
Section VII.  Submitting the Application 

 
Submitting the Application 
The mailing process is the same whether for a combined recognition and accreditation 

application, an accreditation application, an application for renewal of recognition or 

accreditation, or an application for extension of recognition.      

 

A complete application includes proof of service on USCIS.  A proof of service is a 

simple legal document that lets OLAP know that you sent complete copies of everything 

that OLAP received to the appropriate USCIS official(s).  The proof of service is 

included in Form EOIR-31 (Part 12) and Form EOIR-31A (Part 7).     

 

Be sure to organize the recognition and accreditation applications in separate packets, 

copying any materials that are needed for more than one packet.  For example, if you are 

applying for agency recognition and accreditation of two staff, you will submit three 

separate packets.  

 

1. Make several copies of the original application, so that you have enough for 

USCIS, your organization, and (if you are an affiliate) World Relief or CLINIC.  

 

2. Mail the original application by certified mail, return receipt requested to: 

 

Recognition and Accreditation Program Coordinator 

Office of Legal Access Programs 

Executive Office for Immigration Review 

5107 Leesburg Pike, Suite 2500 

Falls Church, VA 22041 

  

3. Mail a copy of the application by certified mail, return receipt requested, to the 

USCIS District Director for your area.  If your organization has branch offices 

and provides immigration legal services in more than one USCIS district, you 

must provide proof of service and send a copy to each USCIS District Director.  

To find where to send the USCIS copy, go to http://www.uscis.gov/about-us/find-

uscis-office/field-offices.  Use the Field Office Locator to find the field office for 

your locale(s).  On the field office page, the district office is listed under 

“Attorney or Representative Procedures.”  Click on the district office to find the 

name and address of your District Director.    

 

4. Keep one copy for your office. 

5. Send an electronic copy to your point of contact at World Relief or CLINIC, if 

you are an affiliate. 
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Expediting the Application 
OLAP must provide USCIS with 30 days to respond to your application.  If you wish to 

expedite your application, you may contact USCIS before submitting your application 

and ask USCIS to respond quickly to OLAP once your application is filed.   

 

What Happens Next 
After the organization files the application, OLAP will review all information contained 

in the request.  OLAP may review any publicly available information or any other 

information that it may obtain or possess about the organization, its authorized officer, or 

the proposed representative or that OLAP may have received from USCIS, ICE, or EOIR 

investigations.  Unfavorable information that may be relied upon to disapprove a 

recognition or accreditation request, if not previously served on the organization, will be 

disclosed to the organization, and the organization will be given a reasonable opportunity 

to respond.  The OLAP Director may request additional information from the 

organization that is needed to make a determination.  The OLAP director has the 

discretion to extend the deadlines for the adjudication process. 

 

USCIS Response to Application 
USCIS is given 30 days from the date of service to respond to an application for 

recognition or accreditation. The USCIS office may submit to the OLAP Director a 

recommendation to approve or disapprove an application.  The USCIS office may request 

from the OLAP Director additional time, generally no more than 30 days, to conduct an 

investigation or gather more information. The OLAP Director will inform the 

organization of any grant of additional time to USCIS.  USCIS must provide the 

organization with a copy of any recommendation provided to OLAP to approve or 

disapprove an application.  If the recommendation is unfavorable, the organization has 30 

days to respond to OLAP and must serve a copy of the response on USCIS.  Most USCIS 

offices do not respond, either favorably or unfavorably, to recognition and accreditation 

applications. 

 

Request for Reconsideration 
A decision by OLAP to approve a request for recognition or accreditation is final.  A 

decision to deny a request may be appealed with a “request for reconsideration” that is 

filed within 30 days of the denial.  If the request for reconsideration is denied, the 

organization may file a request for administrative review within 10 days of the denial. An 

organization whose request for recognition or accreditation is denied may submit a new 

application at any time unless otherwise prohibited.  
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Section VIII. After Recognition & Accreditation 

 
Requirements 
Organizations that are recognized by OLAP must abide by certain requirements for 

reporting, recordkeeping, and posting. 

 

Reporting 
A recognized organization is required to promptly (within 30 days) notify the OLAP 

Director in writing of changes in the organization’s contact information, changes to any 

material information the organization provided in Form EOIR-31, Form EOIR-31A, or 

the supporting documentation for these applications, or changes that otherwise materially 

relate to the organization’s eligibility for recognition or the eligibility for accreditation of 

any of the organization’s accredited representatives.  Examples of such changes include: 

notifying OLAP of a change of name, address, telephone number, website address, or 

authorized officer for the organization; notifying OLAP when an accredited 

representative (paid or volunteer) leaves the organization; and notifying OLAP of a 

change in the organization’s non-profit or Federal tax exempt status. 

 

If an organization loses its only accredited representative, it must notify OLAP within 30 

days.  The organization will be placed on inactive status for a period of up to two years 

and removed from the roster of recognized organizations 

(https://www.justice.gov/eoir/recognition-accreditation-roster-reports).  During this 

period, the organization may recruit, train, and obtain accreditation for a new staff person 

or volunteer, if it wishes to maintain its recognition. 

  

Recordkeeping 
A recognized organization is required to compile certain records in a timely manner and 

retain them for a period of six years from the date the organization is recognized, as long 

as the organization remains recognized: 

 

1) The organization’s immigration legal services fee schedule, if the organization 

charges fees, for each office or location where services are provided; and 

 

2) An annual summary of immigration legal services provided by the organization 

which includes:  

 

 The total number of clients served (whether through client intakes, 

applications prepared and filed with DHS, cases in which its attorneys or 

accredited representatives appeared before the Immigration Courts or the 

Board (if applicable), or referrals to other attorneys or organizations; 

 Clients to which it provided services at no cost; 

 A general description of the immigration legal services and other 

immigration-related services (non-legal) provided; 

 A statement regarding whether services were provided pro bono or clients 

were charged in accordance with a fee schedule; 
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 Organizational policies or guidance regarding fee waivers and reduced fees; 

and 

 A list of the offices or locations where the immigration legal services were 

provided. 

 

The summary should not include any client-specific or client-identifying information.  

OLAP may require the organization to submit such records to it or to DHS upon request. 

 

Note: For organizations already recognized on the effective date of the new rules 

(January 18, 2017), the recordkeeping requirement begins on this date. 

 

Posting 
A recognized organization is required to post in its offices certain public notices 

regarding recognition and accreditation as requested by OLAP. The information in the 

public notices is limited to: the names and validity periods of a recognized organization 

and its accredited representatives, the requirements for recognition and accreditation, and 

the means to complain about a recognized organization or accredited representative.  
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Section IX.  Sample Application Documents for 

Agency Site Recognition and Agency Staff 

Accreditation 

 
NOTE: These are not samples from actual applications, and there is no guarantee that 

such applications would be approved. 
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