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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To NATIONAL ARCHIVES and RECORDS ADMINISTRATION 
860 I Adelphi Road, College Park, MD 20740-600 I 

., 
JOB NUMBER 

DATE RECEIVED 

lo 

1 FROM (Agency or establishment) 

Department of Homeland Security 

NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 

U S C1t1zen and lmm1grat1on Services (USCIS) In accordance with the prov1s1ons of 44 U SC 
3303a, the d1spos1t1on request, including 
amendments, 1s approved except for items that 
may be marked □d1spos1t1on not approved□ or 
□withdrawn□ in column I 0 

3 MINOR SUBDIVISION 

Records D1v1s1on 

4 NAME OF PERSON WITH WHOM TO CONFER 

Renee Scham mg 

5 TELEPHONE 

202-272-8716 

DATE ARCHIVIS~E UNITED STATES 

1l{J},c-_ t1i T-s).J1~ -
6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the d1spos1t1on of its records and that the records 
proposed for disposal on the attached_ page(s) are not needed now for the business ofth1s agency or will not be needed after the 
retention periods specified, and that written concurrence from the General Accounting Office, under the prov1s1ons of Title 8 of the 
GAO manual for Guidance of Federal Agencies, 

1Z! 1s not required, D 1s attached, or D has been requested 

DATE 

08/09/2010 

7 Item No 

115-109 

SIGNATURE OF AGEN Y REPRESENTATIVE TITLE 
' ' /1_ . 17 

Tricia Canard y_f.,t_t'? ~ USCIS Records Officer 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

ALIEN'S CHANGE OF ADDRESS 

Pursuant to Section 265 of the lmm1gratton and Nat1onaltty Act (8 U S C 
1305), all ahens present 111 the Untted States (herem referred to as 
customers) must register and report to USCIS each change of address and 
new address w1th111 ten days of such change 

USCIS offers two processes by which a customer may change his or her 
address 

• Transcribed Paper AR-I I Address Changes The customer submits 
a completed Form AR-11, Alten 's Change of Address, or Fonn AR­
I I SR, Alien's Change of Address (Special Registration) The 
111f01mat1on 111 the form 1s entered mto the Alten Change of Address 
Card (AR- I I) System 

• Web AR-I I Address Changes A customer electro111cally submits 
the Form AR- I I or AR-11 SR through a temporary data repository 
that transmits the 111formatton on a datly basis to the AR- I I System 

9 GRS OR 
SUPERSEDED 
JOB CITATION 

NN-162-71 

10 ACTION TAKEN 
(NARA USE ONLY) 

PREVIOUS EDITION NOT USABLE STANDARD FORM SF 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 
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115-109 

TITLE: PAPER FORMS AR-11, ALIEN'S CHANGE OF ADDRESS 
AND AR-1 lSR, ALIEN'S CHANGE OF ADDRESS (SPECIAL 
REGISTRATION). 

DESCRIPTION: 

Paper Forms AR-1 I. Alien's Change of Address, and AR-11 SR, Alien's 
Change of Address (Special Reg1strat1on), are available for customers to 
report their change of address m the Umted States Customers submit 
completed AR- I I or AR- I I SR forms to USC IS Upon receipt, the 
111format1on on the fonn 1s manually transcribed 111to a temporary data 
repository, and subsequently electronically loaded 111to the AR-11 System 
These fonns can be classified as 

rocessable AR-11 Forms - These forms have been correctly 
comp the customer and provide all the necessary 111format1on 
that enables U rocess requests for change of address 

Disposition: TEMPORARY Destro copy 180 days after the 
111format10n conta111ed 111 the form 1s processed 111 AR-11 System 

b. Non-Processable AR-11 Forms - These fonns are completely 
1lleg1ble or lack the 111fom1at1on that enables USCIS to process the 
request for a change of address When the 111forn1at1on provided 111 the 
AR-11 form permits, a response letter 1s sent to the customer stat111g the 
reason why the request for change of address cannot be processed 
and/or requestmg that the forn1 be properly completed to allow for 
processmg 

Disposition: TEMPORARY Reta111 copy of form, and of response 
letter sent to the customer when apQJ1cable~ _1,80 days,. o L.3>. 

. i)..ttff /1--41 w u-
N o-process documents - These documents mclude a wide variety of 

nsactwn materials such as applications packages, forms other than 
AR- and support111g documentation attached to AR-11 forms 
forwarde error or submitted to USCIS for processmg Some 
materials may of important documentary and/or monetary value, or 
need to be process as clanns for 11nm1grat1on benefits Other 
examples of no-proces cuments consist of foreign passports and 
1dent1ficat1on cards, as wel origmal birth certificates, attached 111 
error to Forms AR-11 and AR- The no-process documents are 

ord111ator (PRC) for resolution 
No-process documents that are returned t ut fail to reach the 
customer will become '"Undeliverable docume '' (see below) 

Disposition: The retent10n/d1spos1t10n periods of then rocess 
documents are detennmed by the schedules that cover these ords 
md1v1dually No-process documents that become "Undeliverab 
documents" will be retamed/destroyed as stated below 

d. Undeliverable documents - These are no-process documents (not 

GRS 20, 
Item 2 
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115-109 

eltgtble for processing) and returned non-processable AR- I I forms that 
fat I to reach the customer at the address stated 111 the fonn 

Disposition: TEMPORARY Destroy one ( 1) year from the date on 
which the original AR-11 form was received 

Exception - Non-U S Passports cannot be destroyed Foreign 
passports are, 111 most instances, property offore,gn governments In 
the event that a passport ts erroneously submitted along with a paper 
Form AR-11, 1t must be forwarded to the PRC for resolution 

ALIEN CHANGE OF ADDRESS CARD (AR-11) SYSTEM. 

DESCRIPTION: 

The A hen Change of Address Card (AR- I I) System ts a computerized 
system that tracks address changes submitted to USCIS on the paper Forms 
AR-I 1, Alien's Change of Address Card and AR-I I SR, Alien's Change of 
Address Card (Special Reg1strat1on) or on-line where the 111forn1at1on ts 
stored in a temporary data repository and transmitted on a daily basts to the 
AR- I I System for process111g 

The AR- I I System users are ltm1ted to USCIS and OHS personnel 
(including employees and contractors) 

tem contains data from paper and/or electronic Forni AR- I 1, 
Alien's 1ge of Address Card, and Form AR-I I SR, Alten's Change 
of Address Ca Special Reg1strat1on) submitted by customers 111 the 
U111ted States to rep a change of address, as required by law 
Spectfically, tt conta111s anal and b1ograph1c 111format1on such as 
the complete name, home ad birth date and Federal Bureau of 
lnvesttgat1ons (FBI) Fmgerprint Ide ,cation Number System (FINS) 
number of the customer, obtained from t hen's Change of Address 
Card form 

DISPOSITION: TEMPORARY See Item I for dtspo on of hard 
copy forms Delete web-based mput after data ts transferred t 
master file and verified 

b. MASTER FILE: 

Data elements mclude processmg date, full name, country of 
c1ttzensh1p, date ofbtrth, A Number, F111gerprmt Ident1ficat1on Number 
System (FINS) number, adm1ss1on number, current address, former 
address, employer/school name, employer/school address, port of entry, 
date of entry, date VISA expires, signature code, and date of signature 

DISPOSITION: TEMPORARY Destroy/ delete 2 years after the 
date of recet t 

GRS 20, 
Item 2 
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115-109 

The mforma ored 111 AR- I I system can be printed for 
recordkeepmg purpose to conduct mternal operations 

DISPOSITION: TEMPORARY 
needed for agency busmess 

111cal description of files, data d1ct1onary, and 

DISPOSITION: TEMPORARY 
needed for agency busmess 

APPLICABILITY: Department-wide 

VITAL RECORDS: No 

SPECIFIC LEGAL REQUIREMENTS: 8 U S C 1305 

SPECIFIC RESTRICTIONS: AR- I I records are protected from 
unauthorized access through appropriate admm1strat1ve, physical, and 
tech111cal safeguards These safeguards mclude restricting access to those 
with a need-to-know to perform their official duties, and usmg logm and 
strong password one-way hash mg encryption 

NOTE: This schedule supersedes NN-162-71 which only covered the 
paper-based AR-I I fonns This new schedule covers the AR-I I system, 
and electro111c and paper-based AR-11 and AR- I I SR forms 

GRS 20, 
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