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VISA SERVICES 

1. Non-Immigrant Visa Reports 

Covers both electronic reports (on-line and off-line) and non-electronic paper reports locally created 
dealing with the Non-Immigrant Visa Computer-Assisted Processing System (NIVCAP) - Records 
Update Reports: daily visa reports, visas printed, visas spoiled, critical fields, change reports, 
counterfoils logs, and other related reports. 

a. On-line electronic reports 

DISPOSITION: After 1 year, archive a copy of reports onto a disk, tape, CD, or other 
electronic media. This will allow these records to be used in future 
fraud mvestigat1ons. Verify copy. Then destroy/delete on-line reports. 

b. Locally created paper reports, logs, logbooks, etc. AND Off-line electromc reports archived 
on disks, tapes, CDs, or other electromc media. 

Because the degree of visa fraud varies by post, the Consular Officer shall determine when 
to destroy reports: 

(1). Destroy at post if: 

(a) No fraud problem. 

DISPOSITION: Destroy after 1 year. 

(b) Low degree of fraud. 

DISPOSITION: Destroy after 3 years 

(2). Retire to RSC after 3 years 1f: 

(a) Medium degree of fraud. 

DISPOSITION: Destroy after IO years. 

(b) High degree of fraud. 

DISPOSITION: Destroy after 20 years. 



• • 
c. Daily, weekly, or monthly paper pnntouts of on-line reports. 

DISPOSITION: Archive a copy of reports onto a disk, tape, CD, or other electronic 
media. This will allow these records to be used in future fraud 
investigations. Venfy copy. Then destroy paper printouts immediately. 




