
 
How to Prepare and File a Motion to Request a Change of Venue  

What and where is my A-Number? 
 Your A-number is a 9-digit identification number assigned to you and can be found on most documents you received 

when entering the U.S by an ICE Officer. This includes your Notice to Appear (NTA) or Order of Recognizance 
form. The forms you receive depend on how you entered the country. 

o It will often be shown as “A XXX-XXX-XXX” or as your ‘file number’ on your forms. 
 

 
Where can I find the details of my court hearing? 

 EOIR Website 
o Visit the EOIR website for details of your scheduled court hearing using your A-number. It will show the 

date, time, and address of your appointment. It will also include the name of the judge you will be speaking 
with, which is also needed to fill out your Change of Venue forms. Click here for the website. 

 NTA 
o The details of your court hearing are on the bottom of your Notice to Appear. 

 
 

Which OPLA office is closest to my court? 
 Click here for a list of Immigration Courts in the United States and the ICE Attorney’s Office (OPLA) that correlates 

with each court. 
 

How do I mail my forms? 
 
 
  
 
 
 
 

 
 
 
 
 
 
 
 

What You’ll Need: 

 E-33 (Change of Address Form) and cover letter explaining why you need a change of venue. See here for a template. 
 Proof of your new address (Lease/Rental agreement, ID with your new address, a school form with your name & address, 

etc.) 
 Draft of Proposed Order for the Immigration Judge and Proof of Service. 
 Your A-number and details (time, date, address) of your next court hearing.  
 Your new residence and/or mailing address. 

When and Why to Change your Venue with the Immigration Court: 
o Your court hearing can be changed if you move to another city or state. There is no need to travel long distances for 

your hearing if there is a court closer to you. This is usually done at the same time as filing for a Change of Address 
(E-33). 

o Just like the Change of Address form, 2 copies of this form, 2 envelopes, and stamps for each person needing to file a 
Change of Address. One will be sent to the address of the current Immigration Court your hearing is scheduled at. The 
2nd copy will be sent to the correlating Office of the Principal Legal Advisor (OPLA). 

Write your name and current address in 
the upper right-hand corner as the return 
address. If the envelope does not get 
delivered, it will get sent back to you.  

Write the address of your 
Immigration Court here. 
Make sure everyone sending 
a form is sending it to the 
right address of their courts. 
They might not be the same. 

Write the address of the ICE 
Attorney’s office (OPLA) 
corresponding to your court 
here.  

Your full name 
Number + Street Address 
City, State, Zip Code  

Your full name 
Number + Street Address 
City, State, Zip Code  

[City name] Immigration Court 
Number + Street Address 

City, State, Zip Code 

[City name] Attorney’s Office 
Number + Street Address 

City, State, Zip Code 

The Final Step:  
Copy the exact 
same information 
to the 2nd copy. 
Place each copy 
in an envelope. 
See the images to 
know how to 
address them. 
Remember, each 
person should fill 
2 copies each. 
 

Caution: Everything in these 
envelopes are examples. Do not 
copy it word for word. Fill out 
your own information + 
addresses in their place. 

https://acis.eoir.justice.gov/en/
https://www.ice.gov/contact/field-offices?office=12


 
 
 
 

 
 

 
 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Write your full name, 
New Address, and 

Phone Number 

Write the City and 
State of your current  
Immigration Court 

Write your full name 
 

Write your A-number 
 

Write the name of the Immigration 
Judge assigned to your hearing. 
You can find this on the EOIR 

website or NTA. 
 

Write the date and time of your 
next court hearing. You can find 
this on the EOIR website or your 

NTA  
 

Write your full name here 
 

Write the court address you’re assigned to 
 

Write your new residential address that 
you have moved to. NOT the old one on 

your immigration documents. 
 

Sign your name here 
 

Write the date using the 
format “Month/Day/Year” 

Page One (1): Cover 
Letter 

Page Two (2): 
Explanation of why you 
need to change courts 

NOTE: All 
Immigration forms 
must be written with 
black or blue ink pens. 



Sign your name here 
 

Write the date using the 
format “Month/Day/Year” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Write your A-number 
 

Writeyour full name 
 

Write your A-number 
 

Write the date using the 
format “Month/Day/Year” 

Write your full name 
 

Write the OPLA address 
associated with the 

Immigration Court listed 
on your immigration 

documents.  

 

Write the method in which you filed this 
motion [U.S Postal Service first class, 
dropping it off at the office in-person, 
etc.] 

Write the City and State 
of your current  

Immigration Court 
 

You do not have to write 
anything else for the rest of this 

page apart from your name, 
court details, and A-number. 
The rest of this page is for the 
Immigration Court to sign to 

confirm your request to change 
court venues. 

Page Three (3): 
Explanation of why you 
need to change courts 

Page Four (4): Proof of 
Service. This certifies 
you sent a copy to the 

OPLA office 


