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telecommunications, and emergency 
preparedness planning. 

(3) Office of Equal Employment Oppor-
tunity. Headed by the Director of Equal 
Employment Opportunity, the office is 
responsible for developing, planning, 
directing, managing, and coordinating 
equal employment opportunity pro-
grams and evaluating programs relat-
ing to the civil rights of all employees 
and applicants to ensure compliance 
with the law. This office also coordi-
nates the affirmative employment and 
discrimination complaints programs of 
the Service and those of the Depart-
ment of Justice as they apply to the 
Service. 

(4) Office of Human Resources and Ad-
ministration. Headed by the Associate 
Commissioner for Human Resources 
and Administration, the office is re-
sponsible for planning, developing, di-
recting, managing, and coordinating 
the personnel, career development, 
contracting, facilities, and administra-
tive support programs of the Service. 
The Associate Commissioner for 
Human Resources and Administration 
directly supervises the: 

(i) Human Resources and Develop-
ment Division; and 

(ii) Administration Division. 
(5) Office of Finance. Headed by the 

Associate Commissioner for Finance, 
the office is responsible for planning, 
developing, directing, managing, co-
ordinating, and reporting on, the budg-
et, accounting, and resource manage-
ment programs of the Service. The As-
sociate Commissioner for Finance di-
rectly supervises the: 

(i) Budget Division; and 
(ii) Financial Management Division. 
(6) Office of Information Resources 

Management. Headed by the Associate 
Commissioner for Information Re-
sources Management, the office is re-
sponsible for planning, developing, di-
recting, managing, coordinating, and 
reporting on Service information man-
agement programs and activities in-
cluding automated data processing, 
telecommunications, and radio com-
munications. The Associate Commis-
sioner for Information Resources Man-
agement directly supervises the: 

(i) Data Systems Division; and 
(ii) Systems Integration Division. 

(7) Office of Files and Forms Manage-
ment. Headed by the Director of Files 
and Forms Management, the office is 
responsible for the administration of 
records policy, and correspondence 
files. The Director of Files and Forms 
Management directly supervises the: 

(i) National Records Center; 
(ii) National Forms Center; 
(iii) Systematic Alien Verification 

Entitlement (SAVE) Program; and 
(iv) Centralized Freedom of Informa-

tion Act and Privacy Act (FOIA/PA) 
program. 

(8) Office of the Administrative Center. 
Headed by directors, these offices are 
responsible for administrative serv-
icing, monitoring, and liaison func-
tions within their respective geo-
graphic boundaries. The directors di-
rect and supervise regional staff who 
administer human resources, adminis-
trative, information systems, security, 
and financial functions. 

[59 FR 60068, Nov. 22, 1994]

§ 100.3 Places where, and methods 
whereby, information may be se-
cured or submittals or requests 
made. 

Any person desiring information rel-
ative to a matter handled by the Immi-
gration and Naturalization Service, or 
any person desiring to make a sub-
mittal or request in connection with 
such a matter should communicate ei-
ther orally or in writing with a district 
headquarters office or suboffice of the 
Service. If the office receiving the com-
munication does not have jurisdiction 
to handle the matter, the communica-
tion, if written, will be forwarded to 
the proper office of the Service or, if 
oral, the person will be advised how to 
proceed. When the submittal or request 
consists of a formal application for one 
of the documents, privileges, or other 
benefits provided for in the laws ad-
ministered by the Service or the regu-
lations implementing those laws, the 
instructions on the form as to prepara-
tion and place of submission should be 
followed. In such cases, the provisions 
of this chapter dealing with the par-
ticular type of application may be con-
sulted for regulatory provisions.
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