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Publication Information
ORC Guides are educational publications created to remove confusion, create clarity, and help 
readers prepare carefully through plain-language, practical information.

PURPOSE

Identify seven preventable administrative problems that can lead to rejection, requests for 
additional information, routing problems, or avoidable delay; explain how to perform a careful 
final review; and clarify where ORC's USCIS Form Transcription service fits.

Important Service Boundary

ORC enters information supplied by the client into an identified USCIS form and helps organize 
client-provided documents according to the client's instructions. The client remains responsible 
for every answer, statement, document, filing decision, signature, and submission.

ORC does not determine immigration eligibility, select a benefit or form, interpret immigration 
law, decide how a substantive question should be answered, advise whether evidence is legally 
sufficient, predict an outcome, or represent a client before USCIS.

Evidence Standard

This publication was checked on August 17, 2026, against current USCIS pages, policy guidance, 
and the governing federal regulation cited in the source list. Forms, editions, fees, payment 
methods, filing locations, and procedures can change. The exact form page and instructions 
control each filing.
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1. Before You Begin
A USCIS filing may be returned before it receives a filing date, accepted and later questioned, 
delayed while additional information is requested, or denied. The result depends on the form, 
the applicable instructions, and the facts. Careful preparation reduces avoidable administrative 
problems, but it does not guarantee acceptance, processing time, or approval.

A NOTE ABOUT THE TITLE

The seven items do not all produce the same consequence. Some defects can cause rejection; 
others can lead to requests for evidence, misrouted submissions, or slower follow-up. The guide 
uses 'delay' as a practical umbrella term and explains the distinction for each item.

2. The Seven Preparation Mistakes
Mistake 1: Using an outdated form edition or mixing pages

A saved form can become outdated while a filing is being prepared. USCIS identifies the 
accepted edition on each form's current webpage. For a paper filing, the edition date and page 
numbers should remain visible, and all pages should belong to the same accepted edition. USCIS 
warns on individual form pages that missing pages or pages from different editions may result 
in rejection.

How to prevent it

Open the current USCIS webpage for the exact form before beginning.
Download the form and instructions from the official page rather than relying on an old email 

attachment or saved copy.
Compare the edition date on every page before printing or assembling the packet.
Recheck the official form page immediately before submission because USCIS may announce 

transition periods or new editions.
Do not combine replacement pages from one edition with pages from another edition.

ORC ADMINISTRATIVE CHECK

ORC may compare the visible edition dates and flag mixed or missing pages. The client must still 
verify the current accepted edition and decide whether and when to file.
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Mistake 2: Leaving required fields incomplete

USCIS forms and instructions identify the information required for a particular filing. Some 
form pages also identify fields whose omission can cause rejection. A blank field does not 
always have the same meaning: it may be an accidental omission, a genuinely nonapplicable 
question, or a question that requires legal judgment.

How to prevent it

Read the instructions for the exact form and edition, including any directions for 'N/A,' 'None,' or 
numeric responses.

Review every page, including preparer, interpreter, additional-information, and signature 
sections.

Flag unanswered fields for the client rather than guessing or inserting an answer.
If the answer depends on immigration law, eligibility, prior status, or legal strategy, pause and 

seek an authorized immigration legal-services provider.

BOUNDARY RULE

An administrative preparer may identify an unanswered field. The preparer should not decide 
the substantive answer for the client.

Mistake 3: Allowing identifying information to conflict

Names, prior names, dates of birth, A-Numbers, receipt numbers, addresses, and other 
identifying information may appear in several places. A typographical inconsistency can create 
questions, interfere with record matching, or make later communication more difficult. Not 
every difference is an error; some differences have a legitimate explanation.

How to prevent it

Create one client-approved source sheet for repeated names, dates, addresses, and identifying 
numbers.

Compare the form with the client-provided identity documents, prior notices, and supporting 
records.

List prior or alternate names only where the form requests them and according to the form 
instructions.

Ask the client to resolve discrepancies. ORC may flag a conflict but must not decide which fact or 
explanation is legally appropriate.



ORC GUIDE SERIES  |  USCIS KNOWLEDGE COLLECTION

ORC-USCIS-002  |  Version 1.0  |  August 2026

Mistake 4: Missing a signature, required fee, or initial evidence

These three items belong in one acceptance review because each may affect whether USCIS can 
accept or process the filing. The exact consequence depends on the request and the controlling 
instructions.

Signature

USCIS requires a valid signature on benefit requests and rejects improperly signed requests. 
The applicant or petitioner generally signs personally unless a specific rule permits another 
signer. Electronic filings must follow the authorized electronic-signature process. A preparer, 
interpreter, attorney, or representative may also have a separate certification or signature 
section, depending on the form.

Fee and payment method

The required fee and accepted payment method can change. Current USCIS guidance for paper 
filings generally directs filers to use Form G-1450 for card payments or Form G-1650 for an ACH 
debit from a U.S. bank account. A filer who qualifies for the limited paper-payment exemption 
follows the current Form G-1651 instructions. An incorrect amount, invalid payment, or 
outdated payment method can cause rejection.

Initial evidence

Form instructions may require specified initial evidence. Omitting it can lead to a request for 
evidence, rejection in circumstances identified by the form, or an adverse decision. An 
administrative checklist can confirm that an item listed in the instructions appears in the 
packet; it cannot determine whether the evidence proves eligibility or is legally sufficient.

How to prevent it

Mark every required signature and date location and confirm the correct person signs each one.
Verify the current fee, payment method, and separate-payment instructions on the exact USCIS 

form page immediately before filing.
Build an evidence index directly from the current form instructions.
Refer fee-waiver eligibility, evidence sufficiency, and disputed signer authority to an authorized 

professional when legal judgment is required.

DO NOT RELY ON MEMORY

A fee, payment method, or signature rule that was correct for an earlier filing may not control a 
new one. Verify the current official instructions every time.
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Mistake 5: Submitting unusable copies, incomplete translations, or a confusing packet

Supporting records must be usable by the person reviewing the filing. Form instructions control 
whether a copy or original is required. As a general preparation rule, copies should be complete 
and readable, attachments should be identifiable, and the packet should follow the form-
specific order and assembly instructions.

Foreign-language documents

Federal regulations require any foreign-language document submitted to USCIS to include a full 
English translation. The translator must certify that the translation is complete and accurate 
and that the translator is competent to translate from the foreign language into English. A 
summary, partial translation, or missing certification does not satisfy that rule.

Copies and originals

Do not send an original document unless the form instructions or USCIS specifically require it. 
Confirm that copied pages are legible, complete, correctly oriented, and not cut off. If an 
attachment contains multiple pages, preserve the page sequence.

Packet organization

Use the current form instructions as the assembly guide.
Keep related evidence together and use a simple index or separator system when the 

instructions permit it.
Identify attachments with the client's name and case identifier when the form instructions 

recommend or require that practice.
Do not add decorative binding, duplicate evidence, or an improvised cover system that conflicts 

with USCIS filing guidance.
Make sure scans and uploads are readable before submitting an online filing.

ORC ADMINISTRATIVE CHECK

ORC may organize client-provided documents and confirm that the packet contains items 
identified by the client and current instructions. ORC does not select evidence or assess its legal 
weight.
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Mistake 6: Using the wrong filing location or submission method

USCIS filing locations depend on the form, category, delivery service, and sometimes the 
applicant's circumstances. A U.S. Postal Service address may differ from the address for FedEx, 
UPS, or DHL. Some filings are online only, some are paper only, and others allow more than one 
method. USCIS can also change a location while a form edition remains the same.

How to prevent it

Start with the current 'Where to File' section on the exact form webpage.
Follow any category-specific or direct-filing-address page linked from that form.
Match the address to the delivery method actually being used.
Do not assume that a location used for a prior filing remains current.
Recheck the filing location on the day the packet is submitted.

IMPORTANT

Choosing the correct benefit, form, category, or jurisdiction may require legal advice. ORC can 
follow a client-identified filing path but does not select that path.

Mistake 7: Failing to keep a complete filing record

Failing to keep a copy does not ordinarily make an otherwise proper filing defective. It can, 
however, make it harder to answer a request for evidence, compare a notice with the submitted 
packet, report a delivery problem, or make a case inquiry. This is a follow-up and 
recordkeeping risk rather than an automatic rejection rule.

How to prevent it

Save the exact final version of every submitted form and attachment.
Retain the evidence index, delivery receipt, tracking record, electronic confirmation, and USCIS 

receipt notice.
Record the filing date, delivery date, receipt number, and any response deadlines.
Store immigration records securely and limit access because they contain sensitive personal 

information.
Do not retain unnecessary copies of card or bank-account details used for payment.
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3. Final Quality-Control Review
Before submission, pause and perform one uninterrupted review using the current USCIS form page and 
instructions.

□ The intended filing and form were identified by the client or an authorized legal adviser.

□ Every page belongs to the current accepted edition; no page is missing or mixed.

□ Required fields were reviewed, and the client resolved every unanswered or inconsistent item.

□ Names, dates, addresses, A-Numbers, and receipt numbers match the client-approved source information.

□ All required people signed and dated the correct sections.

□ The current fee, payment method, and any separate-payment instructions were verified.

□ Required initial evidence, readable copies, and complete certified translations are organized according to the 
instructions.

□ The submission method and filing location match the exact form, category, and delivery service.

□ A secure, complete copy and delivery record will be retained.

4. Working With ORC
For an identified filing, ORC may transcribe client-provided answers, flag blanks, organize client-
provided records, prepare an administrative checklist, help assemble the packet, identify ORC as 
preparer when required, and return the materials for client approval.

RESPONSIBILITY REMAINS WITH THE CLIENT

The client approves every answer and document, signs the filing, verifies current instructions, and decides 
whether legal advice is needed.

5. When Legal Help Is Needed
Consult a qualified U.S. immigration attorney or a Department of Justice-accredited representative for 
eligibility, form selection, legal interpretation, prior denials, removal issues, criminal history, unlawful 
presence, possible misrepresentation, waivers, legal deadlines, strategy, or evidence sufficiency.
Thank you for allowing ORC to be part of your learning journey.

Learn • Organize • Advance
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6. Official Sources and Further Reading
Sources reviewed for Version 1.0 on August 17, 2026. Always use the current form-specific 
source when preparing or submitting an actual filing.

USCIS - Tips for Filing Forms by Mail - Current paper-filing preparation and assembly guidance. Official 
source

USCIS - Forms Updates - Tracks accepted form editions and announced changes. Official source

USCIS - Filing Fees - Current fee amounts, payment methods, and related filing guidance. Official source

USCIS - Form G-1650 - Current ACH payment instructions for qualifying paper-filed requests. Official 
source

USCIS Policy Manual, Volume 1, Part B, Chapter 2 - Signature requirements and consequences of 
deficient signatures. Official source

8 C.F.R. § 103.2 - Execution, fees, required initial evidence, translations, and supporting-document rules. 
Official source

USCIS - Find Legal Services - How to locate authorized immigration legal assistance. Official source

Publication Control
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Editorial Calendar ID ORC-006

Series ORC Guide Series

Collection USCIS Knowledge Collection

Version 1.0

Evidence Review August 17, 2026

Publication Date August 21, 2026

Approval Date August 21, 2026

Next Review August 2027, or earlier after material USCIS guidance changes

Status Approved for publication

OGBENI RIDWAN CONSULTANCY  |  We organize to create clarity.
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