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The Immigration Court Practice Manual

In 2006, the Attorney General instructed the Director of the Executive Office for Immigration
Review, in consultation with the Immigration Judges, to issue a practice manual for the parties who
appear before the Immigration Courts. This directive arose out of the public's desire for greater
uniformity in Immigration Court procedures and a call for the Immigration Courts to implement
their "best practices" nationwide.

Accordingly, the Office of the Chief Immigration Judge is pleased to announce the release
of the Immigration Court Practice Manual. The Practice Manual is a comprehensive guide that sets
forth uniform procedures, recommendations, and requirements for practice before the Immigration
Courts. The requirements set forth in this manual are binding on the parties who appear before the
Immigration Courts, unless the Immigration Judge directs otherwise in a particular case. The
Practice Manual does not limit the discretion of Immigration Judges to act in accordance with law
and regulation.

In order to provide the public an opportunity to become familiar with the Immigration Court
Practice Manual, it will not go into effect until July 1,2008. Beginning on that date, Local Operating
Procedures will no longer be used, and parties will be expected to follow the Practice Manual.

The Immigration Court Practice Manual has been printed in looseleaf format to allow for
easy revision and updating by the user through the Internet. The Practice Manual is intended to be
a "living document," and the Office of the Chief Immigration Judge will update it in response to
changes in law and policy, as well as in response to comments by the parties using it. We welcome
suggestions and encourage the public to provide comments, to identify errors or ambiguities in the
text, and to propose revisions. Information regarding where to send your correspondence is included
in Chapter 13 of the Practice Manual.

Following this printing and distribution, the Office of the Chief Immigration Judge will make
the Immigration Court Practice Manual available through the EO IR website at www . usdo_i. gov / eoir .
We encourage you to share the Practice Manual with any individuals or organizations that may
benefit from it.

(~---~-t: ~..:::Lc~-
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organizations that represent aliens.  In some Immigration Courts, a Liaison Judge also
participates as a liaison with these groups. 

A listing of the Immigration Courts is available on the Executive Office for
Immigration Review website at www.usdoj.gov/eoir. 

(c) Immigration Judge conduct and professionalism. — Immigration Judges
strive to act honorably, fairly, and in accordance with the highest ethical standards, thereby
ensuring public confidence in the integrity and impartiality of Immigration Court
proceedings.  Alleged misconduct by Immigration Judges is taken seriously by the
Department of Justice and the Executive Office for Immigration Review (EOIR), especially
if it impugns the integrity of the hearing process.

Usually, when a disagreement arises with an Immigration Judge’s ruling, the
disagreement is properly raised in a motion to the Immigration Judge or an appeal to the
Board of Immigration Appeals.  When a party has an immediate concern regarding an
Immigration Judge’s conduct that is not appropriate for a motion or appeal, the concern
may be raised with the Assistant Chief Immigration Judge (ACIJ) responsible for the court
or the ACIJ for Conduct and Professionalism.  Contact information for  ACIJs  is available
on the EOIR website at www.usdoj.gov/eoir/sibpages/ICadr.htm.

In the alternative, parties may raise concerns regarding an Immigration Judge’s
conduct directly with the Office of the Chief Immigration (OCIJ) by following the procedures
outlined on the EOIR website at www.usdoj.gov/eoir/sibpages/IJConduct.htm or by sending
an e-mail to OCIJ at: EOIR.IJConduct@usdoj.gov.   Where appropriate, concerns may also
be raised with the Department of Justice, Office of Professional Responsibility.  All
concerns, and any actions taken, may be considered confidential and not subject to
disclosure.

1.4 Other EOIR Components

(a) Office of the General Counsel. — The Office of the General Counsel (OGC)
provides legal advice to the Executive Office for Immigration Review.  OGC also functions
as a resource and point of contact for the public in certain instances.  In particular, OGC
responds to Freedom of Information Act requests related to immigration proceedings.  See
Chapter 12 (Freedom of Information Act).  OGC receives complaints of misconduct
involving immigration practitioners, and initiates disciplinary proceedings where appropriate.
See Chapter 10 (Discipline of Practitioners).  Working with the Board of Immigration
Appeals, OGC also maintains the list of accredited representatives who may represent
aliens before the Immigration Courts and the Board. See Chapter 2.4 (Accredited
Representatives).
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(b) EOIR Fraud Program. — The Executive Office for Immigration Review (EOIR)
Fraud Program was created to protect the integrity of immigration proceedings by reducing
immigration fraud and abuse.  The EOIR Fraud Program assists Immigration Judges and
EOIR staff in identifying fraud.  In addition, the program shares information with law
enforcement and investigative authorities.  The program is an initiative of the EOIR Office
of the General Counsel, as directed by the Attorney General.

Immigration fraud and abuse can take many forms.  Fraud is sometimes committed
during Immigration Court proceedings by individuals in proceedings and by their attorneys.
In addition, aliens are often victimized by fraud committed by individuals not authorized to
practice law, who are frequently referred to as “immigration specialists,” “visa consultants,”
“travel agents,” and “notarios.”

Where a person suspects that immigration fraud has been committed, he or she may
report this to the EOIR Fraud Program.  Where appropriate, the EOIR Fraud Program
refers cases to other authorities for further investigation.

Individuals wishing to report immigration fraud or abuse, or other irregular activity,
should contact the EOIR Fraud Program.  For contact information, see Appendix B (EOIR
Directory).

(c) Legal Orientation and Pro Bono Program. — The Legal Orientation and Pro
Bono Program (LOP) was created to provide detained aliens with essential and easy-to-
understand information regarding the Immigration Court process, including their rights,
responsibilities, and options for relief from removal.  The LOP is an initiative of the
Executive Office for Immigration Review (EOIR), Office of the General Counsel.
  

The LOP is carried out locally through subcontracts with nonprofit legal agencies in
cooperation with a number of local Immigration Courts and detention facilities.

The LOP providers conduct “group orientations,” which are general rights
presentations given to detained aliens prior to their first Immigration Court hearing.
“Individual orientations” and “self-help workshops” are then provided to unrepresented
detainees to assist them with understanding their cases and identifying potential claims for
relief from removal. While the LOP does not pay for legal representation, all detained aliens
at LOP sites are provided access to program services, which may also include assistance
with either locating pro bono counsel or representing themselves before the court.  

More information about the LOP is available on the EOIR website at
www.usdoj.gov/eoir.
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Chapter 5.13 (Response to Motion). “Day” is constructed as described in subsection (c), 
below. 

(i) Master calendar hearings. — 

(A) Non-detained aliens. — For master calendar hearings involving 
non-detained aliens, filings must be submitted at least fifteen (15) days in 
advance of the hearing if requesting a ruling at or prior to the hearing. 
Otherwise, filings may be made either in advance of the hearing or in open 
court during the hearing. 

When a filing is submitted at least fifteen days prior to a master 
calendar hearing, the response must be submitted within ten (10) days after 
the original filing with the Immigration Court. If a filing is submitted less than 
fifteen days prior to a master calendar hearing, the response may be 
presented at the master calendar hearing, either orally or in writing. 

(B) Detained aliens. — For master calendar hearings involving 
detained aliens, filing deadlines are as specified by the Immigration Court. 

(ii) Individual calendar hearings. — 

(A) Non-detained aliens. — For individual calendar hearings 
involving non-detained aliens, filings must be submitted at least fifteen (15) 
days in advance of the hearing.  This provision does not apply to exhibits or 
witnesses offered solely to rebut and/or impeach.  Responses to filings that 
were submitted in advance of an individual calendar hearing must be filed 
within ten (10) days after the original filing with the Immigration Court. 
Objections to evidence may be made at any time, including at the hearing. 

(B) Detained aliens. — For individual calendar hearings involving 
detained aliens, filing deadlines are as specified by the Immigration Court. 

(iii) Asylum applications. — Asylum applications are categorized as either 
“defensive” or “affirmative.” A defensive asylum application is filed with the 
Immigration Court by an alien already in proceedings.  An affirmative asylum 
application is filed with the Department of Homeland Security (DHS) Asylum Office 
by an alien not in removal proceedings. If the DHS Asylum Office declines to grant 
an affirmative asylum application, removal proceedings may be initiated.  In that 
case, the asylum application is referred to an Immigration Judge, who may grant or 
deny the application. See 8 C.F.R. § 1208.4. 
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An alien filing an application for asylum should be mindful that the application 
must be filed within one year after the date of the alien’s arrival in the United States, 
unless certain exceptions apply. INA § 208(a)(2)(B), 8 C.F.R. § 1208.4(a)(2). 

(A) Defensive applications. — Defensive asylum applications are 
filed in open court at a master calendar hearing. 

(B) Affirmative applications. — Affirmative asylum applications 
referred to an Immigration Court by the DHS Asylum Office are contained in 
the Record of Proceedings.  Therefore, there is no need for the alien to re-file 
the application with the Immigration Court.  After being placed in Immigration 
Court proceedings, the alien may amend his or her asylum application.  For 
example, the alien may submit amended pages of the application, as long as 
all changes are clearly reflected. Such amendments must be filed by the 
usual filing deadlines, provided in subsections (b)(i) and (b)(ii), above.  The 
amendment should be accompanied by a cover page with an appropriate 
caption, such as “AMENDMENT TO PREVIOUSLY FILED ASYLUM APPLICATION.” 
See Appendix F (Sample Cover Page). 

(iv) Reopening and reconsideration. — Deadlines for filing motions to 
reopen and motions to reconsider with the Immigration Court are governed by 
statute and regulation. See Chapter 5 (Motions).  Responses to such motions are 
due within fifteen (15) days after the motion was received by the Immigration Court, 
unless otherwise specified by the Immigration Judge. 

(v) Appeals. — Appeals must be received by the Board of Immigration 
Appeals no later than 30 calendar days after the Immigration Judge renders an oral 
decision or mails a written decision. See 8 C.F.R. § 1003.38, Chapter 6 (Appeals 
of Immigration Judge Decisions). 

(vi) Specific deadlines. — The deadlines for specific types of filings are 
listed in Appendix D (Deadlines). 

(c) Must be “timely.” — The Immigration Court places a date stamp on all 
documents it receives.  Absent persuasive evidence to the contrary, the Immigration 
Court’s date stamp is controlling in determining whether a filing is “timely.”  Because filings 
are date-stamped upon arrival at the Immigration Court, parties should file documents as 
far in advance of deadlines as possible. 

(i) Construction of “day.” — All filing deadlines are calculated in calendar 
days. Thus, unless otherwise indicated, all references to “days” in this manual refer 
to calendar days rather than business days. 
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(ii) Computation of time. — Parties should use the following guidelines to 
calculate deadlines. 

(A) Deadlines on specific dates. — A filing may be due by a specific 
date. For example, an Immigration Judge may require a party to file a brief 
by June 21, 2008.  If such a deadline falls on a Saturday, Sunday, or legal 
holiday, the deadline is construed to fall on the next business day. 

(B) Deadlines prior to hearings. — A filing may be due a specific 
period of time prior to a hearing. For example, if a filing is due 15 days prior 
to a hearing, the day of the hearing counts as “day 0” and the day before the 
hearing counts as “day 1.” Because deadlines are calculated using calendar 
days, Saturdays, Sundays, and legal holidays are counted.  If, however, such 
a deadline falls on a Saturday, Sunday, or legal holiday, the deadline is 
construed to fall on the next business day. 

(C) Deadlines following hearings. — A filing may be due within a 
specific period of time following a hearing. For example, if a filing is due 15 
days after a master calendar hearing, the day of the hearing counts as “day 
0“ and the day following the hearing counts as “day 1.”  In such cases, the 
day of the hearing counts as “day 0” and the day following the hearing counts 
as “day 1.” Because deadlines are calculated using calendar days, 
Saturdays, Sundays, and legal holidays are counted.  If, however, such a 
deadline falls on a Saturday, Sunday, or legal holiday, the deadline is 
construed to fall on the next business day. 

(D) Deadlines following Immigration Judges’ decisions. — 
Pursuant to statute or regulation, a filing may be due within a specific period 
of time following an Immigration Judge’s decision.  For example, appeals, 
motions to reopen, and motions to reconsider must be filed within such 
deadlines. See 8 C.F.R. §§ 1003.38(b), 1003.23.  In such cases, the day the 
Immigration Judge renders an oral decision or mails a written decision counts 
as “day 0.”  The following day counts as “day 1.”  Statutory and regulatory 
deadlines are calculated using calendar days.  Therefore, Saturdays, 
Sundays, and legal holidays are counted.  If, however, a statutory or 
regulatory deadline falls on a Saturday, Sunday, or legal holiday, the deadline 
is construed to fall on the next business day. 

(E) Deadlines for responses. — A response to a filing may be due 
within a specific period of time following the original filing.  For example, if a 
response to a motion is due within 10 days after the motion was filed with the 
Immigration Court, the day the original filing is received by the Immigration 
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Court counts as “day 0.” The following day counts as “day 1.”  Because 
deadlines are calculated using calendar days, Saturdays, Sundays, and legal 
holidays are counted. If, however, such a deadline falls on a Saturday, 
Sunday, or legal holiday, the deadline is construed to fall on the next 
business day. 

(iii) Delays in delivery. — Postal or delivery delays do not affect existing 
deadlines. Parties should anticipate all postal or delivery delays, whether a filing is 
made by first class mail, priority mail, or overnight or guaranteed delivery service. 
The Immigration Court does not excuse untimeliness due to postal or delivery 
delays, except in rare circumstances. See Chapter 3.1(a)(iii) (Receipt rule). 

(iv) Motions for extensions of filing deadlines. — Immigration Judges 
have the authority to grant motions for extensions of filing deadlines that are not set 
by regulation. A deadline is only extended upon the granting of a motion for an 
extension. Therefore, the mere filing of a motion for an extension does not excuse 
a party’s failure to meet a deadline. Unopposed motions for extensions are not 
automatically granted. 

(A) Policy. — Motions for extensions are not favored.  In general, 
conscientious parties should be able to meet filing deadlines.  In addition, 
every party has an ethical obligation to avoid delay. 

(B) Deadline. — A motion for an extension should be filed as early as 
possible, and must be received by the original filing deadline. 

(C) Contents. — A motion for an extension should be filed with a 
cover page labeled “MOTION FOR EXTENSION” and comply with the 
requirements for filing. See Chapter 3 (Filing with the Immigration Court), 
Appendix F (Sample Cover Page). A motion for an extension should clearly 
state: 

" when the filing is due 

" the reason(s) for requesting an extension 

" that the party has exercised due diligence to meet the 
current filing deadline 

" that the party will meet a revised deadline 
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" if the parties have communicated, whether the other 
party consents to the extension 

(d) Defective filings. — Filings may be deemed defective due to improper filing, 
untimely filing, or both. 

(i) Improper filings. — If an application, motion, brief, exhibit, or other 
submission is not properly filed, it is rejected by the Immigration Court with an 
explanation for the rejection. Parties are expected to exercise due diligence. 
Parties wishing to correct the defect and refile after a rejection must do so promptly. 
See Chapters 3.1(b) (Timing of submissions), 3.1(c) (Must be “timely”).  See also 
subsection (ii), below. The term “rejected” means that the filing is returned to the 
filing party because it is defective and therefore will not be considered by the 
Immigration Judge. It is not an adjudication of the filing or a decision regarding its 
content. Examples of improper submissions include: 

"	 if a fee is required, failure to submit a fee receipt or fee waiver 
request 

"	 failure to include a proof of service upon the opposing party 

"	 failure to comply with the language, signature, and format 
requirements 

"	 illegibility of the filing 

If a document is improperly filed but not rejected, the Immigration Judge 
retains the authority to take appropriate action. 

(ii) Untimely filings. — The untimely submission of a filing may have serious 
consequences. The Immigration Judge retains the authority to determine how to 
treat an untimely filing. Accordingly, parties should be mindful of the requirements 
regarding timely filings. See Chapters 3.1(b) (Timing of submissions), 3.1(c) (Must 
be “timely”). 

Untimely filings, if otherwise properly filed, are not rejected by Immigration 
Court staff. However, parties should note that the consequences of untimely filing 
are sometimes as follows: 

"	 if an application for relief is untimely, the alien’s interest in that 
relief is deemed waived or abandoned 
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" if a motion is untimely, it is denied 

" if a brief or pre-trial statement is untimely, the issues in 
question are deemed waived or conceded 

" if an exhibit is untimely, it is not entered into evidence or it is 
given less weight 

" if a witness list is untimely, the witnesses on the list are barred 
from testifying 

" if a response to a motion is untimely, the motion is deemed 
unopposed 

(iii) Motions to accept untimely filings. — If a party wishes the Immigration 
Judge to consider a filing despite its untimeliness, the party must make an oral or 
written motion to accept the untimely filing.  A motion to accept an untimely filing 
must explain the reasons for the late filing and show good cause for acceptance of 
the filing. In addition, parties are strongly encouraged to support the motion with 
documentary evidence, such as affidavits and declarations under the penalty of 
perjury. The Immigration Judge retains the authority to determine how to treat an 
untimely filing. 

(iv) Natural or manmade disasters. — Natural or manmade disasters may 
occur that create unavoidable filing delays.  Parties wishing to file untimely 
documents after a disaster must comply with the requirements of subsection (iii), 
above. 

(e) Filing receipts. — The Immigration Court does not issue receipts for filings. 
Parties are encouraged, however, to obtain and retain corroborative documentation of 
delivery, such as mail delivery receipts or courier tracking information.  As a precaution, 
parties should keep copies of all items sent to the Immigration Court.  

(f) Conformed copies. — A time-and-date stamp is placed on each filing received 
by the Immigration Court. If the filing party desires a “conformed copy” (i.e., a copy of the 
filing bearing the Immigration Court’s time-and-date stamp), the original must be 
accompanied by an accurate copy of the filing, prominently marked “CONFORMED COPY; 
RETURN TO SENDER.” If the filing is voluminous, only a copy of the cover page and table of 
contents needs to be submitted for confirmation.  The filing must also contain a self-
addressed stamped envelope or comparable return delivery packaging.  The Immigration 
Court does not return conformed copies without a prepaid return envelope or packaging. 
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"	 a representation that the consequences of failing to appear in 
Immigration Court have been explained to the respondent 

"	 an admission or denial of the factual allegations in the Notice to 
Appear (Form I-862) 

"	 a concession or denial of the charge(s) in the Notice to Appear (Form 
I-862) 

"	 a designation of, or refusal to designate, a country of removal 

"	 an identification of the application(s) for relief from removal, if any, the 
respondent intends to file 

"	 a representation that any application(s) for relief (other than asylum) 
will be filed no later than fifteen (15) days before the individual 
calendar hearing, unless otherwise directed by the Immigration Judge 

"	 an estimate of the number of hours required for the individual 
calendar hearing 

"	 a request for an interpreter, if needed, that follows the guidelines in 
subsection (n), below 

"	 if background and security investigations are required, a 
representation that: 

•	 the respondent has been provided Department of Homeland 
Security (DHS) biometrics instructions 

•	 the DHS biometrics instructions have been explained to the 
respondent 

•	 the respondent will timely comply with the DHS biometrics 
instructions prior to the individual calendar hearing 

•	 the consequences of failing to comply with the DHS biometrics 
instructions have been explained to the respondent 
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"	 a health crisis necessitating immediate action by the Immigration 
Judge 

A motion to advance should completely articulate the reasons for the request and 
the adverse consequences if the hearing date is not advanced. The motion should be filed 
with a cover page labeled “MOTION TO ADVANCE” and comply with the deadlines and 
requirements for filing. See Chapter 5.2 (Filing a Motion), Appendix F (Sample Cover 
Page). 

(c) Motion to change venue. — A request to change venue should be made by 
written motion. The motion should be supported by documentary evidence.  See Chapter 
5.2(e) (Evidence). The motion should contain the following information: 

"	 the date and time of the next scheduled hearing 

"	 an admission or denial of the factual allegations and charge(s) in the 
Notice to Appear (Form I-862) 

"	 a designation or refusal to designate a country of removal 

"	 if the alien will be requesting relief from removal, a description of the 
basis for eligibility 

"	 the address and telephone number of the location at which 
respondent will be residing if the motion is granted 

"	 if the address at which the alien is receiving mail has changed, a 
properly completed Alien’s Change of Address Form (Form 
EOIR-33/IC) 

" a detailed explanation of the reasons for the request 

See generally Matter of Rahman, 20 I&N Dec. 480 (BIA 1992), 8 C.F.R. § 1003.20. 

The motion should be filed with a cover page labeled “MOTION TO CHANGE VENUE” 
and comply with the deadlines and requirements for filing.  See Chapter 5.2 (Filing a 
Motion), Appendix F (Sample Cover Page). 

The filing of a motion to change venue does not excuse the appearance of an alien 
or representative at any scheduled hearing.  Therefore, until the motion is granted, parties 
must appear at all hearings as originally scheduled. 
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APPENDIX A 

Immigration Court Addresses 

Arizona 

Eloy 	 1705 E. Hanna Rd., Suite 366 
Eloy, AZ 85231 
(520) 466-3671 

Phoenix	 200 East Mitchell Drive, Suite 200 
Phoenix, AZ 85012 
(602) 640-2747 

Florence	 3260 N. Pinal Parkway Ave. 
Florence, AZ 85232 
(520) 868-3341 

Tucson	 160 N. Stone Ave., Suite 300 
Tucson, AZ 85701-1502 
(520) 670-5212 

California 

East Mesa	 East Mesa CCA 
446 Alta Rd. 
San Diego, CA 92158 
(619) 661-3327 

Los Angeles	 606 S. Olive St., 15th Floor 
Los Angeles, CA 90014 
(213) 894-2811 

El Centro	 1115 North Imperial Ave. 
El Centro, CA 92243 
(760) 353-2328 

San Diego	 401 West "A" St., Suite 800 
San Diego, CA 92101 
(619) 557-6052 

Imperial	 2409 La Brucherie Rd. 
Imperial, CA 92251 
(760) 355-0070 

San Francisco 120 Montgomery St., Suite 800 
San Francisco, CA 94104 
(415) 705-4415 

Lancaster	 Mira Loma Facility 
45100 N. 60th St., West 
Lancaster, CA 93536 
(661) 942-8633 

San Pedro 	 Temporarily closed 
For inquiries and filings, 
please contact the Los Angeles 
Immigration Court. 

Colorado 

Denver	 Byron G. Rogers Federal Bldg. 
1961 Stout St., Room 1403 
Denver, CO 80294 
(303) 844-5815 
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Connecticut 

Hartford	 AA Ribicoff Federal Bldg. & Courthouse 
450 Main St., Room 509 
Hartford, CT 06103-3015 
(860) 240-3881 

Florida 

Miami One Riverview Square Orlando 80 North Hughey Ave., Suite 203 
333 S. Miami Ave., Suite 700 Orlando, FL 32801 
Miami, FL 33130 (407) 648-6565 
(305) 789-4221 

Miami Krome Krome North Processing Center 
18201 SW 12th St., Bldg. #1, Suite C 
Miami, FL 33194 
(305) 530-7196 

Mailing Address: 
P.O. Box 940998 
Miami, FL 33194 

Georgia 

Atlanta	 180 Spring Street SW, Suite 241 
Atlanta, GA 30303 
(404) 331-0907 

Hawaii 

Honolulu	 PJKK Federal Bldg. 
300 Ala Moana Blvd., Room 8-112 
Honolulu, HI 96850 
(808) 541-1870 
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Illinois 

Chicago 55 East Monroe St., Suite 1900 
Chicago, IL 60603-5701 
(312) 353-7313 

Chicago 
Detained 

536 Clark St., Room B1330/1320 
Chicago, IL 60605 
(312) 353-1387 

Louisiana 

New Orleans One Canal Place Oakdale 1900 E. Whatley Rd. 
365 Canal St., Suite 2450 Oakdale, LA 71463 
New Orleans, LA 70130 (318) 335-0365 
(504) 589-3992 

Mailing Address: 
P.O. Box 750 
Oakdale, LA 71463 

Maryland 

Baltimore	 George Fallon Federal Bldg. 
31 Hopkins Plaza, Room 440 
Baltimore, MD 21201 
(410) 962-3092 

Massachusetts 

Boston	 JFK Federal Bldg. 
15 New Sudbury St., Room 320 
Boston, MA 02203 
(617) 565-3080 

Michigan 

Detroit  P.V. McNamara Federal Bldg. 
477 Michigan Ave., Suite 440 
Detroit, MI 48226 
(313) 226-2603 
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Minnesota 

Bloomington	 7850 Metro Parkway, Suite 320 
Bloomington, MN 55425 
(612) 725-3765 

Nevada 

Las Vegas	 3365 Pepper Lane, Suite 200 
Las Vegas, NV 89120 
(702) 458-0227 

New Jersey 

Elizabeth 625 Evans St., Room 148A 
Elizabeth, NJ 07201 
(973) 693-4113 

Newark 970 Broad St., Room 1135 
Newark, NJ 07102 
(973) 645-3524 

New York 

Batavia 4250 Federal Drive, Room F108 
Batavia, NY 14020 
(585) 345-4300 

New York 26 Federal Plaza
 12th Floor, Room 1237 
New York, NY 10278 
(917) 454-1040 

Buffalo 130 Delaware Ave., Suite 410 
Buffalo, NY 14202 
(716) 551-3442 

Ulster Ulster Correctional Facility 
Berme Rd. 
P.O. Box 800 
Napanoch, NY 12458 
(845) 647-5506 

Fishkill Downstate Correctional Facility 
121 Red Schoolhouse Rd. 
Fishkill, NY 12524 
(845) 831-3657 

Varick Street 201 Varick St., Room 1140 
New York, NY 10014 
(212) 620-6279 
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Ohio 

Cleveland	 801 W. Superior Ave. 
Suite 13 - 100 
Cleveland, OH 44113 
(216) 802-1100 

Oregon 

Portland	 1220 S.W. Third Ave., Suite 218 
Portland, OR 97204 
(503) 326-6341 

Pennsylvania 

Philadelphia 1600 Callowhill St., Suite 400 
Philadelphia, PA 19130 

York 3400 Concord Rd., Suite 2 
York, PA 17402 

(215) 656-7000 (717) 755-7555 

Mailing Address 
P.O. Box 20370 
York, PA 17402 

Puerto Rico 

San Juan San Patricio Office Center 
#7 Tabonuco St., Room 401 
Guaynabo, PR 00968-4605 
(787) 749-4386 

Tennessee 

Memphis Clifford B. Davis Federal Bldg. 
167 North Main, Room 460 
Memphis, TN 38103 
(901) 544-3818 
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Texas 

Dallas	 1100 Commerce St., Suite 404 
Dallas, TX 75242 
(214) 767-1814 

Houston	 2320 LaBranch St., Room 2235 
Houston, TX 77004 
(713) 718-3870 

El Paso	 700 E. San Antonio St., Suite 675 Houston Houston Service Processing Center 
El Paso, TX 79901 5520 Greens Rd. 
(915) 534-6020 Houston, TX 77032 

(281) 987-2112 

El Paso	 Service Processing Center 
8915 Montana Ave. 
El Paso, TX 79925 
(915) 225-0750 

Los Fresnos	 Port Isabel Processing Center 
27991 Buena Vista Blvd., Bldg. 37 
Los Fresnos, TX 78566 
(956) 547-1789 

Mailing Address:

201 East Jackson St.

Harlingen, TX 78550-0000


Harlingen	 2009 West Jefferson Ave., Suite 300 San Antonio 800 Dolorosa St., Suite 300 
Harlingen, Texas 78550 San Antonio, TX 78207 
(956) 427-8580 (210) 472-6637 

Utah 

Salt Lake City	 5500 W. Amelia Earhart Drive, Suite 160 
Salt Lake City, UT 84116 
(801) 524-3000 

Virginia 

Arlington 901 N. Stuart St., Suite 1300 
Arlington, VA 22203 

Headquarters 5107 Leesburg Pike, Suite 1850 
Falls Church, VA 22041 

(703) 235-2307 (703) 305-0273 
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Washington 

Seattle 1000 Second Ave., Suite 2500 Tacoma 1623 East J St., Suite 3 
Seattle, WA 98104 Tacoma, WA 98421 
(206) 553-5953 (253) 779-6020 
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APPENDIX B

EOIR Directory

EOIR Website                     
www.usdoj.gov/eoir 

ASQ
Automated Status Query System  
(800) 898-7180
(703) 305-1662                
24 hours, 7 days a week 

Office of the Chief Immigration Judge
United States Department of Justice
Executive Office for Immigration Review
Office of the Chief Immigration Judge
5107 Leesburg Pike, Suite 2500
Falls Church, VA 22041
(703) 305-1247
8:00 a.m. to 5:00 p.m., Monday - Friday, except holidays

Practice Manual Comments
United States Department of Justice
Executive Office for Immigration Review
Office of the Chief Immigration Judge
5107 Leesburg Pike, Suite 2500
Falls Church, VA 22041
Attn: Practice Manual Committee

Concerns/Complaints about Immigration
Judge Conduct
www.usdoj.gov/eoir/sibpages/IJConduct.htm

Board of Immigration Appeals
For addresses, see the Board of Immigration Appeals Practice Manual.

Clerk’s Office
(703) 605-1007
8:00 a.m. to 4:30 p.m.
Monday - Friday, except holidays

Emergency Stay Information
(703) 605-1007
24 hours, 7 days a week

Oral Argument Coordinator
(703) 605-1007
8:00 a.m. to 4:30 p.m.
Monday - Friday, except holidays

Telephonic Instructions and Procedures
System (BIA TIPS) 
(703) 605-1007
24 hours, 7 days a week
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Office of the General Counsel
United States Department of Justice
Executive Office for Immigration Review
Office of the General Counsel
5107 Leesburg Pike, Suite 2600
Falls Church, VA 22041
(703) 305-0470
8:00 a.m. to 5:00 p.m., Monday - Friday, except holidays

EOIR Bar Counsel
United States Department of Justice
Executive Office for Immigration Review
Office of the General Counsel
5107 Leesburg Pike, Suite 2600
Falls Church, VA 22041
Attn: Bar Counsel

EOIR Fraud Program
United States Department of Justice
Executive Office for Immigration Review
Office of the General Counsel 
5107 Leesburg Pike, Suite 2600
Falls Church, VA 22041
Attn: Fraud Program

Freedom of Information Act Requests (FOIA)
United States Department of Justice
Executive Office for Immigration Review
Office of the General Counsel–FOIA/Privacy Act Requests
5107 Leesburg Pike, Suite 2600
Falls Church, VA 22041
(703) 605-1297

Office of Legislative and Public Affairs
United States Department of Justice
Executive Office for Immigration Review
5107 Leesburg Pike, Suite 1902
Falls Church, VA 22041
(703) 305-0289
9:00 a.m. to 5:00 p.m., Monday - Friday, except holidays

Law Library and Immigration Research Center
5201 Leesburg Pike, Suite 1200 
Falls Church, VA 22041
(703) 506-1103
9:00 a.m. to 4:00 p.m., Monday - Friday, except holidays
Virtual Law Library: www.usdoj.gov/eoir 
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APPENDIX D 

Deadlines 
This table is provided for general guidance only. To determine the particular deadlines in a given 

case, parties must consult the pertinent regulations and the text of this manual.  The Immigration Judge 
has discretion to set deadlines for pre-decision filings. 

Filing Practice 

Manual Chapter 3.1(c)(i)) Chapter 

alien 2.2(c) 
telephone number 

Changes of 
address or 
telephone 
number 

representative 

filings 15 days before the hearing, if requesting a ruling 3.1(b)(i) 

(if alien is detained, deadline is determined by the 
Filings in Immigration Court) 
advance of 
master 
calendar 
hearing 

responses 
Immigration Court 

(if alien is detained, deadline is determined by the 
Immigration Court) 

filings 15 days before the hearing 3.1(b)(ii) 

(if alien is detained, deadline is determined by the 
Filings in Immigration Court) 
advance of 
individual 
calendar 
hearing 

responses 
Immigration Court 

(if alien is detained, deadline is determined by the 
Immigration Court) 

Deadline 
(the construction of “day” is discussed in Practice Manual 

5 days after the alien’s change of address or 

promptly 2.3(h) 

10 days after the filing is received by the 

10 days after the filing is received by the 
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Filing 

Manual Chapter 3.1(c)(i))

 Practice 

Chapter 

defensive at a master calendar hearing 
applications 

Asylum 
applications * affirmative referred to Immigration Court by DHS 3.1(b)(iii)(B) 

applications 

Appendix D 

Deadline 
(the construction of “day” is discussed in Practice Manual 

3.1(b)(iii)(A) 

motions to 90 days after a final administrative order by the 5.7(c) 
reopen Immigration Judge, with certain exceptions 

motions to 30 days after a final administrative order by the 5.8(c) 
reconsider Immigration Judge 

Post-decision 
motions motions to 180 days after in absentia order, if based on 5.9(d)(ii)(A) 

reopen in exceptional circumstances 
absentia 
removal order 

at any time, if based on lack of proper notice 5.9(d)(ii)(B) 

Deadlines for appeals to BIA 30 days after the decision was rendered orally or 6.2 
mailed 

*  An alien filing an application for asylum should be mindful that the application must be filed within one year after the 
date of the alien’s arrival in the United States, unless certain exceptions apply.  INA § 208(a)(2)(B), 8 C.F.R. 
§ 1208.4(a)(2). 
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APPENDIX L 

Sample Written Pleading 
Prior to entering a pleading, parties are expected to have reviewed the pertinent regulations, as 

well as Chapter 4 of the Immigration Court Practice Manual (Hearings before Immigration Judges). 

[name and address of attorney or representative] 

United States Department of Justice 
Executive Office for Immigration Review 

Immigration Court 
[the court’s location (city or town) and state] 

) 
In the Matter of: ) 

) File No.:  [the respondent’s A number] 
[the respondent’s name] ) 

) 
In removal proceedings ) 

) 

RESPONDENT’S WRITTEN PLEADING 

On behalf of my client, I make the following representations: 

1.	 The respondent concedes proper service of the Notice to Appear, dated ______________________. 

2.	 I have explained to the respondent (through an interpreter, if necessary): 

a. 	 the rights set forth in 8 C.F.R. § 1240.10(a); 
b. the consequences of failing to appear in court as set forth in INA § 240(b)(5); 
c.	 the limitation on discretionary relief for failure to appear set forth in INA § 240(b)(7); 
d.	 the consequences of knowingly filing or making a frivolous application as set forth in 

INA § 208(d)(6); 
e.	 the requirement to notify the court within five days of any change of address or telephone 

number, using Form EOIR-33/IC pursuant to 8 C.F.R. § 1003.15(d). 
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3.	 
the following allegation(s) _______________________________. 

4.	 

5.	 In the event of removal, the respondent; 

‘ 
directed; 

OR 

‘	 

6.	 

‘ 
 
‘ 
 
‘ Withholding of Removal (Restriction on Removal)
 
‘ Adjustment of Status
 
‘ 
 
‘ 
 
‘ 
 
‘ ) 
 
‘ None
 

7.	 

open court at the next master calendar hearing. 

8.	 
I have explained the 

In addition, I have explained to 
the respondent (through an interpreter, if necessary), that, under 8 C.F.R. § 1003.47(d), failure to 

of good cause. 

The respondent concedes the following allegation(s) ___________________________, and denies 

The respondent concedes the following charge(s) of removability _______________________, 
and denies the following charge(s) of removability _____________________________. 

names  as the country to which removal should be 

declines to designate a country of removal. 

The respondent will be applying for the following forms of relief from removal: 

Termination of Proceedings
Asylum

Cancellation of Removal pursuant to INA §                  
Waiver of Inadmissibility pursuant to INA §                  
Voluntary Departure     
Other (specify

If the relief from removal requires an application, the respondent will file the application (other than 
asylum), no later than fifteen (15) days before the date of the individual calendar hearing, unless 
otherwise directed by the court.  The respondent acknowledges that, if the application(s) are not 
timely filed, the application(s) will be deemed waived and abandoned under 8 C.F.R. § 1003.31(c). 

If the respondent is filing a defensive asylum application, the asylum application will be filed in 

If background and security investigations are required, the respondent has received the DHS 
biometrics instructions and will timely comply with the instructions.  
instructions to the respondent (through an interpreter, if necessary).  

provide biometrics or other biographical information within the time allowed will constitute 
abandonment of the application unless the respondent demonstrates that such failure was the result 
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9. 

10. ‘ 
language, dialect; 

OR 

‘ 

Date 

RESPONDENT’S PLEADING DECLARATION 

I 

I understand it, I 

Date Respondent 

The respondent estimates that _____ hours will be required for the respondent to present the case. 

It is requested that the Immigration Court order an interpreter proficient in the

The respondent speaks English and does not require the services of an interpreter. 

Attorney or Representative for the Respondent 

I, _____________________, have been advised of my rights in these proceedings by my attorney or 
representative. I understand those rights. I waive a further explanation of those rights by this court. 

I have been advised by my attorney or representative of the consequences of failing to appear for a hearing.  
have also been advised by my attorney of the consequences of failing to appear for a scheduled date of 
departure or deportation. I understand those consequences. 

I have been advised by my attorney or representative of the consequences of knowingly filing a frivolous 
asylum application.  I understand those consequences.  

I have been advised by my attorney or representative of the consequences of failing to follow the DHS 
biometrics instructions within the time allowed.  I understand those consequences. 

I understand that if my mailing address changes I must notify the court within 5 days of such change by 
completing an Alien’s Change of Address Form (Form EOIR-33/IC) and filing it with this court. 

Finally, my attorney or representative has explained to me what this Written Pleading says.  
agree with it, and I request that the court accept it as my pleading. 

updates: www.usdoj.gov/eoir L-3                                this page last revised: April 1, 2008 



_______________________________________ 

_______________________________________ 

Immigration Court 
Practice Manual Appendix L 

CERTIFICATE OF INTERPRETATION 


 
(name of interpreter)
 

(name of language) 

(name of language) 

the document before he or she signed the Pleading Declaration above. 

(signature of interpreter) 

I,________________________________, am competent to translate and interpret from 

_________________________________ into English, and I certify that I have read this entire document to 

the respondent in ___________________________, and that the respondent stated that he or she understood

(typed/printed name of interpreter) 
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APPENDIX M 

Sample Oral Pleading 

Prior to entering a pleading, attorneys and representatives are expected to have thoroughly 
reviewed all pertinent laws, regulations, and cases, as well as the Immigration Court Practice Manual. 

* * * 

I, [state your name], on behalf of [state the name of your client], do concede proper service of 
the Notice to Appear dated [state date of the NTA], and waive a formal reading thereof. 

I represent to the court that I have discussed with my client the nature and purpose of these 
proceedings, discussed specifically the allegations of facts and the charge(s) of removability, 
and further advised my client of his or her legal rights in removal proceedings. 

I further represent to the court that I have fully explained to my client the consequences of 
failing to appear for a removal hearing or a scheduled date of departure as well as the 
consequences under section 208(d)(6) of the Act of knowingly filing or making a frivolous 
asylum application. My client knowingly and voluntarily waives the oral notice required by 
section 240(b)(7) of the Act. 

As to each of these points, I am satisfied my client understands fully. On behalf of my client, I 
enter the following plea before this court: 

One, [he or she] admits allegation(s) #________________ to _______________. 

– And/Or –

 [he or she] denies allegation(s) # _______________ to _______________. 

Two, [he or she] concedes the charge(s) of removability. 

– Or –

 [he or she] denies the charge(s) of removability. 
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Three, [he or she] seeks the following applications for relief from removal: [state all 
applications, including termination of proceedings, if applicable]. 

He or she] acknowledges receipt 
of the DHS biometrics instructions, and understands that, under 8 C.F.R. § 1003.47(d), failure to 

I request until [state date to be filed] to submit such applications to the court with proper 
service on the Department of Homeland Security. 

I represent to the court that my client is prima facie eligible for the relief stated herein. 

I request [time/hours] to present my client’s case in chief. 

I request an interpreter proficient in the [state name of language] language, [state name of any 
applicable dialect] dialect. 

– Or – 

I represent that my client is proficient in English and will not require the services of an 

days prior to the Individual Calendar hearing. 

My client designates [state name of country] as his/her country of choice for removal if removal 

My client acknowledges that, if any applications are not timely filed, the applications will be 
deemed waived and abandoned under 8 C.F.R. § 1003.31(c). [

timely comply with the biometrics instructions will constitute abandonment of the applications. 

interpreter. If any witnesses require an interpreter, I will notify the court no later than fifteen 

becomes necessary. 
– Or – 

My client declines to designate a country of removal. 

* * * 
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