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To National Archives and Records Administration (NIR) I'DateReceived I 
.~01 Adelphi Roa~, College Park, M.D2~?40-6~O_1___________________ er 16llO _ 
1 From (Agency or establishment) 1 Notification to Agency 

_~ _~__L~~~T~_~?~_a~?_gu~~'?r:n~_Er~f_~r~~~e~_~_(~_~IC~L___ _ ~ sa~cor~~8~:, w;~~ th~s~~~~:~~nsre~~e:~ 

2 Major Subdrvrsion including amendments IS approved except 
Homeland Security Investigations (HSI) for Items that may be' marked "disposition 

3 Minor Subdrvrsion --------------------------- not approved" or "withdrawn" In column 10 

Victim Assistance Proqram/Vrctrrn Notification Program 

4 Name of Person with whom to confer !5Telephone (Include area code) 
Joseph M Gerhart 1(202) 732-6337 

6 Agency Certification 

I hereby certify that I am authorized to act for this agency In the matters pertaining to the disposition of ItSrecords and that the records proposed 
for disposal on the attached page(s) are not needed for the business of this agency or will not be needed after the retention periods 
specifred, and that written concurrence from the General Accounting Office, under the provrsions of Title 8 of the GAO Manuel for GUidanceof 
Federal Agencies, 

o ISnot required. o ISattached, or	 o has been requested 

TItle 
Chief, Records Management Branch 
.	 ...-

9 GRS OR 
8 Description of Item and Proposed disposmon	 Superseded 

Job Citation 

The U S Immigration and Customs Enforcement, Victim 
Assistance Program (VAP) provides members of the public 
who have been victims or witnesses of a crime committed by 
an alien notification of the alien offenders release from 
custody and/or removal from the United States through ItS 
Victim Notification Program (VNP) This notification ISonly 
provided to victims or witnesses who register With the 
program 

1	 Criminal Alien Victim Notification File 
File maintained by VNP personnel that contain all hardcopy documents
 

associated With the victim notification process Trus file Includes
 

- "I, 

•	 AdVisement Letter (Letter sent to victim by ICE advrsmq the
 

victim/witness to register With the program In order to obtain the
 

benefit of being notified In the change of custody status of the
 

alien offender
 
•	 Victim Request Form (Form completed by the victim/witness of a
 

crime committed by an alien offender to formally register With the
 

Victim Notification Program)
 
•	 Enrollment Confirmation Letter (Letter to victim/witness sent from
 

the VNP confirming their registration In the program)
 
•	 Nouttceuon Letter (Letter to registered victim/witness advismq
 

them of the alien offender'S release from custody and/or removal
 
from the United States
 



2 

Dis pos ition: 
TEMPORARY Cutoff at end of fiscal year case closes (For the purposes 
of this schedule, a case ISdefined as closed after verification of victim 
notification of one of the followmq adjudication process has ended with 
the case being dismissed, the offender's Incarceration period has ended 
and they have been released, the offender has been removed from the 
United States) Destroy/delete five (5) years after cutoff 

Victim Notification Tracking System 
The VNP utilizes the Victim Notification Tracking System (VNTS) as a 
database to track registered victims of crimes that are committed by aliens 
along With the alien offender information Once a victim or witness 
submits the Victim Request form to register With the program, the 
information they provide on the form IS transcribed Into the VNTS for 
automated tracking Once the alien ISset for release from custody and/or 
removal from the United States, VNP personnel updates VNTS With this 
information as well ICE Enforcement and Removal Operations (ERO) 
personnel are tasked With providmq the actual notification to the victim or 
witness of the allen offender's release/removal information This 
notification ISvia telephone call or by additional letter 

''''Inll.:r .." .. , ...,-.-;- . ,
 
VletlR'l ReEiliest for Notifisation of Crlmmal Alien St~
 
The--V1ctlm-Reqtiest-for-Net-tfteatI0R-0f-Gft A'1tflaI-Alien Statu s fo rm provides 
a method for the victim to transmit the information that IS maintained In the 

~""l.w' ....' ,......,,~''''''...., " '~ y,,,,,,, ,...... , ''''' y.", ,,,,. ~~VlEle-kR0WA-· 
InfUllliatlol1 about then Isehtes and the efimlAal alien that committed the., 
offense against them or their property or to which they witnessed 
committing an offense The Information I3ro'Jlded Inclydes 

1\llcn Offender Data
 
-·Name
 
--Alien Nblmber
 
.- Date of Birth 
- Place of Birth 
- Cflme Convicted 
---R3+-Rl;IffieeF--fff-known) 
"'Locatlon of Conviction 
- Where last Incarcerated/Released 
- Expeeted Release Date 

V1ettmIWttness-
--Namel
 
-Aaefe-ss
 
- Phone Nllmber
 
- Email Address
 

9isposition: 
FILING INSTRUCTION Form should be placed In the CnmlnalAlien 
Vrctlm Notification file after venflcatlon of data being transcribed IOto \/NTS-
and cllSjlilSlhClfl for that file should be followed 



2(b)	 MASTER FILE/DATA: 
VlctlmlWltness and Allen Offender Data 
Victim/witness and allen data IS provided by the victim/witness via the 
Victim Request for Notification of Cnrnmal Allen Status form Information 
from this form IS transferred Into the system for the purpose of victim 
notification 

Allen Offender Data Includes 

• Name 
• Allen Number 
• Date of Birth 
• Place of Birth 
• Cnme Convicted 
• FBI number (If known) 
• Location	 of Conviction 
• Where last Incarcerated/Released 
• Expected Release Date 

Victim Data Includes 

• Name 
• Address 
• Phone Number 
• Email Address 

Disposition: 
TEMPORARY Cutoff at end of fiscal year case closes (For the purposes 
of this schedule, a case ISdefined as closed after venficatron of victim 
notification of one of the following adjudication process has ended with 
the case being dismissed, the offender's incarceration penod has ended 
and they have been released, the offender has been removed from the 
United States) Destroy/delete five (5) years after cutoff 

nIITDLI1. 
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