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COMMON USCIS NOTICES IN THE LEGAL INBOX 
For any mail received, please 1. Upload to Salesforce as a file on the individual’s contact page 
using the naming convention “First Name Last Name Type of Notice”, 2. Post a comment in 
chatter about what was received, and 3. Take action or tag someone in the Salesforce chatter to 
take the next step.  In some instances, you will call the client to resolve the matter. Other mail 
will involve other members of the legal stem. 
 

1. REJECTION NOTICE 
 
What this notice means: USCIS has NOT begun reviewing the application. 
Instead, it has “rejected,” or returned the entire application, because the applicant 
provided invalid credit card information—thus, USCIS could not process the 
application fee. 
 
A Rejection is not a “Denial,” a different Notice that will be discussed later in this 
Guide.    

 

What to do: 

• Go to client’s Salesforce profile è Upload the scanned “Rejection Notice” è Afterwards, 
click on “Client Information” è Check off “Rejected” 

• Create client folder for Follow-up Drawer to file away the returned application forms. 
• Call the client, let her know that her credit card was rejected.  Client can either 
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§ Fill out a new “Authorization for Credit Card Transaction” (Form G-1450) and 
email or mail the form OR 

§ Send a check or money order for the full amount by mail. 
• Double check the fee amount. If client is paying in full = $725 (for Form N-400)     
• When client sends back the completed Form G-1450 / check è insert the form / check 

in the client folder from Follow-up Drawer è place the folder on the “RTM (Ready to 
Mail)” stack, if no other information is required from the client.   Post in chatter that 
payment was received and case is now RTM. 
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…or the application was “rejected” because the applicant’s fee waiver request was not 
accepted.1  

 
What to do: 

• Go to client’s Salesforce profile è Upload the scanned “Rejection Notice” è Afterwards, 
click on “Client Information” è Check off “Rejected” 

 
1 For more information on fee waivers, please refer to Fee Waivers in the Project Citizenship Quick Guides (also 
available in Dropbox).  
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• Create client folder for Follow-up Drawer to file away the returned application forms. 
• Determine what information is missing or incorrect. Discuss with legal team if it is 

unclear what is lacking or incorrect. 
• Call client, discuss è Gather additional materials, make corrections è RTM, if done.  
• If additional materials cannot be prepared / corrections cannot be made, client should be 

prepared to pay the full $725 (for Form N-400) è Call client, discuss è Email Form G-
1450 / ask client to send our office a check payable to “U.S. Department of Homeland 
Security.” 

 

NOTICE OF CONTINUANCE 
 
What this notice means: USCIS has requested additional information from the applicant 
before it can continue to review the application.  
 

These are TIME SENSITIVE notices. If the applicant does not respond within the 
deadline indicated on the Notice, the application could be denied. Please pay 
close attention to the DUE DATE.  
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After the first page of the Notice, there is a list of additional information USCIS has 
requested from the applicant: 

 
What to do: 

• Go to client’s Salesforce profile è Upload the scanned “Notice of Continuance” è 
Afterwards, click on “Client Information” è go to “Outcome” è select “Continuance” è 
go to “Continuance Due Date” è type in due date indicated on the Notice.  

• Call client, remind him to prepare the additional information USCIS has requested. Tag 
@Legal to ensure that nothing more needs to be done. 
 

2. REQUEST FOR EVIDENCE 
 
What this notice means: This notice is just like the Notice of Continuance. 
USCIS has requested additional information from the applicant before it can 
continue to review the application.  
 
These are TIME SENSITIVE notices. If the applicant does not respond within the 
deadline indicated on the Notice, the application could be denied. Please pay 
close attention to the DUE DATE.  
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What to do: 

• Go to client’s Salesforce profile è Upload the scanned “Notice of Continuance” è 
Afterwards, click on “Client Information” è go to “Outcome” è select “Continuance” è 
go to “Continuance Due Date” è type in due date indicated on the Notice.  

• Call client, remind him to prepare the additional information USCIS has requested. Tag 
@Legal to ensure that nothing more needs to be done. 
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3. NOTICE OF CLOSED APPLICATION 

 
What this notice means: USCIS has reviewed the application.  
But it “closed” the application, because the applicant did not attend the 
naturalization interview.  
 
The applicant may “reopen” the closed application within 1 year from the date the 
application was closed. To reopen, the applicant must submit a written request to 
USCIS. 
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What to do: 

• Go to client’s Salesforce profile è Upload the scanned “Notice of Closed Application” è 
Afterwards, click on “Client Information” è Outcome è select “Admin. Closed”  

• Call client, ask what happened2 (“Why couldn’t you attend the naturalization interview?”), 
and ask if she would like to “reopen” their application. 

• If client says yes to “reopen,” draft Motion to Reopen letter and mail it to USCIS.  

  

 
2 Sometimes, the applicant already explained to USCIS their reason for not attending the naturalization interview 
and USCIS makes a note of that reason in the Notice, like in the example above.  
 
Also, before calling the client, it is helpful to read through past Salesforce Chatter messages and see if the client or 
their family communicated with our office about any changed circumstances (for example, the client had to leave 
the U.S. urgently to take care of a sick family member in another country, or the client passed away).   
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4. NOTICE OF DECISION 
 
What this notice means: USCIS has reviewed and decided the application.   
 
USCIS could deny an application if an applicant did not pass the English or 
civics test(s), did not respond to a “Notice of Continuance” or “Request for 
Evidence” notice with information requested by USCIS, or other reasons.3   

 
3 Reasons the USCIS may deny a naturalization application can be found in:  
https://www.uscis.gov/policymanual/HTML/PolicyManual-Volume12-PartB-Chapter4.html  
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What to do: 

• Go to client’s Salesforce profile è Upload the scanned “Notice of Decision” è 
Afterwards, click on “Client Information” è Outcome è select “Denied” è go to “Denial 
Reason” è select “Failure to attend…” or other options.  

• Call client, ask what happened (“Why couldn’t you respond to the Notice of 
Continuance?” etc.), and ask if she would like to:  

v “Reapply” = submit application again = start over. 
v or, “Reopen” = provide evidence (listed in the Notice) to USCIS, showing that the 

applicant had valid reasons for not responding to the Notice of Continuance, etc.  
§ This reopening involves a fee and has a DEADLINE—it must be done 

within 30 calendar days of the Denial decision. 

 

 

 


