration Fraud.

Criminal hits, which involve a violation of U.S_, state, or local
criminal law, but do not rise to the level of an EPS concern, as defined
in the November 7, 2011, NTA memorandum, impact each case
differently and should be considered during the adjudication process to
determine if such activity is germane to the request for consideration
of deferred action for childhood arrivals, Criminal activity occurring
outside of the United States (including foreign convictions) that may
be revealed during routine background checks or which the reguestor
may have disclosed on the deferred action request, factor into the
evaluation of whether the requestor poses a public safety concem,
under the totality of the circumstances.

2. Inconclusive Match
When USCIS officers are unable to confirm the match after
exhausting available electronic systems searches and other resources,
personnel must consult their ¢ha cmmand to deteraiae the
appropriaie follow-up action. (b) (7)( Ei an RFE to
confirm the match, or other approprate action muy be required.
USCIS personnel must thea document the hit, include a statement in
the Resolution Memorandum or other memoranda, as required,
explaining the inconclusive neture of the match detenmination, the
actions taken to resolve the hit, and refer the case to the appropriate
unit or field office to confirm the match. If USCIS personnel are still
unable to confinm the match, refer the cuse through the chain nf
command.

C. Resolve Concern

Resolution may require a variety of activities to be completed by the BCU
which include, but are not limited to:

Contimied on next page |1

LS BuLY ¢ G - L ‘“., \
e cocammrs b FOR OFFICW LS R Crmuins fapmetion et mey 3y 33
e aC§ Mhm—whvhmmmm
I, el (D e b e e o

o

it i
mﬂﬁ*wi i
f Jr'

!l}‘u g[ﬂ; HE

ktém it3
i

App. 0309

¥t
ﬂm




Background and Securit'y Checks, Continued

Overview of
Background
Check Process
(continued)

(b) (7)(E)

O DFFICLAL USE DNLY (FO00) - LAW ERFCATENENT SEHETIVE (LED) )
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Deconfliction is the coordination between USCIS and another
governmental agency or record owner to ensure that planned adjudicative
activities (e.g,, interview, request for evidence, site visit, decision to grant
ordeny, issue an'NTA, and the timing of such) do not compromise or
impede an ongoing investigation or other record owner interest.

Document the Resolution

Each hit requires documentation by the BCU DACA Team member of any
resolution. Review the specific information for each background and
security check for more information on decumenting the resolution,

Adjudication

Once the NS/EPS/other criminal concern has been resolved, the BCU
DACA IS0 should proceed with adjudication,

fh\ (7VEN

Continued on next page
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Background and Securit'y Checks, Continued

(®) (7E) Officers must dc:cnﬁinc whether the result of a security check relates to the
(continued) subject or does not relate (DNR). Officers review and resolve security checks

o r. I

and complete the background checks. For rocedures, search criteria ¥ 'J;-é e et e
and best practices, refer to the current NaBISCOP pol icy. , PIH

(b) (7)(E)

T 1Y

M
The following items, if present, must be reviewed in the DACA A-file for i _;;_.i':
name and DOB combinations and aliases, (b) (7)(E) PRl

3 eIt L
rltu!: E'?‘E’ ﬁ- I’"“ o

e Form I-821D;

* Form I-765; "

* All supporting documents; and A

* Any other documents in the A-file relating to the DACA request 3 A
including, but not limited to the following: ' :‘z‘f !

': Passports;

®* Visas;

= Bonder Crossing Cards (BCC);

Forms 1-94;

=i Birth Centificates;

= Marriage Certificates:

*: Divorce Decrees;

*" Diplomas/Academic Transcripts;

* Student Identification Cards;

= Military Identification Cards:

* Driver's Licenses:

Social Security Cards; or

* Business/Membership Cards,

Continued on next page
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Background and Security Checks, Continued

(b) (7)(E) (b) (7)(E)

(b) (7)(E)

Continued on next _ru\;r
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Background and Securit'y Checks, Continued

Resolution
Memorandum

FBI
Fingerprint
Check
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The resolution memorandum is the formal documentation of the
reconciliation of a related hit. This 15 a mandatory action thal must be
completed before rendering a final adjudicative decision. Before completing
the adjudication, the officer should ensure that each resolunon memorandum
completely resolves the hit. For a related hit, a separate resolution
memorzndum must be completed for each subject with a related hit and each
file conaining a related hit. For procedures and formats for the resolution iof
related hits, refer to the current NaBISCOP policy.

The FBI Fingerprint Check provides summary information of an individual's
administrative or criminal record within the United States. The FBI
Fingerprint Check is conducted through the Integrated Automated Fingerprrint
Identification System (IAFIS). The LAFIS is a national fingerpnint and
criminal history system maintained by the FBI's Criminal Justice Information
System (CI18) Division. State, local, and Federal law enforcement ngencies
submit fingerprints and corresponding administrative or criminal history
information to [AFIS. Participation by state und local agencies is not
mandatory, 5o the FBI Fingerprint check does not contain records from every
jurisdiction. The information contained in the record is obtained using prior
fingerprint submissions to the FBI related to arrests and, in some instances,
Federal employment, naturalization, or military service.

(b) (7)(E)

Continued on next page
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