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Agency Registration Checklist


Please provide the information requested below so we may determine your agency’s eligibility to participate in SAVE. If your agency is eligible to register for SAVE, this information will be used to draft a Memorandum of Agreement (MOA) between SAVE and your agency. Instructions for completing this checklist are available at the end of this document. 


Step 1: Agency Point of Contact (POC)
Provide information for the point of contact SAVE can reach out to regarding your registration request. 

	Agency Information

	Date of Submission:
	

	Agency Name:
	

	Agency Website:
	

	Agency Point of Contact Information

	Name:
	

	Position / Title:
	

	Mailing Address – Line 1:
	

	Mailing Address – Line 2:
	

	City, State, Zip Code:
	

	Phone Number:
	(XXX) XXX-XXXX

	E-mail Address:
	



Step 2: Is Your Agency Already Registered with SAVE?
If you are unsure, check the SAVE Agency Search Tool to see if your agency is already registered.
	☐   Yes, my agency is already registered. Proceed to Step 3.
☐   No, my agency is not already registered. Proceed to Step 4.



Step 3: Is Your Agency Requesting to Use SAVE for a Reason Not Previously Authorized?
	☐   Yes, requesting SAVE for use that was not previously authorized. Proceed to Step 4.
☐   No, agency already registered for the same use. Stop, new registration not required. 
(Contact SAVE Registration if you have questions about your agency’s registration.)



Step 4: Immigration Enumerators Your Agency Collects from Benefit Applicants
Registered agencies must be able to provide at least one Department of Homeland Security (DHS)-issued immigration enumerator to submit a SAVE case. Please select all the enumerators your agency collects.
	

☐ Alien Number (A-number) / USCIS Number
☐ Card Number
☐ Citizenship or Naturalization Certificate Number
☐ I-94, Arrival-Departure Record Number
☐ Receipt Number (on I-797, Notice of Action)
	☐ SEVIS ID
☐ Other (please specify below)
Click or tap here to enter text.
☐  N/A or None (not eligible to use SAVE)



Step 5: Legal Authorities
For each benefit, license, or authorized activity that your agency plans to verify through SAVE, please provide the information requested in Parts A, B and C below. Please consult with your organization’s legal counsel for questions about your agency’s legal authorities. Please add additional pages as needed. 
· Cite the specific section of the legal authority and provide extracts of the text of the authority. Only include finalized legislation or rules. SAVE cannot authorize use based upon pending/proposed legislation.
· If eligible to register, these citations will be included in your agency’s MOA with SAVE. 


	Part A - Benefit, License or Activity Type with Legal Authority

	Insert: For each benefit/license your agency is requesting SAVE use, list (1) benefit/license type, (2) legal authority to issue the benefit/license, and (3) extract of the legal authority. 

Example: (1) Issuing Asbestos Abatement License pursuant to (2) Oklahoma Statute Title, 40, § 452, License required - Fee – Exemptions: (3) “The Commissioner shall issue an asbestos abatement license to a qualified contractor upon proper application, as determined by the Commissioner.”


	Agency Response: 







	Part B - Legal Authority for the Verification of Citizenship / Immigration Status

	Insert: For each benefit/license your agency is requesting SAVE use, list (1) the legal authority authorizing verification of citizenship/immigration status for issuance, and (2) extract of the legal authority. 

Example: (1) Oklahoma Statute Title, 56, § 71, (2) “Oklahoma Statute Title, 56, § 71, “Verification of lawful presence of applicants for public benefits – Exceptions – Affidavit - Fraudulent representations - Annual report.” “A. Except as provided in subsection C of this section or where exempted by federal law, every agency or a political subdivision of this state shall verify the lawful presence in the United States of any natural person fourteen (14) years of age or older who has applied for state or local public benefits, as defined in 8 U.S.C., Section 1621, or for federal public benefits, as defined in 8 U.S.C., Section 1611, that is administered by an agency or a political subdivision of this state.”


	Agency Response: 






	Part C – Immigration Categories Requested


	Insert the categories of immigration status/citizenship that an individual must have to be eligible for the issuance of the benefit(s), license(s) or other activity, that your agency is authorized to verify.

Example 1: Individuals lawfully present in the U.S.
Example 2: Asylees, refugees, lawful permanent residents (LPRs), and U.S. citizens. 

	
Agency Response: 







Step 6: Agency Point of Contact to be Listed in MOA
Please include the information of the individual who should be listed in the MOA as the agency’s point of contact. This person will be set up as the Agency’s Super User and will receive a SAVE login.
	Agency Point of Contact Information

	Name:
	

	Position / Title:
	

	Mailing Address – Line 1:
	

	Mailing Address – Line 2:
	

	City, State, Zip Code:
	

	Phone Number:
	(XXX) XXX-XXXX

	E-mail Address:
	



Step 7: Agency Authorized Signatory for SAVE MOA
Please include the information for the individual who is authorized to sign the MOA on behalf of your agency. This individual may be the same as the MOA POC. 
	Agency Authorized Signatory Information

	Agency Name:
	

	Signatory Name:
	

	Position / Title:
	

	Phone Number:
	(XXX) XXX-XXXX

	E-mail Address:
	



Step 8: Agency Billing / Accounts Payable Information
If your agency enters into a Memorandum of Agreement with SAVE, the information below will be used for billing purposes. 
	Agency Billing Information

	Tax Identification Number (TIN):
	

	Agency Name:
	

	Billing Point of Contact Name:
	

	Phone Number:
	(XXX) XXX-XXXX

	E-mail Address:
	

	Address:
	

	Address (2nd line):
	

	City, State, Zip Code
	



Step 9: Copies of Legal Authorities and Other Supporting Documents
Provide an electronic copy of all legal authorities you cited in the Step 5 of the checklist either as a direct hyperlink to the source or as an attached PDF. If your agency has additional guidance that explains your legal authorities to issue a benefit/license and to verify citizenship/immigration status (e.g., webpage, fact sheet, brochure or program guide) please also include it in support of your request.

Step 10: Submit Completed Checklist, Legal Authorities, and Other Supporting Documents
Send this completed checklist and a copy/link of all legal authorities you cited and any additional supporting documentation to SAVEregistration@uscis.dhs.gov.
	For SAVE Use Only - Review of Completed Checklist

	
For SAVE Staff: Using the space below, provide a summary of whether the legal authorities above establish eligibility for use of SAVE and for which benefit type. Please note any legal authorities listed above that do not appear to apply and provide an explanation. If the entity requesting SAVE access is not the entity authorized to issue the benefit (e.g., administering the benefit including determination of eligibility for the benefit is contracted to a third party), then have the requester provide evidence of the relationship. 










Background About SAVE

What is SAVE?
SAVE is an online service that supports federal, state, territorial, tribal and local benefit-granting and licensing agencies with verifying immigration status and naturalized/acquired U.S. citizenship. SAVE verifies the status of nonimmigrants, immigrants and certain naturalized and acquired U.S. Citizens for approved purposes. SAVE charges user agencies based on their use. Visit our website for more information on transaction charges.


How does SAVE verify immigration status and naturalized/acquired U.S. citizenship?
SAVE uses U.S. Department of Homeland Security (DHS)-issued immigration identifiers to search certain government records and return a response showing an immigration status or U.S. citizenship. SAVE verifies naturalized or acquired U.S. citizenship only if found in DHS records.


What does SAVE not do? 
SAVE does not verify citizenship of U.S.-born citizens. SAVE cannot verify U.S. citizenship using a social security number, driver’s license number, U.S. passport number, Consular Report of Birth Abroad (CRBA), or other non-DHS documents. SAVE does not determine an applicant’s eligibility for any specific benefit or license.


How Does SAVE Use the Responses in the Agency Registration Checklist?
SAVE uses the Agency Registration Checklist to determine if a prospective agency is eligible to register for SAVE. If eligible, the agency must complete a Memorandum of Agreement (MOA) with SAVE that identifies the legal authorities to issue the benefit(s)/license(s) and for the verification of immigration status or U.S. citizenship. The responses provided on the checklist are used to help draft the MOA.





Instructions for Completing the SAVE Agency Registration Checklist

What is a legal authority?
A legal authority is the federal statute, federal code, state statute, state code, administrative law, county or city code, or county or city ordinance that allows certain actions to be taken. 

Note: It is recommended that you consult your agency’s legal counsel for assistance.

What legal authorities do I need to include for SAVE? You must indicate the legal authority that allows your agency to:
1. Part A: Administer specific benefit(s) or license(s). See examples below.
· Federal Example: Issuing U.S. Merchant Mariner Credentials under 46 U.S.C. § 7302(a) & (b), “Issuing merchant mariners’ documents and continuous discharge books” and 46 U.S.C.  § 7101(b) & (c), “Issuing and classifying licenses and certificates of registry.”
· State Example: Issuing Asbestos Abatement License under Oklahoma Statute Title, 40, § 452, “License required - Fee – Exemptions” 
· Local Authority Example: Issuing Gaming Licenses under Arizona Tribal-State Gaming Compact 2003, Section 5 (b)(1), (2), & (3), “Background Investigation of Applicants.”
2. Part B: Verify the citizenship or immigration status of applicants applying for the benefit or license. See examples below.
· Federal Example: 46 U.S.C. § 8103 (a) & (b), Citizenship and Navy Reserve requirements.
· State Example: Oklahoma Statute Title, 56, § 71, “Verification of lawful presence of applicants for public benefits – Exceptions – Affidavit - Fraudulent representations - Annual report.”
· Local Authority Example: Issuing Gaming Licenses under Arizona Tribal-State Gaming Compact 2003, Section 5 (b)(1), (2), & (3), “Background Investigation of Applicants.”

Part C – What is an immigration category?
The category of applicant refers to the immigration/naturalization status or category of individuals to which your agency is authorized to administer benefits, licenses, or other activities and/or verify the citizenship or immigration status. List all that apply. Examples include, but are not limited to:
· nonimmigrants, 
· U.S. citizens, 
· lawful permanent residents, 
· asylees, 
· refugees. 
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