
PRO SE 
MOTIONS TO CHANGE VENUE

Tips for helping immigrants in removal proceedings to change their court location



AGENDA

  What is the Pro Se Plus Project?

  What is a Motion to Change Venue?

  Information you will need 

  Elements of a Motion to Change Venue

  Steps on How to Complete and Submit the Motion

  Updating address with ICE and USCIS

  Questions



WHAT IS A CHANGE OF VENUE

  A change of venue is the legal term for moving a trial to a new location. A 
motion to change venue is the way in which you request the court to 
change locations. 

  A motion to change venue does not change our address with ICE or USCIS. 
This must be done separately.
  This will be covered during this presentation

  Why would an individual need a motion to change venue?
  Where they entered US or encountered immigration officials
  If they were detained, location of where they were detained
  Individual moved to a new state



INFORMATION YOU WILL NEED

  The individual’s A number
  A number is the unique identification number assigned to anyone who has had 

contact with immigration officials. 
  The A number can be found on nearly any immigration document

  Notice to Appear or CBP/ICE paperwork from the border with the address 
DHS has on file for the individual. 
  If the individual does not have either of these, try looking up their A number in 

the EOIR system to find out where their next court date is. 
  Two ways to check are by calling (800) 898-7180 or by  visiting: 

https://acis.eoir.justice.gov/en/

  Proof of NYC address with name, and if possible, date. 

The individual is 

referred to as the 

Respondent in 

immigration court

https://acis.eoir.justice.gov/en/


Common Immigration Documents 
Notice to Appear

Form I-385



Order of Release on Recognizance (“ROR”) Form I-220A



Limit and explain the services you 
are providing

  Explain what you are doing

  Clarify that you are not an attorney 
and that s/he/they must continue 
to seek legal representation 

  Best practice: to have this outlined 
in writing and to get the 
individual’s written 
acknowledgement

Forms Needed 

  Motion to Change Venue 
  Must include Order and Certificate 

of Service

  EOIR-33 
  With proof of NYC address

  EOIR-61
  Requirement for those who assist 

with pro se services and filings 
before the immigration court



STEP 1

Check EOIR Case Information online 
https://acis.eoir.justice.gov/en/ by 
using the A#.

This will give you information about 
the next court date, name of the judge, 
and court location and phone number.

*If the information is not found in the system, it means the Notice to Appear has 
not been filed with the court and you cannot file a motion to change venue*

https://acis.eoir.justice.gov/en/


STEP 2
Complete the Motion to Change Venue 

  The motion contains: 
1.EOIR cover page
2.Motion
3.Order 
4.Certificate of Service

  List all names and A numbers (if a family unit)

  Make sure the name(s) is/are spelled the same was as in EOIR records

  In the narrative, explain why the venue change is necessary (and why it is a hardship to 
attend court in the other state)

  Ask the lead Respondent to review and sign 

  You will sign the certificate of Service



SAMPLE SAMPLE





STEP 3   ICE OPLA ADDRESS 

  Look up the corresponding address for ICE OPLA:

 https://www.ice.gov/contact/field-offices?office=12

You need this for:

  Certificate of Service

  EOIR 33 Change of Address Form
  At the bottom for service

  EOIR-61 Notice of Entry of Limited Appearance 
  For the certificate of service

The address you are looking for is the same city 

location where the case is now, NOT where you want 

to change it to

https://www.ice.gov/contact/field-offices?office=12


STEP 4     FORM EOIR 33
     CHANGE OF ADDRESS

  Download the Correct EOIR-33 for 
the court that has jurisdiction 
  This is the court that is listed on the 

case portal 
  https://www.justice.gov/eoir/form-

eoir-33-eoir-immigration-court-
listing

  Complete the form with the old address as it 
appears on the Notice to Appear and the new 
address

  Complete an EOIR-33 for each Respondent 

  Ask the individual(s) to review and sign. 
  Parent can sign for minor child (if child under 14)

  You sign the certificate of service at the bottom 
of the form

  Attach a proof of address
  Mail 
  Bills

https://www.justice.gov/eoir/form-eoir-33-eoir-immigration-court-listing
https://www.justice.gov/eoir/form-eoir-33-eoir-immigration-court-listing
https://www.justice.gov/eoir/form-eoir-33-eoir-immigration-court-listing


OPLA Address

Your signature

Respondent’s 
Signature



STEP 5  
   EOIR - 61

  This form is now required for those who assist with pro se services and filings 
before the immigration courts
  At the top, enter Respondent’s address
  Check the box “Motion” and enter “motion to change venue” in the description.
  Check the box “Other” for Proceeding Type and enter “Removal”
  Check the box suitable to you: 
  4th box for “reputable individual”
  1st box for “attorney” + your bar information

  Complete your information, with your office address, and sign
  Enter the appropriate ICE OPLA address and sign and date the certificate of service.
  If more than one Respondent, you can list (name and A#) in the box for additional 

information.



If additional respondents, list 
here



STEP 6
     ASSEMBLE, COPY, MAIL 

  Assemble the motion in this order: 
1. Motion
2. EOIR-33(s)
3. Proof of address
4. EOIR-61  
*Put the Order and Certificate of Service at end of motion*   

  Make 3 copies of the assembled motion 
  ICE OPLA, Respondent, and your file
  Electronic copies for Respondent and your file is recommended

  Mail to the court and OPLA in the proper jurisdiction in a way that can be tracked (for 
example, FedEx)

  Explain to individual s/he may receive the judge’s order granting or denying the motion to 
change venue in the mail. You can offer to review the order and let them know what it 
says.

Keep submission one-sided! 



FOLLOW UP
  Check the EOIR case status info a week later. If weeks pass without a change of venue, call the 

court, preferably with the Respondent since you are not the attorney of record, and the court 
clerk will probably not talk to you.

  You may have to leave a message. Include the name and A# of the main Respondent, explain 
why you are calling (to check on pro se motion) and leave your number and the Respondent’s 
number.

  Check – and keeping checking -  when the individual’s next hearing date is 
  If they have not received an answer on the motion before the hearing date or if the motion was denied, 

the individual MUST attend the hearing or else they will be ordered removed. 
  You or the individual can call the court to see if they can appear by Webex on the day of the hearing and assist the 

individual with using Webex. 
  If the motion is granted, continue to check the EOIR system to make sure the location of the case has 

changed and to see if a new hearing has been scheduled. If not, continue to check once a week



UPDATING ICE AND USCIS

  Immigration and Customs Enforcement (ICE)
  Use the same EOIR-33 form, but you must submit 

it to the local ICE Field Office
  Visit https://www.ice.gov/contact/check-in to 

find the field office for the city where you are 
changing venue from 

  Submit this form by mail to the location of their 
ICE check-ins 

  Or email it to the email listed for the field office: 
  NewYork.Outreach@ice.dhs.gov

u U.S. Citizenship and Immigration Services

u Form AR-11 

u Can be filed online:

u https://egov.uscis.gov/coa/displayCOAForm.do

u For victims of domestic violence, trafficking, and other 
crimes

u Form AR-11

u Mail paper copy to:

U.S. Citizenship and Immigration Services
Attn: Humanitarian Division 
Vermont Service Center
38 River Road
Essex Junction, VT 05479-0001

https://www.ice.gov/contact/check-in
https://egov.uscis.gov/coa/displayCOAForm.do


QUESTIONS?


