U Déparument -Jllum‘ul:ml Sceurity
Oficic ol the Districs Porevtar

Stk Neailt L Angebs Street, Rows 2810
L0os Angeles, CA 12

atairy, . L. .
Ng#: US. Citizenship
AN ) and Immigration

e SErvices

Interottice Memorandum

To:  Field Office Directors

Section Managers

Supervisory Immigraion Serviees Oflicers
Disirici 23

Jane B Arelleno

District Director
Districr 23

Fronf

Dater June 29, 2011
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The purpose of this memorandum ix 1o establish a Sandard Operating Procedure (SOP) for iandling

and processing VAWA cases in Districy 230 1 estublished this SOP alicr consulting with members of

the VAWA Working Group. i.c. Nuney Reyes-Rubiad afier reviewing proposals from Field Otfice
Directors in D23

Luch Ficld Otice has desigiated 1 VAWA point of emtaet (POC). who will be respomsihle for
overseeing ihe processing, ol VAWA cases achisther respective ekt office. This VAWA POC
will alse he responsible tr handling any inguiries fom our stakeholders about VAWA cases. The
contact information tor the VAWA POCs at cach. field office is provided on the attached dist. The
Chictol Stafl tor D23 will Bie responsible Tor maintaiming (he accuriey ol this list and e providing
the updated Histto the VAWA Working Group. '

Each month the VAWA POC will coordinne with the lirst-ling supervisors for the VAW A-trained
ISOs 10 generate pre-scheduled appomtment notices tor the 3™ Tuesday of the monthe Each VAWA
officer witl he expected to conduct no more than 0 1751 andzor 1-485 VAW A interviews cach day.
These pre-scheduled appointnent notices will be usal aceording o (he procedures deseribed below,
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Every effort will be made to ensure that a VAWA applicant is scheduled for an intérview witha
VAWA officer within 45 calendar days of the file arriving at the Field Office".

1-751 Cases

AlL1-751 cases that are referred to the field office from the California Service Center must be
reviewed and triaged to determine whether an interview needs to be scheduled. The ISO assigned to
triaging these files will check to see which box is checked under Part 2 (Basis for Petition) on the I-
751. Hbox “e” or “f” is checked, the ISO will refer the case to one of the VAWA-trained officers or
to the VAWA POC for the field office. The VAWA POC or the VAW A-trained officer will
detenrine whether an interview needs to be scheduled. 1fan interview is necessary, the VAWA ISO
will obtain a pre-scheduled appointment from the VAWA POC or his/her first-line supervisor, and
mail the appointment notice to the applicant. Ifthere are less than 14 calendar days until the next

“available VAWA appointment, the first-line supervisor will issue a VAWA appointment rotice for
the sncceeding month. The VAWA PCC will need to maintain a log to keep track of the I-751
VAWA appointments that are scheduled cach month.

Occasionally, neither box “e” nor “f” on the I-751 petition will be checked, and the VAWA concerns
may not come to our attention until an ISO is conducting an interview on the case, Ifthe interview

is not being conducted by one of our VAWA officers, the 1SO will terminate the interview and refer
the case to the VAWA POC or to the first-line supervisor for a VAW A-trained officer. The first-line
suparvisor (SISO) will determine whether a VAWA officer is available to completc the interview the
same day, or whether the case needs to be rescheduled at a later date. Ifthe 1-751 needs to be
rescheduled, the first-line supervisor will hand-deliver a pre-printed appointmenl notice to the
applcant before he/she leaves the office.

For VAW A-trained officers adjudicating {-751 petitions, thcy must address all eligibitity grounds
~ checked on the 1-751 when they are rendering their final decision. This will prevent any
unnecessary delays that may occur when the petitioner appears in Immigration Court and the
Immigration Judge confirms that all eligibility issues have been addressed by USCIS.

Processmg l-485 Cases

Attomeys from the VAWA Working Group have agreed to contact the VAWA POC at the
appropriate Field Office when they reccive an appointment notice for an interview from the National
Benefits Center. The VAWA POC for the field office will work with the first-linc supervisor to
detexmine whether the VAW A-trained officers are available to conduct the 1-485 interview on the
date and time on the appointment notice. 1fthe appointment needs to be rescheduled, the VAWA
POC will provide the attorney of record with a new appointment notice for histher client. These
appointments will be scheduled on the 3™ Tuesday of the each month (as destribed above).

In ather circumstances, an 1-485 VAWA case may not be identified until an ISO has been assigned
the ease and begins to conduct the interview. The moment an SO realizes that he/she is handling an

! Eifber more appointments will be scheduled for the 2 Tuesday of the month. or additions qualified 1SOs will be
troined to handle VAWA cases on the 3™ Tuesday of the month. :
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1-485 case with VAWA concerns; hefshe will immediately refer the case to the VAWA POC orto
the first-line supervisor for the VAWA-trained officers. The first-line supervisor will determine
whether a VAWA IS0 is available to complete the interview the same day. 1fthe case needs to be
rescheduled, the first-line supervisor will provide the applicant with a pre-printed appointment notice
to retumn to the ficld office for another appointment (see above).

I would like the Ficld Offices {o begin implementing this SOP no later than Monday, August 1,

‘2011 1f you have any questions or concerns about this SOP, plcase contact Martha Flores at (213)
830-5400.
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