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May 19, 2020 

Office of Management and Budget 

Office of Information and Regulatory Affairs 

Attention Department of Justice Desk Officer 

Washington, D.C. 20503  

Lauren Alder Reid 

Assistant Director, Office of Policy 

Executive Office for Immigration Review 

5107 Leesburg Pike, Suite 2500    

Falls Church, VA 22041 

RE:  Request to Rescind New Versions of Forms EOIR-31 and EOIR-31A 

for DOJ Recognition and Accreditation (62555, 62556) due to 

noncompliance with PRA and APA requirements 

The Catholic Legal Immigration Network, Inc. (CLINIC) and World Relief respectfully write 

to request the Executive Office for Immigration Review (EOIR) rescind the new versions 

of Forms EOIR-31 and EOIR-31A for the Department of Justice (DOJ) Recognition and 

Accreditation Program, which are dated 2/2020 and were posted on the Recognition and 

Accreditation page of the EOIR website1  on May 4, 2020. We urge EOIR to refrain from 

implementing the use of these new forms until the public has the appropriate opportunity 

to review and comment as set forth in the Paperwork Reduction Act (PRA) and the 

Administrative Procedures Act (APA).  

For decades, CLINIC and World Relief have provided training and technical assistance 

to our respective network agencies on how to build capacity to respond to the demand 

for immigration legal services for low-income and indigent clients. Our organizations have 

collaborated in developing the leading resource on R&A, “DOJ Recognition and 

Accreditation: A Step-by-Step Guide for Non-Profit Community-based Agencies”2 among 

other trainings and resources. It is based on this depth of experience and expertise in 

1 See www.justice.gov/eoir/recognition-and-accreditation-program 
2 https://cliniclegal.org/toolkits/recognition-accreditation/preparing-apply 

http://www.justice.gov/eoir/recognition-and-accreditation-program
https://cliniclegal.org/toolkits/recognition-accreditation/preparing-apply
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R&A that we write to object to the implementation of the 2/2020 versions of Forms EOIR-

31 and EOIR-31A.  

The new versions of the Forms EOIR-31 and EOIR-31A that were recently published 

differ significantly from the draft forms that were provided by EOIR for review during the 

public comment period last year. The public was not given the opportunity to comment on 

the new version of these forms, as required by the PRA. In addition, some of the new 

information and documentation requests in the forms contradict or exceed the regulatory 

requirements3 for Recognition and Accreditation. These requirements would need to be 

promulgated through the rulemaking process under the APA, rather than included in a 

new version of a form under the PRA. For these reasons, and those described in more 

detail below, we request that the new versions of Forms EOIR-31 and EOIR-31A be 

rescinded. 

Requirements of the PRA and the APA 

Under the PRA, in order to collect information from more than 10 members of the public, 

an agency must publish a notice in the Federal Register and accept public comments for 

a period of 60 days. The agency then submits that information to OIRA along with a 

statement of the information to be collected, and publishes a second notice for the public 

to submit comments to OMB for a period of 30 days.4 The PRA requires the agency to 

provide “reasonable notice to the potential persons to whom the collection of information 

is addressed” of the proposed information collection to evaluate various aspects of the 

information collection and the burden it might impose.5 If the version of the form provided 

to the public during the public comment period does not reflect the content of the form as 

it is finalized and implemented, the public has not had “reasonable notice” of the nature 

of the information collection in order to meaningfully comment on the contents. 

Under the APA, when an agency wishes to propose a new rule, it must publish a notice 

in the Federal Register and give interested persons the opportunity to participate in the 

rulemaking.6 According to the legislative history of the Administrative Procedure Act, 

“[matters] of great importance, or those where the public submission of facts will be either 

useful to the agency or a protection to the public, should naturally be accorded more 

elaborate public procedures.”7 Generally, if a rule is not an interpretative rule; general 

statement of policy; or a rule of agency organization, procedure, or practice, and the 

agency does not have good reason to conclude that public commenting is impracticable, 

                                                
3 8 C.F.R. § 1292.11-16.   
4 Paperwork Reduction Act, Pub. L. No. 96-511, 94 Stat. 2812 (1980) (codified at 44 U.S.C. §§ 3501-21). 
5 5 C.F.R. § 1320.8(c)-(d). 
6 5 U.S.C. § 553. 
7 Id. 
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unnecessary, or contrary to the public interest, then it should go through notice and 

comment rulemaking.8 

Procedural Deficiencies under the PRA 

On September 5, 2019, the Department of Justice published two Agency Information 

Collection Requests (ICRs) in the Federal Register, opening 60-day comment periods in 

connection with the revisions for Forms EOIR-31 and EOIR-31A.9 Those ICR notices 

were insufficient to serve as effective notice to the public. They were published in the DOJ 

category rather than the EOIR category where concerned immigration practitioners would 

look for such notices, and they did not provide substantive information about the actual 

changes proposed or a link to access the draft forms. The comment periods for those 

ICRs closed on November 5, 2019. 

Just ten days after the 60-day comment period closed, Federal Register Notices were 

published, opening the comment periods for the related 30-day OIRA review periods.10  

The November 15, 2019 notices, which were now issued under EOIR as the agency, also 

did not provide direct access to the draft forms with the proposed changes. Thus, two 

layers of communication were necessary in order to access the draft forms, which CLINIC 

obtained via email from EOIR Public Affairs and shared with other stakeholders. The 

email correspondence and the draft forms that were provided by EOIR on November 27, 

2019 are attached to this letter. This two-step process, rather than providing direct access 

in a docket folder on regulations.gov, severely limited the public’s ability to engage in the 

comment process.   

To date, the public does not have information about the number of comments that were 

submitted to these ICRs or access to the comments actually submitted. In all, the notice 

process has not met a reasonable standard of access and falls short of the “system of 

transparency, public participation, and collaboration” that was contemplated by the 

President’s Jan. 2009 memorandum.11  

                                                
8 Id. 
9 84 FR 46760 www.federalregister.gov/documents/2019/09/05/2019-19143/agency-information-
collection-activities-proposed-collection-comments-requested-request-by 
84 FR 46760 www.federalregister.gov/documents/2019/09/05/2019-19143/agency-information-
collection-activities-proposed-collection-comments-requested-request-by 
10 84 FR 62555 www.federalregister.gov/documents/2019/11/15/2019-24795/agency-information-
collection-activities-proposed-collection-comments-requested-request-for-new 
84 FR 62556 www.federalregister.gov/documents/2019/11/15/2019-24796/agency-information-
collection-activities-proposed-collection-comments-requested-request-by 

11 https://obamawhitehouse.archives.gov/the-press-office/transparency-and-open-government  

https://www.federalregister.gov/documents/2019/09/05/2019-19143/agency-information-collection-activities-proposed-collection-comments-requested-request-by
https://www.federalregister.gov/documents/2019/09/05/2019-19143/agency-information-collection-activities-proposed-collection-comments-requested-request-by
https://www.federalregister.gov/documents/2019/09/05/2019-19143/agency-information-collection-activities-proposed-collection-comments-requested-request-by
https://www.federalregister.gov/documents/2019/09/05/2019-19143/agency-information-collection-activities-proposed-collection-comments-requested-request-by
https://www.federalregister.gov/documents/2019/09/05/2019-19143/agency-information-collection-activities-proposed-collection-comments-requested-request-by
https://www.federalregister.gov/documents/2019/11/15/2019-24795/agency-information-collection-activities-proposed-collection-comments-requested-request-for-new
https://www.federalregister.gov/documents/2019/11/15/2019-24795/agency-information-collection-activities-proposed-collection-comments-requested-request-for-new
https://www.federalregister.gov/documents/2019/11/15/2019-24796/agency-information-collection-activities-proposed-collection-comments-requested-request-by
https://www.federalregister.gov/documents/2019/11/15/2019-24796/agency-information-collection-activities-proposed-collection-comments-requested-request-by
https://obamawhitehouse.archives.gov/the-press-office/transparency-and-open-government
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Status information on the ICRs indicated OIRA reviewed the forms and approved them 

without change on January 22, 2020.12 This is notable because the draft forms that were 

provided to CLINIC for review and comment and the final forms reflect significant change 

both in structure and in content.  

On May 4, 2020, new versions of the forms, dated 2/2020 were posted to the Recognition 

and Accreditation website. Stakeholders received no advance notice of the update and, 

to date, there has been no communication with the public or stakeholders as to when the 

new forms will be required for filings and the old version of the forms will be phased out. 

Comparative Analysis of Forms 

Examples of significant differences between the draft forms provided to CLINIC on Nov. 

27, 2019 and the 2/2020 versions of the forms. 

Form Draft Form Language 2/2020 Version 
Language 

Notes 

 
EOIR-31 Form Instructions for Part 

1 - Provide the 
organization’s complete 
name, including any other 
names under which it is 
doing business or that it 
previously used to 
request recognition and 
accreditation.  

 
Form Instructions for 
Part 1 -  Provide the 
organization’s complete 
name. The organization 
name must be a legal 
name that is on file with 
the Secretary of State 
or similar agency of the 
state under which the 
organization is formed.  

 
The 2/2020 version 
creates a new 
requirement that the 
organization name 
must be on file with 
the Secretary of State 
or other state agency.   

 
EOIR-31 Form Instructions for Part 

5 (page 4) - Check the 
box(es) to indicate the 
proof submitted with the 
request to show that the 
applicant organization is 
established as a non-
profit religious, charitable 
social service or similar 
organization in the United 
States. PLEASE NOTE: 
A mission statement or 
statement of purpose of 
the organization must be 

 
Form Instructions for 
Part 3 (page 2) -Your 
organization must have 
currently valid non-
profit status granted by 
the appropriate state 
agency… to qualify for 
recognition.  Submit a 
printout from this 
agency’s website or a 
contemporaneous letter 
from the agency, 
confirming that status.  
Form Part 3 (page 1) -

 
The 2/2020 version 
creates a new 
requirement for 
“currently valid” state 
non-profit status with 
documentation, while 
the draft form 
explicitly stated that 
evidence of state 
non-profit status was 
optional. 

                                                
12 https://www.reginfo.gov/public/do/PRAOMBHistory?ombControlNumber=1125-0012 

https://www.reginfo.gov/public/do/PRAViewICR?ref_nbr=201911-1125-002 

https://www.reginfo.gov/public/do/PRAOMBHistory?ombControlNumber=1125-0012
https://www.reginfo.gov/public/do/PRAViewICR?ref_nbr=201911-1125-002
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Form Draft Form Language 2/2020 Version 
Language 

Notes 

included. Additional proof 
may include the 
organization’s 
constitution, charter, by-
laws, articles of 
incorporation, state non-
profit status, or other 
documentation  

Does your organization 
have current non-profit 
status?  Attach proof 
from appropriate state 
agency.  

 
EOIR-31 

 
Form Instructions for Part 
3 (page 3) - Check the 
“yes” box if you are 
seeking to extend the 
organization’s recognition 
from its headquarters or 
designated office to 
another office or location 
where the organization 
regularly provides 
immigration legal 
services. Provide the 
number of locations to 
which you are seeking to 
extend recognition and 
continue to Part 4.  
Form Instructions for Part 
4 (page 4) -Check the 
appropriate box to 
indicate whether the 
extension request is for a 
new extension of 
recognition or a renewal 
of an extension of 
recognition. Also, indicate 
whether there is 
additional relevant 
information about this 
office or location, such as 
other contact information 
or a fee schedule or 
supervisory structure 
different than the 
organization’s 
headquarters or 
designated office. 
Provide this information 

Form Instructions for 
Part 7 (page 5) -Attach 
detailed documentation 
that addresses the 
relationship between 
the designated office 
and the proposed 
extension office(s) in 
each of the following 
areas: 

• Periodic Inspections: 
How often does the 
designated office 
inspect the extension 
office(s) and how do 
these inspections take 
place? 

• Joint Operations: 
What types of 
immigration legal 
services does each 
office perform? 

• Joint Management 
Structure: What is the 
management structure 
for the organization as 
a whole and for each 
office individually? 

• Joint Finances: How 
is the immigration legal 
services program at 
each office funded and 
who oversees the 

 
The 2/2020 version 
creates new, 
extensive 
documentation 
requirements for an 
extension request, 
which contradicts 
DOJ’s purpose in 
creating the provision 
for extension of 
recognition to reduce 
the administrative 
burden on 
organizations. The 
draft form relied 
primarily on the 
attestation of the 
authorized officer that 
the organization 
meets the 
requirements for 
extension. 
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Form Draft Form Language 2/2020 Version 
Language 

Notes 

on additional sheets of 
paper.  
NOTE: The 
corresponding 
information in the form p. 
1, part 4 has been 
deleted. 
 
Form Part 11 (page 4) -
The declaration of the 
authorized officer states: I 
also attest that the 
organization (and the 
offices or locations to 
which recognition is to be 
extended) will provide 
immigration legal 
services primarily to low-
income and indigent 
clients, that the 
organization will 
supervise its accredited 
representatives, and that 
the organization will 
conduct regular 
inspections of extended 
offices or locations.  

finances at each office?  

 
Form Part 7 (page 3) -
Attach documentation 
and/or a narrative that 
demonstrates each of 
the following:  
Frequency with which 
Organization in Part 1 
conducts inspections of 
proposed Extension 
Office 
Joint operations 
Joint management 
structure 
Joint funding sources 
and financial oversight 
 

 
EOIR-31A 

 
Form Instructions for 
Section C, Part 4 (page 
2) - Eligibility for 
accreditation requires the 
character and fitness to 
represent clients in 
immigration matters 
before DHS, or the 
Immigration Courts and 
the BIA, or all three 
immigration agencies. 
Provide documentation to 
show that the individual 
possesses the required 
character and fitness, 
such as character 
references from 
professionals in the 
community, employment 

 
Form at Section C, Part 
2 (page 2) -Has the 
representative ever 
practiced law, as 
defined in 8 CFR 
1001.1(i), without 
authorization?  
-Has the representative 
ever committed a crime 
of any kind, even if he 
or she was not 
arrested, cited, charged 
with, or tried for that 
crime?  
-Has the representative 
ever been found guilty 
of, or pleaded guilty or 
nolo contendere to, a 
serious crime, as 

 
The 2/2020 version 
adds a series of 
broad questions 
about character and 
fitness that do not 
appear on the draft 
version. In the draft 
version (and in 
current practice), 
OLAP relies on 
character references 
and the attestations 
of the proposed 
representative and 
authorization officer 
(“to the best of my 
knowledge and 
belief”) to determine 
character and fitness.  



7 
 

Form Draft Form Language 2/2020 Version 
Language 

Notes 

references, and criminal 
background checks.   

Form Part 6 (page 3) - 
Declaration of Authorized 
Officer: I also attest that 
the proposed 
representative is an 
employee or volunteer of 
this organization, and to 
the best of my knowledge 
and belief, meets the 
qualifications for 
accreditation listed in Part 
4 . 

-Declaration of Proposed 
Representative: I also 
attest that: I have the 
character and fitness and 
other qualifications for 
accreditation required to 
represent others before 
federal immigration 
agencies  

defined in 8 C.F.R. § 
1003.102(h), in any 
court anywhere in the 
world?  
-Has the representative 
ever committed prior 
acts involving 
dishonesty, fraud, 
deceit, or 
misrepresentation? 
-Does the 
representative have a 
history of neglecting 
professional, financial, 
or legal obligations? 
-Does the 
representative have a 
current immigration 
status that presents an 
actual or perceived 
conflict of interest? 
-Has the representative 
ever resigned while a 
disciplinary 
investigation or 
proceeding was 
pending? 
-Is the representative 
subject to any order 
disbarring, suspending, 
enjoining, restraining, 
or otherwise restricting 
the individual in the 
practice of law or 
representation before a 
court or any 
administrative agency? 
 

This is in keeping 
with the final rule 
(12/19/16) in which 
DOJ stated, “The 
character and fitness 
requirement may be 
satisfied through 
attestations of the 
authorized officer of 
the organization and 
the proposed 
representative and 
letters of 
recommendation or 
favorable background 
checks.”13 

 

 

                                                
13 Recognition of Organizations and Accreditation of Non-Attorney Representatives, 81 Fed. Reg. 92,346, 

92,351 (Dec. 19, 2016). 
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Some Changes to the Forms Should Go Through APA Notice and Comment 

Instead 

Some of the changes to the forms request information or documentation that contradicts 

or exceeds the scope of the Recognition and Accreditation regulations. Accordingly, those 

changes should go through notice and comment rulemaking under the Administrative 

Procedure Act as opposed to information collection under the PRA.14 The changes that 

contradict or exceed the scope of the current regulations are: (1) a requirement that the 

organization name must be on file with the Secretary of State or other state agency; (2) 

the new requirements regarding “current and valid” non-profit status and related 

documentation of non-profit status on Form EOIR-31; (3) new and extensive 

documentation requirements for an extension request on Form EOIR-31; and (4) the new 

character and fitness questions on page 2 of Form EOIR-31A.  

The new version of the form requires that the name of the organization applying for 

recognition be on file with the Secretary of State or other state agency. This requirement 

does not appear in the recognition regulation.15 The names under which organizations 

operate are not a basis to disapprove an application for recognition. If EOIR wishes to 

make this a basis for disapproval, it would need to propose this change with notice and 

comment under the APA. 

The 2/2020 version of the form sets a new and more burdensome standard for non-profit 

status and requires documentation of non-profit status that is not required evidence under 

the regulations. The regulation requires:  

The organization must submit: A copy of its organizing documents, 
including a statement of its mission or purpose; a declaration from its 
authorized officer attesting that it serves primarily low-income and indigent 
clients; a summary of the legal services to be provided; if it charges fees for 
legal services, fee schedules and organizational policies or guidance 
regarding fee waivers or reduced fees based on financial need; and its 
annual budget. (emphasis added). 

Organizing documents from the foundation of the organization are required evidence and 

serve as proof of non-profit status. However, requiring new and additional documentation 

of “currently valid" non-profit status exceeds the scope of the regulations, and would 

require EOIR to use the notice and comment procedures under the APA to change these 

requirements. 

                                                
14 Todd Garvey, A Brief Overview of Rulemaking and Judicial Review, Congressional Research Service 

(March 27, 2017), https://fas.org/sgp/crs/misc/R41546.pdf.  
15 See 8 C.F.R. § 1292.11. 

https://fas.org/sgp/crs/misc/R41546.pdf
https://fas.org/sgp/crs/misc/R41546.pdf
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The 2/2020 version of EOIR Form 31 also places new and burdensome requirements on 

agencies seeking extension of recognition and accreditation to multiple offices or 

locations pursuant to 8 C.F.R. 1292.15. As indicated above, the draft form that was 

provided for public comment more closely tracked the requirements under the regulations 

which states: 

To request extension of recognition, an organization that is seeking or has 
received recognition must submit a Form EOIR-31 that identifies the name 
and address of the organization’s headquarters or designated office and the 
name and address of each other office or location for which the organization 
seeks extension of recognition. The organization must also provide a 
declaration from its authorized officer attesting that it periodically conducts 
inspections of each such office or location… (emphasis added).  

The new requirements in the 2/2020 form version vastly differ from the draft form and 

exceed the enumerated requirements of the regulation and shift the standard from 

attestation or declaration to making burdensome documentation and evidence 

mandatory.  

Additionally, the questions related to character and fitness on page 2 of Form EOIR-31A 

well exceed the scope of the regulations. The Final Rule for the recognition and 

accreditation regulations states that it would not create administrative burdens for 

organizations, because the character and fitness requirement could be satisfied through: 

attestations of the authorized officer of the organization and the proposed 
representative and letters of recommendation or favorable background 
checks. Additional documentation beyond this would only be necessary if 
the proposed representative has an issue in the proposed representative's 
record regarding the proposed representative's honesty, trustworthiness, 
diligence, professionalism, or reliability. 

Expanding the character and fitness criterion to require in an initial filing that organizations 

to conduct a legal analysis of the individual’s past to determine if he or she “ever practiced 

law, as defined in 8 C.F.R. §1001.1(i), without authorization” or “committed a crime of any 

kind, even if he or she was not arrested, cited, charged with, or tried for that crime,” is 

certainly creating an administrative burden for the organization before any issue has been 

raised in the individual’s record as established by attestations and background checks. 

If EOIR wishes to expand the scope of the character and fitness requirement, it would 

need to use the notice and comment procedures under the APA to make that change. 

As we have indicated above, the proposed changes are so burdensome, they may 

drastically reduce capacity for providing expanded, charitable immigration legal services 

to the most vulnerable non-citizens in our country. Courts have made clear that 

interpretive or procedural rules, “should not be deemed to include any action which goes 
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beyond formality and substantially affects the rights of those over whom the agency 

exercise authority.”16 

Rationale for Request to Rescind the 2/2020 Versions of Forms EOIR-31 and 

EOIR-31A 

EOIR should rescind the new versions of the forms in light of the procedural issues that 

hindered meaningful public comment. If EOIR plans to reissue the forms, it would need 

to separate the provisions that amount to regulatory changes and issue a Notice of 

Proposed Rulemaking under the APA along with the new forms. Or if EOIR prefers, it can 

rescind the provisions that exceed the scope of the regulations, and reissue new ICRs for 

public comment under the PRA. Because the draft versions of the forms that were 

provided by EOIR in November that the public relied on for our comments are vastly 

different from the final forms that EOIR posted on May 4, 2020, EOIR has not complied 

with the PRA requirement to collect public comments on its revised information collection.  

Most alarmingly, the 2/2020 versions of the forms impose new application standards and 

place new and significant burdens on applicants that were not revealed during the ICR 

process, leaving us to question the propriety of the process. We ask OIRA and EOIR to 

compare the draft forms that were provided by EOIR in Nov. 2019 (attached) and the 

current version of the forms. While we acknowledge minor or typographical changes are 

permissible in the process, there is no doubt that the forms are substantially different. 

Thus, the public has not been given accurate representations of the forms and the 

information they seek to collect or an appropriate opportunity to review and evaluate 

them. 

Recommendations for Implementation of Final Forms 

CLINIC and World Relief recommend that the agency resume its past practice of more 

broadly engaging stakeholders, including rostered organizations and representatives, 

prior to introducing changes in Recognition and Accreditation in the future. Listening to 

the expertise and perspectives of CLINIC, World Relief, and other stakeholders would 

make the regulatory and form-change processes more efficient. Further, we recommend 

that any new form versions be released in coordination with a robust public engagement 

and outreach plan and include clear instructions on implementation, including timelines 

and updated Frequently Asked Questions.  

 

 

                                                
16 Id. 
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Conclusion 

For the reasons listed above, we call on EOIR to rescind the 2/2020 versions of Forms 

EOIR-31 and EOIR-31A immediately as they differ significantly from the draft forms 

provided during the 2019 ICRs, contradicting or exceeding the scope of the Recognition 

and Accreditation regulation, and were not issued under the proper legal framework under 

the PRA and APA.  If you have any questions regarding this request, please contact Jill 

Marie Bussey, CLINIC’s Advocacy Director, at jbussey@cliniclegal.org or Sarah Bankard, 

World Relief’s Capacity Building Manager, Immigration Programs at SBankard@wr.org. 

Respectfully submitted, 

 
Anna M. Gallagher 

Executive Director 

Catholic Legal Immigration Network, Inc. 

 

 

 

 

Jennifer Foy 

Vice President of U.S. Programs 

World Relief 
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Karen Sullivan


From: EOIR, PAO (EOIR) <PAO.EOIR@usdoj.gov>
Sent: Wednesday, November 27, 2019 9:15 AM
To: Karen Sullivan; EOIR, PAO (EOIR)
Subject: RE: Request for a Copy of Forms EOIR-31 and 31A, pursuant to comment period notice 


2019-24795
Attachments: Form EOIR-31A_Marked Changes WATERMARK_2019.pdf; Form EOIR-31_Marked 


Changes WATERMARK_2019.pdf


Hello Ms. Sullivan, 
 
Thank you for contacting the Executive Office for Immigration Review (EOIR). 
 
Attached are the current drafts of the Forms EOIR-31 and 31A, with the proposed changes highlighted 
marked in red. The drafts are subject to change following the notice and comment period. 
 
Thank you. 
 
US Department of Justice 
Executive Office for Immigration Review 
Communications and Legislative Affairs Division 
/grm 
 
 


From: Karen Sullivan <ksullivan@cliniclegal.org>  
Sent: Tuesday, November 26, 2019 1:28 PM 
To: EOIR, PAO (EOIR) <PAO.EOIR@EOIR.USDOJ.GOV> 
Subject: Request for a Copy of Forms EOIR‐31 and 31A, pursuant to comment period notice 2019‐24795 
 
Good afternoon, 
 
I am writing to request a copy of the proposed revisions to Forms EOIR‐31 and EOIR‐31A so that we can submit a 
comment on the proposed changes as announced in the Federal Register. The Document Number for the proposed 
changes to Form EOIR‐31 is 2019‐24795. The Document Number for the proposed changes to EOIR‐31A is 2019‐24796. If 
you need any other information in order to complete this request, please let me know. 
 
Regards, 
 
Karen Sullivan 
Advocacy Attorney, Federal Advocacy and Liaison 
Catholic Legal Immigration Network, Inc. (CLINIC) 
8757 Georgia Avenue, Suite 850 
Silver Spring, MD 20910 
Office: 301‐565‐4831 
www.cliniclegal.org  
 
The information contained in this e‐mail message (including any attachments) is CONFIDENTIAL, and may be protected by the ATTORNEY‐CLIENT PRIVILEGE and/or 
ATTORNEY WORK PRODUCT PROTECTIONS. The information contained in this e‐mail message is intended for the use of the addressee and no one else.  If you are not 
the intended recipient, please do not read, disseminate, or use this e‐mail message, and notify the sender of the mistaken transmission immediately. 
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La información contenida en este mensaje de correo electrónico (incluyendo los archivos adjuntos) es CONFIDENCIAL y puede estar protegida por el PRIVILEGIO DEL 
CLIENTE‐ABOGADO y/o LAS PROTECCIONES DE PRODUCTO DEL TRABAJO DEL ABOGADO. La información contenida en este mensaje de correo electrónico está 
dirigida para el uso del destinatario y nadie más. Si usted no es el destinatario, por favor no lea, difusa, o use este correo electrónico y notifique al remitente de la 
transmisión errónea. 
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U.S. Department of Justice OMB#1125-0013 
Executive Office for Immigration Review Request by Organization for Accreditation or 
Office of Legal Access Programs Renewal of Accreditation of Non-Attorney 


Representative 


GENERAL INSTRUCTIONS 


Please read carefully before completing and submitting Form EOIR-31A 


A. When to submit a Form EOIR-31A:


• Organizations must use this form (Form EOIR-31A) to request new accreditation or renewal of
accreditation for a non-attorney representative to provide immigration legal services on behalf of the
organization’s clients before the EOIR (i.e., the Immigration Courts and the Board of Immigration Appeals
(BIA)) and the Department of Homeland Security (DHS), or before DHS only.


• For renewal of accreditation, an organization must submit this form (Form EOIR-31A) on or before the
expiration date of the individual’s accreditation. Accreditation is valid for a period of 3 years from the date
of approval. A representative’s accreditation may remain valid pending OLAP’s determination on the
request to renew accreditation, provided the request for renewal is received on or before the expiration date.


• A separate request for accreditation (Form EOIR-31A) must be submitted for each proposed representative.


• Organizations must use a different form, Form EOIR-31, to request recognition as a non-profit religious,
charitable, social service, or similar organization approved to designate a representative or representatives
to provide immigration legal services on behalf of its clients before EOIR and DHS, or before DHS only.


B. Where to submit a Form EOIR-31A:


R&A Coordinator 
Office of Legal Access Programs 
Executive Office for Immigration Review 
5107 Leesburg Pike, Suite 1900 
Falls Church, VA  22041 


C. How to request accreditation of a representative using Form EOIR-31A:


Part 1.


• Provide the organization’s complete name, including any other names under which it is doing business or
that it previously used to request recognition or accreditation. Also, provide the organization’s contact
information. The organization’s street address must be provided; a post office box number is not acceptable.


• Only an organization simultaneously requesting new recognition or renewing recognition, or an
organization that has already received recognition, may request accreditation for an individual. Check the
appropriate box on the form. If currently recognized, provide the date of the organization’s last approval of
recognition.
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C. How to request accreditation of a representative using Form EOIR-31A (continued): 


Part 2. 


• Provide the name of the proposed representative and any other names this individual is known by or has 
ever been known by. 


 
• Indicate whether the individual has been previously accredited with a different recognized organization. If 


so, list the name(s) of the other recognized organization(s) for which the individual serves or has served as 
an accredited representative and the date(s) of last approval of accreditation. Attach additional sheets of 
paper, if necessary. 


 
Part 3. 


 
• Check the type of accreditation (partial or full) sought for this individual. Full accreditation authorizes a 


representative to appear on behalf of clients before DHS, the Immigration Courts and the BIA. Partial 
accreditation authorizes a representative to appear on behalf of clients before DHS only. 


 
Part 4. 


 
• Subsection A. Eligibility for accreditation requires the character and fitness to represent clients in 


immigration matters before DHS, or the Immigration Courts and the BIA, or all three  immigration agencies. 
Provide documentation to show that the individual possesses the required character and fitness, such as 
character references from professionals in the community, employment references, and criminal 
background checks. 


 
• Subsection B. Provide documentation to demonstrate that the individual possesses broad knowledge and 


adequate experience in immigration and nationality law, practice, and procedure. Include a resume or 
description of the individual’s qualifications, including education and immigration law experience. 
Eligibility for initial accreditation, whether partial or full, requires letters of recommendation from at least 
two persons familiar with the individual’s qualifications and at least one formal training course designed to 
give new practitioners a solid overview of the fundamentals of immigration law, practice, and procedure. 
Additional formal training courses in specific topics of immigration law and/or practical experience is 
highly recommended. Information regarding formal legal training includes (at a minimum) the title of the 
training, the provider’s name, date(s) and duration of the training, the names and titles of presenters, the 
topics covered, whether the training was attended in person or through other means, and whether the 
training was open to the public. Provide certificates of completion and the results of any tests taken during 
training, if available. 


 
• Subsection C. Eligibility for full accreditation requires – in addition to the above requirements – formal 


training courses, education, and/or experience showing oral and written trial and appellate advocacy skills. 
If the requirements for full accreditation are not met, only partial accreditation may be approved. 


 
• Subsection D. To be accredited, the proposed representative must: (1) be an employee or volunteer of the 


organization; (2) not be a licensed attorney in the United States; (3) not have resigned while a disciplinary 
investigation or proceeding is pending, (4) not be subject to any order disbarring, suspending, enjoining, 
restraining, or otherwise restricting him or her in the practice of law or representation before a court or any 
administrative agency; and (5) not have been convicted of a serious crime anywhere in the world.   The 
proposed representative and authorized officer must attest in Part 6 of the form that the applicant for 
accreditation meets these eligibility requirements. 
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C. How to request accreditation of a representative using Form EOIR-31A (continued): 


Part 5. 


Complete this part only if seeking to renew an individual’s accreditation. 
 


• Subsection A. Provide the date of the last approval of accreditation of the individual for the organization 
requesting renewal. 


 
• Subsection B. Check the box only if the organization is seeking to change the individual’s accreditation 


type from partial to full accreditation or from full to partial accreditation. If seeking full accreditation, 
provide documentation required in Part 4.C. 


 
• Subsection C. Completion of the form is an attestation from the organization and representative that the 


accredited representative continues to have the character and fitness to represent others before immigration 
agencies and that the representative meets the requirements set forth in Part 4.D. The organization may 
submit character reference letters and other supporting documentation to demonstrate the accredited 
representative’s continuing character and fitness. 


 
• Subsection D. Eligibility for renewal of accreditation, whether partial or full, requires a showing of 


continuing knowledge of immigration law, procedure and practical experience. Provide the requested 
information, including an updated resume, evidence of recent education and formal trainings completed, 
and types of cases personally handled before immigration agencies during the last approved period of 
accreditation. Updated letters of recommendation in support of the representative’s qualifications, or other 
documentation demonstrating the representative’s eligibility are also encouraged. 


 
D. Who must verify the contents of Form EOIR-31A: 


Part 6. 


• Authorized officer of the requesting organization, such as the President, Executive Director or an officer 
of the organization, who has been designated to act on behalf of the organization in recognition and 
accreditation matters, must verify the contents of this form. By signing the form under penalty of perjury, 
the authorized officer affirms that the form and its attachments are true, correct, and complete. The 
authorized officer must also attest that the proposed representative is an employee or volunteer of the 
organization and that to the best of his or her knowledge and belief, the proposed representative meets the 
qualifications for accreditation. A proposed representative may not request accreditation for himself or 
herself, unless he or she is also an authorized officer of the requesting organization. 


 
• Proposed representative must affirm that the form and its attachments regarding his or her qualifications 


for accreditation are true, correct, and complete. The proposed representative must also attest that he or 
she: has the character and fitness required to represent others before federal immigration agencies; is an 
employee or volunteer of the organization requesting accreditation; is not a licensed attorney in the United 
States; has not resigned while a disciplinary investigation or proceeding is pending; is not subject to any 
order restricting his or her practice of law; and has not been convicted of a serious crime in or outside the 
jurisdiction of the United States. 
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E. Who must be sent a copy of Form EOIR-31A and its attachments: 


Part 7. 


• The organization must send an exact copy of the form and its attachments to the District Director of the 
U.S. Citizenship and Immigration Services (USCIS) where the organization’s headquarters is located or 
where it intends to offer immigration legal services. If the organization has office locations for which it is 
seeking extension of recognition or for which it has received extension of recognition that are outside the 
USCIS district of the organization’s headquarters, the organization must send an exact copy of the form and 
its attachments to the USCIS District Director(s) covered by those locations. 


 
• For a request for renewal of accreditation, an exact copy of the form and its attachments must also be sent 


to the USCIS District Director in the jurisdiction where the proposed representative regularly represents 
clients, if not already served according to the above instruction. 


 
• Complete and sign the “proof of service.” The proof of service is the organization’s formal guarantee that 


copies of this form and its attachments have been sent to the appropriate USCIS office(s). Every filing – 
whether the recognition or accreditation request, additional supporting documents, or other submission to 
OLAP – must clearly contain a proof of service to the District Director of USCIS in the jurisdiction where 
the organization is located and, if offering or intending to offer immigration legal services in a different 
USCIS district, to that USCIS office. To identify the appropriate USCIS offices, the organization should 
consult the USCIS website (http://www.uscis.gov/about-us/find-uscis-office) or a local DHS office. 


 


F. Paperwork Reduction Act. 
 


• Under the Paperwork Reduction Act, a person is not required to respond to a collection of information 
unless it displays a valid OMB control number. In accordance with the Act, EOIR tries to create forms and 
instructions that are accurate, can be easily understood, and which impose the least possible burden on you. 
The estimated average time to review the form, gather necessary materials, and assemble the attachments is 
2 hours. If you have comments regarding the accuracy of this estimate, or suggestions for making this form 
simpler, you can write to the Executive Office for Immigration Review, Office of the General Counsel, 
5107 Leesburg Pike, Suite 2600, Falls Church, Virginia 22041. 


 
G. Privacy Act Notice. 


 
• The collection of this information is authorized by 8 U.S.C. §§ 1103, 1229a, 1362 and 8 C.F.R. 


§§ 1292.11-19 in order to request accreditation of an individual to represent persons before the BIA, 
Immigration Courts, and/or DHS. The information you provide to obtain accreditation is voluntary and will 
be used by EOIR employees to assess eligibility for accreditation; however, failure to provide the requested 
information may preclude consideration of your request. Pursuant to the Privacy Act, EOIR may share the 
information provided with this form with others in accordance with approved routine uses. Furthermore, 
the submission of this form acknowledges that an approved applicant will be subject to the disciplinary 
rules and procedures at 8 C.F.R. 1003.101, et seq., including, pursuant to 8 C.F.R. §§ 292.3(h)(3) and 
1003.108(c), allowing for the publication of the approved applicant’s name and findings of misconduct 
should the applicant be subject to public discipline. 
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U.S. Department of Justice OMB#1125-0013 
Executive Office for Immigration Review Request by Organization for Accreditation or 
Office of Legal Access Programs Renewal of Accreditation of Non-Attorney Representative 


 


  Part 1. Organization Seeking Accreditation of Representative   
 


Organization 
Name          
Other Name(s)  Name(s) previously applied under     
Number and Street      Suite    
City   State  Zip Code    
Telephone Fax   Email       
Website           


Check one: 


Organization is not recognized and a Request for Recognition of a Non-Profit Religious, Charitable, Social 
Service or Similar Organization (Form EOIR-31) accompanies this request. 


Organization is recognized.  Date of last approval of recognition (Month/Day/Year) 
 


 
First Middle Last    


 


Other names used    
 


Has this individual been previously accredited with a different recognized organization No Yes 
 


If “yes,” list name(s) of other recognized organizations for which individual serves or has served as an accredited 
representative and the date(s) of last approval of accreditation (attach additional sheets of paper, if necessary): 


 
Name of other organization(s)    


 


Date(s) of last approval of accreditation (Month/Day/Year) 
 


  Part 3. Type of Accreditation Sought (check one)   
 


Full (practice before BIA, Immigration Courts, and DHS) 
 


Or 
 


Partial (practice before DHS only) 


  Part 2. Name of Proposed Representative   
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� 


  Part 4. Qualifications for Accreditation (if seeking renewal of accreditation, go to Part 5.)   
 


A. Character and fitness.  Attach character reference letter(s) and other supporting documentation (see instructions 
for details). 


B. Provide documentation of the proposed representative’s broad knowledge and adequate experience in 
immigration law, practice, and procedure as provided in the instructions. 


C. If seeking full accreditation, provide documentation demonstrating that the proposed representative possesses 
the skills essential for effective litigation as provided in the instructions. 


D. The proposed representative must be: 


• An employee or volunteer of the organization. 
 


• Not a licensed attorney of any state, possession, territory, or commonwealth of the United States or of the 
District of Columbia and not have resigned while a disciplinary investigation or proceedings is pending. 


 
• Not subject to any order disbarring, suspending, enjoining, restraining, or otherwise restricting him or her in 


the practice of law or representation before a court or any administrative agency. 
 


• Not convicted of a serious crime anywhere in the world. 
 


  Part 5. Renewal of Accreditation (complete if applicable)   
 


A.  Date of last approval of accreditation (Month/Day/Year) 
(Attach copy of last order approving accreditation) 


 
B. Check this box only if seeking to change accreditation from partial to full accreditation or full to partial 


accreditation.  If seeking full accreditation, submit documentation required by Part 4.C. 
 


C. By completing this form the organization and representative certifies to the accredited representative’s 
continuing character and fitness to represent others before immigration agencies and that the representative 
meets the requirements set forth in Part 4.D. Character reference letters and other supporting documentation 
may be submitted. 


 
D. Submit documentation demonstrating continuing knowledge of immigration law and procedure and practical 


accreditation experience.  Include an updated resume, evidence of recent education and formal trainings 
completed, and types of cases personally handled before immigration agencies during the last approved period 
of accreditation. 
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Part 6. Declarations of Authorized Officer and Proposed Representative (complete both) 
 


Under penalty of perjury, I declare that I have 
examined this form, including accompanying 
attachments, and to the best of my knowledge 
and belief, it is true, correct, and complete. I 
also attest that the proposed representative is an 
employee or volunteer of this organization, and 
to the best of my knowledge and belief, meets 
the qualifications for accreditation listed in 
Part 4. 


 
 
 


Title of authorized officer 


Signature of authorized officer 


Printed name of authorized officer 


Under penalty of perjury, I declare that I have 
reviewed this form regarding my qualifications for 
accreditation, including accompanying attachments, 
and to the best of my knowledge and belief, it is 
true, correct, and complete. I also attest that: I have 
the character and fitness and other qualifications for 
accreditation required to represent others before 
federal immigration agencies; I am an employee or 
volunteer of the organization  requesting 
accreditation on my behalf; I am not a licensed 
attorney in the United States; I have not resigned 
while a disciplinary investigation or proceeding is 
pending; I am not subject to any order restricting my 
practice of law; and I have not been convicted of a 
serious crime in or outside the jurisdiction of the 
United States. I consent to publication of my name 
and findings of misconduct should I become subject 
to public discipline.


Date Signature of proposed representative


Email/Phone Printed name of proposed representative 


Part 7. Proof of Service on USCIS District Director(s) 
(attach additional sheets of paper, if necessary) 


 
I, (print name), on behalf of    
(organization), mailed or delivered a copy of this Form EOIR-31A and its attachments to the District Director(s) for 
USCIS of DHS on  (Day/Month Year) at the following location(s): 
 
(1)       


Number and Street City State Zip Code 
 
(2)       


Number and Street City State Zip Code 


Signature  
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U.S. Department of Justice OMB#1125-0012 
Executive Office for Immigration Review Request for New Recognition, Renewal of 
Office of Legal Access Programs Recognition, Extension of Recognition of a Non-Profit 


Religious, Charitable, Social Service, or Similar 
Organization 


GENERAL INSTRUCTIONS 


Please read carefully before completing and submitting Form EOIR-31 


A. When to submit a Form EOIR-31:


New Recognition


• Organizations must use this form (Form EOIR-31) when requesting recognition as a non-profit religious,
charitable, social service, or similar organization approved to designate a representative or representatives
to provide immigration legal services on behalf of its clients before the Executive Office for Immigration
Review (EOIR) (i.e., the immigration courts and the Board of Immigration Appeals (BIA)) and the
Department of Homeland Security (DHS), or before DHS only. Approved applicants will appear on the
roster of recognized organizations maintained by EOIR’s Office of Legal Access Programs.


• Organizations must use a different form, Form EOIR-31A, to request accreditation of a representative to
provide immigration legal services on behalf of its clients before EOIR and DHS, or before DHS only.
A separate request for accreditation (Form EOIR-31A) is required for each proposed representative. An
organization must file at least one request for accreditation at the same time that it is applying for new
recognition. Organizations may file for accreditation of additional representatives any time after approval
of recognition. Approved applicants will appear on the roster of accredited representatives maintained
by EOIR’s Office of Legal Access Programs.


Renewal of Recognition 


• Recognized organizations must use this form (Form EOIR-31) when seeking to renew recognition.


o Organizations recognized by the Office of Legal Access Programs after January 17, 2017.
Organizations conditionally recognized must renew two (2) years after the initial approval of
recognition; all other organizations must renew six (6) years after the last approval of renewal of
recognition unless otherwise specified below. To determine when your organization should
request renewal, check the recognition approval letter from OLAP or the Roster of Recognized
Organizations and Accredited Representatives to determine the expiration date of recognition.


o Organizations recognized by the Board of Immigration Appeals prior to January 17, 2017, the
effective date of the rule amending the requirements for recognition and accreditation, must
initially renew recognition at different time periods: 1-year, 2-years, or 3-years after the effective
date, based on the following criteria:
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o For organizations without an accredited representative on January 17, 2017 – organizations must
seek renewal within 1-year of January 17, 2017 


o For  organizations  that  were  recognized  more  than  10  years  prior  to  January  17,  2017  –
organizations must seek renewal within 2-years of January 17, 2017


o For  organizations  that  were  recognized  less  than  10  years  prior  to  January  17,  2017  –
organizations must seek renewal within 3-years of January 17, 2017


• For headquarters or designated office with extension(s) to branch offices that are approved by OLAP
under 8 CFR § 1292.15, the headquarters or designated office’s recognition approval date is the date that
triggers the renewal requirements for all offices. For example, the headquarters or designated office of
an organization was recognized more than 10 years prior to January 17, 2017, but branch offices of the
organization were separately recognized five (5) and three (3) years prior to that date. For the headquarters
and the branch offices to remain recognized, the organization must apply for renewal of recognition
within two (2) years of January 17, 2017. The organization may also seek extension of its recognition
to additional offices or locations at that time.


Extension of Recognition


• Organizations requesting recognition and currently recognized organizations must use this form (Form
EOIR-31) when seeking to extend or renew extension of recognition from the organization’s
headquarters or designated office to any other office or location where the organization regularly offers
immigration legal services. The name and address of the extended locations will be included on the
roster of recognized organizations once approved. Representatives accredited at the organization’s
headquarters or designated office location may serve clients at any of the other approved offices or
locations.


B. Where to submit a Form EOIR-31:


R&A Coordinator 
Office of Legal Access Programs 
Executive Office for Immigration Review 
5107 Leesburg Pike, Suite 1900 
Falls Church, VA 22041 


C. How to request new recognition, renewal of recognition, or extension of recognition:


Part 1.


• Provide the organization’s complete name, including any other names under which it is doing business
or that it previously used to request recognition or accreditation. Also, provide the organization’s
contact information. The organization’s physical location (street address) must be provided; a post
office box number is not acceptable.


Part 2. 
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Only choose one of the following items to show what action you are requesting with this form: 


• New Recognition: Check this box if you are an organization which: (1) has never requested recognition;
(2) previously requested recognition and the request was disapproved; or (3) previously had been
approved for recognition and then the organization’s recognition was terminated. If the organization
previously had its request for recognition disapproved or its recognition terminated, please provide the
date of the disapproval or termination.


• Renewal of Recognition: Check this box if you are an organization which is currently recognized and
seeking to renew your recognition.


o An organization seeking renewal that has no extended office or location and has had no changes
to the information provided in Part 5 through Part 8 of this form since the last date of approval of
recognition may skip those parts and continue to Part 9.


o An organization that has had changes to the information provided in Part 5 through Part 8 of this
form since the last date of approval of recognition must update those parts of the form.


o An organization seeking renewal with an extended office or location must complete Part 3 and
Part 4 of this form. Such an organization must also complete and update Part 5 through Part 8 of
the form, unless the organization has had no changes to the information provided in Part 5
through Part 8 since the last date of approval of recognition or extension of recognition, whichever
is later.


• Extension of Recognition: Check this box if you are currently a recognized organization and you are
only seeking to extend recognition to another office or location. (If you are a new organization applying
for recognition or a currently recognized organization and you are seeking renewal, you do not need to
check this box.)


Part 3. 


• Check the “yes” box if you are seeking to extend the organization’s recognition from its headquarters or
designated office to another office or location where the organization regularly provides immigration
legal services. Provide the number of locations to which you are seeking to extend recognition and
continue to Part 4.


• Check the “no” box if you are not seeking to extend the organization’s recognition to another office or
location.  Skip Part 4 and continue to Part 5.


Part 4. 


• Provide the name (if it is known in the community under a different name from the applicant
organization) and contact information about individual offices or locations to which the organization is
seeking to extend recognition. The extended office(s) or location(s) of an organization must have a
street address for contact purposes.  A post office box number is not acceptable.
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• Check the appropriate box to indicate whether the extension request is for a new extension of recognition
or a renewal of an extension of recognition. Also, indicate whether there is additional relevant
information about this office or location, such as other contact information or a fee schedule or
supervisory structure different than the organization’s headquarters or designated office. Provide this
information on additional sheets of paper.


• Attach additional sheets of paper (or copy Part 4 of this form), if you seek to extend recognition to more
than one office or location.


• If your organization is currently recognized and solely submitting this form to extend recognition to a
new location, complete Part 5 and Part 6 only if there have been changes affecting the organization since
the last approval of recognition, which have not been previously reported to OLAP. Otherwise, continue
to Part 7.


Part 5. 


• Check the box(es) to indicate the proof submitted with the request to show that the applicant
organization is established as a non-profit religious, charitable social service or similar organization in
the United States. PLEASE NOTE: A mission statement or statement of purpose of the organization
must be included. Additional proof may include the organization’s constitution, charter, by-laws,
articles of incorporation, state non-profit status, or other documentation.


Part 6. 


• Check the box to show that the organization has obtained or is in the process of obtaining federal tax- 
exempt status and attach supporting documentation. If the organization is in the process of obtaining
federal tax-exempt status, the organization must attach documentation to show that the organization
applied for tax-exempt status and the determination is pending.


Part 7. 


The information and documentation requested under Parts 7 and 8 will be considered to ascertain whether 
the organization has adequate knowledge, information, and experience in immigration and nationality law, 
practice, and procedure. 


• Submit an organizational chart identifying the names and titles of immigration legal staff and
supervisors at the organization’s headquarters or designated office and any offices or locations seeking
extension of recognition.


• Indicate whether the organization’s staff includes attorneys who are eligible to practice law and who are
members in good standing of the bar of any state, possession, territory, or commonwealth of the United
States, or of the District of Columbia. Attach the attorneys’ resumes, which must include information
regarding bar admissions, legal experience, and immigration legal training.


• Indicate whether the organization has any currently approved accredited representatives on staff. If
applicable, indicate the number of accreditation requests (Form EOIR-31A) accompanying this form and
the name(s) of the applicant(s) for accreditation. All requests for new recognition must be accompanied
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by at least one request for accreditation. A request for renewal of recognition or extension of recognition 
may be accompanied by a request for accreditation. 


• If applicable, indicate whether the organization has any arrangements to receive technical support from
private counsel, other recognized organizations, or other persons or entities. Describe the arrangements
and attach the relevant documentation outline the arrangements.


• Provide a description of the immigration legal services provided by the organization and describe the
qualifications for the organization’s immigration legal staff to provide such services if not readily
apparent from the resumes and documentation already included with the application.


Part 8. 


• List the print and electronic legal resources available to the organization and its representatives.


Part 9. 


• Attach copies of the current annual budget and the prior year’s budget, if available. If a current budget
is not available, provide the projected budget for the coming year. The annual budget should include
sources and amounts of revenue and expenses, and a description of how the organization is funded.


• Indicate whether the organization charges or imposes fees or membership dues on its immigration
clients and whether the organization has fee waiver and fee-reduction policies for immigration clients at
all locations seeking recognition.


• Attach supporting documentation, such as: fee schedules, fee reduction/waiver policy or guidance,
reports for funders or information about other free or low-cost immigration services provided (i.e.
educational or outreach activities,), or other relevant documents.


Part 10. Renewal of recognition (skip to section D if not seeking renewal of recognition): 


• To renew recognition, an organization must maintain the requirements for recognition and complete the
necessary parts of this form to show changes since the last approval of recognition, or extension of
recognition, as applicable. For example, an organization that has its tax-exempt status determination
pending at the time of approval of recognition must provide its final determination letter.


• Provide a summary of legal services provided for each year since last recognition (but not for any year
prior to January 17, 2017) and a list of the offices or locations where the immigration legal services were
provided. The summary should include information such as: the total number of clients served (which
includes intakes, applications prepared and filed before USCIS, cases appeared in before the
immigration courts and the Board, or referred to other attorneys or organizations) and the number of
clients to which it provided services at no cost; a general description of the immigration legal services
and any immigration-related services provided, such as educational or outreach events conducted, and
whether services were provided pro bono or clients were charged in accordance with a fee schedule and
organization policies or guidance.  Do not provide any client-specific or client-identifying information in
the summary.  Submit fee schedule(s) and fee reduction/waiver policy or guidance, if any, for each year
since the last approval of recognition only if different than those provided since last recognition.
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• Indicate whether the organization does not have a currently accredited representative on staff and is on
inactive status or seeks inactive status.


• Extension(s) of recognition must be renewed at the same time the organization seeks renewal of
recognition or the approval of extension of recognition will expire. Include all requests to renew
extension of recognition under Part 4 of this form.


D. Who must verify the contents of Form EOIR-31:


• Authorized officer of the requesting organization, such as the President, Executive Director or an officer
of the organization, who has been designated to act on behalf of the organization in recognition and
accreditation matters must verify the contents of the Form EOIR-31. By signing the form under penalty
of perjury, the authorized officer affirms that the form and its attachments are true, correct, and complete.
The authorized officer must also attest that the organization provides immigration legal services
primarily to low-income and indigent clients.


• Provide contact information for the authorized officer in the event there are any questions related to the
application.


E. Who must be sent a copy of Form EOIR-31 and its attachments:


• The organization must send an exact copy of the form and its attachments to the District Director(s) of
the U.S. Citizenship and Immigration Services (USCIS) where the organization is located and where
it offers or intends to offer immigration legal services. If the organization has offices or locations
for which it is seeking extension of recognition or for which it has received extension of recognition
that are outside the USCIS district of the organization’s headquarters or designated office, the
organization must send an exact copy of the form and its attachments to the USCIS District Director(s)
covered by those offices or locations.


• For a request for renewal of recognition, an exact copy of the form and its attachments must also be sent
the USCIS District Director(s) in the jurisdiction(s) where the organization’s accredited
representatives regularly represent clients, if not already served according to the above instruction.


• Complete and sign the “proof of service.” The proof of service is the organization’s formal guarantee
that copies of this form and its attachments have been sent to the appropriate USCIS office(s). Every
filing – whether the recognition or accreditation request, additional supporting documents, or other
submission to OLAP – must clearly contain a proof of service to the District Director of USCIS in the
jurisdiction where the organization is located and, if offering immigration legal services in a different
USCIS district, to that USCIS office. To identify the appropriate USCIS offices, the organization should
consult the USCIS website (http://www.uscis.gov/about-us/find-uscis-office) or a local DHS office.


F. Paperwork Reduction Act.


• Under the Paperwork Reduction Act, a person is not required to respond to a collection of information
unless it displays a valid OMB control number. In accordance with the Act, EOIR tries to create forms
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and instructions that are accurate, can be easily understood, and which impose the least possible burden 
on you. The estimated average time to review the form, gather necessary materials, and assemble the 
attachments is 2 hours for an initial application, and 7 hours (one hour for review and completion of this 
form, and 6 hours to provide the annual summaries of legal services provided) for renewal of 
recognition. If you have comments regarding the accuracy of this estimate, or suggestions for making 
this form simpler, you can write to the Executive Office for Immigration Review, Office of the General 
Counsel, 5107 Leesburg Pike, Suite 2600, Falls Church, Virginia 22041. 


G. Privacy Act Notice.


• The collection of this information is authorized by 8 U.S.C. §§ 1103, 1229a, 1362 and 8 C.F.R.
§§ 1292.11-19 in order to request recognition of a non-profit religious, charitable, social service or similar
organization. The information you provide is voluntary and will be used by EOIR employees to assess
your organization’s eligibility for recognition; however, failure to provide the requested information may
preclude consideration of your request. Pursuant to the Privacy Act, EOIR may share the information
provided with this form with others in accordance with approved routine uses. Furthermore, the
submission of this form acknowledges that an approved applicant will be subject to the disciplinary rules
and procedures at 8 C.F.R. 1003.101et seq., including, pursuant to 8 C.F.R. §§ 292.3(h)(3), 1003.108(c),
publication of the approved applicant’s name and findings of misconduct should the applicant be subject
to public discipline.
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Part 3. Extension of Recognition to Other Offices or Locations 


U.S. Department of Justice OMB#1125-0012 
Executive Office for Immigration Review Request for New Recognition, Renewal of Recognition, or 
Office of Legal Access Programs Extension of Recognition of a Non-Profit Religious, 


Charitable, Social Service, or Similar Organization 


Organization Name  


Other Name(s) Name(s) previously applied under 


Number and Street Suite 


City State Zip         Code 


Telephone Fax Email  


Website  


New recognition (or organization previously had recognition disapproved or terminated on ) 
(Month/Day/Year) 


Renewal of recognition. Date of last approval or renewal of recognition: 


Extension of recognition. Approval date of current recognition: 
(Month/Day/Year) 


(Month/Day/Year) 


Yes.  Number of offices or locations seeking new or renewal extension of recognition: . Go to Part 4. 


No.  Skip Part 4 and Go to Part 5. 


If organization is known in the community under a different name at this office or location than stated above in part 1, 
provide name. 


Organization Name 


Number and Street Suite 
City State Zip Code 


Telephone Fax Email  


New extension 


Renewal of extension 


Check this box if you have additional relevant information regarding this office or location, such as other contact 
information, or a fee schedule or supervisory structure different than the organization’s headquarters or designated 
office (attach additional sheets of paper to describe). 


Part 1.  Organization Seeking Recognition (Headquarters or designated office for recognition purposes) 


Part 2. Type of Recognition Sought (check one) 


Part 4.  Information about Other Offices or Locations Seeking Extension of Recognition 
(attach additional sheets of paper, if seeking to extend to more than one location) 
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Required Proof: Mission Statement/Statement of Purpose 


Optional Proof: Constitution Charter Bylaws Articles of Incorporation Other 


Organization has federal tax-exempt status under section 501(c)(3) or section of the Internal 
Revenue Code 


IRS tax determination letter and first page of last annual IRS information return is attached 


OR 


Alternative documentation to establish federal tax-exempt status is attached 


Federal tax-exempt status applied for and a determination is pending; supporting documentation is attached 


a. Attach organizational chart identifying names and titles of legal staff and supervisors at all locations


b. Attorney(s) licensed in the United States and in good standing on staff: No Yes, attach resume(s) 


c. Accredited representative(s) on staff: Yes No 


• If applicable, provide number of accreditation applications (Form EOIR-31A) submitted with this recognition
application:


• Name(s) of applicant(s) for accreditation:


d. If applicable, describe any arrangements to consult with and/or receive technical support from qualified immigration
practitioners:


• Private counsel: No Yes, attach all agreements with name(s) of private counsel and bar admission(s) 


• Another recognized organization: No Yes, attach all agreements with other recognized organizations 


• Other: No Yes, explain: 


e. Describe immigration legal services offered and qualifications of immigration legal staff to provide such services. Attach
supporting documentation such as resumes, training certificates, letters of recommendation, or other similar information.


Part 5.  Proof of Non-profit, Religious, Charitable, Social Service or Similar Organization 


Part 6.   Federal Tax-exempt Status (check applicable boxes) 


Part 7.  Knowledge of Immigration Law and Procedures 
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Print resources: 


Electronic resources: 


Extended locations have access to same sources other resources (please describe):


Organization must provide immigration legal services primarily to low-income and indigent clients, and if charging fees, 
organization must have a policy or guidance for waiving or reducing fees.  Provide supporting documentation as provided in 
the form instructions and attach copies of budget for current year and past year, if available, itemizing sources and amount of 
funding. If current and/or past budget are not available, provide projected budget for upcoming year. 


Budget(s). Check if attached. 


a. Fees charged for immigration legal services No Yes Attach detailed fee schedules for all locations 


b. Membership dues charged No Yes Attach list of dues charged at all locations 


c. Waiver of immigration legal fees policy No Yes Attach fee waiver policy/guidance provided to clients 
and staff at all locations 


d. Reduction of immigration legal fees policy   No Yes Attach fee reduction policy/guidance provided to clients 
and staff at all locations 


a. Organization must maintain the requirements for recognition and complete Parts 1 through 9 of this form.  In the case of
the headquarters or designated office with extension(s) to branch offices that are approved by OLAP, the headquarters or
designated office’s recognition approval date is the date that triggers the renewal requirements for all offices.  Attach
supporting documentation for the above sections only if there have been changes since the last approval or renewal of
recognition. Check this box if supporting documentation has been attached.


b. Include summary of legal services performed for each year during the last period of recognition.  Check this box if
attached.


c. If the organization does not currently have an accredited representative on staff and is on inactive status or seeks inactive
status, check this box.


d. All requests for renewal of extension or to apply for new extension(s) of recognition with this application should be
indicated in Part 4. Check this box if seeking renewal of extension(s) or new extension(s).


Part 8. List of Print and Electronic Legal Resources 


Part 9. Provides Services Primarily to Low-Income and Indigent clients 


Part 10.   Renewal of Recognition. Complete if seeking to renew recognition. 
If not seeking renewal, skip to Part 11. 
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Under penalty of perjury, I declare that I am the authorized officer of ______________________________________________ 
(organization), that I have examined this form, including accompanying attachments, and to the best of my knowledge and 
belief, it is true, correct, and complete.  I also attest that the organization (and the offices or locations to which recognition is 
to be extended) will provide immigration legal services primarily to low-income and indigent clients, that the organization 
will supervise its accredited representatives, and that the organization will conduct regular inspections of extended offices or 
locations. I consent to publication of the organization’s name and findings of misconduct should the organization become 
subject to public discipline. 


Signature of Authorized Officer Date 


Printed Name of Authorized Officer 


Title of Authorized Officer 


Contact Information (Phone Number and Email Address) 


I, (print name), on behalf of (organization), 


mailed or delivered a copy of this Form EOIR-31 and its attachments to the District Director(s) for USCIS of DHS 


on (Day/Month/Year) at the following location(s): 


(1)    
Number and Street City State Zip Code 


(2) 
Number and Street City State Zip Code 


(3) 
Number and Street City State Zip Code 


Signature 


Part 11.  Declaration of Authorized Officer 


Part 12.   Proof of Service on USCIS District Director(s) 
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