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1. In the My Appeals screen, select Request to Adjourn Hearing Date from the drop-down 
Action menu items 

 
2. Complete mandatory fields, upload your adjournment letter and click Proceed 
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3. You will be redirected to the Schedule Appeal/Application page where you can request 
a new date (if applicable). If you are not requesting a new hearing date, then you may 
close out or navigate to a new webpage. 

 
4. You will receive a system generated email acknowledging that the adjournment letter 
has been received.  

5. Once your request has been processed, you will receive another email notifying you 
that the adjournment letter has been filed. The adjournment request may be approved or 
denied, any details of the approval or denial will appear on the filed stamp on the letter or 
will be sent by email.   

 


