
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-563-08-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 8/5/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

Item 1, Case Information 

Item 3B, Annual and Other Reports to Congress 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

DAA-0563-2019-0004 supersedes all all other items 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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REQUEST-FOR RECO~iDS DISPOSITION AUTHORITY 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 
8601 ADELPHI ROAD, COLLEGE PARK, MID 20740-6001 

1. FROM (Agency or establishment) 

Department of Homeland Security 

2. MAJOR SUB DIVISION 

Office of the Citizenship & Immigration Services Ombudsman (CISOMB) 

3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER 

Kathy Schultz 

6. 
AGENCY CERTIFICATION 

5. TELEPHONE 

202-447-5075 

• , ' .Ql-5f'1~-08-1 
'LEA· _~K(NARAuseonly)~ 

JOB NUMBER AJ/-o b3- &J8-/ 
Date Received 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C 3303a, the 
disposition request, including amendments Is approved 
except for Items that may be marked "disposition not 
approved" or "withdrawn" in column 10. 

ARCHIVIST OF THE UNITED STATES 

,~w~a1~ 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the 

records proposed for disposal on the attached___!_ page(s) are not needed now for the business of this agency or will not be 
needed after the retention periods specified; and that written concurrence from the General Accounting Office, under the 
provisions of Title 8 the GAO Manual for Guidance of Federal Agencies, 

DATE 

9/13/07 

7. ITEMNO. 

1 

115-109 

~ is not required D is attached; or D has been requested. 

SIGNATURE OF AGENCY REPRESENTATIVE 

f'tvf~(J. ~cLt&fz 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

See attached sheet(s) for: 

Office of the Citizenship & Immigration Services 
Ombudsman (CISOMB) 

PREVIOUS EDITION NOT USABLE 

TITLE 

Senior Records Officer 

9.GRSOR 
SUPERSEDED JOB 

CITATION 

10. ACTION TAKEN 
(NARA USE ONLY) 

STANDARD FORM 115 (REV. 3-91) 

PRESCRIBED BY NARA 36 CFR 1228 



.. _ ... 

U.S. Department of Homeland Security 

Headquarters Systems Schedules 

Citizenship and Immigration Services, Ombudsman 

Input: 
1. Case Information 
Data collected includes, but is not limited to: subject's name, contact 
information, alien registration number (if provided), and other 
personal identifying data; type of case proble!fl; name _of ~erson 
preparing form (subject, attorney/representative); app~1cat1~n~ and 
petitions filed information; case description and other 1dent1fymg data 
necessary to review the complaint, give assistance, and 
communicate with the complainant. 

Master file ! Data; 

~- Gase i;nes 
i;>rgblems that may become case files r:es1.1lt •.¥heA U~CIS c1.1ste~ers, 
E:iespite repeatea iAE:tbliFies, ha,.ie beeA blASble t8 ebtam 8 r:esel1,1t18A t8 
issues iA their penaing application er petition files witl:I USGIS. Onee 
11:le GIS On::ieuelsn::ian reeeii.-es eerrespenaenee, it is rei.ti()lt.i1ea te 
determine if assistance is ·1teff8F1tea. ana if appFSpriate, ferwaFB tl:le> 
issue te USGIS feF fuFl:ReF pFSeessiflg. If USGIS is net aele te aaaFSSS 
tt:le preelen::i tt:ie een::iplainaRt is Retifiea ifl .,..,FitiRg. 

' OutpUli 
aa. GeFFespenaenee GeFFespeAdeAce ceAsists ef letters te the 
p1.1blic regaraing: 

Office of the Citizenship & Immigration Services Ombudsman (CISOMB) - attachment to SF 115 

Disposition (Media Neutral): 
a. Paper copies of letters and documentation 

TEMPORARY. Destroy paper records after they have been 
scanned into the system and verified. 

b. Supporting documentation (Original) ·. . . 
Birth certificate, driver's license, immigrant/nommm1grant visa, 
naturalization certificate, certificate of citizenship, certificate of 
release or discharge from active duty, government 
identification card or military identification card. 

TEMPORARY. Return to complainant after they have been 
scanned into the system and verified. Superseded by: 

Ciapo&itiORi 
a. F!reoessea Case i;nes 

'DAA-OSE,3-2.0l'l-0004 -0001 
DATE (MM/DD/VYYY): 

Ofo/lo/2010,, 

TEMPORARY. Gut off at Rflal aispositiOFI of ease. Delete OF 
aestFSy 19 yeaFS after cutoff. 

b. Uncempleteel Gase Files are tl:le reoera copy ef oas~s 
\TJIAer:e aaaiti8A81 iAfermatieA is r:BE:lblestea, bl.It AQt rece1t.f8B. 
Gases are elosea ae aeys after tt:ie request feF aaaitieRal 
infern::iatien. 

TliMPORP,RY. GI.It off 3Q says frem eats Qf r:eq1,1est if AO 
respeF1se. Delete OF aestFSY 5 yeaFS after euteff . 

Superseded by: 

'JAA-OS6.3-20lq-ooo4-00CI I 
Ciapo&itioR fMedia Neut,alJ! DATE (MM/00/YYYY): 

()6/10/2019 
age2 of4 -ru l -ao ~ -00 -l 



U.S. Department of Homeland Security 

Headquarters Systems Schedules 

Citizenship and Immigration Services, Ombudsman 

aa(1) O1:1t ef the .J1:1FisEli61:i0R 
The OFRBl:IElsmaR Feplies te the "01:1t of j1:1risElietiOR11 80FF8S(aOREleRee 
witl: a le~r eHplaiRiRS that the offiee GBRR0t aEIElress fer the iss1:1e 
and prot.•ido tho appropFiate eoRtast wheFe\-eF possiele. 

Qulpuli 
3a(~) RespoRses te GOFFBSPOREleRGB BREI eases 
0 eeFRplaiRts of USCIS seNiee te the p1:1elie 
, 'fWer:ies on benefit statws 

- Qulpul: 
aa(a) CeRgFessieRal CeFFBspeREleRse 
ipeeifie infermation may be shareEI in response t8 an inql:lir:y fr9m a 
MembeF of Congress OF a ElesigRateEI GORgressioRal staff meFRbeF 
ffQm the Congi:essional offiee on behalf of the inEli•.iidl:lal to whom the 
FBGOF9S peftaiR. 

Output: 
3b. Annual and Other Reports to Congress 
The statutory mandate to provide the Committees on the Judiciary of 
the House of Representatives and the Senate with an annual report, 
submitted no later than June 30, which includes both substantive and 
statistical analyses of those needs, issues, trends and requirements 
to identify areas in which individuals and employers have problems in 
dealing with USCIS. 

Office of the Citizenship & immigration Services Ombudsman (CISOMB) - attachment to SF 115 

TEMPORP1RV. Delete OF Elestrey S yeaFS afteF response. 

gisposili0R (Madia NeulFBlt: 

Superseded by: 

"J)AA-GSlo3-201q-ooo4- ooo I 
DATE (MM/00/YYYY): 

OG/10/201q 

TE~nPORARY Celet& OF destroy 5 years afteF F8S§tlplfseded by: 

'"JJu. .. os,!--2otq-O<Jo4-0ol)I 
DATE (MM/DD/YYYY): 

9i&pesilieR fMedia Neulralt: Ola /lo/20ICi 
TEMPORARY. C1:1teff at eREI ef ealeRElar year whe.: : csp6Ase 
is sent. 9ee1:FB)' or Elelete 1 O years after e1:1teff. Superseded by: 

Disposition (Media Neutral): 

'j).QA-1)5,o-201q-ooo4-0O0 l 
i•ATE (MM/DD/YYYY): 

o,110/201q 

PERMANENT. Cut off files annually. Transfer to the National 
Archives 10 years after cut off. 

Page3 of4 
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U.S. Department of Homeland Security 

Headquarters Systems Schedules 

Citizenship and Immigration Services, Ombudsman Superseded by: 

Qwlput: 
is. 9me1:1dsfflaR ReseR1R1eRdalieRS 
laeFJRal, \tJri'18R reeeFRfflendatiens prepaFOd aRd s1:1emitteEI te USGIS 
ay tl:le OR1e1:1dsR1an eased en eeseF\'atiens FRade d1:1Fing site •,•isits te 
USGIS fasilities, FReetiRgs witl:I iRdi11id1:1als aREI empleyees, aREI 
r:epFOseRtati11es fFeFR eeR1R11:1nity eased ei:gani:mtions tl:lat ai=e 
iRteREleEI te adEIFOSS seFiBl:IS aREI peFYaSil/8 pFBelems 1.'.1itt:i the 
ifflffligratieR eeRefits systeFR. 

Office of the Citizenship & Immigration Services Ombudsman (CISOMB)- attachment to SF 115 

DispositioR ,Media Neutral)i 
1) ReeOR1R1endati0n file. 

J?AA-05~3-201 q -0004- 0002. 
DATE (MM/DD/VYYY): 

Ob/10/zo1q 

PeRMANeNT. C1:1teff files at end ef ealendaF yeaF wl:len 
reeoR11::r:1endati0n is FRade. TransfeF te NARA e yeaFS after 
~ 

2~ D1:1plieate eepy ef FO&BFRfflendatien FOpeFt. 
TEMP9R.'\RY. DestFey BF Elelete wheR RB lengeF needed feF 
referenee. 
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