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A.
Additional Verification

1. Access Additional Verification by clicking on “Additional Verification” on the menu to the left of the home page under Case Administration or by clicking on “Request Additional Verification” after receiving the initial verification results.

2. Key in the required information in the Additional Verification Data section of the screen.  Include any additional information that you have.  Click on “Submit Additional Verification.”  The system returns a response regarding the status of this request.

3. Click on close.

4. A response should be received in approximately three working days.  Set a tickler to check for response.

5. If requested by SAVE, complete and submit a G-845.

6. When final response is received, access the case listing and resolve inquiry by clicking on “Complete and Close.”  Enter the Case Verification umber on Remarks behind the ALAS screen.

7. Do not deny, close or delay the processing of an application pending a response from USCIS on an additional verification request.

B. Executing the G-845S

1.
Complete the top half of the G-845S.

2. A separate G-845S must be completed for each non-citizen.

3. Staple readable copies of the following verifications to the upper left corner of the G-845S:

(  USCIS documents (back and front)

(  photo identification, if available

(  any other pertinent documents such as marriage records or court

    documents.
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B.
Executing the G-845S (continued)

4. Retain a copy of the G-845S in the case record.

5. Mail the G-845S to the USCIS file control office listed on the website at:

www.uscis.gov/SAVE

6. Do not send bulk mailings.

7. Do not delay, deny, reduce or discontinue benefits on the basis of non-citizen status pending secondary verification from USCIS.  A decision should be received from USCIS within 10-20 working days.  If you do not receive a response in this time frame, contact USCIS at (877) 469-2563.

8. Upon receipt of the G-845S from USCIS, compare the information against the case record.

9. If the verification causes ineligibility follow procedures to deny, reduce or discontinue benefits.  File the G-845S in the case record.

10. If eligibility is established, file the G-845S in the case record.


