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TheECN 
Electronic Communication Network 

The ECN is the online intranet systein where IPO decisions and other wotk product is stored. If 
you have a question about anything in this office, the first place you should look for the answer 
b~OCK . 

The ECN has an electronic library for IPO work product documents. You can make changes to 
docyments by "checking them out." When you attempt to open a document, you will be . 
prompted to indicate whether you would like to ''check out" the document or open in "read only" 
format. Always open in "read orily" format for any document you do not want to alter. Note: If 
you "check out" a document, no one else pan make changes to that document until you "c.heck it 
in." 

I . . 

For each of the questions below, write the answer and where you found it on ECN. 
**Open all documents as READ ONLY** · 

1) Access the ECNand create a shortcut on your desktop: 
h!q):/ /ecn. uscis.dhs.gov/tean:i/scops!IPO/default.aspx 

· 2) What is the dress· code policy? Are there any exceptions? 

The normal dress code policy is nQt specified. From May 28 to August 30 "business 
casual" dress attire is permitted !PO also has a "casual Friday" dress code poi icy, 
meaning employees can dress in business casual attire on Fridays. 

!PO Home Page> 1PO FAQs > NEO Basics 

3) What work schedules are offered for employees ofiPO and who is the primary point of 
contact regarding them? 

Regular, Compressed 5/4/9, and Maxifl.?x 
Primary POC: Clarisse Chisum 2-2950 

/PO Home Page > !PO FAQs > NEO Basics 

4) What organization has the authority to delegate TEAs for the State of Louisiana,? Who 
gave the organization this authority? · 

Loyisiana Economic Development was delegated the authority by Governor Bobby 
Jindal. · 

!PO Operations> TEA Designation Letters 

5) When was the policy memo on tenant-occupancy published? 

December 20, 2012 
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Agency Guidance:> Interim EB-5 Tenant-Occupancy Memo· 

6) What does the acronym DCF stand for and what does it mean? 

DiscoZJnted Cash Flow: Future cash flows multiplied by discount factors to obtain 
present values. 

/PO Operations > Economist Library > List of Frequently Used Acronyms 

7) Y <;>u ar~ adjudicating an 1-526 petition associated with the project CMB lnfra.Structure 
Investment Group IX. Find the do<;;uments that were approvc:d for deference with the 
pr<;>ject's 1-924 exemplar. What other agreement is attached to the end of the subscription 
agreement? 

Subscription agreement 

' /PO Operations > Officer Library> Exemplar Organizational Documents > CMB 
Infrastructure lrrves,tment IX-RCWJ234450844~ubscription Agreement 

8) Who wrote the economic analy~is (which has been finalized) for. Ohio Regional Center's 
initial 1-924 application? 

Kevin Muck 

/PO Operations > Cas.e Adjudication Final Analysis and DecisionS 

9) Write.down the following information for the file with the case number 
WAC1390279251: . . 

Application/petition type (1-92411-526): /-526 
Regional Center: CMB Export L_LC 
NCE/project name:· CMB Infrastructure Inves.tm~nt Group IX · 
Adjudicator assigned: Chris Mason 
Action to be taken.on the case (Approval/D~nial!RFE): RFE 

/PO Operations> Case Adjudication Drafts> WAC1390279251 
(several different ways to get there) 

10) Name a project that has its own 1-526 template (there are 3). 

Pearl Investment Fund, International Gem Tower, Grand Canyon 3 

!PO Operations > Case A(ijudieation Templates 

11) How many pages is the 1-526 analysis template? 
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Four pages 

/PO Operations > Officer Library > /-526 Analysis Template 
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Draft Deliberative- Do Not. Disclose 

Draft D~liberative- Do Not Disclose 

FOUO- Fo1 Offieial Use GRiy 

iCLAIMS 

I=QUQ fer Q#isial b'se Or:~ly 
1 

(b )(5) . 

29 October 2013 

29 October 2013 
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Immigrant 
Visas 
& 

Adjustment 
. of Status 

October 2013 
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· · What is an Immigrant? · 

An immigranUs an alien· entering the U.S. to reside . · · 
; · · · permanently. · 
I 

I r'~ 

' ' I . 

October 201.3 · 

I .. 
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ImmigrantClasses of Admission 

·,·--The two most common ways to obtain Lawfu:l Permanent·-. 
Resident (LPR} status: . . · 

• Family-based lmmigrant_Ciasses 
OR .. : 

• Employment-based Immigrant Glasses 

• Other classes: 
• Humanitarian NAWA, Refugees/Asylees, etc.) 

. • Lottery winn.ers· (aka Diversity visas) 

3 . October2013 · .. 
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Family Based (Immediate Relative vs. 
Preference Relative) 

· 1 Immediate Relative (IR) 
1 Relationship to a USC (but only child, spouse, and parent) 

• Immigrant visa immediately available. to them 

1 Preference Relative 
1 Relationship to a USC or LPR 

•. Must wait ·until a Visa· becomes available · 
. . 

· .· . 1 Place in l'ine is established by the priority date (aka filing date) 

• Congress sets aside a specific n~~mberof visas all.owed per year per 
category .. 

.j ' 

4 
October 20t3 
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Priority Dates . 
· • Department of State's Visa BuHetin 

HINA· 
· s ainland INDIA 

~xcept. 

: O PHILIPPI 
NES · 

· hose· 
is ted 

F1 

F2A · 

· F2B 

. F.3 

F4 8AUG01 150CT96 : MARSO 

I \ 

6 ··october 20t3 
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. I 

·. Filing a Faniily-Bas.ed P~tition . · 
, I 

I ' 

1 The USC or LPR must fite a petition on. behalf of the 
. immigrant com:ing to the U.S. based on a qualifying~ 

family relationship · . 

1 1-13,0, Petition for Alien Re:lative . 

, ... 

·. \ ' 

6 · · October'20t3. . 

I , 
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Employment Based Class.es ·. 
' ' 

. · • EB1: Extraordinary Ability, Outstanding Professor or Researcher; or . 
Multinational Executive or Manager · 

1 EB2: Advanced degree or its equivalent, or Exceptional Ability 

1 EB3: Skilled Worker, Professional, or Other Worker · 

· 1 EB4: Special Immigrant 

I EB5: lMMlGRANT IN·VESTOR 

• Similar to family preference classes: 

• M:ust wait .until a visa be·comes available 
1 Place in. line is established by the filing date 

' ' 

·1 Congress sets aside a spedfic number of visas allowed per year per 
category · 

' 7 · October 2013 
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· Priority Dates 
•· Department of State'S Visa Bulletin 

·~II 
Emplo-'lment~ Char.geabili~ I CHINA· 

INDIA MEXICO PHILIPPINES Based :~reas Except mainland born' I ' 

~Jhoselisted ·. 

1st · c '· ·c c c .c 
.2nd c t5SEP08 '15JUN08 ·c c 
3rd 01JUL10 01'JUL10 · 22SEP03 OtJUL 1'0 15DEcos· 
Other Workers 0·1JUL 10 22SEP04 ~2SEP03, OtJUL 1iQ: t5DEC06 

·:t~th c c I c c c i 
'' 

.:certain ' '· 

~Religious c c .c c c " 

.workers 
5th '' 

I I 

'. 

·~argeted 
., 

I 

'. 

Employment I 

.. I 

Areas/ c c I c c : c 
: 

Regional· 
I 

. Centers and 
Pilot Pro~rams . I 

8 October 2013 
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·.·Filing an Employment-Based Petition 

' . 

. 1 Generally, an ~mployer must. file a petition on behaltof 
the immigrant coming to the U.S. · · 

• 1-140, Immigrant Petition for Ali.en Worker · 

' ' 

1 Some EB class,ifications may require the subrnission of a 
· . LaborGe,rt:ificaUon, DS-9089, establishing that a qualtified . 

and ava:i:labl·e USC or LPR will neither be displaced nor 
will wages 8nd working conditions be adversely affected. 

) 

October 2013 · 
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. . 

.. Pathways to Lawful Permanent 
·Resident (LPR) Status 

. 1 Consular Processing (CP)~ Outside the U.S. 

I 
/ 

. 1 Adjustment of Status (ADS)~ Inside the ,U.S. .. 

) 

·1 0 . October 2013 
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Consular Processing (CP) 

1 Petition is forwarded to the Department of State's Visa Office, (NVC) 

1 Once priority date is current, petition is sent to the appropriate 
overseas Embassy or Consulate 

1 Conduct an interview{determine eligibility and admissibility) and · . 
. issue the visa 

1 Intending immig:rant arrives at port. of entry and is inspected by a CBP 
· officer 

· 1 Intending immigrants must establish they reniain elig~ible for the visa 
classification and admissible into, the U.S. ·. · 

1 Evidence of immigrant status is pl:aced in passport ·· 

October 20t3 
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Consular Processing ( CP) 
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· Adjustment of Status (AOS} 

1 Once priority date i:s current, Applicant files 1-485, 
. . Appllcation to Register Pe:rmanentResidence or Adjust 
.. Status · 

. . 

1 . Forwarded to Field Office or Service Center with · 
. · jurisdiction 

. . 
' . 

· 1 Determine e·lig:ibitity and admissibi.lity (if necessary, . 
I , ,. . 

. conduct an interview) 

13 October 20t3 
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'' 

Immigrant Classes of Admission . · ... 
'i ' 

' ' 

· 1 Immigrant classifications are indicated on immigrant 
· ... visas with an alpha-numeric combination· unique to each. 

class of immigrant 

1 Classification codes are combinat:ions of 3 characters 
suCh as: lR1,·!f43 and Ewa· · ·· 

... ' I I 

14 October 2013 

: ' 
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Recap · 

I FB 

;IR 

\ 
I FP 

I EB1 

I EB3 

EB4 

I EB5* 

D 
D 

15 October 2013 
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Obtaining US Citizenship through 
Naturalization 

1 Eligible to naturalize after: 
1 3 years if married to a USC 

OR 
1 5 years of LPR status 

1 Requirements: 
1 English (read! write! speak) 
1 Civics 
1 Good moral character 

16 
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... · .. · Qu:estions? 

,. ' 

I,. 
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Removability (deportability) and 
Inadmissibility 

1 October 2013 
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,• 

. REMOVAL/DEPORTATION . 
WHAT IS IT? . 

-Legal process through which an alien is formallly • 
CJ ' ' ' • ' ( 

· removed from the U.S. for violating the U.S. 
immigration laws. 
-"RemoVail'' after 4/1/1997 

' . 

-Passag~e of Anti-Terrorism and Effective Death · . 
Penalty Act (AEDPA} and Illegal Immigration · . 

· Reform and Immigrant 'Respo.ns·ibility Act 
' I 

(II·RAI'RA)) . 
-"Deportation" prior to 4/1/1997 

-Divided. into deportation and ·exclusion 

. 2 October 20 1:3· 
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WHO IS SUBJECT TO REMOVAL/DEPORTATION? · · 

-An alien is removablie If, at the time of entry or at the time of · 
· adjustment of status, the alien is within one or more of the . 
. classes of aliens inadmissible by the law existin.g at sdch fime. 

IN:A Sec. 237(a)(1) . . · . · · · ·. . · 

-ANYONE who is a nondtizen, including laWful permanent 
residents (LPRs), conditional permanent residents (CPRs}, 
refugees/asylees/NIV holders/undocumented aliens based on · · 

. . . the grounds of removabiUty/deportability. · 

-U.S. citizens cannot be removed with ONE . 
. · exception: · · 

' ' 

·Naturalized citizens who are found to have 
commi:tled fraud at any stage of the .· . 
immigration process, including omission or 

· ·' · failure to disclose certain information such . 
· as an arrest or conviction on residency or 
· natural:ization applications. · . · 

3 October 201:3 
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WHAT ARE THE GROUNDS OF 
'• 

. REMOVABILITY/DEPORTABILITY? · 

Grounds of Removability .INA SECTION 2.37(a). 

. SIX CATEGORIES 

· ·1 Jnadmissible at time of entry/AOS/status 
I ' I ' 

· violation/Termination of conditional permanent residency 
(CPR) 

EXAMPLE: F-1 student stops going to school 

2. Certain Criminal Offenses . 

-Crime of Moral: Turpitude (CIMT) committed w/in 5 years 
after date of adrmission and .is convicted of a crim:e for which· . 

' ' . 

. a sentence of one year or longer may be imposed. 

4 
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Grounds of Removability INA SECTION 237(a) (cont) 

-Controlled~ substance vi:o~lations 
- \ 

-Crimes of domestic violence/stalking/violation of a protective 
. order/crimes aga1inst children · · · 

. . 

.. Trafficking · · 

3. Faitlure to Register and Falsification of Documents , 
·False claim to citizenship 

· 4. Security and Related Grounds 
.. ~Terrorist activities · · . 
-Participation in Nazi persecution/genocide/torture 

5. Public Ch~rge · 

6. Unlawful Voters · 

. October, 2013 
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INADMISSIBILITY INA ,SECTION 212(a.) 
. WHAT IS IT? 

·A noncitizen. applying for admission to the U.S. (i.e. at .. 
POE, in U.S. through AOS, or for a visaat the consulate 
a:broad),is subject to admissibiliitY. 'INA Section 212(a} · 

' ' 

WHO IS SUBJ~GTTO INADMISSIBILITY? INA SECTION 212(a) .. 
: II 

'I 

~undocumented· aliens 

. -Noncitizens seeking ree'ntryto U.S., te. LPRICPR 

EXAMPLE: LPR leaves to go back to his/her country for . 
. . the holidays. Upon returning to the US, the LPR must be · 

inspected and admitted at the POE. .l,f the LPR is found 
to be inadmissible, s/he will be denied admission to the 

1,, ' • 

. :u.s. Placed into proceedings and charg~ed under 212(a). 
,. 

· · ·.-Noncitizens seeking a green card (AOS in the U.S. or at POE if 
ssed) or IV/NIV at U.S. consulate abroad; 

6· 
' '' 

I 
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· · Grounds of lnadmissibUit. INA Section 212' a 

·· TEN CATEGORIES: 

' ' 
I 

1.Health-related grounds 

· -Failure to present documentation of having 
r . . .. 

received all required vaccinations . · .. ·.· ·. 

-Communicable diseases of pub:l'ic Mealth .. 
significance ·. 

· · . . i.e. tuberculosi:s Is a ground Of · 

. inadmisSibility, but HIV no long:er ls ... · 

· -physicat or mental disorders which pose a 
. ' . 

· . threat to the safety of' the alien or others 

. , abusers/addicts . . I 

j ' 

7 
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Grounds of lnadmissibility INA Section 212(a) (cont.) 
I 

· · · · 2. Criminal and Rel'ated Grounds 
-Conviction of CIMT (Exception: max sentence 

received is < 6 months and max possible sentence is one year) · I 

-certain controlled substance violations · 
· · -Two or more convictions for which the' aggregate 
· · sentences to confinement was five years or more 

-Prostitution/commercialized vice/alien smuggl~ing 

3. ·Security and Related Grounds 
-terrorist activi1ty 

·. · -membership in a terrorist organization· .. 
-membership in a totalitarian party, including the 
communist party 
• ·. · pation in Nazi persecution/genocide/torture 

8 
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· Grounds of lnadmissibilit .lNA Section 212.a cont.. 

4.Public Charge 
~Affidavit of support 
. -children · · . · · 

5.· Labor Certification 

'-

. -certain employment-based immigrants need to 
have. a labor certification certified by the DOL prior 
to filing 

f"' I ' 

6. Ulegal Entry and lmmi·gration Violators .. · 
-aliens present withoutadmisslon or parole 

· -Misrepresentation · · 
-Falsely claiming I citizenship 

.O,ctober, 201:3 
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· 7.1mmigranUNonimmigrant Documentary Issues 
,I 

-Not in possession .of a vaUd unexpired passport 
-Not in possession of a vaUd unexpired visa, reentry 
permit, etc. 

8. lneliigibiUty for Citizenship 
· ·Anyone permanently ineligible for citizenship 

9. Aliens Previous;ly Removed 
·Certain al~iens previously removed/removal order 
-Aliens unlawfully present in the US for 180 days to one year 
and seek admission within 3 years' . 
-Aliens unlawfully present in the US for more than one year and 
seek admission within 10 years·· 

October, 2013 
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1 0. Miiscelllaneous · · 
·Practicing. polygamists 
-Unlawful voters 

.,...,.• 

I' 

.october; ·20.13· · 
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,, 

· ,REMOVABILITY/DEPO·RTA.BitiTY VS: . 
• · .I·NADM.'I'SSIBILITY . 

I ' . 

'' ' 

·. ..·. Overview:: · .. ···. . 
' ', . '"': 

. The grOunds ofremovability/deportabUity (237(a)) and 
· groundsofinadmissibility(212(a))affect every allen .. · ·. 

·· · seek!ing a benefit under the immigration laws of the 
United States.· · 

'l ,' 

· October, .20.13 ~ . . 
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• Basic Rule: 

· .· • If an alien is' seeking admiss:ion to the United States, s/he is . · 
subject to the grounds of inadmissibility (INA Section 212(a)) 

EXAMPLE: An EB-5 investor applies for an 
immigrant visa at the U.S. consulate abroad. 
The investor has been convicted of a crime . 
involving moral turpitude (CIMT).for which no 
exception applies. He· is denied a visa under 

· a:nd found inadmissible under INA Section 212(a)(2): · 
I ' 
I 

I ·' 

13 
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· BASIC RULE (CONT}. 

. . If an aliien has been inspected and admitted to the U.S., even if .· · 
, out of status now, s/he would be subject to the grounds of 

removabil:ity/deportabUity (INA Section 237(a)) . 

' ' 

EXAMPLE: An EB-5 investor fails to timely 
file to remove the conditions of her 
residency (CPR status) and her CPR status 

. is therefore terminated. Her request to . · 
USCIS to accept her late-fil:ing to remove 
the condition 'is denied. She is placed into 
removal proceedings and charged under 
INA Section 237(a)(1 )(D) (termination of . . 

I 

conditional permanent residence.) 

October, 2013 
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' . 

· · Significance of Removability/Deportability 
'. .,, ,• 

· .··. vs. Inadmissibility . · 
'I • 

.. ··. SIMlLARlTIES: · 
· -N·ature of charg~es in ~ach are 
very sh1lilar · . · . · · 

. -te .. status violations; · . · 
I 

.. · criminal issues;·· · 
• !i 

· · •· ·.·fraud/misrepresentation; . 
! • 

· ·security and related grounds, . · 
' ) 

·· etc. · · 

' ' 

,, ' 
· · . . October,! 20:13 

.,. 

' I 

r' 
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·. · Significance of Removabilit~/D,eportability · 
vs. lnadmiss'ibilit cont. · · · 

· DIFFERENCES: .. 
-Corresponding charges in each that' ·. 
are different 

' ' ' 

-Waivers under each are that different 
' ( 

. October,. 2013 
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REMOVAL PROCEEDINGS . 
PROCESS 

INA SECTION 240-authority forthe removal~ proceedings 
process · 

STEPS to placing an alien in removal proceedings: 
' . 

1 . lnadmissibiUty or removabmty/deportability 
. . 

esta·blished:. · 
·, . 

2: · Charg1ing. document (Notice to Appea:r-NTA) 
· issued. 

-Contains the al:legations and charges · · 

· · ~~ Co:nta1ins a date or a TBD for the hearing, 
·. · time, and location of the hea1ring . . 

88 



REMOVAL PROCEEDINGS PROCESS (CONT) 

PARTIES INVOLVED: 
. ' 

· 1 .. l:mmigrati'on Judg.e (IJ) from the Executive Office of 
· · lmmi·gration .Review (EOIR) part of the Dep8rtment of 

·Justice· 

· 2. Government represented by Office of the Chief 
. Counsel, Immigration and Customs Enforcement, 

associate· chief counsel (commonly referred to as the "trial 
attorney'' Or "TA") . ·· 

· 3. Alien can represent him or herself or can be 
· represented by counsel at no cost to the government · 

·' 

•' ' 

' ' \ 

October, 2013 

·, 
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REMOVAL PROCEEDINGS PROCESS (CONT) . 

Appeal Rights . 
I . 

I ' 

1. Both the alien and the government can appeal to the 
Board of Immigration Appeals (BIA), part of the DOJ 

. .2. After appea:l to the BIA, both·the al:ien and the . . 
government can appeal to the Federal Circuit Court of Appeals for 
their jurisdiction (i.e. we are in the Fourth Circuit Court of Appeals) 
depending on the type of case. · · 

3. After appea1ls to the Federal Circuit Court of Appeals, · 
the alien or the government can fll·e· a petition fora wrifofcertiorari 
in.the Supreme Court of the United States. r · 

October, 2013 
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. HEMOVAL PROCEEDINGS PROCESS (CONT) 

·Motion to Reopen/Reconsider 

· Both the alien and the government can file a motion to reopen 
and/or recons·ider the IJ"s decision or the Blfo:s decision based on 

· an error of law or fact, or based on ineffiective assistance of 
· counseL · 

October 2013 
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·:REMOVAL PROCEEDI'NGS PROCESS (CONT) 

· ··.Expedited Removal INA Section 235(B)(1) 

-No right to a hearing before the IU I I 

-Based on nature of viOlation or offense committed ') 

I 

I , • ' 

1 . 

, I 

October 201:3 
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ADIS 

Cf.. 

CBP 

CCD 

DHS 

DOS 

ICE 

IPO 

IV 

NIV 

USC IS 

ADIS 

Acronyms 

Arrival Departure Information System 

Cross Applications 

Cus~oms and Border Patrol 

Consular Consolidated Datab~e 

Department of Homehmd Security 

Dep~ent of State 

Immigration and Customs Enforcement 

Immigrant Investor Program Office 

Immigrant Visa 

Nonimmigrant Visa 

Unitec;l States Citizenship and Immigration Services 

29 October 2013 

This User GUide contains essential information that will enable the user to use the Arrival · 
Departure Information System (ADIS). 

What is the ADIS? 

ADIS is a communication system that is owned by US-VISIT; ADIS captures 
information on aliens who have applied fqr entry, entered, or departed the U.S. ·AD IS 
also provides the status and history of applications and petitions submitted to USC IS by 
applicants and petitioners (since approximately 2003). 

How does ADIS collectits.information? 

• Da.~ is collected by various government programs and transmitted to US-VISIT 
ADIS. 

• Other DHS components such as CBP, ICE, or any other DHS agency in support 
of the overall DHS mission. 

• External orgairizations such as the Departmep.t of State (DOS); foreign 
government border management agencies, or other organizations that collaborate 
with DHS 1n pursuing DHS national. 'security, law enforcement, immigration, 
intelligence, and other DHS mission-related functions. 

Logging into ADIS: 

1. Open your internet browser and navigate to the following URL: 

https://adis.ice.dhs.gov/ ADIS/Logon.faces 
19 October 2013 

FQIIQ Eor Ofaea:l Use OB:ly 

93 



29 October 201"3 
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2. ·Enter your User ID and Password,· 
3. Click "Log Iil" to take you to the "Welcome to ADIS Web screen." 

Conducting. Searches in ADIS: 

1. Select "Searches" in the left hand frame. 
2. Next, select ."Ad-hoc Search" from the list of search options that becomes visible. 
3. Enter the applicap.t/petitioneJ'S last name and first na.p:1e. · 
4. Click on a link: to view the record. 

The reporting of application and system errors should be made to the following: 

USCIS Service Desk 

1.888;2205228 

usci~servicedesk($dhs~,~ov 

If you do not have access to ADIS, please fill outForm G..,872B, obtain your SAO's 
signature and ~et the form to Shirley Patrick. 

2·9 October io 13 
:POlJO Fer Official U~e Only 
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CLAIMS 

GUI 

LAN 

USCIS 

sc 
DHS 

FOUO PeP omea:l I 1&1il Ouly 

CLAIMS3 LAN 

Acronyms 
Computer-Linked Application Information Management System 

Graphical User Interface 

Local Area Network 

United States Citizenship and Immigration Services 

Service Center 

Department of Homeland Security 

30 October 2013 

This User Guide contains essential information that will enable the user to make full use of the Computer­
Linked Application Information Management System (CLAIMS) 3 Local Area Network (LAN) 

What is the CLAIMS 3 LAN? 

CLAIMS 3 LAN (or also referred to as C3) provides DHS USCIS with a decentralized and 
geographically dispersed LAN-based mission support case management system, with participation jn the 
centralized CLAIMS Maintfafue data repository. Originally developed. to track the receipting of 
applicant/petitioner remittances, and to produce notices documenting the remittance, CLAIMS 3 LAN 
functionality now also includes adjudication, archived case information, card production, case history, 
case transfer, on-demand reports, electronic file tracking, image capture, and production statistics, 
scheduling, and status updates. 

Logging into CLAIM~ 3 LAN: . 

1. Access the IPO ECN page http://ecn;uscis.dhs.gov/team/scops!IPO/default.aspx. 
2. Click on "Admin Resources'' 
3. Click on "Helpful Links" 
4. Click on the C3-LAN Access under the Adjudication Resources Link Type. 
5. Enter your unique user name and password and click "Log On" 

1. Go to URL: 
http://remote.uscis.dhs.gov/Citrix!DesktopWeb/auth/login.aspx?CTX MessageTvoe=W ARNING 
&CTX MessageKey=NoUsableClieniDetected · 

2. ·Enter your unique Windows log in information. (user name and password) and click log on (or hit 
your ~nter key) 

3. Click on the CSC District Office Desktop to continue connecting through the Citrix environment. 
4. Click on CLAIMS 3 Adjudication icon. 
5. Once the program loads, you will be asked to provide your unique login and password. Initially, 

Shannon Cross, from OIT, will provide a default password with your CSC'login ID. Dudng your 
first login, you will be required to change the default password to a unique password. 

**Note: Whenyou receiye the email with your unique User ID ~d default password, make sure to· 
change your default password within 24 hours. If not, you will not be able to access the ,system. 

30 October 2013 
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Conducting Searches iii CLAIMS 3 LAN: 

1. · Once in the CLAIMS 3 Adjudication module, choose "Adjudicate" froin the [lie drop down menu 
on the toolbar 

2. Next click "Data Entry" from the submenu that appears 
3. Wa.n:d in, or enter, the receipt number for adjudicative action and p.t:~ss "Retrieve." 
4. Information pertaining to the receipt number you entered should appeai. If no information 

appears, please be sute your receipt number was entered accurately. 
5. Review the information contained in your results to ensure it belongs to your petitioner. 

Adjudicating ~nCLAIMS 3 LAN: 

-
Updating an 
Approved 1-526 Step, ·Action 

"f - Access GUI and wand in the oarcode. ' 

2 On the toolbar at the top: ' ·,, Click on "Adjudicate" " 

Then "Data Entry" in the drop-down menu. 
3 Wand oi type the receipt# or A#. 
4 Click on the "Retrieve" button. 
5 :Verify/update Petitioner;s information 

,6 In the "AttaChments?" section for the G-28, click on "View/Edit'' 
7 Verify/upda.te Attorney or Representative information 
8 Click ''Ok" and "Yes;; when you are done 
9 Click on Adjudication .tab on the right 
lO Click on "Approve the Case" 
11 Click on ''Approve- order notice" 

-
12 Enter "Priority Date" (date that appears on white sticker on 1-526) 
13 Select appropriate approval "Paragraph" 

'' 

'' 

'" 

"Reque~ed sent to consulate; send to DOS" if c}lecked bo~ in Part 6 of 
l-526 Petition is the second one or 
"Indicate.d ·would Adjust; may file now" iffrrst box checked 

14 Click "save'' and exit out back to Petitioner's information screen 
15 APPROVED will appear in ted on the right of the screen next to the 

receipt#, Also, if you click on "History", you can see the approval 
on the Action Description column. 

16 f\pproval Complete? 
Then, Press [ESC] or the ''Cancel" button, and 
Then press "Yes'; to exit form . 

. 

30 October 2013 
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Upd~tingan 
RFE 

30 October 2013 
EOITO ~er GmeaJ. Use 0~ 

Follow the steps below to update a Request for Evidence (~E) in GUI Adjudications. 
'·'· 

Step Action 
~-~ Access GUI Adjudications. 
2 On theJoolbar at the top select: 

"Adjudicate", and 
"Data.Entry" in the drop_:down menu. 

~ ~~ 

3 Wand or type the r{l_celpt # 9r A#, . 
-~ ~ -

4 Verify the foflowing data fields are correct: 
. . ~ 

Name 
Address ' 
Date of birth 
A-number, if applicable 
Classification - ensure "Current StatUs" and "The new s.tatus I a:m 
requesting .is" sections are complete 
SEVIS "N" number(s ), if applicable. 
G-28 information, if applicable. 

NOTE: 
If any of these fields Me missing or incorrect, you are required to make 
·the necessary data changes. 

. 
5 Click on the "Retrieve~' button. 
6 Press [F I 0], or 

Click on the "Adjqdicatt':~~ biltton. 
7 Double click on ''Case Review", 

Sd~ct "Pl_ace in Suspt";nse", and 
Double click on the appropriate up~il,te. (initial pr ~:J.dqitio:g.~ evidence). 

8 Click on ''Yes." 
. . ~ 

9. - Press [ESC] or ·the "Cancel'; button, and til en ''Yes~' to exit form. 
-- ~ - .. ~-

30 October 20 13 
. :£!01 IQ :Ver GfHeia:l Use om, 

97 



30 October 2013 
· EQI IQ-Eor O:fllCial I Is@ Oaly 

Updating a Follow the steps below to update a Notice of Intent to Deny (NOID) in GUI 
Notice of Intent Adjudications. 
to Deny 

Step Action 
1 Access GUI Adjudications. 
2 On the toolbar at the top select: 

''Adjudicate" and 
"Data Entry" in the drop-down menu. 

3 Wand or type the receipt# or A#. 
4 Click on the "Retrieve" biltton. 
5 Press [F 1 0] or 

Click on the "Adjudicate" button. 
6 Double click on "Case Review;', 

select "Place in Suspense", and 
select "Intent to Deny Notice Ordered" 

7 Click on "Yes." 
8 Press [ESC] or the click on the "Cancel" button, ·and select "Yes" to exit 

form. -

Updating a ·Foil ow the steps below to update a Denial on a case in GUI. 
Denial for 
cause Step Action 

f A~i:!~s.s GUfAdjy_dications. -.. 
2 On the iooibar af the top: 

.. 

Click on "Adjudicate"· 
Then "Data Entry" in the drop-doWn menu. 

3 Wand or type the receipt# or A#. 
4 Click on the "Retrieve" button. 
5 Press [FlOlor 

Click on the "Adjudic.ate" bunon. 
6 Double click.on'Deny the Case.' 

Then 'Order Denial Notice.' 

· NOTE: If you are terminating a case, selectthe appropriate phrases for 
· tetminati_on. 

7 Click ''Yes;' to continue then "Close" or - -· 

Press [ESC]twice. 
8 When the 'Supervisor Hold' box comes up, click "OK" 
9 Press [Shift] + [F8]. 

NOTE: You can also click on 'Remove Hold' then 'Remove 
Supervisor Hold' on the toolbar atthe top. 

10 Click "Yes" to remove supervisor hold. 
11 Press [ESC] or the "Gancel" button, and. then "Yes" to exit f()TIII. 

30 October 2013 
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... . .. 

Updati~g an Follow the steps b~low to- update an ABandonment Denial in Gul·· 
A:IJandonment · 
Denial Step Action 

. 1 Access GUI Adjudications. 
2 Wand or enter the receipt number of the case. 
3 Press [FlO]. 
4 Select "DENY THE CASE", and 

Select ''ORDER ABANDONMENT DENIAL NOTICE". 

5 Release the "St.rPE:RVISORY HOLD" on ~11 denial or3ers.by 
pressing the "SUPERVISORY HOLD" button to release the denial in 
GUI. 

Updating a Follow the steps below to up9ate a Withdrawal in GUI: 
Withdrawal 

Step Action 
1 Access GUI and wand in the barcode. 
2 Press [FlO] or click the [Adjudicate] button. 
j Select: 

I 

• "Deny the Case" 
• "Order· Withdrawal Acknowledgement Notice" 

4 R~lease the Supervisory Hold: 
• Click the "Release Hold" button 
• Select ·~yes" 

30 October 2013 
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APPENDIX· 

Function Keys and Shortcuts 

Case Status 
. Fl From the Case Information screen, performs a status inquiry 

and shows the case history. 
C.as.e f[istory 

.. 

Save, Process, or F4 Depending on function being used, saves changes, processes 
Authorize Ac.tiori reports and manifests, or authorizes supervisQr approvals .. 
Exit Form . ALTtF4 Exit Form 

- ·-- .. 
Clear Screen F6 Clears the data from the Case Information screen 

.. 

Remove Supervisor Shift+F8 Removes a supervisor hold from a case 
. Hol4. . . 

.. . ·-

A!ijudicatioQs FlO Accesses the Adjudications menu or shows the adjudication 
Menu/Information · information on the displayed case 

Open$ ApprQval Data Alt+FlO Opens Approval Data.screen 
screen 

Return to Previous Esc Returns you to the previous menu, or exits a sub-form (e.g., 
Screen G~28) 

-
Cycle TAB Cycles through the menus or fields 

The reporting of application and system et:rors should be made to the following: 

USCIS Service Desk 

1.888.220.5228 

· uscisservicedesk@dhs.gov 

FOUO. Fer Oifteiti Use 0~ 
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DHS 
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IPO· 

N 

NN 
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CCD 

Acronyms 

Cross Applications 

Consular Consolidated Dat,abase 

'Department of Ho~eland SecUrity 

U.S. Department of State 

Immigrant Inv~stor Program Office 

lpunigrant Visa 

Nonimmigrant Visa 
" United States Citizenship and Immigration Services 

30 October 2013 

This User Guide contains essential infonnation that will enable the user to make full use of the 
Consul~ Consolidated Database (CCD). 

What is the CCD? 

CCD is the Consular Consolidated Database that is owned by the Department of State (DOS). 
CCD contains records pertaining to the issuance or refusal of visas or: pennits to enter the United 
States. The more recei;lt records will havt:: photos an4 might conta.in infonnation about 
employers, travel plans, phone numbers and email addresses. Visa records are not to be shared 
outside ofypur office or agency wi$out contacting the Visa Offic~~ · 

Logging into CCD: 

1. To logon,. open your internet browser and navigate to the following URL: 
https:/ /ccdi.state.osis.gov/ . 

2. Select the ''Logon" button located below the U.S. Department of State seal. 
3. Next, enter your u,nique usemame and password that is a.Ssigried to access yout computer 

and your user location (please see your supervisor if unsure which location to choose) 
and dick Sijbtrtit, 

· 4. The "Welcome User [your name]" Screen should appear. 

Conducting searches in CCD on.individuals: 

. 1. Log into CCD 
2. Select "Cross Applications" (located in the left hand blue frame) 
3. Choose CA Applicant Lookup from the submenu 
· 4. Enter last name and first n~e (only) 

· a. Fonn the "Given Name" field. Select "Begins with" to improve results 
b. If searching for Nonimmigrant Visa infonnation you could add additional search 

parameters if needed 

30 October 2013 
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5. Click on desired hypetlink to vi~w the r¢cord. 

Con~uctilig Sear~hes !n CCD on Country Fraud Summaries: · 

1. Log into CCD 
2. Select Reference located in the left hand blue frame 
3. Select Country Fraud Summa.rles or TextSeatch from th~ submenu 
4. Enter county or enter text to search. 

The reporting ofapplication alld system erroq; should be made to the following: 

Bufea_u of Consular Affairs 
202-663-1177 
Contact: CA~erviceDesk@state.gov 

POYO Per Of-Heal Yse OBly 
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HSI 
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SEVIS 

Acronyms 

Student ang Exchange Visitor Information System 

Homeland SecuritY Investigations (ICE) 

DOS' Consular Consolidated Database 

Designated School Official 

30 October 2013 

CCD 

DSO 

SEVIS ID Identification number issueq to an F, M, J number by SEVP- Appeais in CCD and on 
the face of the U.S. Non-Immigrant Visa within a foreign passport 

"F" Visa 

"J" Visa 

"M'' Vi~ 

Form 1-20 

DOS 

USCIS 

DHS 

Non-Immigl-ant Academic Study· 

Non- Immigrant Exchange Visitor 

Non-Immigrant Vocational Study 

Certificate of Eligibility for Non-immigrant Student Status 

Department of.State 

United States Citizenship and Immigration Services . 

Department of Homeland Security 

This User Guide contains essential information that will enable the user to make full use of the Student & 
Exchange Visitor Information System (SEVIS). 

What is SEVIS? 

SEVIS is a web-based system DHS uses to maintain information on F, M, J nonimmigrants, DOS­
designated exchange visitor program sponsors, and SEVP-certified schools. SEVIS can provide 
additional infortnation about an application which may be relevant to the adjudi~tion. 

Logging into SEVIS: 

1. Open SEVIS by going toURL: https://sevis.ice.dhs.gov/sevis/ 
2. Enter your User Name (which is your PICS ID IPOXXXX) in all caps 
3. Enter your password 
4. · Click Login 

Conducting Searches in SEVIS: 

1. Select either "StUdents" or "Exchange Visitors" from the toolbar menu 
· a. F & M nonimmigrants are considered "Students" for searching 

b. J nonimmigrants are considered "Exchange Visitors" for searching 
2. Select radio button to search by either the Applicant's SEVIS ID number ot their Personal 

Information. 

30 October 2013 
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a. The SEYIS ID number can be located within the DOS CCD system as well as a copy of 
the U:S. nori:-iiilliligrant visa which may be included in a photocopy of the Applicant's 
passport. · 

3. One to many results m~y be returned on your query. 
4. Select the hyperlink under Family Name to review the 1..,20 Certification information; which is 

completed by the Designated School Official. 
a. Eacl;l unique SEVIS ID record contains .additional details about the source of funds for 

study, the academic/vocational program, and trav~ler information. 

Viewing Additional Information " 

From the left side of the screen, additional information. relating to the his_tory of each ilqique SEVIS .ID is 
also availablethtough the Event History a11d Current Request/AuthoriZation De(ails hyperlinks. 

• The Event History screen provides additional information abouta student/visitor's enrollment 
history which may be relevant to lawful status. 

• Current Request/Authorization Detailsp:rovid~s information about employment a11d special 
:authorizations. · 

Click the Return button at the bottom of the page after viewing Event History and Current' Requests. 

Because each unique SEVIS ID record contains additional details ab01,1t the source of funds for study, the 
ac~demic/vocatio.t:tal program, and traveler information, each SEVIS ID record, pertinent to the individual 
you are reviewing, and its respective additional information shouJd b.e reviewed. 

Logoff P~ced~res 

After reviewing SEVIS ID records, exit the system by selecting Logout from the menu at the top o{the 
page. 

System Help · , · 

• The reporting of application and system errors should be made to the following: 

USCIS Service Desk 

1. 888.220.5228. 

uscisservicedesk@dhs.gov 

FOUO Fer Ofl.ieia:l Uge o~Jy 
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IPO Training 

1-924 Assignment 

Please review the l-924.file and find the following information: 

1. Name ofthe regional center (RC) 

2. Name of the new commercial ente~prise (NCE) 

3. Name of the job creating enterprise (JCE) 

4. Initial or amended request? 

5. What type of project {hypo, actual, exemplar)? 

6. Based on the type of project, what will we give deference to? 

7. Geographic scope ofthe RC. 

8. Industry categories ofthe RC. 

9. Where is the project located? 

10. Brief description ofthe project. 

11. Total investment. 

12. Total EbS investment. 

13. job creation numbers. 

14. Number of EBS investors needed. 

15. Breakdown of the investment (Where is the non-EBS money coming from? loan? Equity? From 

whom?) 

16. Amount the EBS investor will be required to invest ($500k or $1mn?) 

17. Is the EBS money a loan or equity? 

18. lfthe investment is the $500k reduced amount, on what basis are they requesting the reduced 

amount? 

19. If the project is in ~ TEA, what information does the file contain regarding the TEA? Is th.is 

suffic.ient Jnformat!on? 

20. What are the te·rms of the EBS .loan from the NCE to the JCE? 
21. Is the investor money at risk? 

22. Does the RC have et CBP? 

23. Does the project have a CBP? 

24. Is the project CBP Matter of Ho compliant? Does it need to be? If so, i_s. it credible? 

25. Give a brief description ofthe terms ofthe investment. 

26. Are there any other fees that the investor needs to pay? 

2.?. How is the RC funded? 

28. Does the RC have enough funding? 

29. What are the promotional efforts of the RC? · 

30. What due diligence will the RC engage in with respect to the EBS investors? 
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· Nonimmigrants 

'• I•' 

' ,. 

' ' . - . ' '.• 

. A nonimmigrant is an anen temporarilyadmittedtothe· .. · .·. ··· · . · 
' . .I ' . ., ' 

. ' . 

· · ·United S,tates for a specific purpose other than permanent.· 
... . ' 

I residences. Specific refe:renCes to Classes of 

nonimmigrants are found in~INASec101(a}. ·. 
.. 

I' 

I 

• ' j j 

I . 

2 · August .2013 
. ' 

' 107 ' 



..• Examples. ofNonimmigrants 

1 Foreign Oiplomats 
. ' 

· -.1 Vis~itors for Business/Pleasure · 

. 1 Members oft he International, Media. 

1 Professional Athletes and Ente~rtainers 

~· Temp~rary-workers (skilred or unskilled) 

1 Academic and Vocational Students 

Refer to the Pocket Guide for complete Jist 

' ) 

3 . A~g~st 2013 · 

108 



. Nonimmigrant Eligibility to Enter U.S. 

· 1 Present valid passport and properly classified 
nonimmigrant visa 

· 1 . Enter through an open designated port of entry 

' . ' 

1 Pass CBP inspection with proper documentation 
demonstrating admis~ibitity 212 (a) ofthe INA 

·4 · August 2013· 
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.r 

Burden of Proof 
I 

., ' 

. . I For persons other than uses, entry into the u.S. is a . 
. · .· privilege, NOT a right, and the burden of proof is always.\ . . . · 

I' I ,' 

. ' " . ' 

on the perso,n see,king admission. 

1 Everyone entering, the U.S .. is responsible for proving · 
their identity .. . 

,. 

' •• .J 

• Establishing. that they are who they claim to be , 
• ' ' I• 

i. 

·,' 

' ' 

- ' ' 

5 Augu.st 201:3 : · 
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Burden of Proof (cont.) · 

1 Ali:en applicants are respons.ibl~ for satisfying to GBP 
. inspecting officers their admi~ssibHity into the U.S.:· 

1 Their activi:Ues will not violate any laws ofthe :U.S. 

1 No criminal record 

1 No previous involvement in removal proceedings ·. 

. 1 Intention to depart U.S. upon conclusion of business 

6 

.·. ' 
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. -Nonimmigrant Visa(NIV) 

1 Contained in the individual's passport, carries an alpha· 
numeric code indicating the nonim:migrant classification · 
being sought . 

Example: 

·. 1 A highly skilled worker or person in specialty 
occupati.on would be an H-1 B; a sk'illed or unskilled . 

- worker would be an H-28; or an agricultural; worker 
,/ . . 

. would be classified as an H-2A 
' ' 

' 7 ,, August 201:.3 
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Nonimmigrant Visa (cont.) . 
, I 

· In the preceding example: .. 

' ' 

1 The H represents the nonimmigrant classification and . · 
.·· the .1 B, 28, and 2A denote the specific type or class 

ofworker. · · · 

1 The dependants ·of non immigrants classified in the H · 
. · .. · category rece~ive the H-4. classification. 

1 ., 

:: 
' ' 

.8 · August 2013 . 
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. Nonimmigrant Visa (cont.) 
1 Depending on the nonimmigrant classification sought, . 
. aliens are required to present a wide rang~e of 

·. documentation suppo~ing or.demonstrating their el.igibiliity 
• I 

for the respective classification. ·· ·. 

. ' 

.·. 1 Example: L & H classifications mustbe the beneficiary of · 
an approved 1-·129 peti1tioh. Once the petitioner (the alien's 

· employer) has an approved petition, the ben.eficiClry can · . 
apply for a nonimmigrant visa With the DOS ·at an . 

' ' 

embassy or consulate ~in the. beneficiary's place of foreign 
· res~idence. 

9 · August 2013· 
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· Nonimmigrant Visa (cont.) 
1 Before the l-129 can be approved by USCIS, the __ 

petitioner (employer) must submit evidence that the alien 
possesses the required education and/or experience to 

. qualify for the pos:ition sought. In some cases the 1-129 · .. • 
must be accompanied by a Labor Certification, ETA . 

· 9035, issued by the Dep~rtment of Labor. 

I 

1 Labor Ce:rtification - Requires evidence to docum'ent that .. 
the al.ien will not di~place a qualified USC· or LPR, and· 
that they wlll not adverse~ly affect the wages and working 
conditions of similarly employed U.S. citizens. 
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.· Nonimmigrant Visa (cont.) · 
... 

Academic (F-1 ): or. Vocational (M-1) students must: 
'· 

· • Demonstrate they have been. accepted for admiss·ion by 
. · · · . . an approved/authorized school, COilleg·e, · unNersity or . 

trai·ning program, and. . 
~ ' ' . 

.• Demons~trate they have the financial resources to pay for .· · 
education · . · .. · · · · 

. ' 
,. 

11 A~gust 2013 
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Automated Form I-94 ·· · 

1 Once GBP determines that an allien ·has met alii. 
. requirements for admission, entry is documented in . 

their passport. 

1 Reflects the cl~ass of admission, and 
<I 

1 Specifi~c period of admission and maximum period of 
stay assigned to it 

1 Paper 1-94 forms will be utilized for refugees, asyleesl 
· . and temporary proof of Lawful Permanent Resident 

Status·. ·.· · 

1.2 A~gust 2013 
I ; .. · 
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Fortn 1-94- Entry and Departure Record 
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AlPLICAnO~ TO THIS ADllJtE$$. 
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Dit'1 

Cerrltt1 

fllPtl/ Slllp N1111t1 

Ruord ofCblut 

August 2013 

j 

118 



' . 

. Noni~migrant- WB/WT 

'· 

. . . 

··, ' . 

' . 14 " I 

' .... ~ 

'• : 

. . 

/' 
I 

... 

.Aug~st 2013 
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., 

· ·Nonimmigrant ~ WB/WT (cont.) 

· • The alien must intend to be a visitor for business or· 
· p~leasure ·. · 

I ' 

. . ' 

·~ The alien must be a nationa1l of a des:ignated Visa Waiver · · 
. country · 

~ . 

.· . . 

' ' 

·. • VW appl1icants must apply on EST A (EI.ectron'ic System · 
for Travel Authorization 

' ' 

15 . Awgust 2013 ·.· 
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. ' 

Nonimmigrant - WBIWT (cont.) . 

• Alien must have a round-trip ticket on· a VWP signatory 
' ' 

. I '· 

· . .earner 

· 1 If. arriving at a .land border,· alien is required to produce .. 
· evidence of economic so·lvency 

' . . ' 

1 · . Alien must maintain a reS.idence· abroad ·· 

·I Max .admission W:B-WT: 90 days 

~:6 . August 20113 

. ~·· 

' 121 



' \ ' 

' ' 

: Types of Nonimmigrant Classes of 
· Admission · . . . · 

II ";" ' ~ 

. ' 

1 Transit aliiens · . . 

1 Temporary visitors for business · · 

. 1 T etnporary visitors for p:leasure .. 

. · 1 Temporary workers and trainees 

1 .Treaty trade:rs and ~investors :.: 

. 1 Intra-company transferees 

.· Refer to pocket field guide for examples of which 
;, ' ' I ' 

classification are eligible for EOS anq COS · · 
' ; 

17 August 20~3· 
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Types of Nonimmigrant Classes of ·· .· 
Admission (cont.) · · ·· · 

1 Representatives of foreign information media 
' l. . • 

1 Students 

1 Exchange visitors.· . 

1 Other categories include·: · 

. 1 Ambassadors, diplomatic officer,s 

.. · 1 Fore~ign government officials · .. 

· 1 NATO aliens, spouses and children 

August 2013 
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After Admission 

1 Once admitted, control] of the indiv:idual shifts.from CBP 
to USC IS. Aliens who require an Extension of Stay .. 

~ . 

. ·. (EOS) or a Chang.e of Stat~s (COS) file Form 1-539 with .· 
USC IS 

. 1 Individuals who vi'Oiate the terms or conditions of their 
· . admission can be found ineli'glble for COS or EOS and 
· . the matter miglht be referred to IGE for appropriate 

action . 

·1:9 ' August 2013 
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' :, 

~ ' ' ' :'I ! 

·QUestions? .. · · 

' ' ' 

'• ,.II 

·r •• 

' ~~ / ' ' 

) 

I· 
' ' 
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IPONew P~rsonnel __ !raining . 

. Day 1~2 In-processing 

Day3 .. TRAINiNG 

As of April 8, 2014 

• Meet the Chief an.d. Deputy (45 min.) 

• Communicate BASIC training requirement (15 min.) 

• DHS Overview (1 hour) 

• Nonimmigrant Overview (2 hours) 

• Immigrant Overview-Part :1. (1 hour) 

' . Lunch (1 hour with ___ ) 

• Immigrant Overview- Part 2 (1 hour) 

SUPERViSORY FO~~OW·UP. Lead Ernpioyee instructor/ 

Supervisor: 

.Day 4 . TRAINI~G . 

• iCLAIMS system (45 minutes) 

• CLAIMS 3 GUI (45 minutes) 

.. Lunch (1 hour) 

• ICE SEVIS (45 minutes) 

• TECS (45 ~lnut~s) 

• ADIS (30 minutes) 

• STAT-5.(30 minutes) 

.. ceo (45 minutes) 

. SUPERVISORY FOLLOW-UP 
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Lead Employeelnstructor/ 

Supervisor: 

DavS. TRAIN.ING 

• Preponderance of Evidence (2 hours) 

• Lunch (1 hour) 

• EB•S overview (1.5 hours) 

• E$tablishing a new Commercial Enterprise (1.5 hqurs) 

SUPERVISQRY FOLLOW-UP 

Supervisor: 

Week~ 

Day 6 ~TRAININ.G 

Lead Employee Instructor/ 

• Actjve Mam:tgement ofthe NCE (1.5 hours) 

• Compreh,!:!nsive Business Plans (1.5 hours) 

• Lunch (1 hour) 

• · TEAs (1 hour) 

• 1-924 AdjudicatiOns Overview (1.5 hours) 

• 1-924 Exemplar- Adjudications (45 minutes) 

• .. 1-924 Basic Adjudications (45 minutes) 

SUPERVISORY fOLLOW-UP Lead Employee Instructor/ 

Supervisor: 

Day 7 · TRAINING 

• 1-924 exercise (3 hours) 

• Lunch (1 hour) 

• ECN exe.rcise (3 hours) 
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• Review and Q&A (1 hour) 

SUPERVISORY FOLLOW-UP Lead Employee Instructor/ 

Supervisor: 

Davs· TRAINING 

• Direct Job Creation (1.25 hoyrs) 

• Job Creation through the Regional Center (1.25 hours) . 

• In Depth "at risk" capital issues _(l.25 hours) 

• Lunch (1 hour) 

• ' In Depth Source of funds (1.25 hours) 

• l,-526 Adjudications (2 hours) 

SUPERVISORY FOllOW-'UP Lea_fJ Employee Instructor/ 

Supeivi~or: 

Day.9 TRAINING. 

• 1-526 sample case adju.dication and intra to mentoring (all day) 

SUPERVISORY FOLLOW-UP Lead Employee Instructor/ 

Supervisor. 

Day 10 TRAINING 

• ~conomist Train in$ (all day) 

• Training Course Ev~luation 

SUPERVISORY FOLLOW-UP Lead .Employee Instructor/ 

Supervisor. 

WE_EKS 3-4 

Days 11-20 ACTIVE MENTORING 

Trainees will be in active mentoring stage for case certification. These days will be used effectively to 

review ten (10) 1-526 cases·associ~ted with Regional Centers.· Deadlines for both the trainee and 

mentors will be provided to turn in cases for mentor review and for mentor feedback from those 

·~ 
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reviews. The goal i.s to 'have the AO traine.e demonstrate a clear understanding of the underlying case 

eligi~ility issues to render the appropriate decision/action as appropriate. 

SUPERVISORY FOLLOW-LW 
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