USDA National Appeals Division - NAD eFile
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Before You Get Started

e Please print out, or have access to, these step-by-step instructions (pages 3-13).
¢ If you need assistance with logging in, password resets, account lockouts, etc., please contact Tracey
LaBarge, (703) 305-1151, tracey.labarge@usda.gov and refer to the step number from the instructions.
e Check your email’'s spam and/or junk folders for emails from “Administrator - nadinfo@nad.usda.gov.”
e Visit www.nad.usda.gov for additional information and contact information for NAD headquarters and
regional offices.
e Important. Use the “Sign Out” button versus just closing your browser window. Just closing your browser
will not close out your eFile session and could impact future login attempts.
¢ What must be signed? An Appeal Request, Director Review Request, or Appealability Request must be
personally signed by the appellant.
o If an appellant is e-filing on their own behalf, the act of e-filing constitutes the appellant’s signature and
no physical signature is required on the request itself.
o If arepresentative is e-filing the request, the representative must upload:
= A copy of the request form/letter/memo/etc., that has been personally signed by the appellant;
and, if one has not already been submitted to NAD,
» An Authorization for Representation/Release of Information and Declaration of Entry of Appearance
form personally signed by the appellant.

Assumption of Risk

At all times, an electronic filer assumes the risk of all errors not solely attributable to a NAD eFile malfunction
that may result in the inability to complete an electronic filing. Once an appeal request has been successfully
uploaded to the eFile system, the filer should immediately receive an on-screen message and an email
confirming that the filer's appeal was successfully uploaded and received. If the filer does not receive such
email notification, the filer should contact the appropriate regional office by 5:00 P.M. of that office’s local time
or on the next business day. A filer experiencing a problem with the eFile system should provide supporting
evidence of the problem, such as a copy of an error message or screenshot. Once an appeal has been
successfully uploaded and received, the filer should expect to be contacted by the regional office within ten
business days.

Page 1 of 16 June 2020


mailto:tracey.labarge@usda.gov
mailto:nadinfo@nad.usda.gov
http://www.nad.usda.gov/

Overview of NAD eFile

Parties wishing to make an initial filing to NAD and those that have an existing NAD case may file six different
types of eFile requests. They may also file case-related documents electronically using NAD eFile. When filing
a document electronically, the filer must still serve the document on other parties to the case. A non-Federal
party may elect to file a document by postal delivery or other physical means instead of using NAD eFile (see
section on “Paper Filing”). NAD recommends that parties with the capability to file documents electronically use
NAD eFile when permitted.

Once logged in, the party may use eFile to file any of the six request types. Each request type has required
information, and eFile will prompt you for specific information and/or documents.

Different Types of eFile Requests

Appealability Request: A request for NAD to review the Agency’s adverse decision that states the
adverse decision is not appealable.

Appeal Request: A request for a hearing and/or hearing determination of an appealable agency adverse
decision. In the request, you must state why the Agency’s adverse decision is incorrect or erroneous.
Review Request: A request for the NAD Director to review the Administrative Judge’s Appeal
Determination or Notice of Dismissal After Failure to Appear Determination, which are both reviewable by
the NAD Director.

Reconsideration Request: A request to review/reconsider a Director Review Determination.

EAJA Request (Equal Access to Justice Act): A request for attorney’s fees and associated costs
regarding your NAD case.

EAJA Petition for Review Request: A request for a review of an EAJA denial (of fees associated with
your NAD case) or a request for a review of a grant of EAJA fees.

Other eFile Services:

View case-related information
Upload additional information to an existing eFile case
Download documents you have previously uploaded to an eFile case

Important Tips for e-filing:

The eFile system accepts only PDF file uploads. You must have the capability to save and/or scan
documents to the PDF format.
After uploading documents, review the eFile Document Uploads Listing table to verify your files were
successfully added. Refer to Step 7 of the instructions, specifically the “eFile Documents” section.
“eFile a New or Existing NAD Case”
o New - Use for new appeal or appealability requests that do not already have an assigned case
number.
o Existing - Use the eFile system to convert an existing, paper-filed, case to efile. Once a case is
converted, you can use eFile to submit additional case-related requests.
Required fields are indicated by an “R” icon. The current form will not save unless all required fields are
populated.

s No@

@

Figure 1 - Example of Required Fields (R-icon)

As a security measure, the eFile system locks user accounts after 60 days of inactivity. Users should set
a recurring reminder to log into the eFile system to prevent being locked out.
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Step by Step Instructions
Step 1) Register for NAD eFile

Initial registration and system access are both available at http://usda-nad.entellitrak.com/efile. For you to
use NAD eFile, you or your representative must first become a registered user. Once registered, you or your
representative may access NAD eFile using the e-mail address and password provided in the registration
process.

- Select “Create an eFile Account”.

':J._SDA Office of Hearings and Appeals
'-'- United States Deparfment of Agriculture

Welcome to the National Appeals Division (NAD) eFile Web Site. Once
you register with NAD, you muay file your request(s) online and/or check
the status of\your existing case(s)

New eFilers

If you are a first time efile usear, click hera: Create an eFile Account Help - Overview of eFile

Returning eFilers

If you have already registered with NAD efile, please
enter your email address and password below:

Email Address: | | Help - Using NAD eFile

Password: [ |

Forgot Password

Powered by entellitrak™ ()

Figure 2 - eFile Main Screen

- Complete the registration fields (required fields are indicated by an “R” icon) and select “Register”.
USDA NAD eFile Account Registration

Please complete the registration process to create your eFile account
Last Name: ‘ b Help - Overview of eFile
First Name: [ 7] Help - Required Fields
Middle Name: ‘ |
Address: ‘ B
AddressZ: ‘ |
i ] o
State: [ [¥] Q
Zip: ‘ b
Email Address: ‘

/
Phone Number: [ / |
/
Fax Number: ‘ / |
/
/
Password: [ / 7]
/
Confirm Password: ‘ / B
/
y 3
=5

Figure 3 - Account Registration Screen

- If any of the required fields are missing or invalid, you will receive Workflow Messages identifying the
errors. Correct the information and select “Register” again.
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- When the system accepts the submission, you will see an account creation message. Select “Close” and
close all your browser windows. Completely closing your browser will help prevent activation issues.

USDA NAD eFile Account Registration

Figure 4 - Account Creation Message

- After closing your browser, check your email for an “Account Activation” email from
nadinfo@nad.usda.gov. You may need to check your email’s spam and/or junk folders. Click the link or
copy & paste the link into your browser

Your account has been registered on USDA NAD. For activation please click here:

https://usda-nad-staging entellitrak com/etk-usda-nad-staging/page request. do?page=page.cFileActivationPage&userld=1200&efiletype=

Figure 5 - Example Account Activation Email

- A web page will open confirming activation. Select the “Click here” link and proceed to step 2.
USDA NAD eFile Account Registration

'Your account has been successfully activated. Please Click here to log in with your email and password.

Figure 6 - Activation Confirmation

Note: As a security measure, the eFile system locks user accounts after 60 days of inactivity. You should set a
recurring reminder to log into the eFile system to prevent being locked out. If locked out, contact NAD to reset
access.

Step 2) Sign into the eFile System

Once registered, return to http://usda-nad.entellitrak.com/efile and in the “Returning eFiler” section, enter your
registered email address and password, and select “Sign On”. Please ensure that you type your email address
and password exactly as you did when you registered/ both entries are case-sensitive.

':J._SDA Office of Hearings and Appeals
— United States Deparfment of Agriculture

Welcome to the National Appeals Division (NAD) eFile Web Site. Once
you register with NAD, you may file your request(s) online and/or check
the status of your existifig case(s)

New eFilers

If you are a first time eFile user, click here:

Create an eFile Account Help - Overview of eFile

Returning eFilers

If you have already registered with NAD efile, please
enter your email address and password below:

Email Address: Help - Using NAD eFile

Password: [

Forgot Password

Powered by entellitrak™

Figure 7 - eFile Main Screen
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Step 3) Choose Desired Action

PsignOut  @Help USDA NAD Tracking System 4.0.13 - NN <)

HOME TRACKING INBOX

Home =

M MY PAGES Click Sign Out when you are done using eFile.
Welcome to the USDA NAD eFile Web Site. Here you Clicking the Close (X) button DOES NOT end your
can file new appeals online, register an existing case to  eFile session.

o Mo saved pages. be managed online through the system, make case
specific requests during the appeals process and view You must have the capability to scan a signed request
information regarding your cases. and create a PDF file in order fo upload the Agency

decision andvor your signed request. Uploaded
requests and/or agency decisions must show your
signature and must be in PDF file format

You must have the capability to scan a signed request

and create a PDF file in order to upload your signed

request. Uploaded requests and/or agency isil Help - Using NAD eFile

must show your signature and must be in PDF file

format.

click here:

eFile a New or Existing NAD Case

If this is a Freedom of Information Act (FOIA) request,
click here:

FOIA Request

Help - Case Specific Request

To view information about an eFiled case, or make
additional case-specific requests,
click here:

View Existing NAD eFile Cases

What is Freedom of Information Act (FOIA)?
Click here

Figure 8 - eFile Home Page

o eFile a New or Existing NAD Case: use this option if you want to submit a new efile, or convert an
existing, paper-filed, NAD case to efile. Proceed to step 4.

¢ View Existing NAD eFile Cases: use to view or modify your existing efiled cases. You can also use the
“Tracking Inbox” tab. Skip to step 7 for more information.

Step 4) Start the eFile Request

HOME TRACKING INBOX

Let's get started with your eFile request Help - §

Do you already have a case with NAD? Yes No@
eFile Date 12/16/2019
=3

Figure 9 - Do you already have a case with NAD?

‘Do you already have a case with NAD?” A “Yes” means you have an existing paper-filed case that you want to
convert to eFile. Select yes or no and then “Save.”

If “Yes”, go to step 4a.

If “No”, go to step 4b.

Step 4a) You have an existing, paper-filed, case

- Enter the case number of the existing case;
- Select yes or no for “Are you representing yourself?”;
o If“Yes”, enter the last name and zip code of primary participant, and then “Save.”
o If“No”, enter the last name and zip code of the primary participant, upload a signed Authorization for
Representation form, and “Save” when ready to proceed.
= The NAD Representative Authorization Form can be downloaded from www.nad.usda.gov (under
Appeals)
- Skiptostep 5
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Psignout  @Help PoignOut @Hel

TRACKING INBOX HOME TRACKING INBOX

Tracking Inbox

Tracking Inbox » New eFile Case »
Let's get started with your eFile request elp

Let's get started with your eFile request Help| Hel
Help Do you already have a case with NAD? ® Yes O No@

Do you already have a case with NAD? ® vYes O No@ Please enter the case number @

Please enter the case number: Q The case number should be 11 characters; the first 4 are the fiscal year,

the 5th characier is the region destination(E,S or W) and the last digits
0t tFi 1 mber. E le (2002E000123
The case number should be 11 characiers; the first 4 are the fiscal year, [ERIESENEING SequUENtial case number EXampie ( )
the 5th character is the region destination(E,S or W) and the last digits Are you representing yourself in this case? Yes® No@
represent the sequential case number. Example (2002E000123)

Are you representing yourself in this case? @ Yes ' No@ Last Name of Primary Participant Q@

Help| Zip Code of Primary Participant
Last Name of Primary Participant (=] Appellant Representatives must Q
show proof of authority te act on Br

Zip Code of Primary Participant Q behalf of Primary Pariicipants NS
Upload the signed authorization

eFile Date 12/16/2019 from the Primary Participant here

eFile Dale 12/20/2019

= e

Figure 10 - Representing Yourself "YES" Figure 11 - Representing Yourself "NO"
Step 4b) This is a new request with no assigned case number

- Answer the questions concerning representation and filing for business and provide the requested
information. Select “Save” when ready to proceed.

o If you are representing someone else, you will need to upload a signed Representative Authorization
form signed by the participant(s), and enter the participant’s information (the party or parties you
are representing)
= The NAD Representative Authorization Form can be downloaded from www.nad.usda.gov (under

Appeals)

PsignOut  @Help Psignour @Help

HOME TRACKING INBOX HOME TRACKING INBOX

T Tracking Inbex lew eFile Case »
Tracking Inbox =» New eFile Case »

Let's get started with your eFile request

Let's get started with your eFile request He
Hel
Hel Do you already have a case with NAD? Yes® No@
Do you already have a case with NAD? Yes® No@ Aré you representing yourself in this case? '® Yes  No@
Are you representing yourself in this case? @ Yes' No@ Are you filing on behalf of business? ® Yes' No
Are you filing on behalf of business? Yes ® No e
Business Name
He

Business Address 1
Participant Last Name

Participant First Name

Participant Address 1 ] Hel Business City

Business Address 2

(=]
Participant Address 2 Susiness State e
Participant City LAKEWOOD
Participant State Colorado Business Zip ]
Participant Zip 80215 Business Phone
Participant Home Phone _ Susiness Fax
Participant Home Fax
Participant Work Phone Business Emall ]
Participant Work Fax
Participant Email ] Business Authorization Browse [

eFile Date 12/16/2019 y
€File Date 12/16/2019

Sl Check o ] spos e

Figure 12 - Example of Participant Information Figure 13 - Fields for Business Filing
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Step 5) Select the Request Type

Psia [>] USDA NAD Tracking System 4.0.13 -

HOME TRACKING INBOX

o €File Request | want 1o file a(n) v @c ere for a description of the it e e

eFile Request

eFile Documents By entering your password below, you are acknewledging that you are personally signing this request as, or for, the
appeliant in this case
Password (=]

oo | spe o

Figure 14 - Request Type Selection Screen

- Use the dropdown menu to select the type of request (listed options depend on if it is a new or existing
case).

- Once you select a request, additional fields will appear.

- Go to the step below that corresponds to your request type.

Request Types:

Appealability Request (go to step 5a): A request for NAD to review the Agency’s adverse decision that
states the adverse decision is not appealable.

Appeal Request (go to step 5b): A request for a hearing and/or hearing determination of an appealable
agency adverse decision. In the request, you must state why the Agency’s adverse decision is incorrect or
erroneous.

Review Request (go to step 5c): A request for the NAD Director to review the Administrative Judge’s Appeal
Determination or Notice of Dismissal After Failure to Appear Determination, which are all reviewable by the
NAD Director.

Reconsideration Request (go to step 5d): A request to review/reconsider a Director Review Determination.

EAJA Request (go to step 5e): Equal Access to Justice Act. A request for attorney’s fees and associated
costs regarding your NAD case.

EAJA Petition for Review Request (go to step 5f): A request for a review of an EAJA denial or grant of fees
associated with a NAD case).

5a) Appealability Request

P Q- USDA NAD Tracking System 4.0.13 _
HOME  TRACKING INBOX
Inbe efile Case » New efile Reque:
oFie Case eFile Request: | want o file a(n) Appealabilty Request v | @Ciick here for a desc
eFile Request —
eFile Documents When filing an Appealability, Appeal or Review request: YOU MUST either UPLCAD a request OR EXPLAIN in the text why you think the
decision is rong. You can do both, but MUST do one or the ofher
Agency Appealability Determination Q
Date You Received the Agency Delermination (mmiddyyyy) @
Request for Appealability Determination
o’
Why | disagree with the Appealability Determination
L
I the Property Address different from the Primary Paricipant © ves O No
By entaring your password below, you ara acknowledging that you are personally signing this request as, or for, the appailant in
this case
Password o

Figure 15 - Appealability Request Fields

- Agency Appealability Decision: Upload the agency’s letter that indicates its decision is not appealable.
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- Date You Received the Agency Determination: enter mm/dd/yyyy or use the calendar.

- Request for Appealability Determination: Upload a letter and/or use the text box to explain why you
disagree with the agency’s appealability decision. You must do at least one (upload or use text box).

- Is the Property Address different from the Primary Participant Address?: If yes, enter the property address

Is the Properly Address different fiom the Primary ® Yes O No.

Participant acoress?

Property Address @
Propesty Address 2

Property City ®
Propenty State By

Propenty Zip o

Figure 16 - Property Address fields

- Enter your eFile password to acknowledge and select “Submit.”
- Go to step 6.

5b) Appeal Request

USDA NAD Tracking System 40.13

HOME TRACKING INBOX

eFile Case. eFile Request: I want tofile a(n). Appeal Request | @Click here for a description of the

different request type

eFile Request

‘inen filing an Appealabilty, Appeal or Review request: YOU MUST either UPLOAD a request OR EXPLAIN in the text why you think the

&File Documents

decision is wrong. You can do both, but MUST do one or the other.

Agency Adverse Decision

Is the adverse decision available fo you?

Received Agency Adverse Decision

Request for Appeal

Browse i
Yes O No

(mmvadiyyyy) @

OR
Why | disagree with the Agency adverse decision

Is the Property Address different from the Primary Participant © ves © No
address?

filed within 30 calendar days of the date you received the adverse decision.

By entering your password below, you are acknowledging that you are personally Signing this request as, or for, the appellant in
this case

Password Q

[ sun |
Figure 17 - Appeal Request Initial Screen

- Is the adverse decision available to you?
If yes, browse to upload a copy of the agency’s adverse decision, and select “Yes” (that the adverse
decision is available to you). Enter the date you received the agency determination.
If no, select “No” (the adverse decision is NOT available to you). In the text box that appears, explain
why the adverse decision is not available (e.g., lost or unwritten decision).

Is the adverse decision available 1o you? Yes'® No

Why the adverse decision is not available to me

Figure 18 - Text box for explanation

- Request for Appeal: Upload your request for appeal and/or use the text box to explain why you disagree
with the agency’s adverse decision. You must do at least one (upload or use text box).

- Upload Adverse Decision, Appeal Request, and Authorization for Representation (if applicable): Upload a
copy of the adverse decision, your appeal request (unless using text box instead), and if applicable, an
Authorization for Representation. You do not need to submit additional evidence at the time you submit
your appeal request. Instead, once your case is assigned, the Regional Office and the Administrative
Judge will instruct you how to label and submit additional evidence to support your case..

- Is the Property Address different from the Primary Participant Address?: If yes, enter the property address.
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Is the Property Address different from the Primary ® Yes O No
Participant address?

Property Address [~}

Property Address 2

Property City @
Property State Te
Property Zip <)

Figure 19 - Property Address Fields

- Enter your eFile password to acknowledge and select “Submit”
- Go to step 6.

5¢) Review Request

Psgnou @rep UsDA NAD Tracking System 4.0.13 - NN (-F'-

HOME TRACKING INBOX

Tracking Inbox  » eFMeCase‘_ » New eFile Request »

P e eFile Request: | want to file a(n) Review Request v | @Click here for a description of

the different request type

eFile Request

When filing an Appealability, Appeal or Review request: YOU MUST either UPLOAD a request OR EXPLAIN in the text why
you think the decision Is wrong. You can do both, but MUST do one or the other.

Signed Request Review

OR

Briefly describe why you feel the Administrative Judge
decision is wrong

eFile Documents

Reminder : You waive your right to request a Director Review if request is not filed within Help -
30 calendar days of the date you received the NAD Hearing_Officer decision. Calendar Days

By entering your password below, you are acknowledging that you are personally signing this request as, or for,
the appellant in this case

Password
@
[ suomit ] Spel Check

Figure 20 - Director Review Request Screen

- Request Review: Upload your request for Director Review and/or use the text box to briefly describe why
you feel the Administrative Judge’s decision is wrong. You must do at least one (upload or use text box).

- Enter your eFile password to acknowledge and select “Submit.”

- Go to step 6.

5d) Reconsideration Request

PsionOu @Help USDA NAD Tracking System 4.0.13 -| | EEEEENENEENNNN -+i\)

i HOME TRACKING INBOX

Tracking Inbox = eF\IeCase_ » New eFile Request  »

eFile Request: | want to file a(n): Reconsideration Request ¥ | @Click here for a descrip!

eFile Case

different request type
eFile Request

eFile Documents Request for Reconsideration of Director Review @ Q

Determination

(Request must include detailed statement of material error of fact made in the Director Review
determination OR a detailed explanation of how the Director Review determination is conirary to
status or regulation )

Reminder : You waive your right to request a Reconsideration of a NAD Director Review
decision if request is not filed within 10 calendar days of the date you received the NAD
Director Review decision.

T
I

Calendar

g
T

By entering your password below, you are acknowledging that you are personally signing this request as, or
for, the appellant in this case

Password ° Help - Electronic
Signature
Spell Check

Figure 21 - Reconsideration Request Screen
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- Request for Reconsideration of Director Review Determination: Upload your request for reconsideration
letter/memo. Your request must include a detailed statement of material error of fact made in the Director
Review determination OR a detailed explanation of how the Director Review determination is contrary to
statute or regulation.

- Enter your eFile password to acknowledge and select “Submit.”

- Go to step 6.

5e) EAJA Request

Psignout @ Help USDA NAD Tracking System 4.0.13 - | EEEEEENE (<File)

|
i HOME TRACKING INBOX

Tracking Inbox »  eFile Case _ »  New eFile Request »

eFile Case eFile Request: | want to file a(n):  EAJA Request v | @Click here for a description of the different request

ype
eFile Request

You must upload your EAJA Application here. There are reguirements for filing an EAJA request. These criteria are

provided in the Help menu - Requirements for Filing an EAJA Request

Please click on the Help - EAJA Instructions link for further help filing an EAJA request.

EAJAApplication Qe Help - EAJA
instructions

efile Documents

As this EAJA application is being submitted electronically , | request that attaching one copy serves to meet the regulatory
requirement of filling 4 copies of the application

By entering your password below, you are acknowledging that you are personally signing this request as, or for,
the appellant in this case

Password o Help - Electronic
Signature
Spel Check

Figure 22 - EAJA Request Screen

- Upload your EAJA Application: There are specific criteria that an EAJA application must address.

o Please refer to the Equal Access to Justice (EAJA) Filing Requirements section of this document.
- Enter your eFile password to acknowledge and select “Submit.”
- Go to step 6.

5f) EAJA Petition for Review Request

Psionour  @Help USDA NAD Tracking System 4.0.13 - || N -~
|
i HOME TRACKING INBOX ‘

Tracking Inbox = eFl\eCase— » New eFile Request =»

e eFile Request: | want to file a(n) EAJA Petition for Review Rec v | @Click here for a description of the different request

lype
eFile Request

You must upload your EAJA Petition for Review request here. Your request should specify why you disagree with the EAJA

Adjudicating Officer decision and also note any changes in fee amount being requested

Please click on the Help - EAJA Instructions link for further help filing an EAJA reguest.

EAJA Petition for Review @ Q Help - EAJA
Application instructions

eFile Documents

By entering your password below, you are acknowledging that you are personally signing this request as, or for, the
appellant in this case
Password Help -
| (R Electronic
Signature

Spell Check

Figure 23 - EAJA Petition Screen

- Upload your EAJA Petition for Review Request: Your request should specify why you disagree with the
EAJA Adjudicative Officer decision and also note any changes in the fee amount being requested.
o Please refer to the Equal Access to Justice (EAJA) Filing Requirements section of this document.
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- Enter your eFile password to acknowledge and select “Submit.”
- Go to step 6.

Step 6) Confirming Submission

- Once you submit the request, the eFile system will prompt you to confirm the information

usda-nad-staging.entellitrak.com says

This is the information you have submitted. Please review it, and if it is
correct, chick OK. If it is not correct, click CAMCEL and make corrections.

Select “OK” if the information is correct and you want to proceed forward.
Select “Cancel” to return to the current screen where you can review and update information.

Figure 24 - Confirmation Screen

- After selecting “OK”, you should see a Congratulations message and also receive an email from

nadinfo@nad.usda.gov. / /

[ 7 B

AP Sign Out USDA NAD Tracking System 4.0.13 -

TRACKING INBOX

HOME

Tracking Inbex = eFile Case » eFile Request Listing/ »

B Workflow Messages

efile Case + CONGRATULATIONS! You have successfully created NAD case number
'2020W000001" in the NAD eFile System. Click on the link below to view your eFile

eFile Request request for this case.

e Customers using AOL, Comcast, Hotmail/LIVE, or have a spam fiitering program may

not receive these email confirmations. You may need to check your spam folder in
email. Also, you can add this Web site to your address book to correct this.

Assignment: eFile
“+-New BPrint Ejcsv

Action Type ~ Request Date
Appeal Request 12/16/2019

Figure 25 - Congratulations Message with Table Listing Action Type and Date

Thu 1/30/2020 12:38 PM
NadInfo <NadInfo@nad.usda.gov>
USDA NAD eFile Case Action Request Received

LaBarge, Tracey - OHA, Alexandria, VA

This email is to confirm that USDA NAD has received vour Review Request request for case # 2019E000004.

Figure 26 - Confirmation Email

WARNING: If you do not receive the confirmation message and email, then you have not successfully filed
your request and should contact the NAD Regional Office the same day (or if after hours, then the next
business day).
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Step 7) View or Modify Existing eFile Cases

- Select the “Tracking Inbo>” tab and a table will appear listing your efiled cases.

Psionout @Help / USDA NAD Tracking System 4.0.13 -] NN (<Fe)

HOME TRACKING INBOX

Tracking Inbox =
This screen may contain Personally Identifiable Information and is for Official use Only. Please be responsible for protecting all Pl data

B eFile Case FOIA/Privacy

=New M d Page|1 of1 P M Display 50 perpage /2 Refresh Bprint BERcsV  Displaying 1-30f 3 All Assignments v Filter

Case ID Case Type Case Participant Representative Existing eFile Date Locked from Agency Requesting  Other Agency Organization Councel
Status Name Case eFile eFile Agency Name Type Type

2019W000005 Appealability Active - No 05/16/2019

2019W000006  Appeal Active - No 05/23/2019

2020W000001 Appeal Active - No 12/16/2019

Figure 27 - Tracking Inbox

- Select the table row of the case to display details.
- You can use the “Upload Additional Information} link to add documents to the case.

PSignOut  @Help USDA NAD Tracking System 4.0.13 _ (eFile)

HOME TRACKING INBOX

Tracking Inbox = eFile Case ([N -

Assignment: eFile

eFile Case Case Number 2020W000001
Case Type Appeal @ Printer Friendly Format
eFile Request Case Status Active

eFile Documents Councel Type

Participant Type Individual

Party Role

Participant Last Name -

Participant First Name

Participant Address 1 755 PARFET ST. STE 494
Participant City 00D

Participant Zip

Participant Phone

Participant Fax

Closed Date
Closed By
»

Upload Add
Submit

Figure 28 - Case Details

nal Information
ase Request

- Or use the side menu to begin another action (hover over each menu item to see sub-options).

HOME TRACKING INH

Tracking Inbox = eFile Casg

eFile Case
eFile Request

eFile Documents

Figure 29 - eFile Side Menu

o eFile Case - New eFile Case: Use to submit a new appeal request or convert an existing, paper-filed,
NAD case to €efile.
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o eFile Request - New eFile Request: Use to create a new request for Director Review, Director
Reconsideration, or an EAJA request.
¢ eFile Documents: Use to upload or download documents to/from the selected eFile case.
o Use the “+New” button to upload additional documents or click a filename to download.

HOME TRACKING INBOX

Tracking Inbox = eFile Caseé

ekile Case

=}=Nlew M Print ECcsv
File Upload
#2Test Doc.pdf
##Test Doc.pdf

\

Figure 30 - Document Listing \

efile Request

eFile Documents

o Review the eFile Document Uploads Listing to verify all your uploaded documents were
successfully added to your eFile case.

o If you are unable to download a listed document, your account permissions may need to be
adjusted. In this case, please contact Tracey LaBarge, (703) 305-1151, tracey.labarge@usda.gov.

Step 8) “Sign Out” when finished with eFile

- When you are finished with your eFile session, use the “Sign Out” button at top-left corner of the screen.

HOME TRACKING INBC

Tracking Inbox = eFile Case |

Figure 31 - Sign Out Button

Important. Use the “Sign Out” versus just closing your browser window. Just closing your browser will not
close out your eFile session and could impact future login attempts.
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Filing Deadline

To be considered timely filed, documents filed electronically must be uploaded to NAD eFile by 5:00 P.M. local
time on the day that the filing is due.

Electronic Signature

A program participant’s use of NAD eFile to file a document fulfills any signature requirement applicable to that
participant’s filing. The e-mail address and password used by the participant to access NAD eFile will serve as
the participant’s electronic signature. If a representative is filing an Appeal Request, Director Review Request,
or Appealability Request on behalf of a participant, then the representative must include (upload) in the filing
an electronic copy of the applicable request personally signed by the participant, along with a properly
executed Authorization for Representation form.

Regional Office Contact information

Visit the “Contact Us” section of www.nad.usda.gov for the current contact information for your respective
regional office.

Paper Filing

If you prefer to submit your request via another means (e.g., mail or fax), you may submit your request to the
appropriate regional office. Additionally, if you decide to change from e-filing to paper filing, you can do so by
contacting the Regional Office. Visit www.nad.usda.gov and select “Contact Us” for the current Regional Office
contact information.

For paper filings (Appeal Requests): An appeal must be in writing and must be submitted by the participant
who receives the adverse decision. The appeal request must be signed personally by the participant but need
not be notarized. An appeal request form can be downloaded from www.nad.usda.gov - Appeals.

An appeal request must be mailed (postmarked) or faxed to the Regional Office no later than 30 calendar days
after the participant first received notice of the adverse decision. For mailed appeal requests, the postmark will
be used to determine the 30 calendar days. The request should state what agency decision is being appealed
and should include, if possible, a copy of the adverse decision and a brief statement of why the decision is
wrong. A copy of the appeal request should be sent to the agency.

Equal Access to Justice (EAJA) Filing Requirements

Additional information regarding EAJA can be found in Section 7 of the NAD Hearing Guide, available at
www.nad.usda.gov under Appeals - NAD Guidance. Additionally, the Code of Federal Regulations can be
found on the govinfo website.

In accordance with 7 C.F.R Section 1.190., an application for an award of fees and expenses under EAJA
shall:

+ identify the applicant and the NAD case number for which an award is sought;

+ show that the applicant prevailed in whole or in part in the appeal;

+ identify the position of the agency that the applicant alleges was not substantially justified, and briefly state
the basis for such allegation;

» state the number of employees of the applicant and describe the type and purpose of its organization or
business, if the applicant is not an individual,

 contain a statement that the applicant's net worth does not exceed $2 million (if an individual) or $7 million
(for all other applicants, including their affiliates). An applicant may omit this statement if it is a tax-exempt
organization or cooperative association that meets the requirements in 7 C.F.R. 1.190(b) (see Section 7
ILA.2);

» document the fees and expenses, including the cost of any study, analysis, engineering report, test,
project, or similar matter, for which an award is sought;
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+ attach affidavits from any attorney, agent, or expert witness, stating the actual time expended and the rate
at which fees and other expenses were computed and describing the specific services performed. The
affidavit must state the hourly rate that was billed and paid by the majority of clients during the relevant
time period. If no hourly rate is paid by the majority of clients because, for instance, the attorney or agent
represents most clients on a contingency basis, the attorney or agent must provide information about two
attorneys or agents with similar experience, who perform similar work, stating their hourly rate;

* include a description of any expenses for which reimbursement is sought and a statement of the amounts
paid and payable. The adjudicative officer may require the applicant to provide vouchers, receipts, or other
substantiation for any fees or expenses claimed; and include any other matters the applicant wishes the
decisionmaker to consider.

Glossary of Terms and Abbreviations:

Agency
The agency that issued the adverse decision you wish to appeal.

Appealability

Sometimes an agency may state that an adverse decision is not appealable. In that case, you may ask the
NAD Director whether that is true. NAD calls this an Appealability decision. Simply send a letter to the
appropriate NAD regional office, along with a copy of the written adverse determination you received, asking
whether you may appeal to NAD. Please also include an explanation of why you believe the adverse
determination should be appealable by you. The NAD Director will determine if the adverse decision is a matter
of general applicability and not subject to appeal, or adverse to a program participant and thus appealable. If
the NAD Director determines that you may appeal, your case will be assigned to a NAD Administrative Judge.

Appellant Representative

This is someone who has been given authority by the primary participant to act on the primary participant's
behalf. The Appellant Representative must upload an ‘Authorization for Representation’ form, with the primary
participant's original signature, giving the Appellant Representative authority to act on their behalf. The
Appellant Representative will not be able to complete the efile request without the completed and signed
Authorization for Representation form uploaded.

Business days
Days of the week that most federal government agencies conduct business. Does not include weekends and
federal holidays.

Calendar days
Includes weekends and federal holidays.

Case-specific requests
Requests that are specific to your case(s) with NAD.

EAJA - Equal Access to Justice Act
A participant who prevails in a NAD appeal and meets other requirements may be awarded associated
attorney fees and costs under the Equal Access to Justice Act, commonly known as EAJA.

eFile Case Listing Page
This page is where all your NAD eFile cases will be listed within the eFile system. You can select any of your
NAD eFile cases and modify; uploading additional documents for example.

Estate

An adverse decision issued by the Agency may be adverse to an Estate, not the individual requesting the
appeal. Therefore, an Estate may be the primary participant in certain instances where the borrower or other
program participant is deceased. Please note that the person filing the appeal must include documentation that
they have the authority to act on behalf of the estate — administrator, executor, executrix, etc. of the estate.

Freedom of Information Act (FOIA)
All FOIA requests related to the National Appeals Division are handled by USDA’s Departmental FOIA Office.
Please visit https://www.dm.usda.gov/foia/ for more information and guidance.
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NAD
National Appeals Division; an independent office that reports directly to the Secretary of Agriculture.

Primary Participant Last Name / Business Entity

The appealing party may not be an individual but a Business Entity. This will be handled when you make your
new eFile request. However, the PERSON appealing on behalf of the Business Entity should submit their
information in the Registration portion of eFile. Please note that the person filing the appeal must include
information evidencing that he or she has the authority to act on behalf of the Business Entity. This may
include stating his or her position in the entity — president, vice president, managing partner, etc., or providing
entity documents such as the articles of incorporation, partnership agreement, etc.

Primary Participant Address
Physical address of Primary Participant receiving the adverse decision.

Property Address
The address of the property that is the subject of the Agency adverse decision. This may differ from the
primary participant's address.
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Divisién Nacional de Apelaciones del Departamento de
Agricultura de los Estados Unidos (USDA por sus
siglas en inglés) - Archivo electronico NAD (NAD eFile)
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Antes de comenzar

Imprima, o tenga acceso a, estas instrucciones paso a paso (paginas 3-13).
Si necesita ayuda iniciando una sesion, reestableciendo su contrasefa, o con un bloqueo de cuenta,
comuniquese con Tracey LaBarge, (703) 305-1151, tracey.labarge@usda.gov y refiérase al nUmero
de paso de las instrucciones.
Revise sus carpetas de correos no deseados si hay mensajes de “Administrador - nadinfo@nad.usda.gov.”
Visite www.nad.usda.gov para obtener informacion adicional e informacién de contacto para la sede
y oficina regional de NAD.
Importante: Utilice el botdn de “Cierre de sesion” en vez de simplemente cerrar su ventana del
navegador. El solo cerrar su navegador no cerrara su sesién de eFile y podria afectar futuros intentos de
inicio de sesion.
¢, Qué debo firmar? Una solicitud de apelacion, Solicitud de revision de director, o Solicitud de
apelabilidad.
Si un apelante presenta una apelacion electronica a nombre propio, el acto de presentarla de manera
electrénica constituye la firma del apelante y no se requiere firma fisica alguna en la solicitud.
Si un representante esta presentando la solicitud electrénicamente, este debe cargar:
» Una copia del formulario de solicitud/carta/memorando/etc., que haya sido personalmente firmado
por el apelante; y, si aun no se ha presentado uno ante la NAD,
» Una autorizacion para Representacion/Autorizacion para divulgacion de datos y Declaracion de
ingreso de formulario de comparecencia firmado personalmente por el apelante.
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Aceptacion de riesgo

Alguien que presente algo electrénicamente, en todo momento acepta el riesgo de todos los errores, no solo
aquellos atribuibles a un mal funcionamiento de un NAD eFile, que pueda resultar en la inhabilidad de
completar una presentacion electrénica. Una vez que una apelacion ha sido cargada exitosamente al sistema
eFile, el que la presenta deberia inmediatamente recibir un mensaje en su pantalla y un correo electronico
confirmando que la apelacion del que la presenta fue exitosamente cargada y recibida. Si el que la presente
no recibe dicha notificacion por coreo, este debe comunicarse con la oficina regional correspondiente hasta
las 5:00 P.M. de la hora local de dicha oficina, o al siguiente dia laboral. Alguien que presente documentacion
electrénicamente, que experimente un problema con el sistema eFile, debe proporcionar pruebas de respaldo
de dicho problema, como una copia de un mensaje de error o captura de pantalla. Una vez que una
apelacion ha sido exitosamente cargada y recibida, el que la presenta debe esperar ser contactado por la
oficina regional dentro de un plazo de diez dias laborales.

Resumen de NAD eFile

Las partes que deseen hacer una presentacion inicial ante la NAD, y aquellos que tengan un caso NAD
existente, pueden presentar hasta seis diferentes tipos de solicitudes eFile. También pueden presentar
documentos relacionados al caso de manera electrénica, utilizando NAD eFile. Al presentar un documento
electrénicamente, el que lo presenta aun debe presentarlos a las otras partes del caso. Una parte no federal
puede elegir presentar un documento mediante entrega postal u otro medio fisico, en vez de utilizar NAD eFile
(véase accion sobre “Presentacion de papleles”). NAD recomienda que las partes con la habilidad de
presentar documentos electrénicamente, utilicen NAD eFile cuando se les permita.

Una vez que hayan iniciado una sesion, la parte puede utilizar eFile para presentar cualquiera de los seis
tipos de solicitudes. Cada tipo de solicitud ha requerido informacién, y eFile le solicitara informacién y/o
documentos especificos.

Diferentes tipos de Solicitudes eFile.

¢ Solicitud de Apelabilidad: Una solicitud para que NAD revise la decisiéon adversa que afirma que
la decision adversa no es apelable.

e Solicitud de apelacion: Una solicitud de audiencia y/o determinacién de audiencia de una decision
advera de agencia apelable. En la solicitud, uno debe afirmar por qué la decision adversa por parte de
la Agencia es incorrecta o erronea.

e Solicitud de Revision: Una solicitud para que el Director de NAD revise la determinacion de apelacién
del juez administrativo o la determinacién de Notificacion de Desestimacion por no comparecer, ambas
pudiendo ser revisadas por el Director de la NAD.

¢ Solicitud de Reconsideracion: Una solicitud para que se revise/reconsidere una determinacién por
parte del Director.

e Solicitud EAJA (Acceso Equitativo a la Justicia): Una solicitud para honorarios de abogado y
costes asociados relacionados a su caso NAD.

e Solicitud EAJA para solicitud de revisiéon: Una solicitud para una revision de una negativa EAJA
(de honorarios asociados con su caso NAD) o una solicitud para una revision de un subsidio de
honorarios EAJA.

Otros servicios eFile:
e Ver informacioén relacionada al caso

e Cargar informacion adicional a un caso eFile existente
e Descargar documentos que ha cargado previamente a un caso eFile
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Consejos importantes para presentacion de documentos electrénicos:

o El sistema eFile solo acepta cargas de archivos PDF. Usted debe tener la capacidad de guardar
y/o escanear documentos en formato PDF.

¢ Luego de cargar documentos, revise el listado de cargas de documentos eFile para verificar si sus
archivos fueron afiadidos exitosamente. Refiérase al paso 7 de las instrucciones, especificamente
la seccion sobre “Documentos eFile”.

o “presente electronicamente un caso NAD Nuevo o Existente”

o Nuevo - Utilizar para solicitudes de apelacion o apelabilidad nuevas, a las que aun no se les
ha asignado un numero de caso.

o Existente - Utilizar el sistema eFile para convertir un caso existente y presentado fisicamente,
en un archivo electrénico (efile). Una vez que un caso haya sido convertido, usted puede
utilizar eFile para presentar solicitudes adicionales que estén relacionadas al caso.

e Los campos requeridos estan sefialados con un icono “R”. El formulario actual no se guardara a
menos que todos los campos requeridos hayan sido llenados.

s NoQ@

@

Imagen 1 - Ejemplo de Campos Requeridos (icono -R)

¢ Como medida de seguridad, el sistema eFile bloquea cuentas de usuarios luego de 60 dias de
inactividad. Los usuarios deben programar un recordatorio recurrente para iniciar una sesion en el
sistema eFile, a fin de impedir que sus cuentas sean bloqueadas.

Instrucciones paso a paso

Paso 1) Registrase para NAD eFile.

Tanto el registro inicial como el acceso al sistema se encuentran en http://usda-nad.entellitrak.com/efile.
Para poder utilizar NAD eFile, usted o su representante primero deben registrarse como usuario. Una vez
registrado, usted o su representante podran acceder a NAD eFile utilizando la direccion de correo
electronico y contrasefia provista durante el proceso de registro.

- Seleccionar “Crear una cuenta eFile”.

USDA N
= Office of Hearings and Appeals

- United States Deparfment of Agrculture

Welcome to the National Appeals Division (NAD) eFile Web Site. Once
you register with NAD, you may file your request(s) online and/or check
the status of\your existing case(s)

New eFilers

If ysu are a first time efile user, click here: Create an eFile Account Help - Overview of eFile

Returning eFilers

If you have already registered with NAD eFile, please
enter your email address and password below:

Email Addrass: [ | Help - Using NAD eFile

Password: [ |

Forgot Password

Powered by entellitrak™ (3

Imagen 2 - Pantalla principal eFile
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- Complete los campos de registro (los campos requeridos estan sefalados por un icono “R”) y
seleccione “Registrarse”.

USDA NAD eFile Account Registration

Please complete the registration process to create your eFile account
Last Name: [ @  Help- Overview of eFile
First Name: [ =] Help - Required Fields
Middle Mame: [ |
Address: | B
Address2: | |
ci: — e
State: | ll Q
Zip: | b
Email Address: |
Phone Number: [ / |
yd
Fax Number: | / |
/
/
Password: [ / =]
/
Confirm Password: [ / =]

Imagen 3 - Pantalla de registro de cuenta

- Sifalta cualquiera de los campos requeridos o es invalido, usted recibira Mensajes Workflow que
identifiquen los errores. Corrija la informacion y seleccione “Registrarse” nuevamente.

- Cuando el sistema acepte el envio, usted vera un mensaje de creacion de cuenta. Seleccione “Cerrar”
y cierre todas las ventanas de navegador. El cerrar completamente su navegador lo ayudara a
impedir problemas de activacion.

USDA NAD efile Account Registration

Imagen 4 - Mansaje de creacién de cuenta

- Luego de cerrar su navegador, revise su correo por un mensaje de “Activacion de Cuenta” de
nadinfo@nad.usda.gov. Es posible que necesite revisar sus carpetas de correos no deseados.
Haga clic en el enlace o copie & pegue el enlace en su navegador

Your account has been registered on USDA NAD. For activation please click here:

https://usda-nad-staging entellitrak com/etk-usda-nad-staging/page. request.do?page=page.eFileActivationPage&userld=1200&efiletype=

Imagen 5 - Ejemplo de correo de activacion de cuenta

- Se abrira una pagina web confirmando la activacion. Seleccione el enlace “Haga clic aqui” y siga al paso 2.
USDA NAD eFile Account Registration

Your account has been successfully activated. Please Click here to log in with your email and password.

Imagen 6 - Confirmacién de activacion

Nota: Como medida de seguridad, el sistema eFile bloquea cuentas de usuarios luego de 60 dias de
inactividad. Usted deberia programar un recordatorio recurrente para iniciar una sesion en el sistema eFile,
a fin de impedir que su cuenta sea bloqueada. Si su cuenta es bloqueada, comuniquese con NAD para
reestablecer el acceso.
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Paso 2) Inicie sesion en el sistema eFile

Una vez registrado, regrese a http://usda-nad.entellitrak.com/efile y en la seccion “eFiler que regresa”, ingrese
su direccion de correo electronico y contrasefa registrados, y seleccione “Iniciar sesion” Asegurese de
ingresar su direccidon de correo y contraseia exactamente como lo hizo cuando se registrd, ambos son
sensibles a mayusculas y minusculas.

l_-J__SDA Office of Hearings and Appeals
'-'— United States Department of Agriculture

Welcome to the National Appeals Division (NAD) eFile Web Site. Once
you register with NAD, you may file your request(s) online and/or check
the status of your existifig case(s)

New eFilers

If you are a first time efile user, click here: Create an eFile Account Help - Overview of eFile

Returning eFilers

If you have already registered with NAD efile, please
enter your email address and password below:

Help - Using NAD eFile

Email Address:

/
Passord: [ ¥ |

Forgot Password

Powered by entellitrak™

Imagen 7 - Pantalla principal eFile

Paso 3) Elija acciéon deseada

Pionou @relp USDA NAD Tracking System 4.0.13 - <F )

HOME TRACKING INBOX

Home

M MY PAGES Click Sign Out when you are done using eFile.
Welcome to the USDA NAD eFile Web Site. Here you Clicking the Close (X) button DOES NOT end your
can file new appeals online, register an existing case to  eFile session.

o No saved pages be managed online through the system, make case
specific requests during the appeals process and view You must have the capability to scan a signed request
information regarding your cases. and create a PDF file in order to upload the Agency

decision and/or your signed request. Uploaded
requests and/or agency decisions must show your
signature and must be in PDF file format

You must have the capability to scan a signed request
and create a PDF file in order to upload your signed
request. Uploaded requests and/or agency decisions Help - Using NAD eFile

must show your signature and must be in PDF file
format.

click here:

eFile a New or Existing NAD Case

If this is a Freedom of Information Act (FOIA) request,
click here:

FOIA Request

To view information about an eFiled case, or make
additional case-specific requests,

click here:

View Existing NAD eFile Cases

What is Freedom of Information Act (FOIA)?

Click here

Imagen 8 - Pagina de inicio eFile

¢ Presente electronicamente un caso NAD nuevo o existente: utilice esta opcion si desea presentar
un efile nuevo, o convertir un caso NAD existente, presentado fisicamente, en un archivo electrénico.
Vaya al paso 4.

e Ver Casos NAD Efile existentes: utilizar para ver o modificar sus casos existentes presentados
electronicamente. Usted también puede utilizar la pestana “Monitorear bandeja de entrada”.
Vaya al paso 7 para mayor informacion
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Paso 4) Inicie la solicitud eFile

Poonon @

HOME TRACKING INBOX
AT

Let's get started with your eFile request

Do you already have a case with NAD?  © Yes © No@

eFile Date 12/16/2019

[ save ] spet check |

Imagen 9 - ¢ Ya tiene usted un caso con NAD?

“¢ Ya tiene usted un caso con NAD?” Un “Si” significa que usted tiene un caso existente presentado
fisicamente que desea convertir en un archivo electronico, Seleccione si 0 no y luego “Guardar”.

Si selecciona “Si”, vaya al paso 4a.

Si selecciona “No”, vaya al paso 4b.

Paso 4a) Usted tiene un caso existente presentado fisicamente.

- Ingrese el numero de caso del caso existente;
- Seleccione si 0 no para “ Esta usted representandose a si mismo?”;
o Siselecciona “Si”, ingrese el apellido y codigo postal del participante principal y luego “Guardar”.
o Siselecciona “No”, ingrese el apellido y codigo postal del participante principal, cargue un formulario
de Autorizacion para Representacion firmado, y “Guardar” cuando esté listo para continuar.
= El formulario de Autorizacion de Representante NAD se puede descargar de www.nad.usda.gov
(bajo Apelaciones)
- Vaya al paso 5

APsignout  @Help PSian0 (7]
TRACKING INBOX

HOME  TRACKING INBOX HowES

Tracking Inbox New eFile Case »
Let's get started with your eFile request

Let's get started with your eFile request Help} H

He Do you already have a case with NAD? ® Yes O No@

Do you already have a case with NAD? * Yes No@ Please enter the case number. e

Please enter the case number: ) The case numoer should be 11 characters; the first 4 are the fiscal year,
the 5th character is the region destination(E,S or W) and the last digits

re t i uenti L r. Exam 2002E000123

The case number should be 11 characters; the first 4 are the fiscal year, [Spmsernt 1 SoquRrinl oRse Imber. EXamDe [ )

the 5th character is the region destination(E,S or W) and the last digits Are you representing yourself in this case?  Yes ® No @

represent the sequential case number. Exampie (2002E000123)

Are you representing yourself in this case? ® Yes No@ Last Name of Primary Participant

elp | Zip Code of Primary Participant

Last Name of Primary Participant Appetaiit Representatives st @
show proof of authority to act on

Zip Code of Primary Participant Q behalf of Primary Participants.
Upload the signed authorization

i from the Primary P: h

eFile Date 12116/2019 om the Primary Participant here

€File Date 12/20/2019
[ oove ] orercoe = e
A 4 H 1 fm 2 7 H " "
Imagen 10 - Representandose a si mismo “Sl/ Imagen 11 - Representandose a si mismo "NO

Paso 4b) Esta es una nueva solicitud sin numero de caso asignado

- Conteste las preguntas relacionadas a la representacién y presentacion de documentos para
negocios y proporcione la informacion solicitada. Seleccione “Guardar” cuando esté listo para
continuar.

o Si usted esta representando a alguien mas, necesitara cargar un formulario de Autorizacién de
Representante firmado, firmado por el/los participante(s), e ingresar la informacion de dicho(s)
participante(s) (la parte o partes que esté representando)
= El formulario de Autorizacion de Representante NAD se puede descargar de www.nad.usda.gov

(bajo Apelaciones)
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HOME TRACKING INBOX

HOME TRACKING INBOX

e
Tracking Inbox » New eFile Case »
Let's get started with your eFile request

Let's get started with your eFile request He

Hel Do you already have a case with NAD? Yes® No@
Do you already have a case with NAD? Yes® No @ Are you representing yourselfin this case? ® Yes' No@
Are you representing yourself in this case? ® Yes U No @ S yolM0g oo RefaR o businesse ES N
Are you filing on behalf of business? Yes ® No -

Business Name

he Business Address 1
Participant Last Name ||
Participant First Name _ Busincss fddiess 2
Participant Address 1 _ Hef Business City @
Participant Address 2 ——— e
Participant City LAKEWOOD
Participant State Colorado Business 2¢. °
Participant Zip 80215 Business Phone
Participant Home Fax
Participant Work Phone Business. Ema e
Participant Work Fax
Participant Emai | .
eFile Date 1211612019 —_— —

[save ] speichec s ] spetciec

Imagen 12 - Ejemplo de Informacién de Participante Imagen 13 - Campos para presentacion de documentos de negocios

Paso 5) Seleccione el tipo de solicitud

rd L]

USDA NAD Tracking System 4.0.13

HOME TRACKING INBOX

eFile Case eFile Request: | want to file a(n) v Qu

eFile Request

eFile Documents By entering your password below, you are acknowledging that you are personally signing this request as, or for, the

appeliant in this case
Password o

Spe crex

Imagen 14 - Pantalla de seleccion de tipo de solicitud

- Utilice el menu desplegable para seleccionar el tipo de solicitud (las opciones enumeradas dependen
de si es un caso nuevo o existente).

- Una vez que haya seleccionado una solicitud, apareceran campos adicionales.

- Vaya al paso a continuacién que corresponda a su tipo de solicitud.

Tipos de solicitud:

Solicitud de Apelabilidad (vaya al paso 5a): Una solicitud para que NAD revise la decision adversa que
afirma que la decision adversa no es apelable.

Solicitud de Apelaciéon (vaya al paso 5b): Una solicitud de audiencia y/o determinacién de audiencia de
una decisién advera de agencia apelable. En la solicitud, uno debe afirmar por qué la decisién adversa
por parte de la Agencia es incorrecta o erronea.

Solicitud de Revisidn (vaya al paso 5c¢): Una solicitud para que el Director de NAD revise la determinacién de
apelacién del juez administrativo o la determinacién de Notificacion de Desestimacion por no comparecer,

ambas siendo revisables por el Director de la NAD.

Solicitud de Reconsideracién (vaya al paso 5d): Una solicitud para que se revise/reconsidere una
determinacion por parte del Director.
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Solicitud de EAJA (vaya al paso 5de): Ley de Acceso Equitativo a la Justicia. Una solicitud para honorarios
de abogado y costes asociados relacionados a su caso NAD.

Solicitud EAJA para solicitud de revision (vaya al paso 5f): Una solicitud para una revisiéon de una
negativa EAJA o una otorgacion de honorarios asociados con su caso NAD).

5a) Solicitud de Apelabilidad

P o USDA NAD Tracking System 4.0.13

HOME TRACKING INBOX

eFile Case €File Request: | want 1o file a(n) Appealabiity Request v | @Click here fora

eFile Request

When filing an Appealability, Appeal or Review request: YOU MUST either UPLOAD 2 request OR EXPLAIN in the text why you think the.

il et
(i decision is Wong. You can do both. but MUST o one of the otner.

Agency Appealability Determination o
Date You Received the Agency Determination (mmiddyyyy) @

Request for Appealability Determination m
OR

Why | disagree with the Appealability Determination

Is the Property Address different from the Primary Participant < ves © No
address?

By entering your password below, you are acknowledging that you are personally signing this request as, or for, the appellant in
case

Password o

Imagen 15 - Campos de Solicitud de Apelabilidad

- Decision de apelabiliad por parte de la agencia: Cargue la carta de la agencia que indique que su decisién
no es apelable.

- Fecha en la que recibio la determinacion por parte de la agencia: ingrese mm/dd/aaaa o utilice el
calendario.

- Solicitud de determinacion de apelabilidad: Cargue una carta y/o utilice el cuadro de texto para
explicar por qué esta en desacuerdo con la decision de apelabilidad de la agencia. Debe hacer al
menos uno de estos (cargar o utilizar el cuadro de texto)

- ¢ Es diferente la direccion de la propiedad de la direccion del participante principal?: De ser, si, ingrese la
direccion de la propiedad

15 the Property Aaress different from the Primary ® Yes O No
Participant address?

Property Address e
Property Address 2

Property City o
Property State By
Property Zip o

Imagen 16 Campos de direccion de la propiedad

- Ingrese su contrasefa de eFile para reconocer y seleccione “Presentar”.
- Vaya al paso 6.
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5b) Solicitud de apelacién

Psonou @Hep USDA NAD Tracking System 4.0.13 |

HOME TRACKING INBOX

eFile Case eFile Request: | want to file a(n): Appeal Request v | @Click here for a description of the
different request type

eFile Request

When filing an Appealability, Appeal or Review request: YOU MUST either UPLOAD a request OR EXPLAIN in the text why you think the
eFile Documents en fin

decision is wrong. You can do both, but MUST do one or the other.

Agency Adverse Decision Browse K

Is the adverse decision available 1o you? Yes O No

Received Agency Adverse Decision (mmiaayyyy) @

Request for Appeal

OR

Why | disagree with the Agency adverse decision

=)

I the Property Address different from the Primary Participant © ves © No

address?

Reminder : You waive your right to appeal an adverse decision if the appeal request is not

filed within 30 calendar days of the date you received the adverse decision.

By entering your password below, you are acknowledging that you are personally signing this request as, or for, the appeliant in

this case

Password °

D EE

Imagen 17 - Pantalla inicial de solicitud de apelacion

;. Esta disponible la decision adversa para usted?

De ser si, navegue para cargar una copia de la decisién adversa por parte de la agencia y seleccione
“Si” (que la decision adversa esta disponible para usted). Ingrese la fecha en que recibié la
determinacion por parte de la agencia.

De ser no, seleccione “No” (la decisidon adversa no esta disponible para usted). En el cuadro de texto
que aparezca, explique por qué la decision adversa no esta disponible (por ejemplo, decision perdida
0 no escrita).

Is the adverse decision available to you? Yes ® No

Why the adverse decision is not available to me

Imagen 18 - Cuadro de texto para explicacion

Solicitud de Apelacion: Cargue su solicitud de apelacion y/o utilice el cuadro de texto para explicar por

qué esta en desacuerdo con la decision adversa de la agencia. Debe hacer al menos uno de estos
(cargar o utilizar el cuadro de texto)
Cargue la decisién adversa, solicitud de apelacion, y autorizacién para representacion (si procede):

Cargue una copia de la decision adversa, su solicitud de apelacion (amenos que esté utilizando el
cuadro de texto), y si procede, una autorizacion para representacion. Usted no necesita presentar
pruebas adicionales al momento de presentar su solicitud de apelacién. En su lugar, una vez que su cas
haya sido asignado, la Oficina Regional y el juez administrativo le daran instrucciones sobre como
etiquetar y presentar pruebas adicionales para respaldar su caso.

¢.Es diferente la direccién de la propiedad de la direccion del participante principal?: De ser si, ingrese la
direccioén de la propiedad.

Is the Property Address different from the Primary ® Yes ) No
Participant address?

Property Address Q

Property Address 2

Property City Q@
Property State rQ
Property Zip Q

Imagen 19 - Campos de direccion de propiedad

Ingrese su contrasefa de eFile para reconocer y seleccione “Presentar”.
Vaya al paso 6.
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5¢) Revisar Solicitud

HOME TRACKING INBOX

eFile Case
eFile Request

eFile Documents

eFile Request: | want to file a(n): Review Request v | @Click here for a description of

t request type

When filing an Appealability, Appeal or Review request: YOU MUST either UPLOAD a request OR EXPLAIN in the text why
you think the decision is wrong. You can do both, but MUST do one or the other.

Signed Request Review

OR

Briefly describe why you feel the Administrative Judge
decision is wrong

Q
Reminder : You waive your right to request a Director Review if request is not filed within Help -
30 calendar days of the date you received the NAD Hearing Officer decision. Calendar Day

By entering your password below, you are acknowledging that you are personally signing this request as, or for,
the appellant in this case

Password 0
oot | spencrcs

USDA NAD Tracking System 4.0.13 - NN (-

Imagen 20 - Pantalla de Solicitud de Revisiéon Del Director

- Solicitar Revisién: Cargue su solicitud para una revision por parte del director y/o utilice el cuadro de

texto para describir brevemente por qué considera que la decisidon del juez administrativo esta

equivocada. Debe hacer al menos uno de estos (cargar o utilizar el cuadro de texto)
- Ingrese su contrasefia de eFile para reconocer y seleccione “Presentar”.

- Vaya al paso

6.

5d) Solicitud de Reconsideracion

APsionOut @ Help

|
i HOME TRACKING INBOX

Tracking Inbox =

eFile Case
eFile Request

efile Documents

eFile (ase_ » New eFile Request »

eFile Request: | want to file a(n) Reconsideration Request v | @Click here for a description of the

different request type

Request for Reconsideration of Director Review @ [}
Determination

(Request must include detailed statement of material error of fact made in the Director Review
determination OR a detailed explanation of how the Director Review determination is conirary to
status or regulation )

Reminder : You waive your right to request a Reconsideration of a NAD Director Review
decision if request is not filed within 10 calendar days of the date you received the NAD
Director Review decision.

By entering your password below, you are acknowledging that you are personally signing this request as, or
for, the appellant in this case

Password 0
Spel Chec

USDA NAD Tracking System 4.0.13 - || NN <F'=)

|J.

elp - Calendar

Vs

5

Iz

elp - Electronic
Signature

Imagen 21 - Pantalla de Solicitud de Reconsideracion

- Solicitud para reconsideracion de determinacion de revision por parte del director: Cargue su solicitud

para una carta/memorando de reconsideracion. Su solicitud debe incluir una declaracion detallada de
errores materiales de hecho, que se han realizado en la determinacién de la revision por el director, O,
una explicacion detallada de como la determinacion de la revision del director es contraria al estatuto o

regulacion.

- Ingrese su contrasefia de eFile para reconocer y seleccione “Presentar”.

- Vaya al paso

6.
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5e) Solicitud EAJA

Poonout @Help USDA NAD Tracking System 4.0.13 - NN (<File)

[
|
‘ HOME TRACKING INBOX I

Tracking Inbox eFile Case _ New eFile Request

S eFile Request: | want to file a(n): | EAJA Request v | @Click here for a description of the different request
type

eFile Request

eFile Documents You must upload your EAJA Application here. There are requirements for filing an EAJA request. These criteria are

provided in the Help menu - Requirements for Filing an EAJA Request.
Please click on the Help - EAJA Instructions link for further help filing an EAJA request

EAJA Application Q

As this EAJA application is being submitted electronically , | request that attaching one copy serves to meet the regulatory
requirement of filling 4 copies of the application

By entering your password below, you are acknowledging that you are personally signing this request as, or for,
the appellant in this case

Password 0
Cowomt [ sponcrce

Imagen 22 - Pantalla de Solicitud EAJA

- Cargue su solicitud EAJA: Existen criterios especificos que una solicitud EAJA debe abordar.
o Refiérase a la seccion de Requisitos de presentacion del Acceso Equitativo a la Justicia (EAJA por
sus siglas en inglés.
- Ingrese su contrasefa de eFile para reconocer y seleccione “Presentar”.
- Vaya al paso 6.

5f) Solicitud EAJA para una solicitud de revision

PsSignour  @Help USDA NAD Tracking System 4.0.13 - || NN <~
|

| HOME TRACKING INBOX

Tracking Inbox = eFHeCase_ » New eFile Request »

eFile Case eFile Request: | want to file a(n) EAJA Petition for Review Re« ¥ | @Click here for a description of the different request
ype

eFile Request

oFile Documents You must upload your EAJA Petition for Review request here. Your request should specify why you disagree with the EAJA

Adjudicating Officer decision and also note any changes in fee amount being requesied.
Please click on the Help - EAJA Instructions link for further help filing an EAJA request.

EAJA Petition for Review @ e Help - EAJA
Application instructions

By entering your password below, you are acknowledging that you are personally signing this request as, or for, the
appellant in this case

Password |

Help -
o Electronic
Signature

Spell Check

Imagen 23 - Pantalla de Solicitud EAJA

- Cargue su solicitud EAJA para solicitud de revision: Su solicitud debe especificar por qué esta en
desacuerdo con la decision del Funcionario resolutorio EAJA, y también tomar nota de cualquier
cambio en el monto del honorario que esta siendo solicitado.

o Refiérase a la seccion de Requisitos de presentacion del Acceso Equitativo a la Justicia (EAJA por
sus siglas en inglés.

- Ingrese su contrasefia de eFile para reconocer y seleccione “Presentar”.
- Vaya al paso 6.
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Paso 6) Confirmando la presentacion

- Una vez que haya presentado una solicitud, el sistema eFile le pedira que confirme la informacion

usda-nad-staging.entellitrak.com says

This 15 the information you have submitted. Please review it, and if it is
correct, click QK. If it is not correct, click CANCEL and make corrections.

Seleccione “OK” si la informacion esta correcta y desea seguir adelante.

Seleccione “Cancelar? para regresar a la pantalla actual donde puede revisar y actualizar la
informacion.

Imagen 24 - Pantalla de confirmacion

- Después de seleccionar “OK”, usted deberia ver un mensaje de Felicitaciones y también recibir un
correo de nadinfo@nad.usda.gov.

PoonOur @tel USDA NAD Tracking System 4.0.13 - | EEEEEEEEEENENNNN (<)
HOME TRACKING INBOX
Tracking Inbox eFile Case » eFile RequestListing »

6 Workflow I‘@ssages

eFile Case « CONGRATULATIONS! You have successfully created NAD case number
'2020W000001" in the NAD eFile System. Click on the link below to view your eFile

eFile Request request for this case.

R Dotanionte Customers using AOL, Comcast, Hotmail/LIVE, or have a spam filtering program may

not receive these email confirmations. You may need to check your spam folder in
email. Also, you can add this Web site to your address book to correct this.

Assignment: eFile
+=New BpPrint Ejcsv

Action Type ~ Request Date
Appeal Request 12/16/2019

Imagen 25 - Mensaje de felicitaciones con lisado de tipo de accion y fecha

Thu 1/30/2020 12:38 PM

Nadlnfo <NadInfo@nad.usda.gov>

USDA NAD eFile Case Action Request Received

LaBarge, Tracey - OHA, Alexandria, VA

This email is to confirm that USDA NAD has received your Review Request request for case #: 2019E000004.

Imagen 26 - Correo de confirmacion

ADVERTENCIA: Si usted no recibe el mensaje y correo de confirmacién, entonces usted no ha
presentado exitosamente su solicitud debe comunicarse con la Oficina Regional NAD ese mismo dia
(o si esta fuera del horario de oficina, entonces al dia laboral siguiente).
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Paso 7) Ver o modificar casos Efile existentes

- Seleccionar la pestana “Monitorear bandeja de entrada” ty un cuadro aparecera enumerando sus casos

presentados electrénicamente.
/

Psicnout @Help / USDA NAD Tracking System 4.0.13 | N (<F')

HOME TRACKING INBOX

Tracking Inbox

This screen may contain Personally Identifiable Information and is for Official use Only. Please be responsible for protecting all Pli data

& eFile Case = FOIA/Privacy

+New [d 4 Page|1 of1 P Pl Display|50 |perpage £ Refresh BpPrint ERCSV  Displaying 1-30f 3 All Assignments v YFilter

Case ID - Case Type  Case Participant Representative Existing eFile Date Locked from Agency Requesting  Other Agency Organization Councel
Status Name Case eFile eFile Agency Name Type Type

2019W000005 Appealability Active - No 05/16/2019

2019W000006 Appeal Active - No 05/23/2019

2020W000001 Appeal Active - No 12/16/2019

Imagen 27 - Monitoreando la bandeja de entrada

- Seleccione la fila del cuadro del caso para desplegar sus detalles.

- Usted puede utilizar el enlace “Cargar informacion adicional” para afiadir documentos al caso.
/

UsDA NAD Tracking System 4.0.13 || | N I =-o

HOME TRACKING INBOX

Tracking Inbox

Assignment: eFile

eFile Case Case Number 2020W000001
Case Type Appeal @ Printer Friendly Format
eFile Request Case Status Active

eFile Documents Councel Type

Participant Type Individual
Party Role

participant Last Name | N IIE
Participant First Name
Participant Address 1~ 755 PARIFET ST. STE 494
Participant City
Participant Zip
Participant Phone
Participant Fax
Participant Email

Closed Date
Closed By

Imagen 28 - Detalles del caso

- O utilice el mismo menu lateral para comenzar una accion nueva (ciérnase sobre cada articulo del menu
para ver las opciones secundarias).

HOME TRACKING INE

Tracking Inbox = eFile Casg

eFile Case
eFile Request

eFile Documents

Imagen 29 - Menu lateral eFile
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e Caso eFile - Nuevo caso eFile: Utilice esto para presentar una solicitud de apelacién, o convertir un
caso NAD existente, presentado fisicamente, en un archivo electrénico.

¢ Solicitud eFile Propietario - Solicitud de eFile nuevo: Utilice esto para crear una nueva solicitud
para una revision por parte del director, Reconsideracion del director, o una solicitud EAJA.
¢ Documentos eFile: Utilice esto para cargar o descargar documentos a/de el caso eFile seleccionado.
o Utilice el botdon “+Nuevo” para cargar documentos adicionales o haga clic en un nombre de archivo
para descargarlo.

HOME TRACKING INBOX

Tracking Inbox

efile Case
=f=Newr M Print EcCcsv
File Upload
##Test Doc.pdf

efile Request

eFile Documents

#2Test Doc.pdf

\

Imagen 30 - Listado de documentos \

o Revise el listado de cargas de documentos eFile para verificar si todos sus documentos
fueron afadidos exitosamente a su caso eFile.

o Sino puede descargar un documento enumerado, es posible que sea necesario ajustar sus
permisos de cuenta. Ene este caso, comuniquese con Tracey LaBarge, (703) 305-1151,
tracey.labarge@usda.gov.

Paso 8) “Cerrar sesion” cuando haya terminado con el eFile

- Cuando haya terminado con su sesion eFile, utilice el botdon “Cerrar sesion” en la esquina superior
izquierda de la pantalla.

HOME TRACKING INBC

Tracking Inbox = eFile Case |

Imagen 31 - Boton de cerrar sesién

Importante: Utilice el botdn de “Cerrar sesion” en lugar de simplemente cerrar su ventana de navegador.
El solo cerrar su navegador no cerrara su sesion de eFile y podria afectar futuros intentos de inicio
de sesion.
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Plazo limite de presentacion

Para que se considere como presentado oportunamente, los documentos presentados electronicamente
deben ser cargados a NAD eFile hasta las 5:00 P.M. hora local el dia en que se debe entregar.

Firma electronica

El uso de NAD eFile por parte de u participante del programa, para presentar un documento, cumple con
cualquier requerimiento de firma aplicable a la presentacién de documentos de aquel participante. La
direccion de correo y contrasefa utilizados por el participante para acceder a NAD eFile serviran como la
firma electrénica del participante. Si un representante esta presentando una Solicitud de apelacién, Solicitud
de revision por el director, o Solicitud de apelabilidad a nombre de un participante, entonces el participante
debe incluir (cargar) en la presentacion, una copia electrénica de la solicitud aplicable firmada personalmente
por el participante, junto con un formulario de Autorizacién de Representacion debidamente ejecutado.

Informacion de contacto de la oficina regional

Visite la seccion “Comuniquese con nosotros” de www.nad.usda.gov para la informaciéon de contacto
actual de la oficina regional respectiva.

Presentacion fisica

Si usted prefiere presentar su solicitud a través de otro medio (por ejemplo, correo fax), debe presentar su
solicitud a la oficina regional apropiada. Ademas, si decide cambiar de presentacion de documentos electronica
a presentacion fisica, puede hacerlo comunicandose con la Oficina Regional. Visite www.nad.usda.gov y
seleccione “Comuniquese con nosotros” para la informacion de contacto actual de la Oficina Regional

Para presentaciones fisicas (Solicitudes de apelacion): Una apelacién debe realizarse por escrito y debe ser
presentada por el participante quine recibe la decisién adversa. La solicitud de apelacion debe ser formada
personalmente por el participante pero no es necesario que sea notarizada. Un formulario de solicitud de
apelacion pude ser descargado de www.nad.usda.gov - Apelaciones.

Una solicitud de apelacién debe ser enviada por correo (sellada)o fax a la Oficina Regional, a mas tardar

30 dias calendario después de que el participante hay inicialmente recibido notificaciéon de la decision adversa.
Para solicitudes de apelacién enviadas por correo, el sello sera utilizado para determinar los 30 dias calendario.
La solicitud debe establecer que decision de la agencia esta siendo apelada y debe incluir, de ser posible, una
copia de la decision adversa y una breve declaracion e por qué la decisidon es equivocada. Una copia de la
solicitud de apelacion debe ser enviada a la agencia.

Requerimientos de presentacion para Acceso
Equitativo a la Justicia (EAJA por sus siglas en inglés)

Informacién adicional con respecto a EAJA puede encontrarse en la seccién 7 de la Guia de audiencias NAD
en www.nad.usda.gov bajo Apelaciones - Guia NAD. Adicionalmente, el cédigo de regulaciones federales se
puede encontrar en govinfo website.

De conformidad con 7 C.F.R Seccién 1.190., una solicitud para la adjudicacién de honorarios y gastos bajo
EAJA debe

+ identificar al solicitante y el numero de caso NAD para el cual se busque una adjudicacion;

» demostrar que el solicitante tuvo éxito total o parcial en la apelacion;

+ identificar la posicién de la agencia que el solicitante alega no fue sustancialmente justificada, y
brevemente afirmar cual es la base para dicho alegato;

 afirmar el nUmero de empleados del solicitante y describir el tipo y propdsito de su organizacion o
negocio, si el solicitante no es un individuo;
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« incluir una declaracién de que el patrimonio neto del solicitante no excede $2 millones (de ser un
individuo) o $7 millones (para todos los demas solicitantes, incluyendo sus afiliados). Un solicitante debe
omitir esta declaracién si es una organizacion exenta de impuestos o una asociacion cooperativa que
cumple con los requerimientos de 7 C.F.R. 1.190(b) (véase seccién 7 1.A.2);

» documentar los honorarios y gastos, incluyendo el costo de cualquier estudio, analisis, informe de
ingenieria, prueba, proyecto, o asunto similar, por el cual se busca una adjudicacién;

» adjuntar declaraciones juradas de cualquier abogado, agente, o testigo experto, que afirme el tiempo real
utilizado y la tasa a la cual se calculan honorarios y otros gastos, y describiendo los servicios especificos
que se realizaron. La declaracion jurada debe establecer la tasa por hora que se cobré y se pago por la
mayoria de la clientes durante el periodo de tiempo relevante. Si la mayoria de los clientes no han
pagado tasa por hora alguna porque, por ejemplo, el abogado o agente representa a la mayoria de
clientes en base a contingencia, el abogado o agente debe brindar informacién acerca de dos abogados
0 agentes con experiencia similar, que realicen un trabajo similar, estableciendo su tasa por hora;

* incluir una descripcion de cualquier gasto por el cual se busque reembolso y una declaracién de los
montos pagados y por pagar. El funcionario adjudicativo puede requerir que el solicitante proporcione
recibos u otro tipo de sustentacion por cualquier honorario o gasto reclamado; e incluir cualquier otro
asunto que el alicante desee que el responsable considere.

Glosario de terminologia y abreviaciones

Agencia
La agencia que emitié la decision adversa que usted desea apelar.

Apelabilidad

A veces, una agencia debe declarar que una decision adversa no es apelable. En ese caso, usted puede
preguntar al Director de NAD si es verdad. NAD llama a esto una decisién de apelabilidad. Simplemente envie
una carta a la oficina regional de NAD apropiada, junto con una copia de la determinacién adversa por escrito
qgue usted recibio, preguntando si ‘puede apelar a la NAD. También debe incluir una explicacion de por qué
usted considera que la determinacion adversa deberia poder ser apelada por usted. El Director de la NAD
“determinara si la decision adversa es el resultado de una aplicabilidad general y no sujeta a apelacion, o es
adversa a un participante del programa, y por consiguiente apelable. Si el Director de la NAD determina que
usted puede apelar, su caso sera asignado a u juez administrativo NAD.

Representante del Apelante

Esta persona es alguien a quien se le ha dado la autoridad, por el participante principal, para actuar en
nombre del mismo. El representante del apelante debe cargar un formulario de “Autorizacion de
Representacion”, con la firma original del participante principal, dandole al Representante del Apelante la
autoridad para actuar en su nombre. El Representante del Apelante no podra completar la solicitud eFile sin
cargar el formulario llenado y firmado.

Dias laborales
Dias de la semana en que la mayoria de las agencias del gobierno federal trabajan. No incluyen fines de
semana y feriados.

Dias calendario
Incluyen fines de semana y feriados.

Solicitudes especificas a casos
Solicitudes que son especificas a su(s) caso(s) con NAD:

EAJA - Ley de Acceso Equitativo a la Justicia.

A un participante que prevalece en una apelacién NAD y cumple con los otros requerimientos, se le puede
adjudicar honorarios de abogado y costes bajo la Ley de Acceso Equitativo a la Justicia, comunmente
conocida como EAJA.
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Pdgina de Listado de Casos eFile

Esta pagina es donde todos sus casos NAD eFile estaran enumerados dentro del sistema eFile. Usted
puede seleccionar cualquiera de los casos NAD eFile y modificarlos, al cargar documentos adicionales
por ejemplo.

Patrimonio

Una decision adversa emitida por la Agencia puede ser adversa para un patrimonio, no para e individuo
solicitando la apelacion. Por lo tanto, un patrimonio puede ser el participante principal en ciertas instancias
donde el prestatario u otro participante del programa sea difunto. Tome nota de que la persona presentando
al apelacion debe incluir documentacion de que tiene la autoridad para actuar en nombre del patrimonio -
administrador, albacea, etc. del patrimonio.

Ley de Libertad de Ila Informacion (FOIA por sus siglas en inglés)
Todas las solicitudes FOIA relacionadas a la Divisién Nacional de Apelaciones son manejadas por la Oficina de
Area FIA e la USDA. Visite https://www.dm.usda.gov/foia/ para mayor informacion y guia.

NAD
La Divisién Nacional de Apelaciones; una oficina independiente que responde directamente ante la Secretatria
de Agricultura.

Apellido de Participante Principal / Entidad Comercial

La parte apelante pude no ser un individuo, sino una entidad comercial. Esto se manejara cuando usted
realice su nueva solicitud eFile. No obstante, la PERSONA apelando en nombre de la entidad comercial,
debe presentar su informacion en la seccidon de registro de eFile. Tome nota de que la persona presentando
al apelacion debe incluir informacion que compruebe de que tiene la autoridad para actuar en nombre de la
entidad comercial. Esto puede incluir afirmar su posicion en la entidad - presidente, vicepresidente, socio
director, etc., o proporcionar documentos de la entidad como estatutos, convenio de asociacién, etc.

Direccion de participante principal
Direccion fisica de participante principal quien recibe la decisién adversa.
Direccién de la propiedad

La direccion de la propiedad que es el objeto de la decisién adversa de la agencia. Esto puede ser diferente a
la direccién del participante principal.
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