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SUBJECT:

Revised Circulation Sheets and Instructions

Attached you will find a copy of both the merits and screening panel circulation sheets. This
memorandum explains the revised forms and provides information for properly completing either
circulation sheet. The new circulation sheets will be effective April 1, 2005, and they will
supersede all prior circulation sheets and related memos.
In general, a circulation sheet serves many purposes. It allows Attorneys and Board Members to
communicate case related information. It also enables the Docket Team in the Clerk's Office to
record important data regarding the disposition of each case, for example, the decision and disposition
codes.

It is very important that Attorneys and Paralegals accurately designate the appropriate decision and
disposition codes. Certain recorded data is used by the Immigration Courts to schedule hearings for
the respondent or proceed with existing scheduled hearings. The selection of the wrong decision or
disposition code can lead to the loss of valuable time and resources for both the Court and Board
personnel in trying to correct wrong codes. Moreover, recorded data is shared with various
components of the Department of Homeland Security, who in turn use our decision and disposition
code data to make determinations regarding the benefits that aliens may be entitled to receive as well
as to take action to remove aliens from the United States. Therefore, I must again stress the
importance of accurately completing a circulation sheet.
If you have any questions about which codes should be used in a particular case, please contact
your Team Leader.
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I. MERITS PANEL CIRCULATION SHEET- FRONT SIDE
Instructions For Board Members:

A Initials & Date Box - After reviewing the drafted decision, Board Members should place their
initials next to their names, followed by the date. This informs the Board Member secretaries that the
decision has been reviewed and may either be moved to another Board Member or sent to the Clerk ' s
Office for processing. Moreover, the Clerk' s Office will not process the case/motion unless the
Board Member(s) vote has been recorded.
B. Vote - Board Members should indicate "Yes" if they accept the decision, or "No" if they do not
agree with the decision as drafted .
C. SOP - Board Members should indicate "Yes" if they anticipate writing a separate opinion, or "No"
if no separate opinion will be submitted.

D. Index - If the Board Members believes that the decision should be Indexed, the Board Member
should place a check in the Index box.
E. Special Instructions To Docket - This section should be used to bring any special processing
instructions to the attention of the Clerk' s Office Docket Team. For example, to request that a
courtesy copy of the decision be sent to an attorney.
F. Case Comments - After reviewing the decision, Board Members may make comments regarding
the drafted decision to other Board Members for their consideration. Comments should be clear and
legible.
Instructions For Attorneys and Paralegals:
A. Recirculate Box - This box should be checked if the proposed decision is being recirculated to
the Board Member or Panel after revisions. Please remember that any case that is recirculated must
be circulated on anew circulation sheet and must have the previous circulation sheet, comments and
decision attached to it (folded printed side out and stapled to the circulation sheet(s) so that it can be
unfolded and read without unstapeling). Furthermore, prior drafts of the Board' s decision should have
the front page crossed out in order to avoid confusion as to which draft is the final decision and order
to be mailed out to the parties by the Clerk' s Office.
B. A# and Name - The Alien(s) name and alien registration number(s) should be filled in on the
circulation sheet. If there is more than one alien and the decisions are not the same for all the aliens
involved in the proceedings, separate circulation sheets must be filled out in order to reflect the
different decision and disposition codes.
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C. Attorney/Paralegal - The Attorney or Paralegal who prepared the decision should place his or
her initials next to the Attorney/Paralegal box, followed by the date. This advises the Board Members
as well as the Supervisory Legal Assistant or Legal Assistant that the order is ready for review by the
Panel.
D. Index Box- If the Attorney or Paralegal believes that the drafted decision should be indexed, place
a check in the appropriate box. Moreover, please provide a short explanation of why the drafted
decision is appropriate for indexing.
E. Special Instructions To Docket - This section should be used to bring any special processing

instructions to the attention of the Clerk's Office Docket Team. For example, to request that a
courtesy copy of the decision be sent to an attorney.
F. Case Comments - This section should be used to bring substantive issues related to the draft
decision to the attention of the Board Members. Comments should be clear, concise and legible.
If more room is necessary, prepare a separate memo, with the alien 's name and alien registration
number, to be attached to the circulation sheet.
G. Purple or Orange Dot - Single Board Member decisions must have either a purple or orange dot
placed on the circulation sheet. Purple dots are used when a single Board Member decision is
prepared using a WordPerfect only order. Orange dots should be used for automated orders ( or
substituted WordPerfect version of the automated order where the order has been "approved" in CASE
by the Attorney or Paralegal).
II. SCREENING PANEL REVIEW AND CIRCULATION SHEET - FRONT SIDE

Instructions For Board Members:

A Special Instructions To Docket - This section should be used to bring any special processing
instructions to the attention of the Clerk's Office Docket Team. For example, to request that a
courtesy copy of the decision be sent to an attorney.
B. Case Comments - After reviewing the decision, Board Members may make comments regarding
the drafted decision to other Board Members for their consideration. Comments should be clear and
legible.
C. Approval of Proposed Order (Single Board Member) - Where the Board Member approves
of the proposed order, the Board Member should mark the box "Yes" as well as place his or her
initials, followed by the date on the provided line.
D. Referral for Three-Board-Member-Order - Where the Board Member concludes that the case
should be referred for Three-Board-Member review, the Board Member should mark the appropriate
box, as well as place his or her initials, followed by the date on the provided line.
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E. Greenslip- Where the Board Member concludes that revisions are required, the "See Greenslip"
box should be marked and the corresponding greens lip should be completed and returned with the ROP
to the Attorney or Paralegal. The Board Member should also place their initials, followed by the date
on the provided line.
Instructions For Attorneys and Paralegals
A. Attorney/Paralegal - The Attorney or Paralegal who prepares the decision should place their
initials in the designated box, followed by the date. This advises the Board Member as well as the
Screening Panel support staff that the order is ready for review by the Board Member.
B. Name and A# - The Alien(s) name and alien registration number(s) should be filled in on the
circulation sheet. If there is more than one alien and the decisions are not the same for all the aliens
involved in the proceedings, separate circulation sheets must be filled out in order to reflect the
different decision and disposition codes.
C. Type of Order - The Attorney or Paralegal who prepared the decision should mark the appropriate
box designating the type of order being circulated, i.e. , Auto Order #; Customized Auto Order;
WordPerfect Order. When an Auto Order or Customized Auto Order has been used, the designated
order number should also be recorded on the provided line.
D. Special Instructions to Docket - This section should be used to bring any special processing
instructions to the attention of the Clerk' s Office Docket Team. For example, to request that a
courtesy copy of the decision be sent to an attorney.
E. Comments/Analysis - This section should be used to bring substantive issues related to the draft
decision to the attention of the Board Members. Comments should be clear, concise and legible.
If more room is necessary, prepare a separate memo, with the alien's name and alien registration
number, to be attached to the circulation sheet.
ID. MERITS AND SCREENING PANEL CIRCULATION SHEETS - BACKSIDE

A Decision Codes - The circulation sheet is used by the Clerk's Office Docket Team to process and
close out a case once the decision has been approved by the Board Member(s) and signed. The
decision code is used not only to indicate the result of the case, but also to provide data to the
Immigration Court, DHS, social service agencies, and Congress. Therefore, Attorneys and Paralegals
must circle the appropriate decision code on the back of the circulation sheet.
Only one decision code in the Four Groups listed below may be selected. Therefore, it is
important to select the single code that most correctly reflects the specific decision in each case.
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Group I - This group generally applies to case appeals, bond appeals, DD appeals, and appeals of
denials ofimmigration Judge motions.
SUS

This code applies when the appeal is sustained, that is, the appealing party prevails.

DIS

This code applies when the appeal is dismissed, that is, the appealing party does not prevail,
and the decision of the Immigration Judge or District Director stands.

DVD This code applies when the decision dismisses the appeal, but contains a FURTHER

ORDER granting voluntary departure. This codes also applies if the Board reinstates
voluntary departure.

SAF

This code applies when the Board affirms without opinion the decision of the Immigration
Judge or DHS officer as provided at 8 C.F.R. § 1003 . l(e)(4). Note: This code is
automatically downloaded to the database when the Auto Order 4 78 series is selected and
approved through the Streamlining software.

SAV This code applies when the Board affirms without opinion the decision of the Immigration
Judge as provided at 8 C.F.R. § 1003. l(e)(4), but further grants voluntary departure. Note:
This code is automatically downloaded to the database when the Auto Order 4 7AA series
is selected and approved through the Streamlining software.
SUD

This code applies when an appeal is summarily dismissed for any of the reasons stated at
8 C.F.R. §§ 1003.1 (d)(2)(i)(A)-(H).

Group II - This group generally applies to motions to reopen or reconsider after a final administrative
Board order.
DEN This code applies when the motion is denied. This code also applies when a motion is
number or timed barred.

GNR This code applies when a motion is granted and the Board disposes of the case without
remanding the matter to the Immigration Judge or District Director.
Group HI - This group is a mixed bag and may apply either to appeals or motions.
BCR This code MUST be selected if the sole basis for the remand to the Immigration Court is

for background and security checks to be completed or updated by the DHS. For example,
the proposed decision provides that the alien is eligible for cancellation of removal, but the
record does not reveal that security checks have been reported to the Immigration Judge
byDHS.
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NOTE: It is very important to select this code when the case is being remanded
for the purpose of allowing DHS the opportunity to complete or update
background and security checks. If not selected, the Immigration Court will not
be able to properly process the case.

REM This code must be selected if ANY part of the decision, other than for background or
security checks, remands the case to the Immigration Court or District Director.
NOTE: It is very important to select this code when the case is being remanded
for any purpose other than for background and security checks. If not selected,
the Immigration Court will not be able to properly process the case.

NJU This code applies where the Board lacks jurisdiction to review the merits of the appeal or
motion. For example, this code is used when an alien files a direct appeal of an in absentia
order, or an appeal is untimely.

CPC This code applies when asylum is granted on a conditional basis based upon Coercive
Population Control Policies (a final administrative order). This code also applies when the
decision is dismissing a DHS appeal of an Immigration Judge 's grant of asylum on a
conditional basis. There are automated SA V or WDL orders that write a CPC code into the
system.
WDL This code applies when an appeal or motion is withdrawn.

TER This code applies when the Board ' s decision results in the proceedings being terminated
because deportability or alienage has not been established. In this regard, the alien is not
subject to exclusion/deportation/removal proceedings. Some other examples include when
an alien is deceased; DHS adjusts the alien ' s status to that of a lawful permanent resident;
or the alien is granted US citizenship by DHS . However, this code should not be selected
when an application for relief is granted, for example, asylum.

MBD This code applies either (1) when a bond appeal is dismissed as moot based on Matter of
Valles , 21 I&N Dec. 769 (BIA 1997)(while an appeal is pending from IJ' s bond
redeterminatin decision the IJ renders a 2 nd bond redetermination); (2) when the primary
issue in the alien ' s deportation or removal proceeding is decided by the Board or IJ
(administratively final decision); or (3) where alien departed the United States (no longer
considered in DHS custody).
0TH This code applies only when none of the other codes accurately reflect the outcome of the
case.
Group IV - Miscellaneous group - These codes should generally not be selected unless specifically
instructed to do so.
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CON This code applies when proceedings are being continued indefinitely. Currently, this code
is being used for cases that are administratively closed because of repapering eligibility.
DED This code applies to cases that are administratively closed because the alien is subject to
deferred enforced departure through Presidential Order.
TPS

This code applies to cases administratively closed because the Attorney General has
granted Temporary Protected Status to aliens of this nationality.

B. Disposition Codes

The disposition codes are used to determine whether the alien is or is not under an administratively
final order of exlcusion/deportation/removal. Unlike the decision codes, which provide information
about the nature of the decision, the disposition codes provide information to other government
agencies regarding whether the alien is subject to removal. Therefore, in addition to designating a
single decision code, attorneys and paralegals must also circle one of the following disposition codes.
Y This should be selected if the proposed order would subject the alien to an administratively
final order of exclusion/deportation/removal with no voluntary departure or would leave such
a preexisting order in effect. For example, this category would include initial orders of
exclusion/deportation/removal where no relief ofvolw1tary departure is granted; all subsequent
orders denying an alien ' s motion to reopen or reconsider. Additionally, this code should also
be selected for asylum or withholding only proceedings. This code is also selected when the
only form of relief granted is withholding of removal or withholding or deferral under CAT.

N This could should be selected in all exclusion/deportation/removal cases where the alien is not
or is no longer excludable/deportable/removable. This would include cases where relief is
granted or the proceeding are terminated, proceedings are reopened or reconsidered or no
order of removal is entered. This would also include conditional asylum grants based on
Coercive Population Control Policies (CPC). Additionally, this code is used for case appeals
that are administratively closed, such as a continuation of a case indefinitely (CON), Deferred
Enforced Departure (DED), or Temporary Protected Status (TPS) orders.
Z This code should be selected for proceedings where there is no decision on deportability or

relief from removal such as when the case is remanded (BCR or REM decision codes). Also
applies to visa petitions, fine proceedings, bond proceedings, rescission cases, interlocutory
appeals, and recognition and accreditation cases, since these proceedings would not result in
an order of exclusion/deportation/removal for the alien.
V This disposition code should be selected for cases where the alien has been granted voluntary

departure by the Immigration Judge, but is otherwise subject to being deported/removed.

If you have any questions about which decision or disposition code should be used in a particular case,
please contact your Team Leader.
7

BIA 05-03
March 28, 2005

Attachments
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