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What are the Change of Address and Change of Venue, and when are they
required?

e The Change of Address refers to form EOIR-33 that youth in immigration proceedings
are required to file within 5 days of moving. This is important to ensure you receive all
correspondence related to your case.

e The Change of Venue is a motion that individuals in immigration proceedings may file if
they move far away and want to transfer their case to the Immigrant Court closest to
their new address.

Where should we send the Change of Address and Change of Venue?

* When you file a Change of Address and/or Change of Venue, you must send two copies:
one copy goes to the Immigration Court where the youth's case is currently assigned, and
a second copy goes to the Department of Homeland Security Office of the Principal Legal
Advisor (DHS-ICE OPLA) that corresponds to that court.

* The blank Change of Address form EOIR-33 with Immigration Court addresses can be
found here: https://www.justice.gov/eoir/eoir-forms.

o Scroll down to select “EOIR 33/IC - Change of Address/Contact Form Immigration
Court,” click the down arrow, and choose your preferred language for the form.

EQIR 33/IC - Change of Address/Contact Form Immigration Court @

© On the second page of the EOIR-33 form, there is a box that says “Select Immigration
Court.” Click the box to view a list of Immigration Court locations.

o Select an Immigration Court from the list, and the address will populate automatically

in the form.
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* The addresses for the DHS-ICE OPLA offices can be found here to send the second copy of
the documents: https://www.ice.gov/contact/field-offices.
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How do we identify the youth’s assigned Immigration Court to send the Change of
Address and Change of Venue?

¢ You should call the Executive Office for Immigration Review (EOIR) hotline at 1-800-898-7180
or check the EOIR website (https://acis.eoir.justice.gov/en/) every week to check the status of
the youth's case and whether they have been assigned an immigration court hearing.

¢ Once the youth's information is in the system and assigned to an Immigration Court, you
should send the Change of Address and Change of Venue to the assigned Immigration Court
and the corresponding DHS-ICE OPLA office.

Can we file the Change of Address and Change of Venue online?

¢ You can submit the Change of Address online to both the Immigration Court and DHS-
ICE OPLA.
o Submit the Change of Address to the Immigration Court at:
https://respondentaccess.eoir.justice.gov/forms/eoir33ic/.
o Submit the Change of Address to DHS-ICE OPLA at:
https://eserviceregistration.ice.gov/.
= Note: To file online with DHS-ICE OPLA, you must first create an account in the
DHS eService Portal as a “Pro Se Individual” (a person representing themselves).
If you choose not to create an account, you must mail a hard copy of the Change
of Address form to the corresponding DHS-ICE OPLA office as described above.

¢ You cannot file a Change of Venue online. You must mail the Change of Venue to the
youth'’s assigned Immigration Court and the corresponding DHS-ICE OPLA office, as
described above.

What if the youth’s case is not yet assigned to an Immigration Court? Where
should we send the Change of Address and Change of Venue in that case?

e The Immigration Court does not take jurisdiction over the youth’s case until DHS files
the Notice to Appear (NTA) with the court. If the youth’s case does not yet appear in the
EOIR system, do not send the Change of Address or Change of Venue yet. Continue
checking the EOIR hotline or website weekly until the youth is assigned an Immigration
Court. Once the court is assigned, send the documents to both the Immigration Court
and the corresponding DHS-ICE OPLA office.

What does it mean if the Change of Address and Change of Venue are rejected?

e If a youth's case is not yet in the EOIR system, the Change of Address and Change of
Venue will be rejected because the Immigration Court does not yet have jurisdiction
over the youth’s case. You should continue checking the EOIR hotline or website every
week until the youth is assigned to an Immigration Court.
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Who should sign the Change of Address and Change of Venue?

e The sponsor or caregiver can sign the documents for the youth. Youth who are 14 or
older should sign the documents themselves.

e Case workers and other social service providers can explain the Change of Address and
Change of Venue and help families complete them, but should not sign the documents.
They may only provide clerical support, such as writing information on a form when a
family member cannot read or write. They also should not provide any legal advice to
families.

How can we confirm that the court received the Change of Address and
Change of Venue?

e Itis recommended that you send the documents by certified mail, so you receive a
receipt as proof that you sent the documents and they were delivered.

e You or your case worker can also call the Immigration Court to confirm that the court
received the Change of Address and Change of Venue. You can find Immigration Court
phone numbers here: https://www.justice.gov/eoir/immigration-court-operational-
status.

What should we do if we sent the documents, but the youth’s court hearing
location has not changed? Is the youth still required to attend the hearing?

e Call the Immigration Court where the youth's hearing is scheduled to confirm that the
court received the Change of Address and Change of Venue. Depending on the court,
the Immigration Judge may not process the Change of Venue until the time of the
youth’s hearing, or the court may ask that the youth call in at their hearing time to
“appear” by phone.

e Unless otherwise instructed by the judge’s clerk, the youth should prepare to appear for
their court hearing in person. The Immigration Judge can issue a deportation order if
the youth does not appear for court, even if a Change of Address or Change of Venue is
pending.

What is the correct way to fill out the Change of Address and Change of
Venue?

e You can review examples with step-by-step instructions for completing both the Change
of Address and Change of Venue documents on the following pages.

¢ You should fill out both documents in English. The versions shown are only samples
meant to guide you.
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Completing the Change of Address and Change of Venue

Important Notes:

1.Gather the youth's alien registration number (A-number), new address, new phone
number, previous address, and blank copies of both the Change of Address form and
the Change of Venue template.

2.Make two copies of each document. Before sending them, save a third copy or take a
photo of the completed forms for your personal records.

3.Send the original documents to the Immigration Court currently assigned to the youth'’s
case.

4.Send copies of the documents to the DHS-ICE OPLA office that corresponds to the
Immigration Court where the youth’s hearing is scheduled.

5.1t is recommended to send the documents by certified mail so you receive a delivery
receipt.

6.After you mail the documents, continue checking the EOIR hotline or website to confirm
that the youth’s hearing was moved to a closer location.

Other questions?

* Watch our step-by-step instructional video on completing the Change of Address and
Change of Venue in Spanish and English (COMING SOON).

* This handout is for information only and not intended to serve as legal advice. If you
have additional questions or need more assistance with the Change of Address and
Change of Venue, contact an attorney or accredited legal representative. See the
following lists of legal service providers:

o National Immigration Legal Services Directory (Immigration Advocates Network)

o EOIR List of Pro Bono Legal Services Providers

o USCRI Humanitarian Legal Services Division

o USCRI Community Resource Directory
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