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DEPARTMENT OF HOMELAND SECURITY 
UNITED STATES SECRET SERVICE 

WASHINGTON, D.C. 20223 

Freedom of Information Act Program 
Communications Center 
245 Murray Lane, S.W., Building T-5 
Mail Stop 8205 
Washington, D.C. 20223 

File Number: 20200688 

Dear Requester: 

Date: August 5, 2022 

This is the final response to your Freedom oflnformation Act (FOIA) request, originally received 
by the United States Secret Service (Secret Service) on May 18, 2020, for information pertaining to 
the following records: 

A copy of the 1996 Campaign Operational Guide 
A copy of the 2000 Campaign Operational Guide 
A copy of the 2004 Campaign Operational Guide 
A copy of the 2012 Campaign Operational Guide 

By way of explanation, here is a copy of the 2008 Campaign Operational Guide, located online: 

https://www.govemmentattic.org/3 5docs/US SS2008PresCampOpGuid _ 2007. pdf. 

After a detailed review of all potentially responsive records, 388 page(s) were released and 0 
page(s) were withheld in their entirety. After considering the "Foreseeable Harm" standard, 
outlined in Title 5 U.S.C § 552(a)(8)(A)(i) and Department of Justice guidance, exemptions under 
FOIA Statute Title 5 U.S.C. § 552, and/or the PA Statute Title 5 U.S.C. § 552a, have been applied 
where deemed appropriate. 

Enclosed are the documents responsive to your request, as well as a document that explains the 
exemptions in more detail. Withheld information is pursuant to the exemptions marked below. 



Section 552 (FOIA) 

[ ](b)(l) [ ](b)(2) [ ] (b) (3) Statute: 
[ ](b) (4) [ ](b)(5) [X ](b)(6) [ ](b) (7) (A) [ ](b) (7) (B) 
[X] (b) (7) (C)[ ] (b) (7) (D) [X ](b )(7) (E) [ ](b) (7) (F) [ ](b) (8) 

The following checked item(s) also apply to your request: 

[ X] Fees: In the processing of this FOIA request, no fees are being assessed. 

[ ] Other: 

If you deem our decision an adverse determination, you may exercise your appeal rights. Should 
you wish to file an administrative appeal, your appeal should be made in writing and received 
within ninety (90) days of the date of this letter, by writing to: Freedom oflnformation Appeal, 
Deputy Director, U.S. Secret Service, Communications Center, 245 Murray Lane, S.W., Building 
T-5, Washington, D.C. 20223. If you choose to file an administrative appeal, please explain the 
basis of your appeal and reference the case number listed above. 

Additionally, you have the right to seek dispute resolution services from the Office of 
Government Information Services (OGIS) which mediates disputes between FOIA requesters 
and Federal agencies as a non-exclusive alternative to litigation. Please note that contacting the 
Secret Service's FOIA Program and/or OGIS is not an alternative to filing an administrative 
appeal and does not stop the 90-day appeal clock. You may contact OGIS at: Office of 
Government Information Services, National Archives and Records Administration, 8601 Adelphi 
Road-OGIS, College Park, Maryland 20740-6001. You may also reach OGIS via e-mail at 
ogis@nara.gov, telephone at 202-741-5770/toll free at (877) 684-6448, or facsimile at (202) 741-
5769. 

If you need any further assistance, or would like to discuss any aspect of your request, please 
contact our FOIA Public Liaison Kevin Tyrrell, at (202) 220-1819. Alternatively, you may send an 
e-mail to foia@usss .dhs.gov. 

FOIA File No. 20200688 is assigned to your request. Please refer to this file number in all future 
communication with this office. 

Sincerely, 

'K~1-~ 
Kevin L. Tyrrell 
Freedom oflnformation Act Officer 
Office of Intergovernmental and Legislative Affairs 

Enclosure: 
FOIA and Privacy Act Exemption List 



UNITED STATES GOVERNMENT 

memorandum 
-""" January 8, 1996 

lltltN.Y T0 
ATTNO,-, AD - Protective Operations 

suaiECT, 1996 Campaign Operational Guide 
U. S. Secret Service 
105.010 

TO, All Supervisors 

The 1996 Campaign Operational Guide has been completed. Although the Office of Protective 
Operations (OPO) basic policies are outlined in the Protective Operations Manual, the more 
specific procedures and operating guidelines that relate to the 1996 Presidential Campaign are 
included in this Guide. In this regard, the Guide should be used as a supplement to the 
Protective Operations Manual, as well as the Administrative Manual. 

The 1996 Campaign Operational Guide addresses administrative and operational procedures for 
candidate/nominee protective details, operations offices, coordinating centers, jump teams, 
advance teams, equipment coordinators, and additional Treasury Agents (ATF, IRS, and 
Customs). 

SAie's are requested to make the 1996 Campaign Operational Guide accessible to all 
employees and to encourage them to become aware of its contents, as there are several 
administrative and procedural differences from previous campaigns. 

Enclosed you will find the following for your 1996 Campaign Operational Guide. 

*Binder 
*Contents 
*Tabs 
*Photo of 1996 Campaign Identification 
*1996 Directives Check.list 

The color photo of the Campaign Identification is to be inserted behind page 3 of section CNP-
13. 

Revisions will be issued in accordance with the U. S. Secret Service Directives System. The 
Directives Checklist is to be filed in the front of the manual and used to log in all future 
directives. 

We remind all offices it is not intended that employees have an individual copy of the guide. 
It is the responsibility of supervisors to ensure the library copy of the guide is located to allow 
accessibility by all employees. 

'U.S.~ PfW,n; Ollaa: 1111 - 312•0?1~2 

OP'TIOHAL l"OfllM NO. 10 
(IIEV,1-) 
GSA ,,.MIi (ti C,.,.) 101-11.t 
111110-11, 



Questions on this package should be addressed to the Policy Analysis and Records Systems 
Branch, Management and Organization Division ~ )(6); (b)(7)(C) !Questions on the content of 
the manual should be directe-O to the Candidate Nominee Protective Division (CNPD)jh)<6);(b)(

7
)<C) r )(6); (bX7)(C) 
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AD - Protective Operations 

Attachment 





\ .. 

Untt.11 Stat.a Secr•t Service 
Dlrecttv.1 Sy1tem 

Manual : 1996 Campaign Operational Gwlde Section : TOC 
RO CNPD Dai. : 01 /0&/96 

CNP-1 

CNP-2 

CNP-3 

CNP-4 

CNP-5 

CNP-6 

CNP-7 

CNP-8 

CNP-9 

CNP-to 

CNP-11 

CNP-12 

CNP-13 

CNP-14 

CNP-15 

CNP-16 

CNP-17 

CNP-18 

CNP-19 

1996 Campaign Operational Guide 
Table of Contents 

. ... ........................... 1996 Candidate Nominee Protective OMsion Overview 

................. . ..... ... ... . . ..... . .. . ... . .... . ..... .. . .. ... .. Advances 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Communications 

..... . ... . ......... . ..... . . ... . ....... .. .. Reports UtUized During Campaign 1996 

.. . ..................... . ...................... Time and Attendance Reporting 

. ... ..... . ... .. ........ . ... . ...... .. . .... .. ... . ... .. .. .. ... Treasury Agents 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . OetaU Operations Guidelines 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Coordinating Centers Guidelines 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Detail Guidelines 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Equipment Coordinator Guidelines 

....... .. ..... . .. . ... ... .. ... ....... . ................ ~~Guidelines 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Transportation 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Identification 

.... . ...... _ ... _ .. _ . _ . .. _ . . .. . ... .. .. .. . . . .. . . ... .. ... .. .. .. ... .. . Press 

...... ... . .. ... .. .. .. ... .. . . .. .. ... .. ... . ..................... Equipment 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Aviation Policies and Procedures 

. ... .. .. ....... .. .. ....... . .. . ........ . ..... Management of Campaign Records 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Tennination Procedures 

· · · · · · · · • · · · • • - • • • • - • • • - • • • . . .... . ... . - .. .... .. ... ........ ...... Support 



Manual : 11N campaign O,.ational Gulde 
RO CNPD 

UnftN Sta11n s.cret s.rvtce 
01,..,....s-,.wm 

1996 

Section : CNP-1 
Date : 01/08/N 

CANDIDATE NOMINEE PROTECTIVE 
DIVISION 
CNP - 172 

Division Overview 

Office Hours: 9:00 am to 5:30 pm (EST / EDT) - Monday - Friday 
(1 / 2/ 96 • 11 / 96) At d irection of CNPD. 

Office Location: 

Mailing Addre11: 

Same as Above 

Name Title 

(bX6); CbX7XC) CbX6); (bX7XC) 

1 

Phone/FJSi l(bX6); (bx1xc ) 

Direct Une 
A/C (202) Residence No. 

CbX6); CbX7XC) 



ManY&I : 1911 Campaign OperdOnaJ Guida 
RO CNPD 

Coordinating Centers 

1. CNPP Opmtlons Center (CNPDl 

Location: 

Phone: 

Open: 

h,)(6); (b)(7)(C) 

At direction of CNPD 
At direction of CNPD 

s.ction: CNP-1 
0&1e : 01 /08/H 

Closed: 
Area: USA (Except areas covered by coordinating centers during specific time periods.) 

Operational 
Ra■ponslblltty: Detai lssues/Resk:lence Security 

2. Joint OQ11'1.tlon1 center <JOC> 

Location: l:l,)(6); (b)(7)(C) 

Phone: 

Open: 
Closed: 
Area: 

Operational 
Responsibllit, .__ ____________ _J 

3. Iowa Coon:tlnatlnq Center (ICC) 

Location: Kb)C6); Cb)C7)(C) 

Phone: 

Open: 
Closed: 
Area: 

At. direction of CNPD 
At direction of CNPD 
1owa 

2 



Man..al : 1116 CampaJtn Oper■llonal Gulde 
RO CNPD 

----- 4. New England coordinating canter (NECC) 

Location: 

Phone: 

Open: 
Closed: 
AtN: 

)(6) ; (b)(7)(C) 

rect 
At dlrectk>n of CNPD 
New Hampshire, Maine 

SecUon: CNP•1 
Date : 01 /Da/96 

3 



Manual : 1191 Campaign Operdonal GukN 
RO CNPD 

SecllOn : CNP-2 
Dat. : 01/08/N 

ADVANCES - GENERAL INFORMATION 
(Refer to OP0-3 of the Protective Operations Manual) 

Mission 

Candidate Nominee Protective DMslon (CNPD) Advance Teams are responsible for implementing security 
arrangements for the candidates, nominees, and nominee spouses authorized protection by the Secretary 
of the Treasury. CNPO policies wilt be adhered to In conjunction with those established by the Office of 
Protective Operations. 

Advance l(b)<
1

)(E) 

After determining that a host field office cannot provide the advance ~ the Jolm Operations Center or 
the appropnate Coordinating Center (CC) will assignr><7>CE> µpon confirmation of the 

ro osed visit. The district SAIC Is encouraged to assign a local agent as lead advance, If resources permit. 
)(7)(E) 

._r_)(7-)(E_) ____ ____JI Agent 

There wlll ICb)(7)(E) 

of ther)(7)(E) 

us 
mber 

CbX7)(E) 

I assigned to CNPD advances. This is the responslbftlty 

(b)(7)(E) 



Manual : 1911 Campaign O,.,■llonal Gulde 
RO : CNPD 

Bec:tion : CNP•2 
Data : D1/0I/N 

Technical Security Division 

Counter AssauH l(b)(
7)CE) I 

USSS/U niformed Division 

Countersniper !(b)C7)CE) I 

Magnetometer Advance 

(b)(7)(E) 

Detail Operations Responsibilities 
'.b)(7)(E) 

2 



Manual : 1111 Campaign O,,.,donal Olllcfe 
RO CNPD 

Origin of Advance 

Notifications 

(b)(7)(E) 

Assignment of the Advance l(b)C7)CE) I 

(b)(7)(E) 

Pre-Advance 
(Refer to OP0-5 of the Protective Operations Manual) 

(b)(7)(E) 

Advance l(b)(7)(E) I Procedures 
(Refer to CPO-ti of the Protective Operations Manual) 

Preliminary Coordination 

5ectMm : CNP-2 
Date : 01 /03/96 

Prior to any "on-site" advance work, the Lead Advance Agent Is required to make certain contacts as 
outlined In CPO-ti, Advance ~ Procedures, of the Protective Operations Manual. 

3 



Manual : 1111 Cemp■lgn Opeflllloll■I Gulde Section : CNP-2 

AO CNPt.l Daw : 01 /08/t6 

Subsequent Coordination 

Subsequent coordination In OP0-6 refers to the various arrangements necessary to coordinate an advance 
upon arrival In the city to be visited. 

SAIC or RAIC of District 

The field office SAIC or RAIC, In conjunction with the Lead Advance Agent, Is responslble for coordinating 
decisions relating to security. Upon arrival, the Lead Advance Agent routinely contacts the SAIC, or her /her 
deslgnee, In order to discuss schedule changes, police meetings, Intelligence concerns, suppor1 requests, 
and any other pertinent Information regarding the visit. (refer to OP0-13) 

The SAIC shoukt provide the date, time, and location of the Initial police meeting, as well as identifying the 
police jurtsdlctlon(s) Involved. 

Staff Lead Advance 

The Staff Lead Advance is the designated representative of the protectee's staff who Is responslble for 
coordinating all matters regarding the protectee's Itinerary. A Staff Advance !mu may consist of several 
members. each with his/ her own area of responslb81ty. The Staff Lead Advance wll act as the counterpart 
to the USSS Lead Advance Agent, and coordinate the activities of the Staff Advance~ in order to ensure 
positive Interaction. 

It is Incumbent upon the USSS Lead Advance Agent to contact his/her staff counterpart and maintain a 
close working relationship with him/her throughout the advance, to guarantee a timely exchange of pertinent 
information. 

Preliminary Site Walk .. Thru 

(bX7)(E) 



Manual : 1111 Campaign Opendlonal GukN 
AO CNPD 

Section : CNP-2 
Data : 01/01/16 

Staff - USS$ Meetings 

(b)(7)(E) 

Police Meetings 
{Refer to OP0-6 of the Protective Operations Manual) 

(b)(7)(E) 

Site Security Survey 

(b)(7)(E) 

5 



Manual : tlN Campaltn Operalloual Gulde 
AO CNPD 

Equipment/Support Requests 

(b)(7)(E) 

Section : CNP-2 
DIii : 01/Dl/tl 

The Lead Advance Agent will coordinate all equipment, manpower, and other operattonal requests received 
from the individual advance ~ members. He/she Is responsible for discussing these requests with the 
district SAIC, and then submitting these requests to the Joint Operations Center. Appropriate reporting 
dates, times, and locatlons, as wetl as proposed schedtJlng, wilt be submitted at this time. 

Preliminary Survey 

The Lead Advance must submit a Preliminary Survey Report, If posslble, 24 hours prior to the visit. It should 
be disseminated to the DetaU Ops and the traveling detaA via the USSS Network, official message and/or 
facsimile machine, prior to the visit (refer to OP0-16 and OP0-17 r:A the Protective Operations Manual). 

Note: The 10 situation report wRI be part of the preliminary survey for campaign '96. The prelimlnary survey 
will be sent via unofficial maM to the lead advance agent of the city from which the detall ls departing. 

6 



Manual : 11M Cllmpaltfl Opiit■IIOlial GtMe 
AO CNPD 

Sedor, : CNP-2 
Daw : 01 /08/N 

Agent Briefings 

General Briefing 

(b)(7)(E) 

Site Briefing 

Kb)O)CE) 

CNPD Press Agent 

If a CNPD Press Agent Is utlllzed to travel wtth a press pool, and time pennlts, he/she will be briefed, prior 
to his/her arrival on site, by the Lead Advance Agent. Specific Information regarding press movements and 
agreements will be discussed. Potential areas of conflict with the detail or protectee will be Identified (refer 
to OP0-12 of the Protective Operations Manual and CNP-13 and CNP-14 of this manual). 

7 



Mama! : 1111 Campalfn Operdonal Gude 
RO CNPD 

SecUon: CNP•2 
Date : 01/08/N 

Supervisor Briefings 

CNPD Detail Leader or Assistant Detail Leader 

(b)(7)(E) 

CNPD Shift Leader 

The Shift Leader wDI be briefed by the Lead Advance and/or Site Agent upon arrival at the first site. The 
Detail Leader remains responslble for briefing the respective Shift Leader(s) on any lssue(s) which could 

have a significant impact on the detaH. 

Shooting Incidents 

(b)(7)(E) 

Foreign Advance 

(b)(7)(E) 

8 



Manual : 11N Campaign 0.-,doual Gulde 
RO CNPD 

Section : CN P·2 
Daw : 01 /08/N 

Preliminary Coordination 

Operations Office Responslblllty 
(refer to OP0-3 of the Protective Operations Manual) 

(b)(7)(E) 

CNPD will Initiate the process for obtaining "vtsas•, and/or other passport requirements through the Liaison 
DMslon, and establish a basic plan for the mission. 

All contact with the host country (U.S. Embassy) wDI be channeled through CNPD, with the results being 
made avaUable to the Lead Advance Agent and Detail Supervisor. 

Pre-Advance 
(refer to OP0·5 of the Protective Operations Manual) 

(b)(7)(E) 

Advance j(b)C7)CE) I Briefings 

Internal Briefing 

The CNPD pre-advance supervisor will brief the Detail Leader upon completion of the pre-advance trip. 

In addition, the CNPD pre-advance supervisor will conduct a briefing for all advance ~ members and 
provide any Information obtained, agreements made, and expectations for the trip. Generally, an Intelligence 
DMslon representative provides background Information and a briefing on the Intelligence climate of each 
country to be visited. 

9 



Man&MII : 1911 Campaign OperdOnal Gulde 
RO CNPD 

Section : CNP•2 
Daw : 01/08/H 

Subsequent Coordination 

SAIC of District 

Contact with the district SAIC, or his deslgnee, Is essential upon arrival In country. The SAIC, or designee, 
will routinely attend any pollce meetings, In conjunction with:) ~gent. Fleld office 
representation is extremely Important on foreign, as wall as d aavances. 

U.S. Embassy 

The U.S. Ambassador, or his designate, Is the primary contact upon amval In country . 

.... r_)(7-)(E_ ) __ ____,rgent 

The l(b)(7)(E) ~ is responsible for contacting the appropriate State Department personnel, normally the 
Adminlstrativerol Officer (ACO), regarding requests for equipment, lodging, transponatlon, etc. The 

I (b)(7)(E) • • • ~ , • 11 • c II I 

(b)(7)(E) 

10 



Manual : 1tN Campaign Operrionel Gulde 
AO CNPD 

lectlon : CNP-2 
Daw : 01/0I/H 

9. Assist the Lead Advance Agent, as necessary, in any aspect of the advance; and 

10. CompUe all cost-tracking Information. 

Meetings 

All meetings referred to in OPO-7, under "Subsequent Coordination• of the Protective Operations Manual, 
will be attended by advance ~ members. 

Reading Flies 

The Lead Advance Agent wlll coordinate with the ID Advance Agent In estabUshlng the general and 
intelligence reading mes located In the Embassy. The Lead Advance Agent Is responsible for reviewing 
these files daRy, and remaining current on all teletypes to/ from the Embassy concemlng the visit. 

Site Security 

CNPO Site Agents are responsible for establishing a secure environment for CNPD protectees as outlined 
in OPO-8 of the Protective Operations Manual and CNP-4 of this manual (Refer to OPO-3 and CPO~). 

11 



Mani.Mil : 1 HI Campal9n Opar.Uonal GuhM 
RO CNPD 

Section : CNP-3 
Dau : 01/08/96 

COMMUNICATIONS 
(Refer to OP0-1 o of the Protecttve Operations Manual) 

The Voice Programs Branch of the Information Resources Management DMslon (IRMD) wm provide radio, 
telephone, and facslmUe support for CNPD protecttve visits. To facRltate this support, the service will be 
assisted by Communications Management Control Activity (CMCA) teams. 

To obtain communications support, the Lead Advance Agent should call lRMO's Voice Programs Branch 
at 202-435-5761. This support wll be provided based on the following guidelines: 

Radio Communications 

(b)(7)(E) 

Telephone Communications 

If adequate notice Is given (nonnally 24 hours), IRMO will provide telephone support for the followtng: 

(b)(7)(E) 



Man"91 : 1911 Campaign Opet'1tlolr.al Gulde 
RO CNPD 

Seeton : CNP-3 
Data : 01 /08/N 

(b)(7)(E) 

Command Post {CP) 

(b)(7)(E) 

The Lead Advance Agent IS responsible for ensuring that the following has been completed: approprtate 
communications equipment has been Installed and Is operational: the CP Is properly equipped for the visit; 
all pertinent surveys, post assignments, etc. are present as outllned In OPO-1 0 of the Protective Operations 
Manual: approprtate USSS staffing Is avalable to handle th9 vcxume of radio/telephones traffic: and that CP 
agents are adequately briefed. 

Operation 

(b)(7)(E) 

Command Post Requirements 

(b)(7)(E) 

2 



Manual : 11N Campa19n Operdonal Guida 
AO CNPD 

Sect.Ion : CNP-3 
Date : 01/08/N 

(b)(7)(E) 

Radio Equipment 

lAMD and CMCA wUI routinely install a radio console programmed to the appropriate frequencies. 

Telephone Equipment 

The RON Command Post will normally be provided with two main business (MB) telephones, and one 
facslmlle line. 

Administrative Requirements 

In addition to the administrative requirements outlined In OPO-10, any Site Surveys completed for the f )(7)(E) 

l(b)(7)<E) las well as any contingency plans,1Cb)(7)<E) I ,._ ____ _. 

(b)(7)(E) 

3 



Manual : 1911 Campaign 0,.dcN• GullM 
RO CNPD 

Section : CNP-3 
Date : Of /,,_/N 

Emergency Action Requirements 

The Command Post should have avalable: master keys to the hotel, and/or other event locations: spare 
keys to the Protectee's Suite; and spare keys for the primary and emergency motorcades, etc. 

The CP should also have the following emergency equipment (most ol which Is carried by the DetaD's 
Equipment Coordinator): Emergency lights (flashlights, etc.); Victim Rescue Units (VRU's); emergency 
medical kit (FAT) with defibrillator; and any other equipment deemed appropriate tor the safety/security of 
the protectee. 

Security Room 

(b)(7)(E) 

4 



Manwal : 1991 Campaign Opet'adonal Gi.llde 
RO CNPD 

Unl1N ..... s.cr-t Service 
Dlrecltwn Synm 

Section : CNP-4 
Dall : 01/0I/H 

REPORTS UTILIZED DURING CAMPAIGN 
1996 

In addition to the regularly required reports from lnc:IMduals, the followlng reports wlH be utnlzecl during the 
campaign. These are listed by responsible person or operations center. This list ts not all inclusive. It Is 
a sampling of the most trequentiy used forms. The specific Secret SeMCe Manual {I.e., Admln, OPO, etc.) 
should always be consulted tor detaled Instructions. 

Supervisors 

1. SSF 1899, Temporary A11lgnment Evaluation. To be completed tor each Individual agent upon 
termination of a candidate detall. 

2. SSF 1875, Protective Operotlon1 Activity and Pe,sonnel Reports (Shilt Report). This report will be 
completed by each shift leader and residence supervisor on a dally basis. 

Detail Operations and Coordinating Centers 

1. SSF 2040, RequiI1tlon tor Stocked Supplies. These requisitions must be forwarded through CNPD 
for approval. 

2. SSF 2041, Procurement Requests. These requests must be forwarded through CNPD for approval 
and coordination. 

3. SSF 1911, Requests tor Space AtterationI, Equipment and Service ■t Locations Involving 
Protective Operations. 

4. SSF 1994, Requests tor Support from Federal Agencies tor Protective Operations. 

5. SSF 1996, Designation of Non-Governmental Property to be Secured by the United States Secret 
Service. 

6. SSF 1847, Accountable Property Control Record. Can be used when temporarily Issuing 
accountable property. 

7. SF 702, Safe or Cabinet Security Record. To be used for all safes or secured cabinets. 

a. SSF 1838, Message Number Log. To be maintained by each office having an official message printer. 

1 



Manual : 1111 Cam,pa'9l'I Opetalonal Guida 
AO CNPD 

Section : CNP-4 
Datto : 01/08/96 

9. Identification Usage Control Log (No Foon Number). This fonn wll be provided with the Identification 
package supplied by DPD Identification Section. 

10. CNPD Coll Tracking Sheet (No Fonn Number). Each USSS employee wftl complete and lorwartl to 
DetaU Ops at the end of rotatlon. 

11. CNPD Coll Tracking • Detail Summary Sheet (No Fann Number). DetaH Oil' will summarize 
individual sheets and forward summary sheets to CNPD wtthln 24 hours of encl of rotation. 

Field Offices 

1. SSF 3047, Preliminary Survey Report. 

2. SSF 1963, candidate NomlnH Fln■ I Survey Report. 

3. SSF 1161, Record of Name S..rchH. 

4. SSF 1 nsA, Authorization to Secure Lodging. 

5, SSF 1799B, Ho1el BIii Certification 

6. Identification Us■ge Control Log (No Fenn Number). 

2 
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S.CUoa : CNP-5 
Dale : 01/0I/N 

TIME AND ATTENDANCE REPORTING 

Secret Service Personnel 

Time and attendance (T&A) records wBI be processed and $Ubmltted by the employee's respective 
permanent field office or dlvtslon. The SAIC/DMslon Chief of each field office or division will be responslb4e 
for signing the T&A records for his/her personnel assigned to the Candidate Nominee Protective DMsion 
(CNPD) based on the Information transmitted via official message from CNPD and field offices. 

The CNPD supervising unit will ensure the work sched~e Information for each employee Is transmitted via 
officlal message to the appropriate field office or division prior to 12:01 am. on the Sunday preceding the 
work week. If any changes occur in the reported hours, the supervising unit will transmit that information 
to the applicable offlce(s) on the following Monday via an amended official message. 

Although the T &A cards In all cases Will ultimately be approved and submitted to Payroll by each employee's 
office of permanent assignment, the preliminary processing procedures will vary somewhat for personnel 
assigned to different units. The following section will Identify those prellmlnary procedures for each unit. 

ICb>O>(E> I ._ICb>_0>_(E_> ___ ____JI l(b)C
7
>(E> I Coordinator 

The !Cb)C7)C I !Cb)C7)CE) I klilinLl Coordinator within a Coordinating Center, In the Joint Operations Center, 
or the local field office wm be responslbie for trans1:;n~

1

v1a official mesjge tj work schedule information 
of each Secret Service Agent assigned to a~ 7 or an Advance Cb)C7)CE !Cb)C7)CE) I 

I ~"~' I 

I ~"~' I 

Candidate Detail (Operations, Traveling Detail, Residence Security) 

The operations section wm be responsible for transmitting via official messaae the work schedule information 
of each employee to his/her office of permanent assignment ICb)C7)CE) 

(b)(7)(E) 



Manllaf : 1191 Campaign OpenllOMI Gukle 
RO : CNPD 

Section : CNP·5 
Dall : 01/08/N 

Coordinating Centers and Convention Coordinating Centers 

The Deputy Coordinator wlll be responslble tor transmitting via official messa the work schedule 
· i n of each em to his her office of permanent assignment Cb)C7)CE) 

(b)(7)(E) 

The Coordinator or Deputy Coordinator wOI also vertfy and sign the SSF 1852 for all personnel assigned to 
the coordinating centers during each pay period. lnciudlng advance~ members. Advance~ 1852's 
which are not signed by the above wm be signed at the Advance !Cb)C7)C I Agent's Post of Duty (POD). 

Local or Out-of-District Reid Office Support 

(b)(7)(E) 

Joint Operations Center wll transmit these work schedules via official message to the appropriate offices. 

Treasury Agents 

~e_c
7
_)(E-) ___ ____.I Members 

(b)(7)(E) 

!Security 

(b)(7)(E) 

2 
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(b)(7)(E) 

Local Treasury Agent Support 

Treasury Agents from local field offices supporting CNPD as post standers wttl submit SSF 1852's tor 
approval to the USSS SAIC of that district. The SSF 1852 wm indicate chronologically the cities, dates, 
times, and protective codes tor which the Treasury Agent worked during the respective pay period. Also 
listed should be the Treasury Agent's POD address. 

(b)(7)(E) 

The SAIC will forward one copy (pink) of the SSF 1852 to FMD /FAB for disposition. 

The pink copy wlll be reviewed for accuracy. 

3 
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TREASURY AGENTS (TA'S) 

Utilization 
(refer to CNP-11 of this manual, OP0-13 & OP0-18 of the Protective Operations Manual) 

The U.S. Secret Service utRlzes Special Agents from other Treasury Department Bureaus to perform cenaln 
protective related duties. 

(b)(7)(E) 

1 
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Administrative Guidelines/Requirements 

Purpose 

These instructions provide guidelines and establish processing procedures retating to costs Incurred by 
Treasury Agents during temporary assignment to the United States Secret Service In support of the 1996 
Presidential Campaign. 

Scope 

The provisions of these Instructions apply to all Treasury Agents asslstlng the Secret Service during the 1996 
Presidential campaign. 

Travel 

Travel Advances 

The U.S. Secret Service wll not Issue travel advances to non-USSS employees. Travel advances will be 
issued by the respective Treasury Bureaus. Treasury Agents wUI be responslble for reimbursing their 
respective bureau in accordance to their own specific bureau policy. 

Airline Travel 

The U.S. Secret Service wHI be responsible for tssulng air1ine tk;kets to Treasury Agents for transportation 
to, from and between assignments. Treasury Agents have been Instructed to contact the local Secret 
Service office to obtain their ticket either through teletlcketing or prepaid to the airline. The local Secret 
Service office will contact SATO for reservations. Under no circumstances, are non--Secret Service 
employees allowed to contact SATO directly. Use of a non.Secret Service Government Transponatlon 
Request (GTR) ls not alla.ved. A Treasury Agent, in an emergency situation, may use his/her official 
Government American Express Travel Credit Card to purchase transponatlon. Thts should only be used as 
a last resort. 

When a Treasury Agent uses his/her Credit Card to purchase transportation, they will ciaim the expense 
through their standard agency voucher process. The Treasury Agent must provide CNPD a copy of the 
ticket and a memorandum submitted through their bureau supervisor explalning the emergency 
circumstances. A copy of this memorandum and ticket will be forward to the Financial Management DMslon 
in order to reconcle the monthly bHllng statements from that Treasury Bureau. 

2 
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Unused, Downgraded or Exchanged Tickets 

It Is Imperative that whole or partial unused tickets be retumed to the Secret Service Financial Management 
Division. All unused tickets Issued to Treasury Agent personnel should be given to the USSS l(b)(7)( I~ 
Leader or Residence Securtty Supervisor who will attach these unused tickets to his/her Travel Voucher 
Worksheet, SSF 3200, for submission to FMD. 

When an Agent has lost an unused ticket, he/ she must furnish documentation from the airtine carrier or 
SATO as evidence of unfumlshed services. 

Premium Class Air Fare 

In accordance with Federal Travel Regulations (FTR), regular economy coach accommodations shall be 
used for all modes of commercial transportation when feasible. Use of premium ctass accommodations Is 
prohibited. In accordance with the Federal Travel Regulations, premium class of air travel Includes first class 
service as well as Intermediate air service {I.e .• buslt'l8Ss, clipper, etc.) 

When premium-class air accommodations are required because no other accommodations can satisfy 
mission requirements, prior approval must be obtained from the SAIC of ADPO or CNPO. 

NOTE: If premium-class accommodations are utHlzed, the SSF 3236 approval letter must accompany 
traveler's voucher (See sample SSF 3236 at end of text). 

City-Pairs 

In accordance with General Service Administration (GSA) regulations, It Is Secret Service policy that contract 
air carriers or Amtrak be used for travel between selected city-pairs. The selected city-pairs and contract 
:.ir Nlrriers are listed In the Federal Air Service and Trav8' Directory (which is avaBable In your office). 

(b)(7)(E) 

3 



Manual : 1111 C-.,alpi Ope,doMI Gulde 
RO CNPD 

Rental Vahleles 
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Sedloft : CNP~ 
o... : 01 /08/N 

Contracting rental vehicles for campaign purposes ls restricted to authortzed Secret Service personnel. See 
Section CNP-8 of this manual. CNP0 must be contacted when the need for a rental vehicle is established. 
CNPD wHI provide the requester wtth a log number which the requester wit provide to SATO when ordering 
the actual rental vehicfes. 

Privately Owned Vehicles (POV'I) 

Authorization to use privately owned conveyances, In lieu of Government or commercial transponation, Is 
required from the requesting Secret Service office. Such requests will be communicated to the Secret 
Service by your office of permanent assignment In advance of the travel. Approval by the Secret Service wll 
be based upon a determination that the use of the POV Is advantageous to the government, taking Into 
consideration the avaHabDlty /desirabAlty of government transportation (cost comparison) . 

Travelers wMI document the use of POV(s) on a cost comparison breakdown when a POV Is used. The 
breakdown should be completed on a piece of plaln bond paper and attached to the Travel Voucher. 
Reimbursement for pari<ing, ferry, bridge, road, and tunnel fees are allowed In addition to the mffeage 
allowance. Reimbursement for mileage to, and parking at, common carrier terminals or other areas whUe 
the traveler is away from his/her POD Is limited to the equivalent cost of round trtp taxi fare. 

Requests for reimbursement tor POV usage are made on the travel voucher. Total reimbursement Is llmlted 
to the cost of appropriate common carrier transportation, Including per diem by that method of 
transportation (cialms shoutd therefore not exceed these amounts). 

4 
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Government owned Vehicles - Gasoline Purchases 

Replenlshment of gasoUne used In Treasury offlclal vehicles may be made and claimed on your Travel 
Voucher. Reimbursement Is allowed only for fuel consumed as a direct result of supporting the Secret 
Service. Receipts must be attached to the travel voucher along with the number of mHes driven for which 
reimbursement Is clalmed. 

Hotel Accommodations 

Hotel arrangements for all personnel on protective detaKs wlll nonnally be made by a Secret Service 
advance agent. The advance agent wnl arrange for the total bll to be sent directly to the U.S. Secret 
Service. Upon departure from a hotel the traveler wHI sign his/her folio verttylng all charges are correct and 
all personal charges (e.g., food, phone calls, laundry/dry cleaning, etc.) to the room are paid by the traveler. 
The appropriate financial codes must be Indicated on the traveler's hotel folio. Official business expenses 
(e.g., parking, OB phone calls, etc.) should be paid In cash and receipts submitted as an attachment to your 
travel voucher. 

When lodging expenses are paid by the traveler, a copy of the hotel bil stamped •paler must be submitted 
along with the travel worksheet. 

Submission ol Travel Worksheets 

Treasury Agents wlll submit their travel vouchers directly to their own bureau using their approved voucher 
process. 

Any in town per diem claims for Treasury Agent support wlll be submitted to and authorized by the local 
USSS SAIC. The Field Office will forward these claims directly to the Financial Management DMsion tor 
processing. 

Per Diem Rate - Domestic 

Effective March 12, 1993, the General Services Administration updated the maximum per diem rates for 
travel to locations within the continental United States (CONUS). The update is based on GSA's recent 
analysis of lodging and meal cost data. This analysis resutted In adjusting the maximum lodglng amounts 
in certain localities and adds two new additional meal and incldental expenses (M&1E) rates of $30 and $38 
for certain per diem localities resuttlng in a four tier system for M&IE rates consisting of $26, $30, $34, and 
$38. The update establishes 37 locations at the new $38 maximum rate, increases 44 locations to the $34 
rate and 189 locations to the $30 rate. 

5 



Manwal : 1191 C,ipalgtl 0,-■IIOMI Guida 8"llon : CNP-4 
RO CNPD De1a : 01/0I/N 

The previous Secret Service pn1G1lce of providing an enhanced M&IE rate fof tnMII re&ated to protection Is 
discontinued. (NOTE: This change does not affect the authority for direct bllllng of hotel lodglng costs In 
conjunction with protective assignments.) This change Is effective for all trava on or after March 12, 1993. 

1) Per diem at post of duty (POD) - Per Diem can be paJd at the employee's regllar post of duty under 
specified conditions, however, It must be approved by the Secret Service SAIC, OSAIC or ASAIC of 
that district. You may only be ellglble tor reimbursement of per diem at POD during the aG1ual day 
or days of the vlslt of a protectee and If the assignment requires the employee to work sixteen (16) 
hours per day or to remain overnight at his or her post of duty. 

2) Single day travel (Son • Travel must be away from an employee's POD and be In excess of 10 hours 
to be ellglble for per diem. If m~lple locations are Involved, the rate of reimbursement wll be based 
on the rate for the locale with the highest rate where official duty was performed. 

3) Mtnlpla day trav8' - A traveler may only have one rate of reimbursement for a single calendar day. 
The rate will be detennlned by the location of the traveler's lodging. 

4) Receipts - Long distance telephone and lodging receipts are required regardless of amount. Receipts 
are required for all Incidental expenses exceeding $25.00. 

For additional Information on the rules associated with per diem reimbursement. the traveler should refer 
to the Federal Travel Regulations. 

Per Dtem Rates - Foreign 

(bX7XE) 

Time and Attendance (T&A) Reporting 

Treasury Agents will submit SSF 1852's to their immediate Secret Service supervisor for approval before 
leaving the assignment 

After signing and approving the T&A, the supervisor will retum the original and one copy to the Treasury 
Agent who is responsible for submitting It to the Payroll Clerk at his/ her POD. 

The pink copy of the SSF 1852 will be submitted by the Secret Service supervisor to the FMB/FAB for 
disposition. 

6 
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Assignment SupervlNf' 

(b)(7)(E) 

In the event Treasury Agents are assigned to ioca1 post standing- duties which Involve missions In different 
locatlons, they must Indicate on the face of the SSF 1852 all assigned locations with the date(s}. At the end 
of the assignment or pay period, whichever Is appropriate, the SSF 1852 wBI be submitted to the Secret 
Service Field Office In which the assignment toot< piace. After approval by the local Secret Service 
SAIC/RAIC, the original and one copy wtll be returned to the Treasury Agent. The pink copy of the SSF 
1852 will be submitted by the SAIC to FMD for disposition. When posslble It wll be retumed after the 
assignment terminates. If not, It wll be malled to the Treasury Agent's POD. In the case of assignments In 
Washington, D.C., SSF 1652 forms should be sent to the Washington Field Office, Suite 1000, 1050 
Connecticut Avenue, N.W., Washington, O.C., 20036-5305 (Ann: Protection Squad). 

In most Instances, the approving supervisor wll provide the proper overtime authorization number In the 
"Remarks" section of the SSF 1852. In the event this number Is omitted, the proper number to be used Is 
as follows: 

1. Presidential Protection 
2. Vice Presidential Protection 
3. Dignitary Protection 
4. Candidate Nominee Protective OMslon 

ADPO (PPO) l(b)(7)(E) 

ADPO (VPD} 
AOPO (DPO) 
AOPO (CNP) ------------1 

(Note: In the above authorization number, the appropriate fiscal year '96 or '97 should be used.} 

It is Important that the appropriate financial code be Included on the SSF 1852 and all columns are 
completed to reflect total■ for each pay category. The mailing address of the Treasury Agent's POD must 
be included In the "Remarks" section of the SSF 1852. You are also required to document overtime on the 
SSF , 852 in accordance with the Secret Service guidelines. 

Financial Codes 

CbX7XE) 
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Sample SSF 3236 - Request for Authorization or Approval of First Class 
Air Accommodations 

llequNt for Autt.cwtaadcwi « App,v.a 
of PNmlum ClaN Air Accommodatiorw 

1, Office: ~t.ec,UT• Opez:.ati.ou• 

2. 1'-lwlef't Name: f X6); (bX7XC) 

TIU• °' (lltoatllon: Speoial. .Aqeut 
Divlaion or Flelcl 0~: eia·Hl&Dd 

1 Origin end Dfltlnation or 5-1,,..._ f9r Whlc:h '""'lu"' C'-' 
Aecommollnlona .,. ~ ,-,fod of er.wet. dme ena datl of flipt: 
CleTel.and to ~•.a• Cit:r 5/15/iO - 5/25/96 -~li~ht OD 5/lS/9O at 7:00 a.m, 

4. Addhional Cott 10 the Govemfflent far Such ~lum Oe11 Over N1xt L&i
c1 .. a leJow f'r.mlum Clasa: 
S!0.00 

5. Ci,Q,I,.,,..,_ Jueoty1119 UN of Pl'9IN&lffl Cl■M AccommodadOaa: 
(Protiw • ~ tll N ~ WNW fM ,_,,..,.,_ JnrHyi,,f IIH 
of p,.,n;llffl ~ Kn~, Mio. ,,,.,,.,. I .,,,,._ Md dell v.d 
u~on .. tD wit~, ... m.n PNmiuffl ._. HcomfflCNNdonl r:oflld "°' H 
11Nd. SM •111,u1.cint, tin:11r,wtanc:. • to Wftt' M .. ,,,_ or •~ ffifltr 
could "°' N •hn incNdinf "-- 1nd din• of dN na.wr --"-""" -, ... tlYlt 
premium clua" KCOmmCNMdoM ,,.,,,,. or.,., - plOPONd llifltr fD " 
"-"'· ~ all m. ,.,,,;liuoo,,. 1, aut11onrno11. or •PPl'fltlal ii "°' ,,-l'Qd.l 

No ••.at• aTail.abl.e ill l.••• than pr~wa ol••• to 9et 11111 t:o 
Kaziu.• City .in tia• to ■t&nd post ror Tis.itu9 d.i.;nita:y . 
!th• nut aY~l• rl.1.qht i• a.t 8 : 30 a. .a. •IU.ch woul.d. not 11•t 
•• to mr po■t in t.uu. !rh• ;p:eTi.0'11 rli9ht wa• at 10: 3 0 p ••. 
th• prn·io-o.a ■TIIIUl1!1. 'rh• oo•t c~ per dimn and adclit:.ion&l 
hotel oo•t• u:o••d• th• dH~•re110• between prlllliua c.l.a•• &Dd 
th• nezt l.ow•r cl~•• o~ ~1~are , 

7. Authonatloft! ASstST.urT D1l!CT1JI Ol Clt'tr cauwsn o... _____ _ 

....... 
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Sample SSF 32001 - Travel Voucher Worksheet - In Town Per Diem 
(FRONT) 

TRAVEL VOUCHER WORKSHEET - In Town Per Diem 
,__,,,.,,.,_....._ 

··- ................ °""' - -
,_ ...,.._, ______ WQ 

mft:(--.. ---.. .. - .. ~:i=---~ _. ....... ___ 
•• - 1, .. - .... l1Cl,OOD• . --

iW"UJ1"".!:l&t:Util .. __ ,,_, • ·- - --- - - - -
I' :,w.,--;;~' 

' 
' .__....,._ 10...--......i-. --- --· -- , __ _,,, .... ..,.._ 

_..,. ,_ ..... ----..........- .. -11.~~ 1:l. Oolllll-..,.. ,O,....J 

' □ --M 
L D -----• □ •-M 
• □ --M 1,.-~ ,. 
□ --,. 
□-~--er..---~ 

NGTl: _.,. _ _....,._,,_ ____ __,.,,.III.CIQ.IID--••.......iw ____ 
. 11,1ml. 

" IClflftl'!''Mll,TTltS\IOUOD ■ TIU.MDc:DfllKTTOTMllEITOF'"~---.-THAT,.._'l'lll!N'IOllcatDITIIMNO'T 

1EEN IIECEM.011'1' ME. IIILLINTOMII 1'1111 NM Me MIJ1II.CIISISIIIIIM ~ MD ollPl'IIOVtD. l'IR CllM IS CN.TCLUICI 'Oll1Hl 
0AfOIIQAYIOfffalllCf1,W.YISl'I. ,_ ,-

""'-
" 
-~•--· ~-..,_..._il __ ...,_. __ ., __ ,,,.,_G&,e 

---,-■ .... -pt-. ____________ .,....,.., .. _., __ 1:1,u..s.c..NOa11 - .. -~--___ ......,. ____ ,_ __ ...., _______ ...,..,,.,. __ -- - -... -
NNN:Y ACT STATalBff: 

.,......,.._ .. ......, ..... ltJll, ......... ...._. _ _.i_ • ....,_.,.,._.,_...,_ .. ,.,,,. 
-- .._ .. ._ _____ ,. _ _,IULC. .......... .......,_, .. _______ 
O...ll•i,, .... ,a,Ml ... ------!P'TIIM1•11~ ... _..,. ........ ,,,__.,_ 
E.0.1MOIIIII.Jiir22. 1111 .... :N W.C.9011111]-t!OI. ,__., 

__ ..,... _____ ......,. __ 
-------··---· ..... ., .. _...._ c-- cn.u.u:.eo11.i- ■ 1D11..,. 

-·· -•..w.------~- L0.-1.-D.1MS. ... ______ , _____ ------· .......... -... -. .. .. ---~--....... -................ _ .. _ ·•--"- ----·-· --------_____ .., __ ....,,_ _____ ._ 
..... _ ----------- ..... ,....:: .. _,, ___ ---- - ..... ----·------__________ ..._. __ ...,.._IINI--•_., ____ .. ...., __ ,, -·--.--~ ........ , "' . •• 

.....-.. -1ou _, 
,.__..-,CIM/IMIIZ/U 
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Sample SSF 32001 - Travel Voucher Worksheet - In Town Per Diem 
(BACK) 

INSTRUCTIONS FOR COMPLETING THE SSF 32001- IN TOWN PER DIEM 
, . - E,,w""IPl,111'1...-l_._,.,_..,ISSNt-~'•.,__,.i--1n1o1,,1n.w,ni-'-NdonSSN 

MMll1fficllion. AII ....... -Cdl9!Nli~. CINIM~Alll••••-an•tron1d,._tonn-) 

z. ·- En•...,, tnt -i,..,..... ....i. 

... ••• lllillctCMW: bllr ""'flki¥N'r I .,,,_. __ llf--.1. U..1M_.,...,..,a .. ibii"_,_,IRC) 
Nd■ found on"- Slf 1H9•T,....a c.,d. ... ~No~ EIIWft...-Mialn""""'DfN~ 11,_..,.1a ■ict1Me::ylo+H•wwiRlllinins~1I 
....,.._,.....,, .•. a.._ ilni-.....- lhlt'IM ..,...,_,......,.... _..,Mch~-..bmttlll&. Thi■ 
IIUl'llbar ~ rallloct'IM--lyfffand Mq,lllnlill ~MIPf'Mffnlffl- lLg.. f2•1. 1'1 .......... t_.,,.mati in I FYt2, .,,d 12-2. 2fld_.,_._t MIMIIOll in FVl2}. '"'-_.....wll N ,.._..on ... ~ _.puW 
,_, _ _,,._.~'""'lflN•Nwaw*11r¥AoCI. 

•• ~No.Ao.ta: for .. ,,.._...,..,_ ...,.,. ... ..,,.pna11 c-.olidallid Trawl Authoria:rion (CTA) n~ 
and•• Df ■-(• .... CTA.12-2. 1/1/121. 

L -- E.IIWyour oftieem■'ling 1d ... -. 

L Clft",..._ (POD): En1ar1he•.wl••1twhioh.p■r..,.,i■dlimed. 

,. btirMtN Amo1i1M .tWoria■hNt: 8ftN on yolll" call,,Jl■ lioN IJM> Ill ......... of ... •-t of Vo"' caim. 

•• "'•liletooo(•I V.-ll: U..p,,ofNI OOM(1)11 w.11-■ IM ....... Mia and linw 11111 .,._ data ind-.. for Iha 
1ffropri,lta ,,._,.. • ,...-.w. TM.,_. lis1M ■i.uld M-111 t,ov,~1t1a pfOINIM '""'-Cwt.at■ 6-l 
....._. - {11 hDll'tlMI'*■ .,__ .,.... ... _.(....._.,,.), 

,. P,u-..1iw Mi■IOnlMnt: Emir lh ■ dlt■ and 1im, ¥OU .... ., -,our p,uLCWI a•lflnmo!lt • well a !he Nia and Ii"" 
your- pftl'"9\lo ■-.,.-1 9MN (fOf .... ~ FMIIIU'II ortly~ The liml llhlHllcl ba -~. Th,r■ .t-.ld to..., 
titMka lor i---,.M or~ work and CCilffl_.,. 1ilN .._., ftUt M inaluclld. 

10. R■ main.d' Owm~ (AON): Olodr 11,1 ~ IMudl: ~ WMINI' you remained ovwnigtlt 1MI irtc:umM1 
hDtel dwt■J. lndiMta tho n..., of night■ '/'OU ino,i,-:1 c.h-,.■: IN' th■ ,..,.-.c,■o wt!- -■i;nmln\ r911.,.;rod 'Iha 
-,M .,..,, N■o incliu1e ... n- ind_.. ef M ASMC/RAIC o, ■bow wt1o •lllhuria.od yuv ID ,_ .. _.gflt. 
NQTE, Thi■ blucik lftouid M _.p1■ttc1 ""'" WIUgh hut■i dl■r;N mey N -■ct bil■d,, 

11. OU- E,cp.n-: Entar any ii- NI inck.rdod in th■ P'f .,_. ...,...,_ IN' llaffliQ ll\' ~ ■nc1 Gt• of 
~ 11.g. lUioall .. ,.., offloial ..,.. .. ....,,.__ C-. hut■I ch ..... 11,aicl by..,,.,.., Ille:.) 

U .. Dotail......,,JMM: a.cJc Iha """""'• bo• indicat.ng you, •lianffllftt while u" ,._ ,,_IICWII N\liL "-for to ... Pru__,,. o,..,nona MSftllA', ""°" 0P0-3, tor 11Ciditiun9' ~-

13. Alhl,iti,en9' C--ta: Enw.,.,,,, lllfcrtffln'on .......-n1 •.,.~duty ....,W,■ nt wtlidl .,.;n ■ffac:1 
nimburwmonl. 1.f.. lV■ .t.NCI ■m,til \lllf9U■ ■cwo' arriv■ L 

14. T,-l■r S..,. Hire: 0Ny lho origlMI li11'111ltr■ ut .,_ ■mpluyoo wil bl -plild bV FMD. 

11.~gOficiat Only-■ oriaiMI .--.,.. ut N ■ utloriaoll offio■r 1-UA'C/RAIC or ..,_I WM ha■ i-wilOIII ut 
.,_ .,._ • ..,,._, wll lM .....-d by FMD. Only ASAIC'I/IWC'• ut IDUW -v .......- CSF 12001, 'II T- P.-
Diaffl~IL R■■k1■ 111 Ac,oll~ IM'C"•l _......._ wil lM apprWld bV 5"Gil' ......,..,n-aw.,._ 
(S,,tlC'■ ! etf!Oir,,.,....,_ Field OW-. SAIC'1tncl OM_,, CMf""• WDflr.■hNll wil bl IIClllf'O'l"Od by lho IPllf'IIClri .. 
~Oir.aor(AD)in~ 

---
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Sample SSF 3200A • Travel Voucher Worksheet - Attachment (FRONT) 

.. 

,.-ravel Voucher Worksheet - Attachment 
.. 

'·"'' t ~ 1a.onicaT•• _,. ... 
l ?J - f.5 - 6719 l'h )(6): Cb )(7)(C) I 

~ ..... , 
~vuu _l(bX6); CbX7)(C) I 1•WCN11C11<1n111C1. -~., 

1. ,r,,.1u1i, 

i 110H i ' O,\TI i CITYISW1! ! l!!1 l4C7rU I QQCS7 ; ~i~C.J:t I I 

l /5/91 

1/6/91 

117 /91 

1/1/91 

1/9191 

, _1110/91 

I 1/W~I 

L / 12/91 

l /!l/9 ! 

L/ l~/91 
(b)(6); (b)(7)(C) 

1/ l .S/91 

l/ 16/91 

1/L7/9I 

l /l8 /91 

1/19/91 

1/ 20/91 

1/21/91 

L/22191 

l/ Zl/tl 

l/2' 191 

1/2!/'1 

1/26/11 
(b)(6); (b)(7XC) _, 

1'01ao&.COST s .... ,, I '1'0'laL Cffl t l ]!].NI I~ , _... _ ___, __ ... --. 
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Sample SSF 3200A - Travel Voucher Worksheet - Attachment (BACK) 

:b)(6); (b)(7)(C) 

10T,lt.C0ST • n.oo 

I.TICllff~II ........ Ml'OI 

TICXff HO. !CUQII U00l .uGJNf Do\TIISSVID l'Qln5fJI-TlWIE. 

- r. 
)(6); (b)(7)(C) 

l ~- - -- ~ COIT a 1000. 00 ~- - - - - -- ~ 

.. ...,.l:Ulal~ l-~~-
'l"DIT~ .......... I I ~COOi; 

'11, ~ ~ 12.-. 

,a.,__OMCIM. 
] '" ffll.ll 

1&.o,,n 

~IIIH---Pl'I 

______ ........., _____ ........ .,_....,. ·------·------·--·------- ___ .,.._..,. ________ 
--■w.■c.-•-------- ------·---·---.-.u._o1_a ... 1&--.r1-o.-.1A- --------·-----------~-------- ------~----IA-.---··--· ..... -----·-------· ---------- -----------------·- ------------~--·----------- _ ...... ...._ ............. -------------·----·--·-- ------------....-------· _..,. __________ 

-·-· ......, _________ 
-
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DETAIL OPERATIONS GUIDELINES 

General 

The following guldeUnes are provided for Candldate/Normnee Detal Operations. Questions regarding 
additional procedures or specific problems should be directed to Candidate Nominee Protective Division 
(CNPO). 

Assignment of Protective Stop/Survey Numbers 

lbX7)(E) 

CbX7)(E) 

Monthly Reporting Procedure 

At the close of the current month, each candidate detaN operations office wfll summarize the total number 
of stops and sites made by their respective protectees. These statistics wll be reported to CNPO via 
memorandum by the third working day following the dose of the month. 

Detailed Itinerary 

The detailed Itinerary showing the next day's schedlie for the candidate with stop/site numbers and 
telephone numbers should be prepared (by the detail operations office) from the schedule Information stored 
ln the computer. This Itinerary must reach the Joint Operations Center daUy by 10 p.m. EST. Information 
copies of this Itinerary should be directed to ID, TSO, AD·PO, AD•INV, the appropriate coordinating centers 
and affected field offices/ resident offices/ resident agencies. 

1 
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Any Information pertaining to a stop/site should be entered Into the computer when receN8d. Thls will allow 
CNPD, AD-Protec:ttve Operations, and AD-Investigations to make more timely decisions regarding manpower 
ut~izatlon. 

Operations Office Staffing 

Each DetaH Operations Office wfll be staffed with: 

(1) GS-14 Operations Supervisor 
(2) GS-13 Operations Agents 
(1) Admlnlstratlve/Olflcal Employee 

Projected Itinerary 

(b)(7)(E) 

ICb)C7)CE) po the Joint Operations Center 
each week by the detan operations office no later than 8:30 a.m. EST on Fooay, with Information copies to 
AO-Protective Operations, AD-Investigations, TSO, 10, IRMD, the appropriate coordinating centers and 
affected field/resident offices/resident agencies. 

It should provide Information regarding the [0 )0)CE) 
for the next week, Sunday through Saturd'7ay::-,-=a::::nd::.-::s:.::h=ou:-:.ld:::.;::be:-=--:p:-::re=-=pa=rea:::r.trom=::-r.:1nt:r.o:c::rma=t=1o=n:-r=eg-=a=rc1=1=n=g-m=e,...J 

r )C7)(E) I previously entered into AMPS or v\a the CNPD LAN by detail operations. 

L.r_)(7-:--)(E_) __ -:-:---::----:---,..........,---,-=----__Jlshould ~ orrndded IQ CNPD by foUow•UD official message with 

the same distribution. A significant change Is deflnedlCb)O)CE) 

l(b)(7)(E) 

Rotation Plan 

(b)(7)(E) 

2 
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Emergency Purchases 

In cases of emergency where Immediate purchases are necessary, CNPO should be notlfled via phone of 
the pertinent lnformanon. CNPD wll then follow the procedures outlined In the Administrative Manual to 
complete the purchase. 

In emergency situations after regular duty hours, detail operations must be able to articulate the Justification 
of the purchase and advise CNPO Immediately on the next working day. CNPD wlll obtain an emergency 
purchase order number and provide It to the detaH operations. Oetal operations must complete an SSF 
2041 using this purchase order number within two (2) days and forward It through CNPD to the Procurement 
Division. 

Accounting for Assigned Property 

Each detaR wDI be charged separat8'y for asslgned accountable property. The Detan Supervisor In Charge 
wRI be the accountable property officer. It Is required at the end of each detaH rotat1on, that all property be 
Inventoried and accounted for by the DetaH Leader. (Refer to Admln. Manual, Section AOD-3, Property 
Charged to Offices.) 

CNPD Leased Vehicles 

Each Candidate detail wlll be assigned the following vehicles for use within the candidate's home district. 

(bX7XE) 

Automobile Accident Requirements and Notification 

Refer to the Investigative Manual Section, SIS - 11, page 30 (Leased Vehicles) and CNP-12 of this manual. 

3 
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Protective Survey /Files Procedure 

(b)(7)(E) 

Use of Candidate Facllltles 

(b)(7)(E) 

4 
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(b)(7)(E) 

Hotel Bills 

Whenever the detaB operations need to obtain hotel rooms, the standard direct billing procedures as outlined 
in the OPO Manual wlll apply (Refer to section CNP.a of this manual). 

Hours of Operation 

r )(7)(E) I 
!(b)(7)(E) I Addltlonal hours of office operation are authorized based on 0perat1ona1 

needs as determined by the Detail Leader and Operations Supervisor In consultation with CNPO. 

All O peratlons offices wMI be supplied with one (1 ) telephone answering machine or voice man, and one (1) 
pager. At the dose of business each day the answering machine or voice maR wRI be activated to receive 
non-emergency caller information. The telephone number of the pager will be Identified on the answering 
machine outgoing message for "emergency cans which require Immediate attention.· Either the Operations 
Supervisor or Operations Agents wDI maintain the pager in his/her possession to receive emergency 
notifications during any period the office Is closed for business. 

5 
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COORDINATING CENTERS GUIDELINES 

Coordinating Center Operations Staffing 

Each Coordinating Center Operations will be staffed with: 

(b)(7)(E) 

(b)(7)(E) 

Most personnel will fa41ow an "A" and •e· rotation system wtth the exception of the CC Coordinator. 
A duty response SA sholid be assigned for after business hours coverage. Telephone answering machines 
and pagers wAI be Issued to each coordinating center for this purpose. 

As specific questions of procedure or policy arise, CNPD should be contacted. 

Listed below are some of the requirements and procedures for the coordinating centers during the 1996 
campaign. This list Is not all inclusive. tt Is intended to highlight those procedures which are not normally 
lnchJded In the da~y activities of an operations center. 
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All rental vehicles must be approved by CNPD or AO.PO. Prior to considering the use of rental vehicles, 
every effort should be made to utllze existing CNPD leased vehicles and United States Secret Service 
owned vehicles. 

When the need for a rental vehicle has been established, CNPD wll be contacted for an authorization 
number. CNPO wRI Issue an authorization number. The requesting coordinating center operations special 
agent wHI make the rental arrangements through SATO Travel. 

The Field Office advance agent/CNPD advance !(b)(7)(E) I~ leader or their representatives wlll pick 
up the vehlcle(s). ~ credit cards wll be used In this transaction. The rental agent wBI give one copy of 
the rental agreement to the advance ICbX7XE> I lihlffil leader. This copy serves as the vehicle registration 
and should be retained in the vehicle untl the vehicle Is returned. This copy will then be sent to CNPO who 
will forward It to Financial Management Division. 

The Collision Damage Waiver (COW) on the rental agreement •sho~ not" be accepted. 

The agent picking up the vehicle muat place the appropriate RC and project codes on the rental agreement. 

The advance r,x7)(E) I~ leader Is responsible for prompt notification to the affected coordinating 
center or CNPO In the event of cancellation of the rental to avoid being charged for vehicles not used. The 
affected coordinating cemer will notify SATO Travel who wll cancel the reservation. 

It is the responsibility of the advance !{bX7XE) I~ leader to Inspect vehicles for damage and ensure 
proper return of vehicles to the rental agency. Call the affected coordinating center or CNPO upon returning 
a vehicle and provide the rental agreemem number, date and time of return, and the actual or estimated cost 
for each vehicle. 

CN p D .__rX_7)(E_) _ __.!vehicles 

CNPD leased vehicles are assigned to the coordinating centers and are accountable by the supervisor. All 
equipment issued with the vehicles Is the responslbRity of the Coordinator. Any questions regarding 
maintenance, repairs, and use should be directed to CNPOt'X6); CbX7XC) I 

Motor Vehicle Accidents 
(refer to CNP-12 of this manual) 
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Emergency Purchases 

In case of an emergency where Immediate purchases are necessary, CNPD wlll be nottfied via phone with 
the pertinent Information. CNPO will then follow the procedures outlined In the Administrative Manual to 

complete the purchase. 

In emergency purchase situations after regular duty hours, the coordinating cemer must be able to articulate 
the justification of the purchase and advise CNPD immedlately on the next working day. CNPD wUI obtain 
the emergency purchase order number, and provide It to the coordinating center, who must complete an 
SSF 2041 using this purchase order number within two (2) days, and forward It to Procurement Division via 

CNPD. 

Accounting for Assigned Property 

In accordance with AOD guldellnes, property that Is Issued to the Coordinating Centers will be the 
responslbAlty of the Coordinator. 

Hotel Bills 

Whenever the coordinating cemer needs to obtain hotel rooms, the standard bUllng procedures outlined ln 
the OPO Manual will apply. See section, CNP-6 of this manual, for reference. 

l(b)(7)(E) I l(b)(7)(E) I Usage 

(b)(7)(E) 

Treasury Agent Usage (Other Than l(b)(
1

)(E) I Teams) 

(b)(7)(E) 

3 
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DETAIL GUIDELINES 

The following guidelines are provided In an attempt to standardize some basic detal operations as details 
travel from district to district. In addition, each detaM wlll submit to CNPD any other requirements they deem 
necessary for a smooth and efficient operation. 

Traveling Detail Staffing 

Candidate Detalls will norma!ly be aligned as follows: 

(b)(7)(E) 

(b)(7)(E) 

1 
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(b)(7)(E) 

(b)(7)(E) 

l(b)(7)(E) , lfhat showd be determined 
by the SAIC of the local office and the local pollce based on the size of the motorcade, type of route, time 
of day, etc .. 

Unless local situations dictate otherwise, l(b)C7)CE) I 
[1,>0>CE> • · ;;; Js However, final determination hes wffh the 
local field office SAIC In accordance wffh the local pollcel . 

(b)(7)(E) wHI be made to the Joint 
Operations Center by the Detan Leader. (b)(7)(E) 
along wtth the logistk:s and avaUabltty. ,__ ___________________ _J 

Residence Security Guidelines 

(b)(7)(E) 
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Aircraft Seating Guidelines 

(b)(7)(E) 

3 
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(b)(7)(E) 

Advances 

Inquiries conceming Itineraries, site Information, routes, etc., will be made to the local staff person and with 
the detail operations section. Under no circumstances should an advance agent make Inquiries wtth the 
candidate's national staff headquaners. 

(b)(7)(E) 

(b)(7)(E) 

4 
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GUIDELINES 

hcllon : CNP-10 
Dm : 01/08/96 

(b)(7)(E) 

.---'.::.....=--=--=--=--==-==-==-=-=-=-=-=-=~=----_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_~------, 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

1 
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(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

2 
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._l(b)(7)(E- ) __ _JI Gu I DELI N ES 

(b)(7)(E) 

Time and Attendance Reporting (SSF 1852) 

1. The lCb)(7)( P I wtthin the coordlnatlng center, the field office, or the Joint Operations 
Center wm be res nslble for transmitting via official message the work schedule Information for each 
Secret Service Cb)C7)(E Cb)C7)( ember to the office of his/her permanent assignment prior to 12:01 a.m. 
on the Sunday prec ng t e work week. Any changes in reported hours wA1 be transmitted to the 

appropriate offlce(s) on the following Monday. 

Due to logistical problems Inherent in the campaign, the ICb)(7)(EI Team Leader'■ SSF 1852 will be signed 
by his/her respective SAIC. 

2. Treasury Agents assigned to ICb)O)C I Teams will submit their SSF 1852 to their !Cb)C7)C I !Cb)C7)C I Leader for 

approval. 

!Cb)(7)(E) lwlll verify and sign the SSF 1852, retumtng It to the Treasury Agent before 
he/she departs for his/her permanent assignment. The Treasu~ then submit the original to 
his/her office T&A clerk. The pink copy will be kept by the ~ j and forwarded to 
FMD/FAB tor disposition. 

Travel Advances 

Travel advances for Treasury Agents wm be the responsibility of their own bureaus. The Secret Service wm 
not provide any advance of funds to Treasury Agents. 
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Airline Tickets 

AJI alr1ine tickets for Treasury Agents wll be obtained by U.S. Secret Service personnel through SATO Travel. 

SATO wm either teletlcket to a local USSS office for pick-up or make arrangements for airport pick-up of 
prepaid ticket Every effort sho~d be made to utilize the teletk:ket machine In lleu of pre-paid tickets. 

Hotels 

Hotel bills wRI be handled In the same manner as for Secret Service personnel. The Treasury bureaus ·RC" 
cOdes (ATF, C1D, cus, IRS) ahoud be Indicated on the lndMdual follo. 

Rental Vehicles 
(Refer to CNP-8 of this manual) 

If a roblem arises at the rental counter, the rental agent should call SATO immediately at f X6); CbX7)(C) 
or Cb)C6); Cb)C7)CC) 

Travel Vouchers 

All Treasury Agents will submit their travel vouchers through their respective Treasury Bureaus using 
standard GSA travel procedures. The individual agency Is responsible for processing their own vouchers 
and submitting a proper1y documented monthly bUI for reimbursement to CNPD for review and approval. 

Any "In-Town" per diem vouchers wllt be submitted to and approved by the local SAIC or deslgnee. These 
vouchers should be sent dlrectty to the U.S. Secret Service Flnanclal Managemem DMslon with a copy 
forwarded to CNPD. 
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TRANSPORTATION 

s.ction: CNP,12 
Date : 01/08/N 

Unless the local USS$ office provides a Transportation Advance Agent, the motorcade advance wDI be 
conducted by the Lead Advance Agent (refer to OP0-3, OP0-6, OP0-9 of the Protective Operations Manual, 
and CNP-2 of this manual.) 

(b)(7)(E) 

(b)(7)(E) 

All Others 

(b)(7)(E) 

The followlnSJf6)0)(E) !should be used as a guide when no addltional information has been 
provided by the candidate detan: 

r )(7)(E) 

(b)(7)(E) 
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l(b)(7)(E) 

(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 
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l(b)(7)(E) 

(b)(7)(E) 

l(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 

r )(7)(E) 
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(6)(7)(E) 

1(6)(7)(E) 

(6)(7)(E) 

(6)(7)(E) 

r )(7)(E) 

r )(7)(E) 

(6)(7)(E) 

(6)(7)(E) 
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r X7)(E) 

(b)(7)(E) 

Motor Vehicle Accidents 
(refer to Investigative Manual, section SIS-11) 

Guidance 

The following CNPO procedures wil provide guidance to all personnel on reporting motor vehicle accidents: 

In the glove compartment of each CNPD vehicle are the following reQulred motor vehicle accident forms: 

SSF 3164 
SSF 1908 
SF 94 

(Motor Vehicle Accident Report) 
(Notification In Case of Accident card) 
(Statement of Witness tom,) 

These forms should be filled out at the scene of the accident. 

As soon as practical, CNPC and the field office In whose district the accident occurred must be notHled. 
In addition, a copy of the SSF 3164 should be transmitted by facsimile to CNPO within 24 hours of the 
accident ~ X6); (bX7XC) j 

A CNPD Accident Checklist is provided on the following page to help guide you through some of the actions 
to be taken following an accident. 

Any questions regarding motor vehicie accidents should be directed to CNPD atf)<6); (b)(7)CC) 

5 
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Sample CNPD - Accident Checklist 

Provide medical assistance to the Injured 

Notify the proper authorities (police/fire/ambulance/appropriate fietd office) 

Identify and Interview witnesses. Furnish them with SF 94 (Statement 
of Witnesses) 

Preserve the evidence 

Record the pertinent data on SSF 3164 (Motor Vehlcie Accident Report) 
complete sections l•IX 

Request an NCIC check on both the vehicle the driver of the other party's vehicle 
and under the appropriate circumstances, the occupants of the other vehicle 

Avoid furnishing employee home addresses or telephone numbers to 
anyone, unless demanded by the police: Official addresses wm suffice 

Avold encouraging claims 

Direct inquiries about filing claims to the local field office 

Arrange for the towing, removal and proper storage of disabled officlal vehicles 

After completlng the above at the 1cene of the accident: 

Notify CNPD as soon as practlcalf X6); CbX7)(C) ~s well as your supervisor 

Fax CNPD f X6); CbX7XC) la copy of SSF 3164 within 24 hours. 

Write an official memorandum explaining the circumstances surrounding the accident 
(refer to Investigative Manual, section SIS-11 , for appropriate distribution) 

Complete "Vehicle Accident Report• as required by the state in which the accident 
occurred 

Obtain an estimate for the repair of the vehicle from an authorized dealership 

Obtain a copy of the police report if one was made 

If necessary, complete and submit employee injury forms 

Refer to the Investigative Manual, section SIS-11, for speciflc procedures and 
requirements concerning the proper reporting of motor vehicle accidents 

6 
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IDENTIFICATION 

Campaign 1996 Identification 

(b)(7)(E) 

An identification set wm consist of the following Items: 

(b)(7)(E) 

(b)(7)(E) 

This type of identification has been manufactured l(b)(7)(E) .__ ____________ _J 

(b)(7)(E) 

\. 
1 
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(b)(7)(E) 

d. Campaign l._(b_)c
7
_)CE_) ______ -' 

(b)(7)(E) 

e. l(b )(7)(E) 

(b)(7)(E) 

In addition to the aforementioned procedures, each detail wDI be furnished an ample supply of 
identification, (an Identification kit), to be utilized in the event of an emergency. 

DPD-1D will Issue the Identification Kit to each candidate detail leader. The kit contains everything the 
detail leader needs to issue and control Identification. Each Identification Kit contains: 

(b)(7)(E) 

2 
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(b)(7)(E) 

Identification Kits and all unused Identification are returned to OP0-1D at the conclusion of the detaR. 

(b)(7)(E) 

Questions regarding Identification s ems should be directed to Dignitary Protective Division, 
Identification Section a )(6); (b)(7)CC) r CNPD a~Cb)C6); (b)(7)CC) I 
Samples of 1996 Campaign Identification are found on the following page(s). 

3 



Personnel La el Pin 

(b)(7)(E) 

(b)C)CE) 



(b)(7)(E) 

(b)(7)(E) 
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PRESS 

Credentials 

United StatH S.Cret Service 
Directive• System 

The followlng credentialing procedures have been adopted for the 1996 Campaign: 

(b)(7)(E) 

Press Agent 

Section : CNP,14 
Da'1I : 01/08/N 

CNPD may provide a Press Agent to accompany the press, based on the volume of traveling press and the 
magnitude of the visit. !Cb)(7)(E) ' • ' • - I 

I (b)(7)(E) 

(b)(7)(E) 
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General 

Unltad State, Secret Servi~ 
Dlrec:ttff• Sys._,. 

Sec11on : CNP.15 
0.- : 01/08/N 

Each DetaA wUI be responsible for assigned accountable property. The Detail Leaders shall be the 

accountable property officers. 

Equipment Issued 

Issued to Traveling Detail 

(b)(7)(E) 

Issued to Advance Teams 

CP binder w /necessary forms 
Police tape wll be at all FO's, RA's, and CNPO f6)C7)CE) 

1 •KEE BI01( lock ~-----__J 

2 spilt lens red/blue dash lights 
!(b)(7)(E) 

1 disposable camera 
1 cellular telephone 
1 laptop computer 
1 portable printer 
1 skypager (tor PRC) 

1 
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In addition to the above listed equlpmentlCbX7)CE) ~I be ava~able to the advance teams (from CNPC) as 
needed. Key variable loaders and chargers wll be Issued to each team after the conventions. 

Issued to r )o)CE) ..__ _____ ___. 

1 alpha-numeric skypager 

Issued to Equipment Coordinators 

1 alpha-numeric skypager 

Placed in all CNPDI ...... Cbx_7)(E_)_ --'jVehicles 

In addition, each designat1CbX7)(E) rm be equipped with: 

l(bX7)(E) 

Each designatedf'bX7)(E) jwll be equipped with: 

2 
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Daw : 01 /01/N 

Placed in Command Post at Protectee's Permanent Residence 

Provided by CNPO: 

(b)(7)(E) 

In addition, CNPD will provide foul weather gear {parkas, boots and duffel bag) as requested. 

Provided by IRMD • Voice Communications Branch: 

(b)(7)(E) 

(b)(7)(E) 

Available at each RON site 

Transported by the Equipment Coordinator: 

(b)(7)(E) 
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(b)(7)(E) 

Provided by IRMD - Voice Communications Branch: 

(b)(7)(E) 

Section : CNP• 15 
0.. : 01/0I/N 

1n addition, the Advance Agent shouk:I set up his/her computer with printer for use by the detaD. 

Issued to each Detail Operations Office 

Provided by CNPD: 

(b)(7)(E) 

Provided by IRMD • Voice Communications Branch: 

(b)(7)(E) 

Provided by IRMD at each in-and-out site 

Thel(b><7)(E) ~gent may request IRMD support (telephone lines, radio consoleJ(b><7)(E) land/or hand 
held radios) at In-and-out sites based on the following: non..avaQablllty of existing commercial telephones, 
length of stay at site to exceed 8 hours, unusually large or complex site, or adverse lnteUlgence. 

4 
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SecUon : CNP-11 
Date : 01/0l/96 

AVIATION POLICIES AND PROCEDURES 

Secret Service Air Travel 

(b)(7)(E) 

FAA Security Regulations 

(b)(7)(E) 



I 
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Section : CNP-11 
Da1l9 : 01/08/N 

(b)(7)(E) 

(b)(7)(E) 
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o.111 : 01/0l/96 

(b)(7)(E) 

FAA Aircraft Inspections 

(b)(7)(E) 

Name Checks for Charter Aircraft Crews 

(b)(7)(E) 
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Section : CNP· 1I 
Date : 01/0I/N 

Secret Service Polley 

(b)(7)(E) 

Charter Aircraft 

General Policy 

(b)(7)(E) 

FAA Air Taxi and Commercial Operator's Certificate 

(b)(7)(E) 

Co.Pilot Requirement 

All aircraft chartered by this Service must have a llcensed co-pilot. The co-pilot must meet the same 
minimum standards with regard to type of license and applicable ratings as the pilot In command. Since 

4 
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Categories of Aircraft 

(b)(7)(E) 

General Procedures for Chartering Aircraft 

Generally, aircraft are chartered for the USSS by the Travel Management Contractor (currently SATO). A 
SSF 3037 "Charter Usage Report" must be completed at the time the charter request is made. See OPO-17 
of the Protective Operations Manual tor copy of form. 

Use of Chartered Aircraft by Protectees 

Initial Protectee Briefing for Use of Charter Aircraft 

(b)(7)(E) 

5 
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Reimbursements Made by USSS to Candidates/Nominees 

In regard to reimbursements made by USSS to presklentlal candidates/nominees for travel on aircraft 
chartered by candidates or by organizations supporting candidates, the House of Representatives and 
Senate Conference Committee (Report No. 96--471) directed the Secret Service to: 

• ... encourage protectees to provide for agent air travel at no cost to the government, or else to decline 
Secret Service Protection.• 

The Secret Service was further directed to: 

• ... advise the Appropriatjons Cormliltees as to the actual payments to candidates for providing air travel 
to Secret Service employees protecting presidential candidates no later than 15 days prior to the 
presidential elect Ion.• 

These directives and USSS blllng procedures will be explained to each Individual candidate In writing by 
CNPD. A return response Is to be requested before any use of a candidate charter is anticipated. Copies 
of all correspondence will be fOIW8rded to FMD for inclusion with the payment flies. 

If the USSS declined to pay for the seats on an aircraft chartered by a candidate, the candidate would In 
all likelihood sell the avalable seats to media members or others, and the USSS would not be allotted 
sufficient seats to accomplish the protective mission. 

Notification Procedures for Traveling Aboard Candidate Charters 

The Detail Leader Is responsible for contacting CNPD to advise of the anticipated use of the candidate's 
chartered aircraft. The DetaD Operations section will provide SSF 3037, Charter Usage Report, to CNPD 
upon termination of chartered aircraft use. 

Billing Procedures 

Protectees seeking reimbursement for air transportation provided to USSS personnel should prepare a bBI 
setting forth all of the particulars necessary for a clear understanding of the charges. The detal number 
must also be lnciuded. The following certification signed by the candidate or by his/her duly authorized 
representative must be affixed to the invoice: 

•1 certify that the above bTII is correct and just and that payment therefore has not been 
received.• 

6 



In addition, the following Information must be provided by the protectee's bYllng office: 

1. Unique Jnvok:e number 

2. Date of Invoice 

3. Leg by leg breakout of charter 

a. point to point 
b. cost of leg portion to committee 
c. number of seats on charter 
e. number of USSS personnel on charter 

4. Contact person and telephone number of the bnllng committee 

The bUI should be forwarded for approval to: 

(bX6); CbX7XC) 

Section : CNP• 18 
O.w : 01/011/N 

After approval, CNPD wUI attach the appropriate SSF 3037 and forward the package to FMD for payment. 
USS$ will reimburse a candidate no more than the lowest cost of first class air fare or a pro rata share of 
a candidate chartered aircraft, which ever is less. 

Commercial Aircraft 

(Refer to CNP-9 of this manual and OPO-14 of the Protective Operations Manual) 
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MANAGEMENT OF CAMPAIGN RECORDS 

Campaign records are divided Imo two (2) categories: Administrative Fies and Protective Survey /Stop FUes. 

Establishing Administrative Files 

Each candidate detail and coordinating center wAI be provided with file faders and pre-printed Master Flle 
Classification Codes (MFCC) ffle folder labels for establlshlng adrrnnlstratlve fies. Blank labels will be 
provided for additional codes and fie folders as required. 

Using the set of MFCC labels, establlsh fie folders for each of the preprtmed administrative ffle codes. 
Position labels on file folders (top or side) according to the type of file cabinet being used. 

FO( ease of deactivation, the labels will be color coded (yellow and blue) to Indicate which files are to be 
shipped to Headquarters and which fies are to be destroyed. 

Use a blank label of the same color as a continuation of an already establlshed folder. Only yellow labels 
may be used to establish addltlona! file codes. 

Establishing Protective Survey /Stop Files 

When a candidate detaff operations section receives notification of an Impending trip, a protective 
survey/stop file will be established thru the CNPD LAN or thru the Agent Management and Protection 
Support (AMPS) system as follows: 

1. Using a pre-stamped file folder, annotate across the top of the folder the stop destination, stop date{s) 
and the protective survey/stop number. The following is an example of protective/stop numbering for 
the first visit of protectee number 052 to Washlngton, DC. 

Office Classification Protectee Division Flscal 

CbX7)(E) 

(b}(7)(E) 
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(b)(7)(E) 

(b)(7)(E) 

Disposition of Administrative and Protective 
Survey /Stop Files 

(b)(7)(E) 

2 
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Preparing Administrative and Protective Survey /Stop 
Files for Transfer /Shipment 

Inventory Records 

(6)(7)(E) 

Packaging Records 

(6)(7)(E) 

Shipping 

(6)(7)(E) 
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(b)(6); (b)(7)(C); (b)(7)(E) 
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Sample SSF 3283 - Records Inventory Sheet 

RECORD INVENTORY 

0111,"' TotlllBOllelShilli,ed: 

A: 11 an Nlnber: c..m. ..... FRC ""°' .__ 
.... cc -- hcrat. ••"Lee l.ft'u•d"f Report•- CThh ..,... 
110.000 u co - IINd prlaarUy far H ■ wt.ich 

. ., 
■1---ni in tt,,. IIJ'CC) 

, .... -ntent 

110.0,0 IID,llthl-- h 

us.ooo ltathtiH 

Coapal'■tion/t.J.■i- with ■\\■t■ and Local . -- ---. 
Ul.000 Cooper■tlon/Llalaon with P..S.rll A-itc:1-

175.000 h!IU.c bl■tion■ 

176.040 Pr.■■ A~r.ditation 

171,000 Offich,l A~ciH.LIHI/C-.ndation and •v-s,at.t1y 

200,0lO ........ ltr■nqth and Di.tl'Uollticm 

Job Hl&ted In311rla1 DI Mc:l'■t 1,e"lc■ 
200.0,0 '-Ploy■•• 

200.100 a.c,10,... AU.•Miaaca and AD-nn 

20J.0'1 ~tion of Special •nu 

-porary Mal,grnant ■ of other Tr■■■lll'l' &99nta 
203.010 (DTA'll 

203.011 !'ea,parary Al■lvr-nt lval .. ation (UI' llH) 

20J.:tl90 a.a■■l!JNNnt■ 

20,.000 ••r Ad91inl■tr■tion 

204,030 jo,,utiae .... - Ull S.rl■a 

204.040 ~·an.i.- .... - llDn-1111 S.ri■■ 

201.000 aaur-nU 

lOl.022 - -- -.. nu - hpon. of otilir,i ■Uon■ appravad. 
lOl .101 •• U1• ■c'l"hition of ape.ea, alt■H,tion■ 

ll'Ot■cth•• op1r■ti0fll 

400.030 e.nt rran■-~rt■tion 11--· ■at 
■tion, 1, .. -...nr,i and C.rt.u .. cat,011 

,00.1~0 Ot■l llt.CCCMlllt&) 

500.000 - j,niC\l~nt a.q,.,.■■u aftd llllqu.iaitlon■ 
\HTIII ITATel IICMT IIIWCI 
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Secllon : CNP-17 

Data : 01/08/N 

Sample • Assembling of Federal Records 

AssEMBLY !NSTII.UCTIONS 

STEP l. Square up boJ: on its sick, 
■nd rotc1 n■p A IMMX. 

STEJ' 3. Ltft l\ap A lo ,rmical pmition, 
1hcn li(t aad. (old cJ:tenS10III of nap B 
up aplnsl end walb ofboJ:. 

STEP 5. Fold all flaps in 
(small a.■ pl finl. l■ rgc Rap, 1■11). 

6 

STEP 2. Fold atens6om ovn on f\■p B, 
md Cold 10 dosed poanoa. 

STEP 4. Lower l\ap A to bottom ofboJ:. 
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Sample - Labeling Requirements 

ADMINISTRATIVE FILES 

_.., _____ ➔ 

Box Numbet' 

MFCC COde (flrst and 11st Ne In box 

N1m1 ofO 
Y■■ r af Campaign 

PROTECTIVE STOP/SURVEY FILES 

--·-------
Box Numbar 
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Unlti9d S111\N Secret S.rvlce 
DlrectivU System 

TERMINATION PROCEDURES 

S.CUOn : CNP-11 
Date : 01/08/N 

Termination activities wll be coordinated by a CNPD and AOD representative with administrative suppon 
teams asslstlng with all termination activities. 

Preparation for Termination 

Prlor to the termination of operations at Coordinating Centers, Operations offices, and residence security 
sections, CNPD wUI notify the AD-Administration and Administrative Operations DMsion to send a 
representative of AOD to conduct an Inventory of all accountable property issued to the unit. 

ln addition to this AOO representative, a representative from CNPD will be sent to the terminating unit to 
assist In coordinating the disposition of equipment, administrative/stop files and vehicies. 

SSF 1911 

A separate consolidated SSF 1911, (Request for Space, Alteration, Equipment, and Service at locations 
involving Protective Operations) Is required to cancel all SSF 1911's previously approved for services, and 
utilities such as telephones, electricity, water, sewage, etc. In addition, a separate SSF 1911 should be 
prepared in the event that It becomes necessary to repair damage resulting from the Service's presence at 
a protective site. Instructions for using this form can be found in the Administrative Manual, section AOD-
8(1 ). Separate SSF 1911's should be prepared for rentals, repairs, purchases, etc. These will be prepared 
by AOD representatives supporting CNPD activities. 

For the duration of the campaign, the OetaY Leader of the candidate detail wlll initial the SSF 1911 and 
forward It to the SAIC-Candidate Nominee Protective Division for approval. See the Administrative Manual, 
section AOO-8(1) for cancellation Instructions. 

Summary Memorandum 

Upon termination of a Candidate/Nominee detail, the Detail Leader will prepare a summary memorandum, 
"Ftnal Critique and Evaluation", containing the information listed below. This memorandum will be submitted 
within 30 days of the detaU's termination date. The memo should Include the following Information: 

1) Total current value of all property removed from residence and command post; 

1 
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2) Costs associated with the removal of property from residence or command post; 

3) Costs associated with restoration after removal of property from residence or command 
post 

The original and attachments should be forwarded to the SAIC-CNPD. CNPD wDI distribute copies of this 
report to the appropriate Assistant Directors. 

Dispositions 

Disposition of Accountable Property 

The inventory wHI be done In conjunction with the supervisor responsible for the accountable property. Any 
lost or stolen property shoukl be reported by the accountable supervisor using procedures found In the 
Administrative Manual, section AOD-6(9). The actual physical move of the property w01 be coordinated by 
AOC unless otherwise Instructed by CNPD. CNPD will also notify the terminating unit regarding the 
disposition of any protective equipment. 

Disposition of Vehicles 

Upon termination of protective details and coordinating centers, disposition of vehictes will be directed to 
CNPD. 

Disposition of Administrative and Stop Files 

The disposition procedures for administrative files and stop files are specifically addressed In CNP•7 and 
CNP-17 of this manuel. 

Disposition of Campaign Identification 

Upon termination of a candidate detafl or coordinating center the following procedures wlll apply for 
returning unused ldentfflcatlon to the Dignitary Protective Division, Identification Section: 

2 
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Section : CNP-18 
Daw : 01/0I/N 

(b)(7)(E) 

(b)(7)(E) 

Disposition of Protective Equipment 

Protective equipment ~.e .. ~ )(7)(£) I) will be turned into the CNPD supply section or 
relocated to another detaB or coordinating center as directed by a CNPD representative designated to assist 

in the termination process. 

Details Baaed In WHhlngton, O.C. 

(b)(6); (b)(7)(C) 

3 



Manual : 11N Campaign Operatlonal Gukle 
RO CNPD 

5-don: CNP-18 
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Detllls BaHd OUtslde WHhlngton, O.C. 

(b)(7)(E) 

Disposition of Technical Equipment 

Coordinating Centers• The TSO Coordinator wm be responsible for removing and returning this equipment 

to TSD. 

Detail Operations - TSD Operations wlll assign personnel to remove locks and alarms. Where appropriate, 
fonn SSF 1911 wHI be utHized for all repair work to be performed. 

Disposition of Communication Equipment 

IRMO wUI supervise the removal and disposition of all radios, rapicoms and other related communications 
equipment. They wll also terminate taephone seNices. 

Disposition of Weapons 

(b)(6); (b)(7)(C); (b)(7)(E) 

Disposition of Office Supplies 

Controlled ttema - Controlled or accountable Items will be returned by the AOO representative conducting 
the inventory at the time of termination. 

Genenl Suppllel - Surplus office supplies will be handled by the AOD representative. 

4 
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Disposition of Office Furniture 

Prior to termination of the operations at coordinating centers, detail operations. or residence security details, 
an Inventory of accountable property will be conducted by a representative of the Administrative Operations 
Division and CNPO In conjunction with the supervisor who Is responslble for the items. All discrepancies, 
If appropriate, signed by the AOD and CNPD representatives will serve as the release of custody form. 

Alf safes wll be cleared by the appropriate representative of all materiaJ and left open. The TSO 
representative wll ensure that the combination ls reset to the factory setting. AOD will coordinate the 
physical move of furniture, etc. 

Disposition of Office Equipment 

Prior to termination, an Inventory of office equipment wm be conducted by the AOD and CNPD 
representative to ensure that all office equipment Is present. Disposition of this equipment will be directed 
by the CNPD representative. 

Change of Malling Address 

Correspondence that Is prepared and dispatched from coordinating centers, detail operations detans, and 
residence security detalts during the last week of the operation Oust prior to deactivation) should use the 
return address listed below: 

CbX6); (bX7)(C) 

In addition, coordinating centers, detail operations offices, and residence security detalls which obtained a 
post office box for their use should file a change of address card, using the above noted address for man 
forwarding purposes. Ma~ received at the Mail Distribution Section will be processed and forwarded to 
CNPD for further disposition. 

5 
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SUPPORT 

UnlwdSta1ns-retSentce 
Olrec:tMe SylWffl 

(Refer to OP0-13 of the Protective Operations Manual) 

Candidate/Nominee Staff Advance Office 

Section : CNP-1 t 
Dat. : 01/0I/M 

Each candidate/nominee's Staff Advance Office is responsible for coordinating the advance preparations 
for all travel of the protectee with USSS DetaH Operations. This office will assign the appropriate staff 

advance personnel and coordinate the staff support units. 

USSS Support 

Field Office 

Field offices wlll provide the major source of support for the campaign. Manpower will be required to staff 
the Candidate/Nominee Details, Coordinating Centers, advance teams, and post-stand Ing assignments~ 
teams). Field office equipment will be used when possible, e.g., vehlcles, command post, etc. 

Intelligence Division 

(b)(7)(E) 

Technical Security Division 

(b)(7)(E) 
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Data : 01/08/N 

(b)(7)(E) 

Military Support 

All mllltary support requests should be made through CNPD or the appropriate Cooroinating Center. 

Department of Defense 

Department of Defense commun1catlons personnel assist IRMD • Voice Communications Branch In 
supporting the Candidate/Nominee Detals. 

(b)(7)(E) 

Treasury Agencies 

The Bureau of Alcohol, Tobacco, and Firearms, U.S. Customs, and the Internal Revenue Service provide a 
pool of Special Agents for assignment on ICb>C7)(E) JAJI Treasury Agents have 
received a minimum ofl(b)(7)(E) ~refer to CNP-6 of this manual or additional Information). 

State and City Government Agencies 

Police, fire, and ambulance services of the local jurisdiction should be used whenever feasl~e to support 
Candidate/Nominee OetaUs. 
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D.0..TE: 

aue.iECT: 

TO; 

February 1, 2000 

AD - Protective Operations 

2000 Campaign Operational Guide 

All Supervisors 

UNITED STATES GOVERNMENT 

memorandum 
U. S. Secret Service 

105010 

The 2000 Campaign Operational Guide has been completed. A..lthough the Office of Protective 
Operations (OPO) basic policies are outlined in the Protective Operations :vianuaL the more 
specific procedures and operating guidelines that relate to the 2000 Presidential Campaign are 
included in this Guide. In this regard, the Guide should be used as a supplement to the Protective 
Operations Manual, as well as the Administrative :tvlanual. 

The 2000 Campaign Operational Guide addresses administrative and operational procedures for 
candidate/nominee protective details, operations offices, coordinating centers, ~ teams, 
advance teams, equipment coordinators, and additional Treasury Agents (ATF, IRS, and 
Customs) 

SAICs are requested to make the 2000 Campaign Operational Guide accessible to all employees 
and to encournge them to become a\vare of its contents, as there are several administrative and 
procedural differences from previous campaigns. 

Enclosed you will find the follmving for your 2000 Campaign Operational Guide 

• Binder 
• Contents 
• Tabs 
• 2000 Directives Checklist 

Revisions will be issued in accordance \.vith the U. S. Secret Sen•ice Directives System. The 
Directives Checklist is to be filed in the front of the manual and used to log in all future directives. 

We remind all offices it is not intended that employees have an individual copy of the guide. It 
is the responsibility of supen•isors to ensure the library copy of the guide is located to allow 
accessibility by all employees. 



Questions on this package should be addressed to the Polic · Anal ·sis and Records Systems 
Branch, \,lanagement and Organization Divisio (6)(

6); (b)(7)(C) uestions on the content of 
the manual should be directed to the Candidate Nominee Operations Section (C~OS)f'.---)(6-);-(b-)(--7)(_C_) --, 

r )(6); (b )(7)(C) i 

e (6); (b)(7)(C) 

AD - Protective Operations 

Attachment 



Manual 2000 Campaign Operational Guide 
RO MEDICNOS 

United States Secret Service 

Directives System 

Section TOC 
Date 02/01/2000 

2000 Campaign Operational Guide 

CNO-01 

CNO-02 

CNO-03 

CNO-04 

CNO-05 _ 

CNO-06 

CNO-07 

CNO-08 

CNO-09 

CNO-10 

CNO-11 

CNO-12 

CNO-13 

CNO-14 

CNO-15 

CNO-16 

CNO-17 

CNO-18 

CNO-19 

Table of Contents 

Division Overview 

Advances 

Communications 

Forms and Reports Utilized During Campaign 2000 

Time and Attendance Reporting 

Treasury Special Agents 

Detail Operational Guidelines 

Coordinating Centers Guidelines 

.. Detail Guidelines 

.. Equipment Coordinator Guidelines 

!Cb)(7)( I~ Guidelines 

.. Transportation 

Identification 

Press 

Equipment 

__ Aviation Policies and Procedures 

Management of Campaign Records 

Termination Procedures 

__ Support 



Manual 2000 Campaign Operational Guide 
RO MEDICNOS 

United States Secret Service 
Directives System 

DIVISION OVERVIEW 

Office Hours: 8:00 a m to 6 00 pm EST/EDT (Monday - Friday) 
(01/1999 - 12/2000 - at direction of MED/CNOS) 

Office Location/ Mailing Address: 

(b)(6) ; (b)(7)(C) 

(b)(6); (b)(7)(C) (b)(6); (b)(7)(C) 

Section CNO-01 
Date 02/01/2000 

Phone/FT 5: )(5); (b)(7)(C) 

Router Code: )(6); (b)(
7
)(C) 

Office Code~(b)(5); (b)(7)(C) 

FAX:f)(6) ; (b)(7)(C) 

Direct Line 
AJC (202) Residence No. 

(b )(6); (b )(7)(C) 
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Coordinating Centers 

1 CNOS Operations Center (CNOS) 

Location: 

(b)(6); (b)(7)(C) 

Phone: 
FAX: 

Section CN0-01 
Date 02/0112000 

Operational 
Responsibilities: Detail Issues/Residence Security Coordination/Campaign Event Security 

Planning 

2. COMBINED MANPOWER OPERATIONS CENTER (INV. OPO. and CNOS) 

Location: 

Phone: 
FAX: 

(b)(6); (b)(7)(C) 

Open: 
Closed: 

Area: 

Operational 
Responsibilities: Advance l(b)(7)(E) I Teams Coordination/ All Campaign Related Manpower Issues 

3. Iowa Coordinating Center (ICC) 

Location: 

Phone: 
FAX: 

(b)(6); (b)(7)(C) 

Open: 
Closed: 

Area: 

2 
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4. New England Coordinating Center (NECC} 

Location: 

Phone: 
FAX: 

(b X6); (b )(7)(C) 

Open: 
Closed: 

Area: 

Section CN0-01 
Date 02/0112000 
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United States Secret Service 

Directives System 

Section CNO-02 
Date 02/01/2000 

ADVANCES - GENERAL INFORMATION 
(Refer to OPO-3 of the Protective Operations Manual) 

Mission 

Candidate Nominee Operation Section (CNOS) advance teams are responsible for implementing security 
arrangements for the candidates, nominees, and nominee spouses authorized protection by the Secretary of 
the Treasury. CNOS policies will be adhered to in conjunction with those established by the Office of Protective 
Operations. 

Responsibilities 

After determining that a host field office cannot provide the advance team, the Combined Man ower O erations 
Center or the appropriate Coordinating Center (~), will assign a )(7)(E) upon 
confirmation of the proposed visit The district SAIC is encouraged to assign a oca agent as )(7)(E) 

if resources permit )(7)(E) 
candidate visits. r::-(b-,--:)(~7)-:::(E"") -------------------,..,.t.-e_s_e....,.....u_n_ct,...10_n_s_m_u....,st,........__,.--....,....--.-..--y-' 
the (bX7)(E) advance team One member of the team is assi ned as the ,.,.Cb.,...)(=1)-=-----~-.., 

)(7)(E) conduct site su 
'-===-=-::--:=-=:-:r:-=:--n:=i-------------...-::a-r::sc::o-,a=-:s:-::s:--:-u:-::m=-=e::-::sc-::-:re~sponsibility for th 

(b)(7)(E) 

r~)-(7)-(E)------~ICoord inator 

(b)(7)(E) 
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.... F_>c
7
_>CE_> _______ ....,pivision 

(b)(7)(E) 

I .... Cb_>c1_>CE_> _____ _.ITeam 

(b)(7)(E) 

...._f>_c
7
>_CE> ______ __.lun it 

(b)(7)(E) 

~ICb>_c
7
_>CE_> --~I Division 

(b)(7)(E) 

~r>_0>_CE_> ___ ~IAdvance 

(b)(7)(E) 
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(b)(7)(E) 

Detail Operations 

(b)(7)(E) 

Origin of Advances 

Notifications 

(b)(7)(E) 

Assignment of the Advance Team 

(b)(7)(E) 
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Pre-Advance 
(Refer to OP0-5 of the Protective Operations Manual) 

(b)(7)(E) 

Advance Team Procedures 
(Refer to OP0-6 of the Protective Operations Manual) 

Preliminary Coordination 

~(b_)O_><E_ > ______________________________ ~as outlined 
in Protective Operations Manual section OP0-6, Advance Team Procedures 

Subsequent Coordination 

Subsequent coordination in OP0-6 refers to the various arrangements necessary to coordinate an advance 
upon arrival in the city to be visited 

SAIC or RAIC of District 

(b)(7)(E) 

The SAIC should provide the date, time, and location of the initial police meeting, as well as identifying the 
police jurisdiction(s) involved. 

~r-)(7-)(E_> __ ____.IAdvance 

P,)(7)(E) 
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(b)(7)(E) 

l(b)(7)(E) 

(b)(7)(E) 

Staff I usss Meetings 

(b)(7)(E) 

Police Meetings 
(Refer to OP0-6 of the Protective Operations Manual) 

(b)(7)(E) 

rb)(7)(E) 

._l(b_)(_7)_CE_) ________________ __.freferto OP0-17 of the Protective Operations Manual.) 

(b)(7)(E) 

5 
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(b)(7)(E) 

..... f>_0_)<E_) ___ __,IS u rvey 

(b)(7)(E) 

Equipment/Support Requests 

(b)(7)(E) 

~ (7)(E) I He/she is responsible for discussing these requests with the 
1strict SAIC, and then subm1tt1ng these requests to the Combined Manpower Operations Center. Appropriate 

6 
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reporting dates, times, and locations, as well as proposed scheduling, will be submitted at this time. 

Preliminary Survey 

The!Cb)(7)(E) lmust submit a Preliminary Survey Report, if possible, 24 hours prior to the visit. It should be 
disseminated to the Detail OPS and the traveling detail via the USSS Network, official message and/or facsimile 
m3chine, prior to the visit (refer to OP0-16 3nd OP0-17 of the Protective Oper3tions Manual) 

Note: The ID situation report will be part of the preliminary survey for Campaign 2000. The preliminary survey 
will be sent vi3 unofficial mail to the le3d adv3nce agent of the city from which the det3il is departing 

Agent Briefings 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 

7 



Manual 2000 Campaign Operational Guide Section CN0-02 
RO MEDICNOS Date 02/0112000 

._f>_o)<E_) __ ____.jAgent 

If a ~ )(7)(E) I 
fj, )(7)(E) j 

!Cb)(7)(E) j Potential areas of conflict with the detail or protectee will be identified (refer to 
OP0-12 of the Protective Operations Manual and CN0-13 and CN0-14 of this manual). 

Supervisor Briefings 

CNOs~r)_O_)<E_) ____________ ___, 

(b)(7)(E) 

CNOs,_r)_o)_<E_) ___ _. 

(b)(7)(E) 

Shooting Incidents 

(b)(7)(E) 

8 
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Foreign Advances 

(b)(7)(E) 

Preliminary Coordination 

Operations Office Responsibility 
(Refer to OP0-3 of the Protective Operations Manual) 

(b)(7)(E) 

CNOS will initiate the process for obtaining "visas" and/or other passport requirements through the Liaison 
Division, and will establish a basic plan for the mission, 

All contacts with the host count 
available to the 

~ )(7)(E) I 

U S Embass will be channeled through CNOS, with the results being m3de 
(b)(7)(E) 

(Refer to OP0-5 of the Protective Operations Manual) 

(b)(7)(E) 

f )O)(E) !Briefings 

~ )(7)(E) !Briefing 

)(7)(E) 

9 
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(b)(7)(E) 

Subsequent Coordination 

SAIC of District 

Contact with the district SAIC, or his/her designee, is essential upon arrival in country. The SAIC, or designee, 
will routinely attend any police meetings, in conjunction with thel(b)(7)(E) jField office representation 
and oversight is extremely important on foreign, as well as domestic advances 

U.S. Embassy 

The U.S. Ambassador, or his designate, is the primary contact upon arrival in country. 

TheP,)(7)(E) lis responsible for contacting the appropriate State Department personnel, normally the 
Administrative Control Officer (ACO), regarding requests for equipment, lodging, transportation, etc. The 

(b)(7)(E) 

Functions of the ... l(b_)C_7)CE_ ) __ __.linclude, but are not limited to 

(b)(7)(E) 

10 
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(b)(7)(E) 

Meetings 

All meetings referred to in OP0-7. under "Subsequent Coordination" of the Protective Operations Manual, will 
be attended by advance team members. 

Reading Files 

The (b)(7)CE) agent will coordinate with the l(b)(7)(E) lin establishing the general and ~l(b_)<_7>~CE-) --~ 

gent is responsible for reviewing these files daily and 
concerning the visit 

)O)CE) Th e (b )(7)(E) 
remaining current on all teletypes (b)(7)(E) 

l(b)(7)(E) I security 

CN0~(b)(7)(E) ~re responsible for establishing a secure environment for CNOS protectees as outlined in 
OP0-8 of the Protective Operations Manual and CN0-4 of this manual (OP0-3 and OP0-6). 

11 
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COMMUNICATIONS 
(Refer to OPO-10 of the Protective Operations Manual) 

Section CNO-03 
Date 02/01/2000 

The Voice Programs Branch of the Information Resources Mamgement Division (IRMD) will provide r::idio, 
telephone, and facsimile su ort for CNOS rotective visits. To facilitate this support, the service will be 
assisted b Cb)O)(E) 

To obtain communications support, the lead advance agent should call IRMD's Voice Programs Branch at 
1(6)(6); Cb)O)(C) r his support will be provided based on the following guidelines: 

Radio Communications 

(6)(7)(E) 

Telephone Communications 

If adequate notice is given (normally 24 hours), IRM D will provide telephone support for the following: 

(6)(7)(E) 
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(b)(7)(E) 

Command Post (CP) 

(b)(7)(E) 

Operation 

(b)(7)(E) 

Command Post Requirements 

(b)(7)(E) 
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(b)(7)(E) 

Radio Equipment 

IRMD and CMCA will routinely install a radio console programmed to the appropriate frequencies 

Telephone Equipment 

The RON Command Post will normally be provided with two main business telephones, and one facsimi le line 

Administrative Req u i rem en ts 

In addition to the administrative requirements outlined in OPO-10, P,)O)(E) 

)(7)(E) 

(b)(7)(E) 

,,,.,..:,T,;:.h;!ei=(b)=O=)(E=)===.'I agent remains responsible for reconciling all room charges associated with the l(b)(7)CE) 
~P'_)<7_)(E_) ___ ~I .__ ____ __, 

Emergency Action Requirements 

(b)(7)(E) 

3 
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(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 
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FORMS AND REPORTS UTILIZED DURING 
CAMPAIGN 2000 

In addition to the regularly required forms and reports from individuals. the following forms and reports will be 
utilized during the Campaign. This list is not all-inclusive; it is a sampling of the most frequently used forms. 
The specific Secret Service Manual (e g , Administrative, Protective Operations, etc ) should always be 
consulted for detailed instructions. 

These forms may be obtained through normal supply channels. In addition, electronic copies of these forms 
(and others) ma be downloaded from the Management and Organization Division home page on the Secret 
Service Intranet Cb)(6); (b)(7)(C) 

Supervisors 

1. SSF 1899, Temporary Assignment Evaluation. To be completed for each individual agent upon 
termination of a candidate detail 

2 SSF 1875, Protective Operations Activity and Personnel Reports (Shift Report). This report will be 
completed by each shift leader and residence supervisor on a daily basis. 

Detail Operations and Coordinating Centers 

1. SSF 2040, Requisition for Stocked Supplies. These requisitions must be forwarded through CNOS for 
approvaL 

2 SSF 2041, Procurement Requests These requests must be forwarded through CNOS for approval and 
coordination. 

3 SSF 1911, Requests for Space Alterations, Equipment and Service at Locations Involving Protective 
Operations 

4. SSF 1994, Requests for Support from Federal Agencies for Protective Operations 

5 SSF 1996, Designation of Non-Governmental Property to be Secured by the United States Secret Service 

6 SSF 1847, Accountable Property Control Record Can be used when temporarily issuing accountable 
property. 

7 SF 702, Safe or Cabinet Security Record To be used for all safes or secured cabinets. 



Manu.il 
,o 

2000 Campaign Operational Guide 
MEDICNOS 

Field Offices 

1 SSF 3047, Preliminary Suivey Report 

2 SSF 1963, Candidate Nominee Final Suivey Report 

3. SSF 1961, Record of Name Searches 

4 SSF 1779A, Author1zat1on to Secure Lodging 

2 
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Directives System 

Section CNO-05 
Date 02/01/2000 

TIME AND ATTENDANCE REPORTING 

Secret Service Personnel 

Time and attendance (T&A) records will be processed and submitted by the employee's respective permanent 
field office or division. The SAIC/Division Chief of each field office or division will be responsible for signing the 
T&A records for his/her personnel assigned to the Candidate Nominee Operations Section (CNOS), based on 
the information transmitted via official message from CNOS and field offices 

The CNOS supervising unit will ensure the work schedule information for each employee is transmitted via 
official message to the appropriate field office or division prior to 12:01 a.m. on the Saturday proceeding the 
work week. If any changes occur in the reported hours, the supervising unit will transmit that information to the 
applicable office(s) on the following Monday via an amended official message. 

Although the T&A cards in all cases will ultimately be approved and submitted to Payroll by each employee's 
office of permanent assignment, the preliminary processing procedures will vary somewhat for personnel 
assigned to different units. The following section will identify those preliminary procedures for each unit 

l(b>C
7
>CE> I ~l(b>_o _>CE_> ---~' !(b)O>CE> I Coordinator 

The !(b)(7)( ! !Cb)(7)(E) I !ililliill Coordinator within a Coordinating Center, in the Combined Manpower 
Operations Center, or the local field office, will be responsible for transmitting, via official mj~~a};j' the work 
schedule information of each Secret Service agent assigned to a !(b)(7) I lihlml or an advance 7 l(b)(7)CE) 

(b)(7)(E) 

Candidate Detail (Operations, Traveling Detail, Residence Security) 

The operations section will be responsible for transmitting via official messa e the work schedule information 
of each employee to his/her office of permanent assignment )(7)(E) 

(b)(7)(E) 
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Coordinating Centers and Convention Coordinating Centers 

The Deputy Coordinator will be responsible for transmitting, via official message, the work schedule information 
of each employee to his/her office of permanent assignment (b)(7)(E) 

)(7)(E) 

The Coordinator or Deputy Coordinator will also verify and sign the SSF 1852 for all personnel assigned to the 
coordinating centers during each pay period, including advance team members. Advance team 1852s, which 
are not signed by the above, will be signed at the advance team agent's post of duty (POD). 

Local or Out-of-District Field Office Support 

(b)(7)(E) 

The Combined Manpower Operations Center will transmit these work schedules via official message to the 
appropriate offices 

Treasury Special Agents (TSAs) 

l(b)C7)CE) I !(b)C7)CE) I Members 

(b)(7)(E) 

,__f

0
>_o)_CE) ___ ___.ISecu r ity 

(b)(7)(E) 
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(b)(7)(E) 

rb)(7)(E) 

Local Treasury Agent Support 

Treasury Agents from local field offices supporting CNOS as poststanders, will submit SSF1852s for approval 
to the USSS SAIC of that district The SSF 1852 will indicate chronologically the cities, dates, times, and 
protective codes the Treasury Agent worked during the respective pay period. Also listed should be the 
Treasury Agent's POD address. 

(b)(7)(E) 

The SAIC will forward one copy of the SSF 1852 to FMD/FAB for disposition. 

l(b)(7)(E) 

3 
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Subject: <allusa:0737> Request for Assistance from Treasury Bureaus 
Date: 7 Sep 00 15:00:56 GMT 
From: l(b)C6); (b)C7)CC) fFMD) 
Organization·. United States Secret Service 
Newsgroups: usa 

ATTN: 
SEQ#: 
UNID#: 
POSTED: 

e (6); (b)(7)(C) 

Thu, 07 Sep 2000 10:47:13 -0400 
FROM: 
To: 

r )(6); (b)(7)(C) 

SUBJ: Request for Assistance from Treasury Bureaus 

Section : CN0~5 
Dale : 8'7 /2000 

//ROUTINE// 

FM: Headquarters (AD-Protective Operations) DCP# PO 2000-2 

TO: All Supervisors and Holders of the OPO Manual and 2000 Campaign Operational 
Guide 

Subject: Request for Assistance from Treasury Bureaus 

This directive should be filed in front of Section OPO-18 of the OPO Manual and Section CNO-06 
of the 2000 Campaign Operational Guide and is in effect until superseded. 

When receiving assistance from Treasury Bureaus (IRS, Customs, ATF), obtain a completed 
SSF-1852 (Special Time and Attendance Worksheet) from the Treasury Agent. The following fields 
are necessary information for billing and must be completed: 

Social Security Number 
Grade and Step 
Office of the Treasury Special Agent (TSA) (e.g., Richmond) 
Treasury Bureau (IRS, UCS, ATF) 

A copy of all USSS supervisory approved SSF-1852s must be forwarded to Financial Management 
Division, Accounting Branch. Based on the project code listed on the SSF-1852, Accounting will 
forward the campaign SSF-l 852s to Major Events Division for processing. Accounting will process 
all non-campaign SSF-1852s. The Secret Service will calculate the personnel costs and transfer the 
money to the Treasury Bureaus . 
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If you have questions, you may contact ]~Cb_)<6_);_Cb_)<_7)_<c_) _______ ~I or e-mail 1(6)(
6
); (b)(7)(C) 

Headquarters ( AD-Protective Operations) 
r )(6); (b)(7)(C) 
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Directives System 

Section CNO-06 
Date 02/01/2000 

TREASURY SPECIAL AGENTS (TSAs) 

Utilization 
(refer to CN0-11 of this manual, OP0-13 & OP0-18 of the Protective Operations Manual, Official Messages) 

The U.S. Secret Service utilizes TSAs from the U.S. Customs Service (USCS); Bureau of Alcohol Tobacco and 
Firearms (BATF), Internal Revenue Service-Criminal Investigations Division (IRS-CID) and the office of the 
Treasury Inspector General for Tax Administration (TIGTA), to perform certain protective related duties 

(b)(7)(E) 

Administrative Guidelines/Requirements 

Purpose 

These instructions provide guidelines and establish processing procedures relating to costs incurred by TSAs 
during temporary assignment to the USSS in support Campaign 2000. 
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These instructions apply to all TSA personnel tasked to support this Service during Campaign 2000. These 
procedures were developed in conjunction with the affected USSS offices and representatives from each of 
the supporting agencies. Each campaign is unique and administrative requirements and procedures change. 
Issues not directly addressed in this section should be forwarded to the Candidate Nominee Operations Section 
(CNOS). 

Travel 

Travel Advances 

The USSS will not issue travel advances of funds to TSA personnel. Travel advances of funds will be the 
responsibility of the respective TSA's agency. TSAs will be responsible for all the administrative requirements 
established by their respective bureaus 

Airline Travel 

The TSAs' respective agencies will be responsible for issuing airline tickets for transportation to and from a 
specific assignment. TSAs assigned as poststanders and residence security should generally obtain round trip 
tickets TSAs should obtain tickets from their agencies only after they have received their reporting instructions 
from the Service. After reporting to their assi nments, the USSS will be responsible for issuing tickets for all 
subsequent assignments (i. e , detail and (b)(7) (b)(7)( during the travel rotation, through SATO Secret Service 
personnel will coordinate directly with SATO for all TSA travel subsequent to arrival at an originating 
assignment Under no circumstances are non-Secret Service personnel allowed to contact SATO directly. Use 
of a non-Secret Service Government Transportation Request (GTR) is not allowed 

Travel Emergency 

A TSA may utilize the established government travel procedures for their respective agency if in an emergency 
situation. This procedure should only be utilized in an emergency and as a last resort 

When TSAs use their agencf s process for transportation, they will claim the expenditure via the internal 
process for the specific agency. The TSA or his/her agency will be required to provide CNOS a copy of the 
ticket and a memorandum submitted through a bureau supervisor that explains the emergency circumstances 
Upon review and approval by CNOS, a copy of the ticket(s) and any other supporting documents will be 
attached to the agency's request for reimbursement. 

2 
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Airline Tickets 

It is required that all used or unused airline ticket and receipts for tickets issued by the Secret Service, be 
submitted to the USSS Detail Leader, IC6)(7)(1 ~ Leader or other supervisor at the conclusion of their 
assignments. Issued tickets are accountable and must be tracked by FMD. The respective USSS supervisor 
will attach all used, partially used, and unused tickets to his/her Travel Voucher Worksheet or SSF 3200, for 
submission to FM D 

When an agent has lost an unused ticket, he/she must furnish documentation from the airline carrier or SATO, 
as evidence of unfurnished services. The USSS supervisor will assist TSAs in this situation. 

Premium Class Air Fare 

In accordance with Federal Travel Regulations (FTR). regular economy coach accommodations shall be used 
for all modes of commercial transportation whenever feasible. Use of premium class accommodations is 
prohibited The FTR identifies premium class air travel as first class and/or intermediate service (i e , business, 
clipper, etc ) 

When premium class air travel is required because no other accommodations can satisfy mission requirements, 
prior approval must be obtained from the SAIC of ADPO or CNOS 

NOTE: If premium class accommodations are utilized, the SSF 3236 approval letter must accompany the 
voucher for each traveler (see example SSF 3236 at end of text) 

City Pairs 

In accordance with General Service Administration (GSA) regulations, Secret Service policy is to utilize contract 
air carriers and Amtrak for travel between selected city pairs The selected city pairs and contract air carriers 
are listed in the Federal Air Service and Travel Directory (which is available in your office). SATO is also aware 
of all contract carriers. 

(6)(7)(E) 

3 
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(b)(7)(E) 

Rental Vehicles 

Contracting rental vehicles for campaign purposes is restricted to authorized USSS personnel. (See Section 
CNO-08 of this manual) 

Privately Owned Vehicles (POV's) 

Authorization to use privately owned conveyances, in lieu of Government or commercial transportation, is 
required from the requesting USSS office Such requests will be communicated to the USSS by the office of 
permanent assignment in advance of the travel Approval by the USSS will be based upon a determination that 
the use of the POV is advantageous to the government, taking into consideration the availability/desirability of 
government transportation. 

Travelers will document the use of POV(s) on a cost comparison breakdown when a POV is used. The 
breakdown should be completed on a separate sheet (OM) and attached to the TSAs Travel Voucher. 
Reimbursement for parking, ferry bridge, road and tunnel fees are allowed, in addition to the mileage 
allowance 

Reimbursement for mileage to, and parking at, common carrier terminals or other areas while the traveler is 
away from his/her (POD) is limited to the equivalent cost of round trip taxi fare Do not park POV's in 
commercial airport lots while traveling on extended trips such as 21-day assignments. 

Requests for reimbursement for POV usage are made on the TSAs Travel Voucher. Total reimbursement is 
limited to the cost of appropriate common carrier transportation, including per diem by that method of 
transportation (claims should therefore not exceed these amounts) 

Government Owned Vehicles (GOV) - Gasoline Purchases 

Gasoline purchases used in Treasury official vehicles may be made and claimed on TSAs' travel vouchers or 

4 
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the USSS in-town per diem voucher. Reimbursement Is allowed only for fuel consumed as a direct result of 
supr:nrting USSS Receipts must be attached to the TSAs travel vouchers or USSS personnel can pay for TSA 
official vehicle gasoline using the USSS gas card 

Do not park GOVs In commercial airport lots while traveling on extended trips such as 21-day assignments 
Such parking fees are not reimbursable. Use taxis to travel to/from airport terminals These taxi fees can be 
claimed on the TSAs' travel vouchers or the USSS in-town per diem voucher. 

Hotel Accommodations 

A USSS supervisor or advance agent will make hotel arrangements for all TSA personnel on protective 
assignments. The advance agent will arrange for the total room bill to be sent directly to the USSS. Upon 
departure from a hotel, the TSA will sign his/her folio verifying all room charges are correct. 

Note: Only the room charge and taxes, if applied, should appear on the traveler folio. The USSS does not 
pay incidentals (e.g., food, phone calls, laundry/dry cleaning, etc.) via the room bill. Any authorized 
incidentals incurred must be paid by the TSA and then attached to TSA's traveler Voucher or USSS in
town per diem Voucher for reimbursement. Only the room charge must appear on the room bill. 

Submission of Travel Worksheets 

The USSS Is the only Federal Agency authorized to pay in-town per diem and must maintain the associated 
documentation 

Per diem at (POD) - Per diem can be paid at the employee's regular POD under specified cond1t1ons, however 
It must be approved by the local USSS SAIC, DSAIC, ASAIC or TSA supervisor. Personnel may only be eligible 
for reimbursement during the actual day or days of the visit of a protectee and if the assignment requires the 
employee work (16) hours or more per day, or Is required to remain overnight at his/her POD. 
All TSAs on in-town assignments should complete the USSS in-town per diem voucher. All in-town per diem 
claims for TSA support will be submitted to, and authorized by, the TSA's supervisor or local USSS SAIC The 
supervisor or field office will forward these claims directly to FMD. TSAs will be reimbursed directly by FMD. 

Per Diem Rate - Domestic 

The GSA determines the maximum per diem rates for travel within the continental United States (CONUS). The 
rates applied are based on the most recent GSA analysis of lodging and meal cost data. The current rates 
range from $26 to S46 daily. 

Rates for each locality can be found in the Federal Travel Regulations available in all USSS and TSA offices 

1 Single day travel - Travel must be away from an employee's POD in excess often hours to be eligible for 
per diem If multiple locations are involved in the single day, the rate of reimbursement will be based on the 
rate for the highest locale where the official duty occurred. 

5 
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2. Multiple day travel - A traveler may only have one rate of reimbursement for a single calendar day. The rate 
will be determined by the location of the traveler's lodging 

3. Receipts - Long distance telephone and lodging receipts are required whenever paid by the traveler, 
regardless of amount. Receipts are required for all incidental expenses exceeding $25 DD 

For additional information on the rules associated with per diem reimbursement, the traveler should refer to the 
Federal Travel Regulations, or the Administrative Manual 

Per Diem Rates - Foreign 

(6)(7)(E) 

Time and Attendance (T&A) Reporting 

The USSS supervisors will provide copies of SSF 1852, Special Time and Attendance Worksheet, to all 
assigned TSA personnel. 

TSAs will submit two completed copies of each SSF 1852 to their immediate USSS supervisor for approval 
before leaving any assignment (i.e.; detail, residence security !(b)OX! and m !Cb)(7)( I The USSS supervisor 
will ensure the SSF 1852 corresponds to the official work schedule. 

After approving and signing the SSF 1852, the USSS supervisor will return one copy to the TSA The TSA will 
submit this copy to his/her agency timekeeper for proper payment of overtime. The USSS supervisor will 
forward the second copy to MED The USSS supervisor will insure the SSF 1852 corresponds to the official 
work schedule and that all necessary financial codes are included. 

USSS assigned TSA supervisors: 

(6)(7)(E) 
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In the event TSAs are assigned to local post standing duties which involve missions in different locations, they 
must indicate in the Remarks area of the SSF 1852 all assigned locations with the corresponding date(s) At 
the end of the assignment or pay period, whichever is appropriate, two copies of each SSF 1852 will be 
submitted to the USSS field office in that district. After approval and signing, the USSS supervisor of that office 
will return one copy to the TSA and for.vard the second copy to MED. 

In most instances, the approving supervisor will provide the proper overtime authorization number in the 
Remarks area of the SSF 1852 Reference is made to the FMD Financial Codes Booklet for all appropriate 
codes. All official campaign codes will be sent via Service-wide message or e-mail 

It is important that the appropriate financial code(s) are included on every form and that all columns 
are completed to reflect totals for each pay category. The mailing address of the TSA POD must be 
included in the Remarks area of the SSF 1852. The signing and approving USSS supervisor is required to 
ensure all overtime on each SSF 1852 is in accordance with USSS guidelines 

Financial Codes 

(b)(7)(E) 

Reimbursement Information 

Administrative questions should be directed to USSS supervisors or MED. 

Distribution of Forms 

All necessary forms will be available through USSS supervisors and local offices. In addition, electronic copies 
of forms may be downloaded via the USSS Intranet through the Management and Organization Division home 
page. 

7 
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Sample SSF 3236 - Request for Authorization or Approval of First Class 
Air Accommodations 

Requ8St for Authorization or Approval 
of Firsit-Claas Air Aceommodations 

1·. Offlcv 

2. Tr11vel.er's l\l('lme· 
Title or P,:ni:iticn: 
OMsion 0r Field Offic-e: 

3. OrFgln and Oa!lltln.mtlon nr Segment:g, fni Whlcl't Fll'tlt-Cls,M, ,4.¢.t:,l)mmadations 

ara RequHi.-d, periq.d of treval, tEme .11nd d,ne Q-f flight: 

d. ,ll,ddltll)npt Co9t tn r"ie 0011&f,,me,ri,t lor Sut:h Fll'M-Cta9a Over Noxt Lawer 
Class Below First-Class: 

5. Cltcumttal')CH JustifylrlQ Use of Fin-t,Cl~ss A-::eommodiltion11: 
JProvid11 It dll:reription (Jf th& drcum9tiJYrC<I$ Und.91' rh~ ,n9ulmf'1ns Jm:tJfyf119 
11/So ol fir1St-ul111Sr.. 11auammodutlon1S, A/$Q, prr.>vldfl ·• c{)mpf•te .rand d•taif•d 
fJ}(p/anatian a• t,;;., why l•ss-than-first-c,ass acctimmtXlatlons t:ould not t,o U9t;1ti, 
th11 •xtenuating cireurn.t11ncfl.9 .flS f() why nn ea~far nr nubrurquanr fflght omJJd 
nor be Mk-9n ln.f!ludlng dera and rime af ·tfre, neJCt available "lns-tharr-flrB(· 
class" accommadatlonB befon, or aftttr thtt propoHd flight t,i;, tx, uffd. Provid~ 
~11 thlil rBmili.::ai·lcnSJ if suthorizati.an, or approwJJ ,, not granMd) 

8. Nami, uf Carrie-r, if Forotign: 

7. Authorlr8tlon: ___ _ 
Doto ____ _ 

8 
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Sample SSF 3200I 
(FRONT) 

Travel Voucher Worksheet In Town Per Diem 

TRAVEL VOUCHER WORKSHEET - In Town Per Diem 
,-..,. __ IW_ 

1. SSN ,<11,., ...... , ... 0'.W>tio> .. ,._,, ',._.. 
__ , 

- -,_ 5. Mtlaoo--.. U-l ..-.1 !'ha• Nur 
__ , 

NO~rF~l>O'.._,_,...,, 
_ _,l,••rh&l-......,ro 
,Oj-1:a\11.1-l,.\i,i~, .. , __ 

la_«-bi ..... C.,- r~•.W-t,r.:,, ,_,, ; ... r...,,;,1.,.,, "'°"" 11,.,, 

&10.00() .,,;~~1 "'""" 

~1m;,JJrl'o~&n; 
e . .::itv/Sllllo jl'Olll • Pn,iae,tooo:s\ ~ ... """'""'""" 

~~ --·-- - ,,_ ~- ,_ 
1, ·ca1i ..... t.1 ~ ·-
g, rm...:;;..., ...... l;ICflmll II') l\,n,...,_iO-,,ic,htjflDN) -- >M --~ 

~1.,1 .. 1-,oi T.,.....SI_ _..,_Nici'""---·-- T-- ---L-
--AlilllOlll!lodlh _m.,. 

1,,:,,i-"-- 12 llota&l ,-~-., 
----~-, 

' □ l..aad .O..S- GA 

,. □ :.i.--....:..~ 
i □ 1c-.,,.s;,, 

•- 0 _,,,_,_, GA 
l~Arlr:li, ..... lr.,.,,.,_,. ,. 0 -n;n r...-.,linM.-. 

' □ O,M/" 

~r wifl,~ ~DIMI MM.».!-""- o,o,1 

fj(IT[_ ._.,..,~ ..a ,...,"'f',~ l<v ~~~ ,.._,.., .,.,,_,r,g $25.00 """ /o,r all ""'R &■,_.. -~-- t- Of -.it\11-
011-,I,,_, r,,, ... .,.,....,..,LwhO,f.,_., rb..:tb,11,■o 

N-1>-1..-.1ow 

" I C~Hlll'Y HIAT TH!& VOUl'.:~611 I!': '!!!IU~AND CDR~ECT10':'U[ ll(!;T Of MY KNOIM mm AND 11!'1 Ir~. Mln-T'IIUl".OV,',l;W'I' :'II'! ,:,il~DIT- NOT 
Hl,. MCfiN!f'.:-!!V ~!. AU.l~'l'OWN l'tll Ol~M ANO HO"li.~ i:.osn WERE /11\JT~OR;l.EI) ~-IIO'•ff.l P~~ IJl~M ES <>NL~ u.AIM>!l-1--UH lH~ 
N,Y nA n,i.'(!; n~ THC Af'.17JAl \11,IT 

c. - - ---
T•-· J~-~"i''- ··--·· 
" Th"""'"',-'"•~ 1""11 m • ._. 1..i..,,t,,,r.Ar,-11,. ~-.,.... .• .,.r..,.~ M _.....,.;,, IM in-I «~w. ~"-•~ jl,-O'T(, lli,,,'11,L...,_ 

...,.,,,..,.. r..i1. •• ..,.....,.,_ ••• opp,.,.;ng .,rrcioi """' h..,. - ■utt.M:md in ""'""o by m. kN<I m dM ■g-,,y p1 U."-.C:. ~$00,j), AIII~--
d,...,, ""d 1><11"' _,,i., - .sut•""'-«I "'""' op~•- fw •'""' •• ,;wit;· ~!"'ffl{ICI ....... , ~ o, - //A. ll'>o- lC"IMII "'lo!, 

~ ... Offltil4 "" ~-
Ii,..,~.,. 

~··" 
PHl'IAC'I' A[;l ST AUMENT: 

10-.,1,,., .. wlh ~l'rM,ayAolol 1'il/1, U,ofull<MMl.,nf- ,a - P•-1 II>"' --t ~ \1141-V'"--~onwlh h!ohioiPQ 
pro,oOO<I . .:.,i,,,.101,.,., o! Oho ••-ti"""" U.<11 ,....,, to..,,,.._,_, "'I' h !!,!';,(: "'"""" ,,;,.. ....,,i,.,-. ..,.,...,_,,,,, ..r • _,,..,,v e""'·'""""-"' 
er..,,, El'_.. ;.-,c,:.,...,w.-J br .ff .. r .. 1,,,.1,,......1 ~""''""" lnR M1•1 ll F (1 ,.,_,'li~b,o,am' 11.., l""f'""""~'"" n, df",,-,at ~uly wt,,!,, ,n C.:-,,..-1 
'10M ul .,.,,, ~~. 15-H, •"' ;n V,$ ~ ,:,01 \\M .,,~ '111!)~, 'n,. ~~....,~ _......, y.,,,. Sooiol hauntv "-t N-('5H14~ ■ollol-, ,..._.,._ 
pl.I-<;# - ~-~ •~•~•'Tl•tU""li 1Q~,lltl!'IIM -I~ l'otl\Oll!'i' '11 lrlfl l~li!,'NI __,..,.. Cudo l;i!D, V,U:, U\! lll'ol •I'd i:tlQS) -
,........,_, "' o.,a,bki 1.dr...tuat.Forou......blo ......i ond/o,-.;rr, E_0.0097.-l~. t943 1<.,....,_...""" f-"""'"'~1,,., • ..,...,.,... 
.,_,, ... inc......t .....ie.ai,propaoln ■,,:lmini....,iw ■uih<ll'imion ond to idon~~oaii<>noumt...-,d,.,,KoOt.,la l<I M.llN!lATOfl'i <Yo ....od-• r--'-,......, ,...., 
n,,..,.d - """"._."~"'"'<>I wet, ,,_mb.,.--,L, ,._,,h■ °'-",,_,• Tha a'ld/D"-•tb>_,_._ .. ,____,,~t..Ol'IIWl'IIII 
m-.,.,., wd .., - ov otl.,_ •~d """'I'"- wt,a MY> a "- rr.- h, _.,.,_, l'ollllfll,0"""'1cloit-.ol•larNtlon(-mlllS5.N),...ed 
,;,1-~6n ,~ IM~~"°'ll! 1~&,r-cfhrld do- TN,nbrnoo~o,.'""l' lo ..._, the olo,,., m■,y -..II ,n dal ■v <N" baa <If ,,.mbt.-.......,t. 
, .. ,<,-,,;h-1 •.• .. ~•••~-.._ •-•-••.~•~•~.I,-,;--', ~ <•-(I"• 'V"'"•-;,,. ~,-,, 
-..., ,., ~ .... 1. ~nm,n•I Cl ,__,..'°"' . ..,_,.,..-.... :i,n>Ml:\,ll ..... l, .,. 

~ .... _ ............. ttlf"UOOll-~I 

9 
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Sample SSF 3200I 
(BACK) 

Travel Voucher Worksheet In Town Per Diem 

INSTRUCTIONS FOR COMPLETING THE SSF 32001 - IN TOWN PER DIEM 

1, SSN: En11-r ,tmplo~e·e sc-eial ,eeumy numb111r {SSN). Empl'OyH"t tnWIII AOOOllrlt ll'lfr,......ti"" ,a"""" hii••~ nn SSN 
IHndl'kHl!lon. All lnqulrll~ fflU31 0110 thil ilden'li"IMl-r. ISH Eht Priv&-ey Ac1 lflo!l1ema•nt fin tl'lfl lrortt g1 tt,,s :kirm ;, 

2. Name: Er,tar leat. 'fi',m and middltl ini'li1I. 

lb. floo•J>(>'l•ihllitr C•MIIJI-: tn.t•r ;,mpi:Jy,.,.·• IM8ogrw,l~d ofhco, of rll'COrd. I.)"" the •,;-covnting ,,.,pon,ibility wntiif (RC! 
,c,:,d• to~nd on, th& S5f 1·959 •. T,1-.,,i,! Ct.id. 

3b. Wc-rkahee1 Ni>~ 1::nwr th11 BIIQlfflof!,;ial number c-11lhe workfihee1. In ordor Ki 1ial th& emple~e In m11inta.1r,,,ng ~ont,,.1,,f 
wo~hOH OYbml~rn>n~. i~ i~ now rOQUltod 'lhll t"IO 41'11CloY11• Hqu&r,ti11ly numbar Heh workah11111 aubrrtm..,i It.,~ 
n.iMbor 1he1.1ld Nlfloc,i !ho 11~o11IY<1-■• .,r,d '"'ll"'""tial m,ml,,,i,r boG1inni:ng fr,c,m ono fl,.g .. 02-1. ,~, workshe,n wb11111tted i~ 
FY 92. 10d &2-2, 2.rid work9h.eoi submined In FY i21. Thos-e numbeflll will b& reflaeted on !he een,pl0it8d cbmpu:t•c 
!Jt111illrloll'ld tt.wt'tl VM.IClhOI r,nurnod I?> tllfl b'•-~111,,r by FMD. 

4. Autnr>N1'11mt1n t,1.,,_ I, Oirta, For tampornr,· d,rty. -.,, 1ha &1.pp~pr10W- C,;,n-.,:,l1dM•d Tr<!t>"wl .4..ut11.,.1i:u,fon (CTA) """'""'"" 
""It! .I•"" nt 111M,,.,.,..., (" D- er A ~?•2. 1/1 /92) 

5. Maili,,i;; Addr1!11iil. E.rit¥1 y<.>u, ,:,ffaw ,,.,.iii~ ■dd,..os. 

7. &timatio<I Amuunt 11tW1>rk■ h1111t: l!laoil-d en your c:olculf,ti,:m~ nNO an 00Um.a1t .:,f !111, 11moun1 of your d&IM. 

8. P1t:1i.ou,(tj11) vi.ft: Liu Oroillcl 011d1(1) D3 W&II H tM 11mval date 11nd tim• lll'ld d,,p,1.,1tu ... d"le •nd J,,.,.,., for !h& 
nppr,oprillle pr0tecl6ft Cl! plOTIICIIIII!. Thll llmH l~d Ah<>ukl hot""" (1 J hQVr l;•e,for"' ttw p,ro\lilctw 611!~ (whHl1 d,;,wnJ 
1n,,.ugh """ (1) 1-toue ~ltftr n,., pmt.~t.• dl!lp,,orti- tr>• i.:,,;c,111., (whffi. up). 

9. F'¥'ot11-ct..V11 A1111g,nmflo'lt: fMM th• d;,j., "nd tam .. """ btri;ior, yovr pl'Olocl/.~1 uS1i;1nrn11nt u w,oll ,111, ti,. d~i• "'n,;I l;m<i' 
¥""' prnffod!Vf' """'I!",,..""~ ,:,n.,t,.Q lhe t1rn'l' ~hould W 0011tJ11uou~. Thom, sh<;>Ul,J btt m.> bu,-ak~ f.or in-....1i111.1h•e or 
~drr,,r,.,1rM1u.,. work u,d s:,ornrnutor,g li,1,11 iol11:,uld ,u;;( l,,, in<.l.·ud11d. 

10. A11meln11d OvumiQl,1 (AO-Nf; Chu,;:k tho <l!Jpruprial:6 bfo<il,; mdiOfoting who1hor ~'01.1 rom-1t1Md o..-emi-1)1'11: ind ir.c\Jrred 
hotul ~arg,ii~. lndioo1e 1h11 'II.Imber ol nlgh1i:. yoi.1 lnoum1d ch11r;e1: nnd lho pm1ect11e who.Hi eMig,nmfflt ~qu....i tho 

o~orn•ll:M ow,... Al~o "1di<1Ct<I tho, n.am., ar,d tit!" ,:,I thfil A6AIC:/RAJC or tbov. 1/mO 111vthormod you to 1111·.-111m ,o,,ernt1ilht. 
NOTE: ThiE blook ~hou!d bo oomi:,kto1oa OVOr\ lhOl.lgh hol-M ohafl)(I~ l'nny b!I din,cl bill&d. 

11 _ O!h11r Exp11nu,1: EM~f 1.ny 1t.,n;; nn, lnt:lurlo..-J m tho, p•r ~"'m .i,l·l,:,w"",w"" ~rn;i 1b!fn1Zol' by emo1mt and daW .:,f 
,n,,_.,,.....,,,., I• 'CJ. ,,..-,,::..t. t,,.r,o . .:,ff!';l,11 b~•$mol',s. 1+i...phiorn;, citll:i. hv¾I ,:;ht1r!l¥i if po.id by ■mpl<>v-, 111<>,I 

~2 .. D•t..il As11i11nm11nt, Chvck lhv aip-rl~w bo_. mdoca'li·no y,;,ur n11i1111mol11 wtl'ltl' Qll 1h~ :,ro100UV<1 dcc.:ilf. Rater IO 11!.e 
Prot11o;:11•~11 0119nrnorw Mam.111. Secmor, OF0-3. lor 1dd1llor\al lnlon'!'ID~on, 

t3. Addrtional Commeou: E1m,r u1y rY10rm11ation porrl~ont IO 11'\o ttl'lll)Otary dtJtv auignmer,t wh,d'I w1ll 11ff.,~1 
,,lmJ:luru,moiit. o.o .. ,-:inoa~~d orr,,,-ol Yoni.t, 11e1uo! orriYal. 

1 !'t AJ>f''""'"<;I Offici"'I· (lnly 1h-e- ·M•g1MI ~1gn.i·10,1,;,, vl mo, t10U,""'r£,.d url,,..., ·[ASAJC/RA.IC "' ..b<>ve) whi> hu ~nDw',.,d911 ol 
tt.,;,, i, .. 1u.wt> .,,~;1;1"""'•"-t wiU b • .o,;~•pt■d l;,y FMD. Only ASAIC'J/FIAlC', or 1bov,;, may 11pp1'0V9 SSf JlOOI, In Town Por 
Cl1E1m ""orki;r,,;,,eis. R,;,,i.,d¥nt A9¥n1..i,..C!mll0' (AAIC'-r) w,;,rk.,h,.•t• will I;,., •~~r'-'~•d bv S~11~i1I Apu-JJllHn-Charg,e, ISIIIC"ot 
,;,I th•" •Ho<,1,;:r,1v• F1itld OH1t:01, SA)C'1 and Oilli1ion C:hiuh wo~h&'ft£ will be appr011ed by tn~ apptoprl!l'Wi AaJ;flllllnl 
Dirfil,;:wr j.l\Oi ;n HoadQUllmt•u, 

10 
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Sample SSF 3200A - Travel Voucher Worksheet -Attachment (FRONT) 

Travel Voucher Worksheet -Attachment 
-.~ ...... ,------------, ....... --...,.,, -""""""'""""""'""'' _____ .. , ____ ---j 

I 17, ... ...-----------''-------+., ... _CH~TNiJ.---------------I 

OON 
CITY/9TAT1i P.O. GPO COIST PACAJ.ECl' CODE 

----+--------+--+------+-

"""""""""" --·t-----------+------- ---

--···---

------+--+---------

--------t------t-------1 

--~-------+---+----

i 
-- - -------1-----,------1 

TOTAL COST$ 

illoe..-..... , Ml lif Hll:l ··-~l'O'tfd "1 IJSA/IRM~ 219a ,.,..,,."I' Aot 8!ta1,,,...,nl"" Rael, 

11 
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Sample SSF 3200A - Travel Voucher Worksheet -Attachment (BACK) 

TOTALCOST t 
!I, TIOIICT INfCIRIWHIUN 11•■.....i b' SATCI) 

'nCKETNO, C:./\RfaE.A i ,1,C",£NIT'~ VAI.U.1.ffl).1,1 DATC Dr IS&IJC l'C>lN'Ni OI' TIIAva. 

! Ol'TICK!.T"__+------+----""'L--,---'m!L 

TOTALCOST & 

TICKlT NU_ 

~ ...... ev,11,e'\"t-TAT'l!MElliT, .. ....,,.. ... _,... -~l•• \\1?~.""' 
-ll'lffl<m■ 000i■ _ido.t __ Ol1~J/,/u,t,.Oi.nu,11Uh•-i. . .-.;,_, ... ~"-~"- .......... ., -1,,/--■11·, ..... 1o ..... ~ ...... 
l>I~ "'11-laLO,, 11W3<>1.lulorU.1!7l.E.D.ll~n ... fwM,obi? ,,_ ~" 
~MTuP-... 11, , .... ;, , ... Z~IJ.~.!IO,l l!l>J•ria&IW, 1'1•1""''""'1 
-~,.,..._..,..,,.,.. ..... ..,. .. .,,-11<1 _ _,_1 ... ,.i.,w,_,,,rr1 .. 

■Oolblo hit,- ro,- - ~- ■,d,lu, n.S,t_.,,., ••1- ..,..,.... ".,...,,..,.,. .,..,_....,. .. _..._ ,.., ,. _ ,,.. _,.._..,... ., ..,.,. 
-11\0 .. ,...,W.IIINll<Mol•-•l"'--'-....ilho,.-ht.-.H, . ..,.,.. ____ .....,,., .,.....,,,,,.,.,. .. .,..1-'"""'•""• .. -o<N,~' 
-Tl\t-,,.,-1,o .... iooodta_!_, __ ia:.,J,u 

... _ _.,,... __ '"'°""-"'""' .... ""'oo:I"'"""' 

1J,.~Ti 

1~. TITL.li 1 ~ naT(' 

......... - .. ...,_ ...... "'..t., ... ..,.,,..,,..,.....,,.,,..,,,,,,_., 
----""'n"'"°"'"'lnl~..,--.,._,,. • .,, .... ,..,. 
•---. ..... _ ..... OI ............. -.c,olaMc_, ........... ..,ll<-,.,..,., 
_..,_ lour ""''°' s.etJ"'V """""'I""'""'+' l"l'll'l lo --•-!ho'"'"'°'°" 
o1 u.... ...., ... 1 A_ .. ~ i.~. ~.:li.C- ~I 1iol ON ~ I~• W t.O. ua 1, -
U, l!-13, /,. ,_,.~ 1m,..,,. ""'."• ..,,,..._.....,,.,..,.,,.~,...,..: """'"'"'°" 
llo!O#I0.0.lt)W,, ... --U"I ...... "''"'"' or,d/o, rol<><60M ■I,_.,.••..,,_,,....,_, ..,_.h ;._ - --, S. ta-.A...., ,~~-. !)',._........,,, ~1,- J,11,;..,,; 

,.,,_ • ..,._. ........ .,. ......... ""'""""'"'"• .... 1 .......... ,..,.,.. ............ "'"'"° 'Jlo lo!w ....... j~ll,er 11,or, "141 ~•nii lO _, 1 .. ""'"""•< •-•• I■ ........... ,~ ........ __ , 
Ml llllUl\"'2/DJ,' 
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DETAIL OPERATIONS GUIDELINES 

General 

The following guidelines are provided for Candidate/Nominee Detail Operations. Questions regarding additional 
procedures or specific problems should be directed to MaJor Events Division, Candidate Nominee Operations 
Section (CNOS). 

Assignment of Protective Stop/Survey Numbers 

(b)(7)(E) 

Monthly Reporting Procedure 

At the close of the each month, each candidate detail operations office will summarize the total number of stops 
and sites for their respective protectees. These statistics will be reported to MED/CNOS via memorandum by 
the third working day following the close of the month. 

Detailed Itinerary 

The detailed itinerary showing the next day's schedule for the candidate with trip numbers and telephone 
numbers should be prepared by the detail operations office from the schedule information stored in the 
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computer This itinerary must reach the Headquarters Combined Manpower Operations Center daily by 10 
p. m. EST Information copies of this itinerary should be directed to ID, TSO, AD-PO, AD-INV, the appropriate 
coordinating centers and affected field offices/resident offices/resident agencies, 

Any information pertaining to a stop/site should be entered into the computer when received This will allow 
MED/CNOS, AD-Protective Operations, and AD-Investigations to make more timely decisions regarding 
manpower utilization 

Operations Office Staffing 

Each Detail Operations Office will be staffed with 

(1) GS-14 Operations Supervisor 
(2) GS-13 Operations Agents 
(1) Administrative/Clerical Employee 

(b)(7)(E) 

Projected lti nerary 

Cb)(7)(E) to the Combined Manpower 
Operations Center each week by the detail operations office no later than 8 30 a, m, EST on Friday, with 
information copies to AD-Protective Operations, AD-Investigations, MED, TSO, ID, IRMD, the appropriate 
coordinating centers and affected field/resident offices/resident agencies. 

It should provide information regarding the )(7)(E) 
next week, Sunday through Saturday, a~n-.-s-,--o-u,-,-.-e--p-re __ p_a __ r_e-,-,-ro_m_1 n=-o-rm-a"""'t-,o-n--re __ g __ a_r .,...1-n g---,-t.-e--.-(b-)(-7)_(E_) __ .__~ 

ICb)(7)(E) !previously entered into AMPS or via the MED/CNOS LAN by detail operations 

)(7)(E) to MED/CNOS b follow-u official messa e 
with the same distribution A si nificant chan e is (b)(7)(E) 
)(7)(E) 

Rotation Plan 

(b)(7)(E) 

2 
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Emergency Purchases 

In cases of emergency where immediate purchases are necessary, MED/CNOS should be notified via 
telephone of the pertinent information. MED/CNOS will then follow the procedures outlined in the 
Administrative Manual to complete the purchase. 

In emergency situations after regular duty hours; detail operations must be able to articulate the justification of 
the purchase and advise MED/CNOS immediately on the next working day. MED/CNOS will obtain an 
emergency purchase order number and provide it to the detail operations Detail operations must complete 
an SSF 2041 using this purchase order number within two (2) days and forward it through MED/CNOS to the 
Procurement Division. 

Accounting for Assigned Property 

Each detail will be charged separately for assigned accountable property The Detail Supervisor in Charge will 
be the accountable property officer It is required at the end of each detail rotation, that all property be 
inventoried and accounted for by the Detail Leader. (Refer to Admin. Manual, section AOD-03, Property 
Charged to Offices.) 

MED/CNOS Leased Vehicles 

Each C3ndidate detail will be assigned the following vehicles for use within the candidate's home district. 

(6)(7)(E) 

Additional vehicles will be assigned based upon the needs of the detail (i.e., spouse details). 

Automobile Accident Requirements and Notification 

Refer to Investigative Manual section SIS-11 (Leased Vehicles subsection) and CNO-12 of this manual 

3 
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Protective Survey/Files Procedure 

(b)(7)(E) 

(b)(7)(E) 

Use of Candidate Facilities 

(b)(7)(E) 

4 



Manual 
RO 

2000 Campaign Operational Guide 
MEDICNOS 

Hotel Bills 

Section CN0-07 
Date 02/0112000 

(b)(7)(E) 

Whenever the detail operations need to obtain hotel rooms, the standard direct billing procedures as outlined 
in the OPO Manual will apply (Refer to section CNO-06 of this manual) 

Hours of Operation 

)(7)/E ) It1ona ours o o ice operation are aut orize ase on operat1ona nee s 
as determined by the Detail Leader and Operations Supervisor in consultation with CNOS. 

All Operations offices will be supplied with one (1) telephone answering machine or voice mail, and one (1) 
pager. At the close of business each day, the answering machine or voice mail will be activated to receive non
emergency caller information The telephone number of the pager will be identified on the answering machine 
outgoing message for emergency calls, which require immediate attention. Either the operations supervisor 
or operations agents will maintain the pager in their possession to receive emergency notifications during any 
period the office is closed for business. 

5 
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COORDINATING CENTER GUIDELINES 

Coordinating Center Operations Staffing 

Staffing requirements for each Coordinating Center Operations Section are unique. Specific staffing levels and 
positions will be determined based on factors including, but not limited to, the event type, size and duration. 
The necessity to develop and utilize a Coordination Center is based on the logistical effort required to 
implement operational security 

(b)(7)(E) 

With the creation of the Major Events Division (MED) and the permanent establishment of the Candidate 
Nominee Operations Section (CNOS), Preliminary Surveys are now a routine function preceding any event 
wherein a Coordinating Center is determined necessary In addition to providing preliminary manpower and 
equipment estimates, the Preliminary Survey further determines Coordinating Center staffing requirements. 

Requirements will include the following "on site" event supervisory positions 

(b)(7)(E) 
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(b)(7)(E) 

(b)(7)(E) 

CNOS should be contacted regarding any issues related to procedure or policy 

Section CN0-08 
Date 02/0112000 

Listed below are some of the requirements and procedures for Coordinating Centers during Campaign 
2000. The campaign manual is a work in progress and the list is not all-inclusive. 

3 
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Rental Vehicles 

CNOS must approve all rental vehicles Prior to approval being sought, every effort should be made to utilize 
existing CNOS leased vehicles or other USSS vehicles During specific campaign events (i e , Republican and 
Democratic National Conventions, Presidential Debates and Inaugural) where time permits AOD should 
exercise all available options through the GSA 

When the need for a rental vehicle has been established, CNOS, the specific Candidate Detail Operations 
Section (or in their unexpected absence, OPO) will be contacted for an authorization number. Subsequently, 
the requesting USSS Special Agent will make the rental arrangements through SATO. Treasury Special Agent 
personnel are not authorized to contact SATO regarding travel ticketing or vehicle rentals. 

The USSS Special Agent or his/her representative will make all necessary arrangements for the rental 
vehicle(s) pick up No credit cards should be used in the transaction. The rental agent will write the 
authorization number on the rental agreement and give one copy to the advance agent/Jump team leader. This 
copy serves as the vehicle registration and should be retained in the vehicle until the vehicle is returned This 
copy will then be sent to CNOS, who will forward it to FMD 

The Collision Damage Waiver (CDW) on the rental agreement should not be accepted 

The agent picking up the vehicle must also place the appropriate RC and project codes on the rental 
agreement 

The advance agent/jump team leader is responsible for prompt notification to the affected Coordinating Center, 
Candidate Detail Operations Section or CNOS in the event of cancellation of the rental to avoid being charged 
for vehicles not used The affected Coordinating Center, Candidate Detail Operations Section or CNOS will 
notify SATO to cancel the reservation. 

It is the responsibility of the USSS Special Agent renting the vehicle, or his/her designee (other USSS personnel 
only) to inspect all rentals for damage and to ensure prompt and proper return to the rental agency. 

C NOS .__r)(_1)(E-) _ __.I" eh ic les 

CNOS leased vehicles are assigned to the Coordinating Center, Candidate Detail or CNOS and are 
accountable by those respective supervisors All equipment issued with the vehicle(s) is the responsibility of 
that respective su eivisor. An uestions regarding maintenance, repairs and use should be directed to CNOS, 
telephone )(6); Cb)(7)(C) 

Motor Vehicle Accidents 
(refer to CN0-12 of this manual) 

4 
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Emergency Purchases 

In case of an emergency where immediate purchases are necessary, CNOS will be notified via phone with the 
pertinent information. CNOS will then follow the procedures outlined in the Administrative Manual to complete 
the purchase. 

In emergency purchase situations after regular duty hours, the affected Coordinating Center or Candidate Detail 
Operations Section must be able to justify the purchase and notify CNOS immediately. CNOS will obtain the 
Emergency Purchase Order (EPO) order number and provide it to the requestor, who must then complete an 
SSF 2041, Procurement Request within two (2) days. This must be immediately submitted to CNOS for review 
and forwarding to the Procurement Division. 

If available and time permits, the on-site AOD or Procurement Division Coordinator(s) should be consulted 
regarding any emergency purchases 

Accounting for Assigned Property 

In accordance with AOD guidelines, property that is issued to the Coordinating Centers or Candidate Detail 
Operations Section is the responsibility of those respective supervisors 

Hotel Bills 

Whenever the Coordinating Center or Candidate Detail Operations Section needs to obtain hotel rooms, the 
standard billing procedures outlined in the OPO Manual will apply. See section CNO-06 of this manual for 
reference 

The Field Office Coordinator, or designee, will initiate contact with local hotels utilizing established points of 
contact, local agreements, billing letters and reservation commitments 

MED/CNOS coordinator should approve all local agreements, billing letters and reservation commitments 

The Coordination of local agreements, billing letters and reservation commitments should go through FMD, 
Chief Finance Section for appropriate language content. 

l(b)(7)(E) I l(b>c7>CE> I Usage 

(b)(7)(E) 
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DETAIL GUIDELINES 

Section GNO-09 

Date 02101/2000 

The following guidelines are provided in an attempt to standardize some basic detail operations as details travel 
from district to district. In addition, each detail will submit to CNOS any other requirements they deem 
necessary 

Traveling Detail Staffing 

Candidate Details will normally be aligned as follows: 

(b)(7)(E) 

(b)(7)(E) 
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(b)(7)(E) 

Motorcades 

(b)(7)(E) 

Residence Security Guidelines 

(b)(7)(E) 
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(b)(7)(E) 

Aircraft Seating Guidelines 

(b)(7)(E) 
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Advances 

Section CNO-09 
Date 02/0112000 

(b)(7)(E) 

Inquiries concerning itineraries, site information, routes, etc. will be made to the local staff person and with t he 
detail operations section. Under no circumstances should an advance agent make inquiries with the 
candidate's national staff headquarters 

(b)(7)(E) 
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(b)(7)(E) 
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._l(b)(7)_(E) _.I GUIDELINES 

(b)(7)(E) 

Time and Attendance Reporting 

Section CNO-11 
Date 02/01/2000 

The l(b)(7)(E) lwithin the coordinating center, the field office, or the Combined Manpower 
Operations Center will be res onsible for transmitting via official message the work schedule information for 
each Secret Service Cb)C7)CE) o the office of his/her permanent assignment prior to 12 01 am 
on the Saturday preceding the work week Any changes in reported hours will be transmitted to the appropriate 
office(s) on the following Monday. 

Due to logistical problems inherent in the campaign; the lliiliJ lihlilll leader's SSF 1852 will be signed by his/her 
respective SAIC/RAIC. 

TSAs assigned to lliiliJ teams will submit their SSF 1852 to their!Cb)(7) !khlilll leader for approval 

ThJb)C7)CE) lwill verify and sign the SSF 1852, and return it to the TSA before he/she departs for 
his/her permanent assignment The TSA will then submit the original to his/her office T&A clerk. 

Travel Advances 

Travel advances for TSAs will be the responsibility of their own bureaus. The Secret Service will not provide 
any advance of funds to TSAs 
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Airline Tickets 

During the protective travel rotation, airline tickets for TSAs will be obtained by U S Secret Service personnel 
through SATO Travel. 

Obtaining airline tickets for TSA travel to end from a protective assignment will be the responsibility of the TSA 
or Agency Every effort should be made to utilize the teleticket machine in lieu of pre-paid tickets 

Hotels 

Hotel bills will be handled in the same manner as for Secret Service personnel. The Treasury bureaus "RC" 
codes (ATF, CID, CUS, IRS) should be indicated on the individual folio 

Rental Vehicles 
(Refer to CN0-03 of this manual) 

If a roblem arises at the rental counter, the rental agent should call SA TO immediately atl(b)(6); (6)(7)(C) 
)(6); (6)(7)(C) ~------~ 

Travel Vouchers 

All TSAs will submit their travel vouchers through their respective Treasury Bureaus using standard GSA travel 
procedures The individual agency is responsible for processing their own vouchers and submitting a properly 
documented monthly bill for reimbursement to MED/CNOS for review and approval. 

Any "in-town" per diem vouchers will be submitted to and approved by the local SAIC or designee These 
vouchers should be sent directly to the U.S. Secret Service Financial Management Division with a copy 
forwarded to MED/CNOS. 
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TRANSPORTATION 

Section CN0-12 
Date 02/01/2000 

Unless the local USSS office provides a transportation advance agent, the motorcade advance will be 
conducted by the Lead Advance Agent (refer to OPO-03, OPO-06, OPO-09 of the Protective Operations 
Manual, and CNO-02 of this manual.) 

(b)(7)(E) 

(b)(7)(E) 

All Others 

(b)(7)(E) 

r )(7)(E) 

The following .... l(b_)C_7)_CE...,,),........,--...,.......,.....,...-__.lshould be used as a guide when no additional information has been 
provided by the candidate detail 

(b)(7)(E) 

(b)(7)(E) 
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(b)(7)(E) 

(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 

(b)(7)(E) 
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l(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

l(b)(7)(E) 

(b)(7)(E) 
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(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

Press Vehicle(s) 

(b)(7)(E) 
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r )(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

r )(7)(E) 

Motor Vehicle Accidents 
(Refer to Investigative Manual, section SIS-11) 

Guidance 

The following MED/CNOS procedures will provide guidance to all personnel on reporting motor vehicle 
accidents 

5 
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In the glove compartment of each MED/CNOS vehicle are the following required motor vehicle accident forms: 

SSF 3164 
SSF 1938 
SF 94 
SSF 1908 

(Motor Vehicle Accident Report) 
(Motor Vehicle Accident Worksheet) 
(Statement of Witness form) 
(Notification in C3se of Accident card) 

These forms should be filled out at the scene of the accident 

As soon as practical, MED/CNOS and the field office supervisor in whose district the accident occurred must 
be notified In addition a co of the SSF 3164 should be transmitted by facsimile to MED/CNOS within 24 
hours of the accident b )(6) ; (b)(7)(C) 64) 

A MED/CNOS Accident Checklist is provided on the following page to guide personnel through some of the 
actions to be taken following an accident. 

Any questions regarding motor vehicle accidents should be directed to MED/CNOS at r)(6); (b)(
7
XC) 

6 
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Sample MED/CNOS -Accident Checklist 

Provide medical assistance to the injured 

Notify the proper authorities (policeffire/ambulance/appropriate field office) 

Identify and interview witnesses. Furnish them with SF 94 (Statement of Witnesses) 

Preserve the evidence 

Record the pertinent data on SSF 3164 (Motor Vehicle Accident Report); complete 
sections I-IX 

Request an NCIC check on both the vehicle and the driver of the other party's 
vehicle and under the appropriate circumstances, the occupants of the other vehicle 

Avoid furnishing employee home addresses or telephone numbers to anyone, 
unless demanded by the police (official addresses will suffice) 

Avoid encouraging claims 

Direct inquiries about filing claims to the local field office 

Arrange for the towing, removal and proper storage of disabled official vehicles 

Afrer complering rhe above ar rhe scene ofrhe accidenr: 

Notify MEDICNOS as soon as practicaq(b)(6); Cb)(7)(C) ps well as your supervisor 

FAX MED/CNosf6)C6); (b)(7)(C) ~ copy of SSF 3164 within 24 hours. 

Write an official memorandum explaining the circumstances surrounding the 
accident (refer to Investigative Manual, section SIS-11, for appropriate distribution) 

Complete "Vehicle Accident Report" as required by the state in which the accident 
occurred 

Obtain an estimate for the repair of the vehicle from an authorized dealership 

Obtain a copy of the police report if one was made 

If necessary, complete and submit employee injury forms 

Refer to the Investigative Manual, section SIS-11, for specific procedures and 
requirements concerning the proper reporting of motor vehicle accidents 
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Campaign 2000 Identification 

Identification for Campaign 2000 falls into two distinctive categories: 

1 . 

2. ib )(:)(E) 

(1:) (7)(E) 

1 

Section : CN0-13 
Date : 02/01/2000 
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(b)(7:{E) 

'.h)(7) '.F) 

b )(:)(E) 

(h)'.7)(7) 

Identification Kits 

(b ),:7) (E) 

2 
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Credentials 

(b) (7)(E) 
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(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 
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(b)(7)(E) 

(b)(7)(E) 
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(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 
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(b)(7)(E) 

(b)(7)(E) 
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Sample Event Credentials 

(b)(7)(E) 

(b)(7)(E) 
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Sample Event Credentials (continued) 

(b)(7)(E) 

(b)(7)(E) 
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(Refer to section CN0-13 of this manual for examples of press credentials.) 

The following credentialing procedures have been adopted for the 2000 Campaign: 

(b)(7)(E) 

Press Agent 

Section CN0-14 
Date 02/01/2000 

M ED/CNOS may provide a ,..... ...... --==e .... nt._t=o ... a.,_c=c ... o...,_m=:a=n......._t..._h.,.e..._...r'""e=s=s_,.,b=as ... e=d-o...,.n_.t....,h=e_,v ..... o..,lu ... m,...e~o...,_f ....,tr_..a .... v..,.e""lin....._......._re=s .... s .... a.,.n_,..,,d 
the magnitude of the visit 
rb)(7)(E) 

(b)(7)(E) 
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General 
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Section CN0-15 
Date 02/01/2000 

Each detail will be responsible for assigned accountable property. The detail leaders and equipment 
coordinators shall be the accountable property officers. 

Equipment Issued 

Issued to Traveling Detail 

(b)(7)(E) 

Issued to Advance Teams 

CP binder w/necessary forms 
Police tape will be at all FO's, RA's, and CNOS._P,_)O_)CE_) _____ _. 

2 split lens red/blue dash lights 
l(b)(7)(E) 

1 disposable camera 
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cellular tele hone Lead w/char er and extra batter 
(b)(7)(E) 

porta e printer 
3 SkyPager ( Lead, Site and PRC) 
2 flashlights 
1 roll of police tape 

(b)(7)(E) 

disposable rubber gloves 
roll evidence tape 

Section CN0-15 
Date 02/0112000 

Note: With the exception of the computer and printer, all the above items will be loaded in a specially 
designed hard case 

In addition to the above listed e u1 ment, PX-300's will be available to the advance teams from MED/CNOS) 
as needed. (b)(7)(E) 

Issued to ,_r_)c
7
_)<E_) ____ __. 

(b)(7)(E) 

Issued to Equipment Coordinators 

1 alpha-numeric SkvPager 

(b)(7)(E) 

Placed in All MED/CNOSF)U)CE) !Vehicles 

(b)(7)(E) 
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(b)(7)(E) 

Each designated1Cb)C7)CE) lwill be equipped with 

(b)(7)(E) 

Placed in Command Post at Protectee's Permanent Residence 

Provided by MEO/CNOS: 

(b)(7)(E) 

In addition, MED/CNOS will provide foul weather gear (parkas boots and duffel bag) as requested. 

Provided by IRMD - Voice Communications Branch: 

(b)(7)(E) 

3 
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(b)(7)(E) 

Available at Each RON site 

Transported by the Equipment Coordinator: (also listed under traveling detail) 

(b)(7)(E) 

Provided by IRMD - Voice Communications Branch: 

(b)(7)(E) 

In addition, the advance agent should set up his/her computer with printer for use by the detail. 

Issued to Each Detail Operations Office 

Provided by MED/CNOS: 

(b)(7)(E) 
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Provided by IRMD - Voice Communications Branch: 

(b)(7)(E) 

Provided by IRMD at Each In-and-Out Site 

Th Cb)C7)<E) gent may request IRMD support (telephone lines, radio console, r.___)C7_)<E,...)--------,--___.---,,-_. 

(b)(7)(E) at in-and-out sites based on the following non-availability of existing commercial telephones, length of 
stay at site to exceed eight hours, unusually large or complex site, or adverse intelligence. 

5 
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AVIATION POLICIES AND PROCEDURES 

Secret Service Air Travel 

(b)(7)(E) 

FAA Security Regulations 

(b)(7)(E) 
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(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 

FAA Aircraft Inspections 

(b)(7)(E) 

3 



Manual 2000 Campaign Operational Guide Section CN0-16 
RO MEDICNOS Date 02/0112000 

Charter Aircraft 

General Policy 

(b)(7)(E) 

Name Checks for Charter Aircraft Crews 

(b)(7)(E) 

FAA Air Taxi and Commercial Operator's Certificate 

(b)(7)(E) 

Co-Pilot Requirement 

All aircraft chartered by this Service must have a licensed co-pilot The co-pilot must meet the same minimum 
standards with regard to type of license and applicable ratings as the pilot in command. Since this is not an 
FAA requirement on smaller aircraft, the additional cost for the co-pilot will be paid by this Service )(7)(E) 

(b)(7)(E) 
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Categories of Aircraft 

(b)(7)(E) 

General Procedures for Chartering Aircraft 

Generally, aircraft are chartered for the USSS by the Travel Management Contractor (currently SATO) An 
SSF 3037, Charter Usage Report must be completed at the time the charter request is made See OPO-17 
of the Protective Operations Manual for copy of form. 

Use of Chartered Aircraft by Protectees 

Initial Protectee Briefing for Use of Charter Aircraft 

(b)(7)(E) 

Reimbursements Made by USSS to Candidates/Nominees 

In regard to reimbursements made by USSS to presidential candidates/nominees for travel on aircraft chartered 
by candidates or by organizations supporting candidates, the House of Representatives and Senate Conference 
Committee (Report No. 96-471) directed the Secret Service to 

5 
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encourage protectees to provide for agent air travel at no cost to the government, or else to decline 
Secret Service Protection." 

The Secret Service was further directed to: 

" advise the Appropriations Committees as to the actual payments to candidates for providing air travel to 
Secret Service employees protecting presidential candidates no later than 15 days prior to the presidential 
election " 

These directives and USSS billing procedures will be explained to each individual candidate in writing by CNOS. 
A return response is to be requested before any use of a candidate charter is anticipated Copies of all 
correspondence will be forwarded to FM □ for inclusion with the payment files 

If the USSS declined to pay for the seats on an aircraft chartered by a candidate, the candidate would 1n all 
l1kel1hood sell the available seats to media members or others, and the USSS would not be allotted sufficient 
seats to accomplish the protective mission. 

Notification Procedures for Traveling Aboard Candidate Charters 

The Detail Leader is responsible for contacting CNOS to advise of the anticipated use of the candidate's 
chartered aircraft. The Detail Operations section will provide SSF 3037, Charter Usage Report, to CNOS upon 
termination of chartered aircraft use 

Billing Procedures 

Protectees seeking reimbursement for air transportation provided to USSS personnel should prepare a bill 
setting forth all of the particulars necessary for a clear understanding of the charges The detail number must 
also be included The following cert1f1cation signed by the candidate or by his/her duly authorized representative 
must be affixed to the invoice 

"I certify that the above b1ll 1s correct and Just and that payment therefore has not been received." 

In addition, the following information must be provided by the protectee's billing office 

1 Unique invoice number 

2. Date of Invoice 

3 Leg by leg breakout of charter 

a point to point 
b cost of leg portion to committee 
c. number of seats on charter 
e number of USSS personnel on charter 

4. Contact person and telephone number of the billing committee 

6 
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The bill should be forwarded for approval to: 

(b)(6) ; (b)(7)(C) 

After approval, CNOS will attach the appropriate SSF 3037 and forward the package to FMD for payment 
USSS will reimburse a candidate no more than the lowest cost of first class air fare or a pro rata share of a 
candidate chartered aircraft. whichever is less. 

Commercial Aircraft 
(Refer to CNO-09 of this manual and OPO-14 of the Protective Operations Manual) 

7 
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MANAGEMENT OF CAMPAIGN RECORDS 

Campaign records are divided into two categories: Administrative Files and Protective Survey/Stop Files 

Establishing Administrative Files 

Each candidate detail and coordinating center will be provided with file folders and pre-printed Master File 
Classification Codes (MFCC) file folder labels for establishing administrative files. Blank labels will be provided 
for additional codes and file folders as required. 

Using the set of MFCC labels, establish file folders for each of the preprinted administrative file codes. Position 
labels on file folders (top or side) according to the type of file cabinet being used. 

For ease of deactivation, the labels will be color coded (yellow and blue) to indicate which files are to be 
shipped to Headquarters and which files are to be destroyed. 

Use a blank label of the same color as a continuation of an already established folder. Only yellow labels may 
be used to establish additional file codes 

Establishing Protective Survey/Stop Files 

When a candidate detail operations section receives notification of an impending trip, a protective survey/stop 
file will be established thru the CNOS LAN or thru the Agent Management and Protection Support (AMPS) 
system as follows 

1. Using a pre-stamped file folder, annotate across the top of the folder the stop destination, stop date(s) and 
the protective survey/stop number The following is an example of protective/stop numbering for the first 
visit of protectee number 052 to Washington, DC 

Office 
Classification 

Case 
Protectee 
Number 

(b)(7)(E) 

(b)(7)(E) 

I 

Division 
Trip 

Fiscal 
Year 
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(b)(7)(E) 

Disposition of Administrative and Protective 
Survey/Stop Files 

(b)(7)(E) 

2 

Section : CN0-17 
Date : 02/0112000 
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Preparing Administrative and Protective Survey/Stop 
Files for Transfer/Shipment 

Inventory Records 

(b)(7)(E) 

Packaging Records 

(b)(7)(E) 

Shipping 

(b)(7)(E) 

3 
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(b)(7)(E) 

All Administrative and Closed Stop files will be shipped to the address below: 

(b)(6); (b)(7)(C) 

All open stop files will be shipped to the address below: 

(b)(6); (b)(7)(C) 

Shipment of these boxes will be coordinated by AOD 

4 

Section CN0-17 
Date 02/0112000 
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Sam pie SSF 3283 - Records Inventory Sheet 

RECORD INVENTORY 
Offir.e: Ta-lal Boxes Shipped: 

Centre Pointe FRC Other 

ll'l 11n:1 

7 \ 1,1 • ()~ :1 

)1 'I nGi 

J.Jli ~I<.!) 

lJl U'J J 

21~.QQJ 

1. 'l$ GO(I 

2:,0 <}30 

2JQ OJ(j 

2ll:i.[Hl0 

(B,-,tp]f'fot.el ALLUUJ,ts; 

:..UU.L/1.JQ 

UNI ' A 

5 

Section 
o~. 

CN0-17 

02/01/2000 
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Section CN0-17 
D,,te 02/01/2000 

Sample -Assembling of Federal Records Center Carton 

ASSEMBLY lNSTRUCTJONS 

'>I lei> J '>quan up bm, ul\ its side 
and l'oW fu1p A inside 

STEP 3 Lif1 fl.ip A tc, vr:,·tkal posi!irin, 
then 11ft and fold ex1en5i,:m; ,)ffl~p 11 
up agmmt ~"d w~ll5 of bo-,, 

STEP\ F<1'.<l all llap~ m 
(5mall flaP5 lirst, 1.-rg~ flap~ Iii.St), 

6 

'/ ,. 

STr·.P 1. f(ilJ \'.XICllSlOll> over on lfap ll, 

~nd fold 10 dmed pL'sllion, 

$.TCP 4. Lowtt [hip A to borrnm nfhm,. 

_) 
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Sample - Labeling Requirements 

ADMINISTRATIVE FILES 

Stl11,ilad Sld0---------;,, 

Box Number 

MFCC Code- (first and last file- in box) 
Name of Operation 

Year of Campaign--------------..>,~ 

PROTECTIVE STOP/SURVEY FILES 

Stapled Side,-------➔ 

c1o,.a l'rio hlu 

Trip Number-------------"-~---t)> ;:;:;;~:~;:~~;;:;; 
Nam0 or Op0ratlon -.,. • c:,.,,, ,,1., 

Y11ar of Campaign ______________ _,,,_ 

7 

Section 
o~. 

CN0-17 

02/01/2000 

Fir:.t/1,;1:;t file in bo11 
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TERMINATION PROCEDURES 

Section CN0-18 
D.ite 02/01/2000 

Termination activities will be coordinated by a MED/CNOS and AO□ representative with admin1strat1ve support 
teams assisting with all termination activities. 

Preparation for Termination 

Prior to the termination of operations at Coordinating Centers, Operations offices, and residence security 
sections, MED/CNOS will notify the AD-Administration and Administrative Operations Division (AO □) to send 
a representative of AO□ to conduct an inventory of all accountable property issued to the unit 

In addition to this AO□ representative, a representative from MED/CNOS will be sent to the terminating unit to 
assist in coordinating the disposition of equipment, administrative/stop files and vehicles 

SSF 1911 

A separate consolidated SSF 1911, (Request for Space, Alteration, Equipment, and Se1Yice at Locations 
Involving Protective Operations) is required to cancel all SSF 1911s previously approved for se1YIces, and 
utilities such as telephones, electricity, water, sewage, etc. In addition, a separate SSF 1911 should be 
prepared In the event that it becomes necessary to repair damage resulting from the Se1Y1ce's presence at a 
protective site. Instructions for using this form can be found In the Administrative Manual, section AOD-08 (01 ). 
Separate SSF 1911s should be prepared for rentals, repairs, purchases, etc. These will be prepared by AO□ 
representatives supporting CNOS activities. 

For the duration of the campaign, the Detail Leader of the candidate detail will initial the SSF 1911 and forward 
It to the DSAIC (Candidate Nominee Operations Section). See the Admm1strat1ve Manual, section AOD-08 (01) 
for cancellation instructions. 

Summary Memorandum 

Upon termination of a Candidate/Nominee detail, the Detail Leader will prepare a summary memorandum, 
"Final Critique and Evaluation" containing the information listed below This memorandum will be submitted 
w1th1n 30 days of the detail's termination date The memo should include the following information 
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1) Total current value of all property removed from residence and command post; 

2) Costs associated with the removal of property from residence or command post; 

3) Costs associated with restoration after removal of property from residence or command post. 

The original and attachments should be fo1Warded to the SAIC-MED. MED/CNOS will distribute copies of this 
report to the appropriate Assistant Directors. 

Dispositions 

Disposition of Accountable Property 

The inventory will be done in conjunction with the supervisor responsible for the accountable property. Any lost 
or stolen property should be reported by the accountable supervisor using procedures found in the 
Administrative Manual; section AOD-06(09) The actual physical move of the property will be coordinated by 
AOD unless otherwise instructed by MED/CNOS. MED/CNOS will also notify the terminating unit regarding the 
disposition of any protective equipment 

Disposition of Vehicles 

Upon termination of protective details and coordinating centers, instructions for disposition of vehicles will be 
directed to MEO/CNOS 

Disposition of Administrative and Stop Files 

The disposition procedures for administrative files and stop files are specifically addressed in CNO-07 and 
CNO-17 of this manual 

Disposition of Campaign Identification 

Upon termination of a candidate detail or coordinating center, the following procedures will apply for returning 
unused identification to the Dignitary Protective Division, Identification Section 

(b)(7)(E) 

2 
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(b)(7)(E) 

Return to Candidate Nominee Operations Section 

(b)(7)(E) 

Disposition of Protective Equipment 

Protective equipment (i. (b)(7)(E) will be turned into the MED/CNOS supply section 
or relocated to another eta1 or coor 1nat1ng center as 1rected by a MED/CNOS representative designated 
to assist in the termination process 

Details Based in Washington DC 

(b)(6); (b)(7)(C); (b)(7)(E) 

Details Based Outside Washington DC 

(b)(6); (b)(7)(C); (b)(7)(E) 

3 
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Disposition of Technical Equipment 

Coordinating Centers - The TSO Coordinator will be responsible for removing and returning this equipment 
to TSO 

Detail Operntions - TSO Operations will assign personnel to remove locks and alarms. Where appropriate 
form SSF 1911 will be utilized for all repair work to be performed. 

Disposition of Communication Equipment 

IRMO will supervise the removal and disposition of all radios, RapiComs and other related communications 
equipment. They will also terminate telephone services. 

Disposition of Weapons 

(b)(7)(E) 

Disposition of Office Supplies 

Controlled Items - Controlled or accountable items will be returned by the AOD representative conducting the 
inventory at the time of termination. 

General Supplies - Surplus office supplies will be handled by the AOD representative. 

Disposition of Office Furniture 

Prior to termination of the operations at coordinating centers, detail operations, or residence security details, 
an inventory of accountable property will be conducted by a representative of the Administrative Operations 
Division and MEO/CNOS in conjunction with the supervisor who is responsible for the items All discrepancies 
if appropriate, signed by the AOD and MED/CNOS representatives will se1Ye as the release of custody form. 

4 
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All safes will be cleared by the appropriate representative of all material and left open. The TSD representative 
will ensure that the combination is reset to the factory setting. AOD will coordinate the physical move of 
furniture, etc 

Disposition of Office Equipment 

Prior to termination, an inventory of office equipment will be conducted by the AOD and MED/CNOS 
representative to ensure that all office equipment is present. Disposition of this equipment will be directed by 
the MED/CNOS representative 

Change of Mailing Address 

Correspondence that is prepared and dispatched from coordinating centers, detail operations details, and 
residence security details during the last week of the operation (just prior to deactivation) should use the return 
address listed below: 

(b)(6); (b)(7)(C) 

In addition, ccordinating centers, detail operations offices, and residence security details, which obtained a post 
office box for their use, should file a change of address card, using the above noted address for mail forwarding 
purposes. Mail received at the Mail Distribution Section will be processed and forwarded to CNOS for further 
disposition 

5 
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SUPPORT 

United States Secret Service 
Directives System 

(Refer to OP0-13 of the Protective Operations Manual) 

Candidate/Nominee Staff Advance Office 

Section CN0-19 
Date 02/01/2000 

Each candidate/nominee's Staff Advance Office is responsible for coordinating the advance preparations for 
all travel of the protectee with USSS Detail Operations The staff advance office will assign the appropriate staff 
advance personnel and coordinate the staff support units 

USSS Support 

Field Office 

Field offices will provide the maJor source of support for the campaign. Manpower will be required to staff the 
Candidate/Nominee Details, Coordinating Centers, advance teams, and post-standing assignments (jump 
teams) Field office equipment will be used when possible, e.g., vehicles, command post, etc. 

I ~(b>_
0

>_CE_> --~l□ivision 

(b)(7)(E) 

.... r_><
7
_>CE_> ______ ___.I Div is ion 

(b)(7)(E) 
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Military Support 

All military support requests should be made through CNOS or the appropriate Coordinating Center. 

Department of Defense 

(b)(7)(E) 

._r)-(7)-(E) _________ __,IT eams 

(b)(7)(E) 

Treasury Agencies 

(b)(7)(E) 

)(7)(E) (Refer to CN0-6 of this manual for additional information) 

State and City Government Agencies 

(b)(7)(E) 

2 
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Operationa~~de Section : FRONT 

~ 
Date 02/04/2004 

Subject: Issuance of the 2004 Campaign Operational Guide 

To: All Supervisors and All Manual Holders of the 2 O 04 Campaign Operational Guide 

Filing Instructions: 

This directive serves to formally issue the 2004 Campaign 
Operational Guide. 

Binders for the 2004 
shipped with directives 

Campaign Operational 
checklists, and table 

Guide are being 
of contents, pre-

filed for your convenience. 

Impact Statement: Although the Office of Protective Operations (OPO) 
basic policies are outlined in the Protective Operations Manual, 
the more specific procedures and operating guidelines that relate 
to the 2004 Presidential Campaign are included in this Guide. In 
this regard, the Guide should be used as a supplement to the 
Protective Operations Manual, as well as the Administrative 
Manual. 

The 2004 Campaign Operational Guide addresses administrative and 
operational procedures for candidate/nominee protective details, 
operations offices, coordinating centers, jump teams, advance 
teams, equipment coordinators, and additional federal special 
agents from the Department of Homeland Security. 

All offices are requested to make the 2004 Campaign Operational 
Guide accessible to all employees and to encourage them to become 
aware of its contents. (To facilitate this process, this 
Operational Guide will be made available online as part of the 
LaserFiche-based USSS Manual Library.) There are several 
administrative and procedural differences from previous campaigns. 

We remind all offices it is not intended 
individual copy of the guide. It is 
supervisors to ensure the library copy of 
allow accessibility by all employees. 

that employees have 
the responsibility 

the guide is located 

an 
of 
to 
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Revisions to this Operational Guide will be issued in accordance 
with the U. S. Secret Service Directives System. The Directives 
Checklist will be filed in the front of this manual, and will be 
used to log in all future directives. 

Questions on this directive should be addressed to the Management 
and Organization Division, Policy Analysis and Records Systems 
Branch, atlCb)(6);(b)(7)(C) I- Questions on the content of the 2004 
Campaign Operational Guide should be directed to the Dignitary 
Protective Division, Candidate Nominee Operations Staff (CNOS), at ---· f )(6); (b )(7)(C) I 

(b)(6); (b)(7)(C) 

AD-Protective Operations 

DCP#: CNO 2004-2 
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2004 Campaign Operational Guide· 

Table of Contents 

CNO-01 Division Overview 

CNO-02 Advances 
CNO-02(01) General 
CNO-02(02) Advance Procedures 
CNO-02(03) Foreign Advances 

CNO-03 Communications 

CNO-04 Forms and Reports Utilized During Campaign 2004 

CNO-05 Time and Attendance Reporting 

CNO-06 Federal Special Agents 

CNO-07 Detail Operational Guidelines 

CNO-08 Coordinating Centers Guidelines 

CNO-09 Detail Guidelines 

CNO-10 Equipment Coordinator Guidelines 

CNO-11 ICb)(7)C I~ Guidelines 

CNO-12 Transportation 

CN 0-13 Identification 

CNO-14 Press 

CNO-15 Equipment 

CNO-16 Aviation Policies and Procedures 

CNO-17 Management of Campaign Records 

CNO-18 Termination Procedures 

Section : TOC 
Date 02/04/2004 
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DIVISION OVERVIEW 

Office Hours: 8:00 a.m. to 6:00 p.m. EST/EDT (Monday - Friday) 
(01/2003 - 12/2004 - at direction of DPD/CNOS) 

Office Location I Mailing Address: 

(b)(6); (b)(7)(C) 

Name Title 

(b)(6); (b)(7)(C) (b)(6); (b)(7)(C) 

Section : CNO-01 
Date 02/04/2004 

Kb)(6); (b)(7)(C) 

?hone/FTS: 

Router Code 

Office Code: .__ _____ _,.J 

Fax: l(b)(6); (b)(7)(C) 

Direct Line 
A/C (202} 

(b)(6); (b)(7)(C) 

I : 
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CNOS Operations Center 

Location: 

(b)(6); (b)(7)(C) 

Phone: 
Fax: 

Operational 
Res pons ibi I ities: Detail Issues/Residence Security Coordination/Campaign Event Security 

Planning 

*Future Relocation! .__)(
6

_),_(b_)C-

7

)-CC_) ________ __, 

*Phone: 
*Fax: 

TBD 
TBD 

Combined Manpower Operations Center (INV, OPO, and CNOS) 

Location: 

(b)(6) ; (b)(7)(C) 

Phone: 
Fax: 

2 
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Section CNO--02(01) 
Date 02/0412004 

ADVANCES - GENERAL INFORMATION 
(Refer to Protective Operations Manual section OPO-03, Advances-General Information.) 

Mission 

Candidate Nominee Operation Staff (CNOS) advance teams are responsible for implementing security 
arrangements for the candidates, nominees, and nominee spouses authorized protection by the Department 
of Homeland Security. CNOS policies will be adhered to in coniunction with those established by the Office of 
Protective Operations. 

Responsibilities 

After determining that a host field office cannot provide the advance team, the Combined Manpower 
Operations Center or the appropriate Coordinating Center (CC) will assign ICb)(7)(E) !advance team upon 
confirmation of the proposed visit. The district SAIC is encouraged to assign a local agent as lead advance, 1f 
resources permit. Since the )(7)(E) 

The 1Cb)C7)CE) I is the responsibility of the lead advance agent. 

..... r_)(7-)(E_) ____________ ___,~9ent 

~ )(7)(E) ~dvance agent for CNOS advances. l(b)(7)(E) 

Klill.lliJ 
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.... l(b_)o_)CE_ ) ______ ____.I Division 

I 

l(b)(7)(E) !Team 

r )(7)(E) I Unit 

.... e_c
7
_)(E_) __ __.I Division 

I_Cb)_C
7
)_CE_) ---~!Team 

r --)(7_)(E_ ) ____ ~IAdvance 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

2 

Section : CNO~2(01) 
Date ; 02/04/2004 

I 
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(b)(7)(E) 

Detail Operations 

(b)(7)(E) 

Origin of Advances 

Notifications 

(b)(7)(E) 

Assignment of the Advance Team 

Section ; CNO-02(01) 
Date : 02/04/2004 

After determining that a host field office cannot provide the a'dvance team, the Combined Manpower 
Operations Center will assign an advance team upon confirmation of the proposed visit. 

3 
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Pre-Advance 
(Refer to Protective Operations Manual section OPO-05, Pre-Advance) 

(b)(7)(E) 

4 
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ADVANCE TEAM PROCEDURES 

Section : CNO-02(02) 
Date : 0210412004 

(Refer to Protective Operations Manual section OPO-06, Advance Team Procedures.) 

Preliminary Coordination 

Prior to any )(7)(E) as ~-------------------------------~ outlined in Protective Operations Manual section OPO-06, Advance Team Procedures. 

Subsequent Coordination 

Subsequent coordination in OPO-06 refers to the various arrangements necessary to coordinate an 
advance upon arrival in the city lo be visited. 

SAIC or RAIC of District 

(b)(7)(E) 

The Cb)(7)(E) , as well as 
identifying the police jurisdiction(s) involved 

Staff Lead Advance 

)(7)(E) A staff advance team may consist of several 
members, each with specific areas of responsibility. The staff lead advance will act as the!Cb)(7)(E) 

(b)(7)(E) 
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Section : CNO-02(02) 
Date 02104/2004 

Preliminary Site Walk-Through 

(b)(7)(E) 

Staff I USSS Meetings 

(b)(7)(E) 

Police Meetings 
'(Refer to Protective Operations Manual section OPO-06, Advance Team Procedures.) 

Initial Police Meeting 

Time may only allow for informal police meetings; however, if possible, at least one formal police meeting 
should be held before a visit occurs. 

(b)(7)(E) 

USSS sign-in sheets should be used to identify all personnel attending a police meeting. Copies of the 
completed forms may be distributed to the participants (refer to Protective Operations Manual section 
OP0-17). 

Once the initial introductions have been completed by the SAIC or his/her designee, ·the lead advance 
agent wi11 IC6)(7)(E) I as outlined in OPO-06, Advance Team Procedures. 

Following thejC6)(7)(E) !agent's briefing, separate counterpart discussions will be conducted to address 
specific security requirements for the visit 

The@)C7)(E) ~gents are reminded of the U.S. Secret Service "OPSEC" program and are required to 
review this policy at each police meeting. 

2 
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Site Security Survey 

Equipment/Support Requests 

(b)(7)(E) 

(b)(7)(E) 

Section : CNO-02(02) 
Date 02/0412004 

The lead advance agent will coordinate all equipment, manpower, and other operational requests received 
from the individual advance lailillil members. He/she is responsible for discussing these requests with the 
district SAIC, and then submitting these requests to the CNOS. Appropriate reporting dates, limes, and 
locations, as well as proposed scheduling, will be submitted at this time. 

Preliminary Survey 

The lead advance must submit a Preliminary Survey Report, if possible, 24 hours prior to the visit It 
should be disseminated to the Detail Operations staff and the traveling detail via the USSS Network, 
official message, and/or facsimile machine, prior to the visit (refer to Protective Operations Manual sections 
OPO-16 and OPO-17} 

3 
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Section : CNO-02(02) 
Date 02104/20 04 

Note: The ID situation report will be part of the preliminary survey for Campaign 2004. The preliminary 
survey will be sent via unofficial mail to the lead advance agent of the city from which the detail is 
departing. 

Agent Briefings 

General Briefing 

The lead advance agent will conduct the general briefing for all special agents assigned to assist CNOS for 
the visit. If time permits, a f )C7)(E) !should be prepared for each 
agent 

(b)(7)(E) 

The lead advance agent is responsible for providing general information on the visit that will assist the 
agents in supporting the mission. Intelligence, logistics, and emergency procedure information are 
essential elements to this briefing. Any questions or problems should be resolved at this meeting. Upon 
the conclusion of this briefing, the site agent(s) normally meet with the personnel assigned to their 
respective site(s) to provide additional or specific information regarding post assignments, logistics, 
reporting times, etc. 

Site Briefing 

Site agents are required to brief the personnel assigned to their site, in detail, regarding all phases of 
security and operation at the site. Each "poststander" should have definitive information concerning the 
purpose and function of the post he/she is assigned, as well as a general understanding of the other pos~s. 

During this briefing, the Cb)O)CE) osition should be explained to each individual " oststander.· Cb)(7)(E) 

It is the joint responsibility of the site agent and TSO agent to brief thel~Cb_)C7_)CE_) ----------~ 
r6)0)CE) Iand other pertinent information regarding the site . 

. CNOS Press Agent 

If a CNOS press agent is utilized to Cb)C7)CE) nd time permits, he/she will be briefed, rior 
to his/ner arrival on site, by the lead a vance agent. pec1 ic information re ardin )(7)(E) 

ICb)C7)CE) ~ill be discussed. Potential areas of conflict with the Cb)C7)CE) will be identified (refer 
to sections CNO-13 and CNO-14 and Protective Operations Manual section OPO-12, Press). 

4 
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Supervisor Briefings 

CNOS Detail Leader or Assistant Detail Leader 

The 'P,)C7)(E) !will be briefed by~ICb_)C7_)<E_) _________ ~ 
..... ,(b-)(7-)(E- )-===================,'~gent prior to departure enroute to the site or city. 

pertinent information must be provided. 

CNOS Shift Leader 

The shift leader will be briefed by the lead advance and/or site agent upon arrival at the first site. The 
detail leader remains responsible for briefing the respective shift leader(s) on any issue(s) which could 
have a significant impact on the detail. 

Shooting Incidents 

(b)(7)(E) 

5 
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FOREIGN ADVANCES 

(b)(7)(E) 

Preliminary Coordination 

Operations Office Responsibility 

Section : CNO-02(03) 
Date 02/04/2004 

{Refer to Protective Operations Manual section OPO-03, Advance - General Information.) 

The CNOS and the Detail Operations staff will )(7)(E) 

(b)(7)(E) Basic information will be obtained 
the (b)(7)(E) 

The SAIC of that district will be notified. 

The CNOS will initiate the process for obtaining "visas" and/or other passport requirements through the 
Liaison Division and will establish a basic plan for the mission. 

All contacts with the host country (U.S. Embassy) will be channeled through the CNOS, with the results 
being made available to the lead advance agent and detail supervisor. 

Pre-Advance 
(Refer to Protective Operations Manual section OPO-05, Pre-Advance.) 

(b)(7)(E) 



Manual : 2004 Campaign Operational Guide 
RO DPD 

Section : CNO-02(03) 
Date 02/04/2004 

Advance Team Briefings .. 

Internal Briefing 

(b)(7)(E) 

In addition, the CNOS pre-advance supervisor will conduct a briefing for all advance team members and 
provide any information obtained, agreements made, and expectations for the trip. Generally, an 

!Cb)(7)(E) !representative provides background information and a briefing on the l~Cb_)<7_)CE_ ) ____ ~ 
climate of each country to be visited. 

Subsequent Coordination 

SAIC of District 

Contact with the district SAIC, or his/her designee, is essential upon arrival in country. The SAIC, or 
designee, will routinely attend any police meetings, in conjunction with the lead advance agent. Field 
office representation and oversight is extremely important on foreign as well as domestic advances. 

U.S. Embassy 

The U.S. Ambassador, or his designate, is the primary contact upon arrival in country . 

._F)_o)_CE) __ ___.~gent 

(b)(7)(E) 

2 
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Meetings 

(b)(7)(E) 

Section : CNO-02(031 
Date 02/04/2004 

All meetings referred to the Protective Operations Manual section OPO-07, under "Subsequent 
Coordination," will be attended by advance team members. 

Reading Files 

The lead advance agent will coordinate with the )(7)(E) gent in establishing the general and 
P,)(7)(E) I The )(7)(E) agent is responsible for reviewing 
these files daily and remaining current on all teletypes to/from the embassy concerning the visit. 

Site Security 

CNOS site agents are responsible for establishing a secure environment for CNOS protectees as outlined 
in section CNO-04, Forms and Reports Utilized during Campaign 2004, and Protective Operations Manual 
section OPO-08, Site Security. 

3 
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COMMUNICATIONS 
(Refer also to Protective Operations Manual section OPO-10, Communications.) 

Section : CNO-03 
Date 02/04/2004 

The Information Resources Management Division (IRM), Voice Programs Branch, will provide radio, 
telephone, and facsimile support for CNOS protective visits. To facilitate this support, the service will be 
assisted by Department of Defense Communications Management Control Activity (CMCA) teams. 

To obtain communications support, the lead advance agent should call IRM, Voice Programs Branch at f)C6); Cb)(7)(C) 

ICb)(6) ; (b)(7)(C) !This support will be provided based on the guidelines. 

Radio Communications 

(b)(7)(E) 

For specific communications equipment lists available for each stop, refer to section CN0-15, Equipment. 

Telephone Communications 

If adequate notice is given (normally 24 hours), IRM will provide telephone support for the following: 

(b)(7)(E) 
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(b)(7)(E) 

Command Post (CP} 

(b)(7)(E) 

--

Operation 

(b)(7)(E) 

J 

Command Post Requirements 

(b)(7)(E) 

2 
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(b)(7)(E) 

Radio Equipment 

The IRM and the CMCA will routinely install a radio console programmed to the appropriate frequencies. 

Telephone Equipment 

The RON Command Post will normally be provided with two main business telephones and one facsimile line 

Administrative Requirements 

In addition to the administrative requirements outlined in OPO-10, Communications, any site surveys 
completed for the ICb)(7)(E) 

(b)(7)(E) 

Emergency Action Requirements 

(b)(7)(E) 

3 
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Security Room 

I 
(b)(7)(E) 

4 
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FORMS AND REPORTS UTILIZED DURING 
CAMPAIGN 2004 

In addition to the regularly required forms and reports from individuals, the following forms and reports will be 
utilized during the campaign. This list is not all-inclusive; it is a sampling of the most frequently used forms. 
The specific Secret Service Manual (e.g., Administrative, Protective Operations) should always be consulted 
for detailed instructions_ 

These forms are available and may be downloaded in OmniForm format via the USSS Forms Library at 
Intranet address httpJ/ssweb/mno/pars/forms or through the Management and Organization Division home 
page. 

Supervisors 

SSF 1899, Temporary Assignment Evaluation - To be completed for each individual agent upon termination of 
a candidate detail. 

SSF 1875, Protective Operations Activity and Personnel Reports (Shift Report) - To be completed by each 
shift leader and residence supervisor on a daily basis. 

Detail Operations and Coordinating Centers 

SSF 2040, Requisition for Stocked Supplies - These requisitions must be forwarded through the CNOS for 
approval. 

SSF 2041, Procurement Requests - These requests must be forwarded through the CNOS for approval and 
coordination. 

SSF 1911, Requests for Space Alterations, Equipment and Service - at locations involving protective 
operations. 

SSF 1994, Requests for Support from Federal Agencies - for protective operations. 

$SF 1996, Designation of Non-Governmental Property - to be secured by the United States Secret Service. 

SSF 1847, Accountable Property Control Record - Can be used when temporarily issuing accountable 
property. 

SF 702, Safe or Cabinet Security Record - To be used for all safes or secured cabinets. 
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Field Offices 

SSF 3047, Preliminary Survey Report 

SSF 1963, Candidate Nominee Final Survey Report 

SSF 1961, Record of Name Searches 

SSF 1779A, Authorization to Secure lodging 

Other 

Section CNO-04 
Date 02/04/2004 

Requests for new/other forms should be coordinated through the CNOS Administrative Support Coordinator. 

2 
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TIME AND ATTENDANCE REPORTING 

' Secret Service Personnel 

Time and attendance (T&A) records will be processed and submitted by the employee's respective permanent 
field office or division. The SAIC/RAIC/Division Chief of each office/division will generally be responsible for 
signing the T&A records for his/her personnel assigned to the CNOS, based on the information transmitted via 
official message from the CNOS and field offices. In some cases, an appropriate CNOS detail supervisor will 
sign T&A records. (Refer to the Human Resources and Training Manual Chapter PER-09, Payroll Processing 
Operations and Procedures for specific guidelines). 

The CNOS will ensure the work schedule information for each employee is transmitted via official message to 
the appropriate field office or division prior to 12:01 a.m. on the Saturday preceding the work week. If any 
changes occur in the reported hours, the supervising unit will transmit that information to the applicable 
office(s) on the following Monday via an amended official message. 

Although the T&A cards in all cases will ultimately be approved and submitted to the Personnel Division, 
Payroll Operations Branch, by each employee's office of permanent assignment, the preliminary processing 
procedures will vary somewhat for personnel assigned to different units. The following section will identify 
those preliminary procedures for each unit. 

l(b)O)CE) I ~'(b)_<7_)CE_) ----~I l(b)O)CE) I Coo rd i n at or 

The CNOS, or the local field office, will be responsible for transmitting, via official message, the work schedule 
information of each Secret Service agent assigned to a l(b)C7)(1 rumil or an advance lliillUP,)(7)(£) 

(b)(7)(E) 

Candidate Detail (Operations, Traveling Detail, Residence Security) 

The detail operations staff will be responsible for transmitting via official message the work schedule 
information of each employee to his/her office of permanent assignment P,)(7)(£) 

(b)(7)(E) 
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Coordinating Centers and Convention Coordinating Centers 

The coordinators will be responsible for transmitting, via official message, the work schedule information of 
each em lo ee to his/her office of ermanent assi nment and to the CNOS (b)(7)(E) 

(b)(7)(E) 

The coordinators will also ver'ify and sign the SSF 1852 for all personnel assigned to the coordinating centers 
during each pay period, including advance ~ members. Advance~ 1852s, which are not signed by the 
above, will be signed at the advance ~ agent's post of duty (POD). 

Local or Out-of-District Field Office Support 

(b)(7)(E) 

The CNOS will transmit these work schedules via official message to the appropriate offices. 

Federal Special Agents (FSAs) 

l(b)O)CE) I !Cb)O)CE) I Members 

(b)(7)(E) 

Residence Security 

(b)(7)(E) 

The CNOS copy will be verified by the CNOS and then forwarded to the FMD. 

2 
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Local Federal Special Agent Support 

(b)(7)(E) 

One copy of SSF 1852 will be mailed to the FSA's post of duty by local office 

The SAIC will forward one copy of the SSF 1852 to FMD/FAB for disposition. 

The CNOS copy will be verified by the CNOS and forwarded to the FMD. 

3 
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FEDERAL SPECIAL AGENTS (FSAs) 

Utilization 
(Refer to CN0-11, ICb)(7)(EI lliillU Guidelines, and Protective Operations Manual sections OP0-13, 
Support, and OP0-18, Personnel Resources Utilization and Cost Tracking Procedures.) 

The U.S. Secret Service utilizes FSAs from the Bureau of Immigration and Customs Enforcement {ICE) and 
other Federal agencies to perform certain protective related duties. 

(b)(7)(E) 

• Permanent Protective Detail Support 

The lead advance agent will provide the request through the detail operations office, while the field office 
'will provide it to INV. After any reconciliation, INV will coordinate the manpower response in conjunction 
with the CNOS Operations. 

• Candidate/Nominee Detail Support 

The lead advance agent will provide the additional requests through the CNOS. The CNOS reconciles any . 
necessary adjustments and then coordinates the manpower response/logistics. 

Administrative Guidelines/Requirements 

Purpose 

These instructions provide guidelines and establish processing procedures relating to costs incurred by FSAs 
during temporary assignment to the USSS in support of Campaign 2004. 
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Scope 

These instructions apply to all FSA personnel tasked to support the USSS during Campaign 2004. These 
procedures were developed in conjunction with the affected USSS offices and representatives from each of 
the supporting agencies. Each campaign is unique and administrative requirements and procedures change. 
Issues not directly addressed in this section should be forwarded to the CNOS. 

Travel 

Travel Advances 

The USSS will not issue travel advances of funds to FSA personnel. Travel advances of funds will be the 
responsibility of the FSA's agency. FSAs will be responsible for all the administrative requirements 
established by their agencies. 

Airline Travel 

The FSAs employing agency will be responsible for issuing airline tickets for transportation to and from a 
specific assignment. FSAs assigned as postslanders and residence security should generally obtain round
trip tickets. FSAs should obtain tickets from their agencies only after they have received their. reporting 
instructions from the USSS. After reporting to their assi nments, the USSS will be responsible for issuin ,,_. ____ ..,._ __ _, 
tickets for all subsequent assignments (i.e., detail and (b)(7)( (b)(7)( during the travel rotation through (b)(7)(E) 

Secret Service personnel will coordinate directly wit (b)(7)(E) all FSA travel subsequent to arriva!:-,-,aa'"""""'a""n,---~ 
originating assignment. Under no circumstances are non-Secret Service personnel allowed to contact .... ~_)C_7)(E_ ) --~ 

directly. Use of a non-Secret Service Government Transportation Request (GTR) is not allowed. 

Travel Emergency 

FSAs may utilize the established Government travel procedures for their respective agencies if in an 
emergency situation. This procedure should only be utilized in an emergency and as a last resort. 

When FSAs use their agencies' process for transportation, they will claim the expenditure via the internal 
process for their agencies. The FSA or his/her agency will be required to provide the CNOS a copy of the 
ticket and a memorandum submitted through an FSA supervisor that explains the emergency circumstances. 
Upon review and approval by the CNOS, a copy of the ticket(s) and any other supporting documents will be 
attached to the request for reimbursement. 

2 



Manual 2004 Campaign Operational Guide Section : CNO-06 
RO DPD Date 02/04/2004 

Airline Tickets 

It is required that all used or unused airline ticket and receipts for tickets issued by the Secret Service be 
submitted to the USSS Detail Leader, l(b)(7)( l ~ Leader, or other supervisor at the conclusion of there 
assignments. Issued tickets are accountable and must be tracked by the FMD. The respective USSS 
supervisor will attach all used, partially used, and unused tickets to his/her Travel Voucher Worksheet or SSF 
3200 for submission to the FMD .. 

When an agent has lost an unused ticket, he/she must furnish documentation from the airline carrier or .... l(b_>c_
7
>_CE_> __ __. 

as evidence of unfurnished services. The USSS supervisors will assist FSAs in these situations. 

Premium Class Airfare 

In accordance with Federal Travel Regulations (FTR), regular economy coach accommodations shall be used 
for all modes of commercial transportation whenever feasible Use of premium class accommodations is 
prohibited. The FTR identifies premium class air travel as first class and/or intermediate service (e g., 
business, clipper, etc.). 

When premium class air travel is required because no other accommodations can satisfy mission 
requirements, prior approval must be obtained from the OPO or the CNOS. 

Note: If premium class accommodations are utilized, the SSF 3236, Request for Authorization or Approval of 
First-Class Air Accommodations, must accompany the voucher for each traveler (see sample al the end of this 
section) 

City Pairs 

In accordance with General Service Administration (GSA) regulations, Secret Service policy is to utilize 
contract air carriers and Amtrak for travel between selected city pairs. The selected city pairs and contract air 
carriers are listed in the Federal Air Service and Travel Directory (which is available in your office). SATO is 
also aware of all contract carriers. 

Exemptions from using contract carriers will be approved by the OPO or CNOS tor the following reasons: 

(b)(7)(E) 

3 
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(b)(7)(E) 

For travel in which the contract carrier was not used, the appropriate exemption _must be indicated on the SSF 
3200A under "Non-Certified Air Carrier Exemption Code". 

Noter)<7)CE) rill automatically book flights on contract carriers. 

Rental Vehicles 

Contracting rental vehicles for campaign purposes is restricted to authorized USSS personnel. (Refer to 
CNO-08, Coordinating Center Guidelines.) 

Privately Owned Vehicles (POVs) 

Authorization to use privately owned conveyances, in lieu of Government or commercial transportation, is 
required from the requesting USSS office. Such requests will be communicated to the USSS by the office of 
permanent assignment in advance of the travel. Approval by the USSS will be based upon a determination 
that the use of the POV is advantageous to the Government, taking into consideration the 
availability/desirability of Government transportation. 

Travelers will document the use of POV(s) on a cost comparison breakdown when a POV is used. The 
breakdown should be completed on a separate sheet {OM) and attached to the Travel Voucher. 
Reimbursement for parking, ferry, bridge, road, and tunnel fees are allowed in addition to the mileage 
allowance. 

Reimbursement for mileage to, and parking at, common carrier terminals or other areas while the traveler is 
away from his/her point of departure (POD) is limited to the equivalent cost of round-trip taxi fare, Do not park 
POVs in commercial airport lots while traveling on extended trips such as 21-day assignments. 

Requests for reimbursement for POV usage are made on the Travel Voucher. Total reimbursement is limited 
to the cost of appropriate common carrier transportation, including per diem by that method of transportation 
(claims should therefore not exceed these amounts). 

Government Owned Vehicles (GOV) - Gasoline Purchases 

Gasoline purchases used in GOV assigned to the FSA may be made and claimed on travel vouchers or the 
USSS in-town per diem voucher. Reimbursement is allowed only for fuel consumed as a direct result of 
supporting the USSS. Receipts must be attached to the travel vouchers or USSS personnel can pay for FSA 
official vehicle gasoline using the USSS gas card. 

Do not park GOVs in commercial airport lots while traveling on extended trips such as 21-day assignments, 
Such parking fees are not reimbursable. Use taxis to travel to/from airport terminals. These taxi fees can be 
claimed on the travel vouchers or the USSS in-town per diem voucher. 

4 
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Hotel Accommodations 

A USSS supervisor or advance agent will make hotel arrangements for all FSA personnel on protective 
assignments. The advance agent will arrange for the total room bill to be sent directly to the USSS. Upon 
departure from a hotel, the FSA will sign his/her folio verifying all room charges are correct. 

Note: Only the room charge and taxes, if applied, should appear on the traveler folio. The USSS does not 
pay incidentals {e.g., food, phone calls, laundry/dry cleaning, etc.) via the room bill. Any authorized incidentals 
incurred must be paid by the FSA and then attached to travel voucher or USSS in-town per diem voucher for 
reimbursement. Only the room charge must appear on the room bill. 

Submission of Travel Worksheets 

The USSS is the only Federal agency authorized to pay in-town per diem and must maintain the associated 
documentation. 

Per diem can be paid at the employee's regular POD under specified conditions; however, it must be 
approved by the local SAIC, DSAIC, ASAIC, or FSA supervisor. Personnel may only be eligible for 
reimbursement during the actual day or days of the visit of a protectee, and if the assignment requires the 
employee work 16 hours or more per day or is required lo remain overnight at his/her POD. 

All FSAs on in-town assignments should complete the USSS in-town per diem voucher. All in-town per diem 
claims for FSA support will be submitted to, and authorized by, the FSA's supervisor or local USSS SAIC. The 
supervisor or field office will forward these c!aims directly to FMD. FSAs will be reimbursed directly by FMD. 

Per Diem Rate - Domestic 

The GSA determines the maximum per diem rates for travel within the continental United States {CONUS). 
The rates applied are based on the most recent GSA analysis of lodging and meal cost data. The current 
rates range from $38 to $51 daily. 

Rates for each locality can be found in the Federal Travel Regulations available in all USSS and ICE offices. 

1. Single day travel - Travel must be away from an employee's POD in excess of 1 O hours to be eligible for 
per diem. If multiple locations are involved in the single day, the rate of reimbursement will be based on 
the rate for the highest locale where the official duty occurred. 

2. Multiple day travel - A traveler may only have one rate of reimbursement for a single calendar day. The 
rate will be determined by the location of the traveler's lodging. 

3. Receipts - Long distance telephone and lodging receipts are required whenever paid by the traveler, 
regardless of amount. Receipts are required for al! incidental expenses exceeding $25.00. 

For additional information on the rules associated with per diem reimbursement, the traveler should refer to 
the Federal Travel Regulations or the Administrative Manual. 

5 
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Per Diem Rates - Foreign 

(6)(7)(E) 

Time and Attendance (T&A) Reporting 

The USSS supervisors will provide copies of SSF 1852, Special Time and Attendance Worksheet, to all 
assigned FSA personnel. 

FSAs will submit two completed copies of each SSF 1852 to their immediate USSS supervisor for approval 
before leaving any assignment (i.e., detail, residence security team, and IC6)(7)CI IC6)(7)(E I The USSS supervisor 
will ensure the SSF 1852 corresponds to the official work schedule. 

After approving and signing the SSF 1852, the USSS supervisor will return one copy to the FSA. The FSA will 
submit this copy to his/her agency timekeeper for proper payment of overtime. The USSS supervisor will 
forward the second copy to the CNOS. The USSS supervisor will ensure the SSF 1852 corresponds to the 
official work schedule and that all necessary financial codes are included. 

USSS assigned FSA supervisors: 

(6)(7)(E) 

In the event FSAs are assigned to local post standing duties that involve missions in different locations, they 
must indicate in the Remarks area of the SSF 1852 all assigned locations with the corresponding date(s). At 
the end of the assignment or pay period, whichever is appropriate, two copies of each SSF 1852 will be 
submitted to the USSS field office in that district. After approval and signing, the USSS supervisor of that 
office will return one copy to the FSA and forward the second copy to the CNOS. 

In most instances, the approving supervisor will provide the proper overtime authorization number in the 
Remarks area of the SSF 1852. Reference is made to the FMO Financial Codes Booklet for all appropriate 
codes. All official campaign codes will be sent via Service-wide message or e-mail. 

It is important that the appropriate financial code(s) are included on every form and that all columns 
are completed to reflect totals for each pay category. The mailing address of the FSA POD must be 
included in the Remarks area of the SSF 1852. The signing and approving USSS supervisor is required to 
ensure all overtime on each SSF 1852 is in accordance with USSS guidelines. 

6 
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Financial Codes 

Responsible center (RC) code and the appropriate project code must be Included on all travel related 
documents. Sub-program codes can be found in the FMD Financial Codes Booklet. The assigned RC code 
for the Bureau of Immigration and Customs Enforcement (ICE) is UCS. 

Additional RC codes may be obtained by contacting the CNOS. 

These codes must be indicated on the following documents: 

• In-Town Per Diem - Travel Voucher Worksheet, SSF 32001. The appropriate RC code should be 
indicated in the "RC" code block "Responsible Center" on the SSF 32001. 

• SSF 1852, Time and Attendance Worksheet. The appropriate RC code should be indicated in the "RC" 
block and the appropriate project code should be indicated under the "Detail Code" block for each day on 
the SSF 1852. 

• Hotel Bill Folio - The appropriate "RC" and project codes should be indicated next to your signature on 
the hotel bill folio. 

Reimbursement Information 

Administrative questions should be directed to a CNOS supervisor. 

Distribution of Forms 

All necessary forms will be available through USSS supervisors and local offices. In addition, all forms are 
available and may be downloaded in OmniForm format via the USSS Forms Library at Intranet address 

l(b)(6); (b)(7)(C) Ior through the Management and Organization Division home page. 

7 
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Sample SSF 3236, Request for Authorization or Approval of Premium 
Class Air Accommodations 

1. Office: 

Request for Authorization or Approval 
of Premium Class Air Accommodations 

2. Traveler's Name: 

Title or Position: 

Division or Field Office: 

3. Origin and Destination or Segments for Which Premium Class 
Accommodations are Requested, period of travel, time and date of flight: 

4. Additional Cost to the Government for Such Premium Class Over Next Lower 
Class Below Premium Class: 

5. Circ~mstances Justifying Use of Premium Class Accommodations: 
(Provide a description of the circumstances under the regulations justifying use 
of premium class accommodations. Also, provide a complete and detailed 
explanation as to why less than premium class accommodat_ions could not be used, 
the extenuating circumstances as ta why an earlier or subsequent night could not be 
taken including date and time of the next available "less than premium class" 
accommodations before or after the proposed flight ta be used. Provide all the 
ramifications if authorization, or approval is not granted.) 

6. Name of Carrier, if Foreign: 

7. Authorization: Date --------------

UNITED STATES SECRET SERVICE 
Thlo fo"" wos cJOCll'otlJoo.l' p,od\,ced ~a Omn,Fom, oy USSS/AflMLl</MNOIPARS 

SSF3236(11190) 

8 
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Sample SSF 3200A, Travel Voucher Worksheet - Attachment (Front) 

Travel Voucher Worksheet - Attachment 
1. SSN 2. RCC J. OFFICE TELEPHONE NUMBER 

4. NAME 6. WORKSHEET NO. 

6. ITINERARY 

DATE 
ROS ,,. 

HOTEL GPQCOST PROJECT CODE 
CITY/STATE DIEM 

TOTAL COST TOTAL COST 

UNlT'ED STATES SECRET SER\llCE ExcapUcn to SF 1012-Approved by GSA/lRMS 2/93 SSSUOOAIOVl'I 

Privacy Ac:! Statemant on Back 

n<o <c,m ..-., -~~ ,-.... °""''""' Oj USSS\AO"'IW<NO'll'ARS 

9 
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CNO-06 
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Sample SSF 3200A, Travel Voucher Worksheet - Attachment (Back) 

7. AODmONAL MISCELLANEOUS EXPENSES jldtinlll)' by Type II. Date) 

8. TICKET INFORMATION (Issued b~ SATO) 

TICKET NO. CARRIER MODE 

TOTAL COST 

9. PREMIUM CLASS AUTHORIZATIONS: 

AGENTS VALUATION 
Of TICKET 

DATE OF ISSUE 

TOTAL COST 

POINTS OF TRAVEL 
FROM TO 

TICKET NO.: (Attach Authorization) 

10. NON-CERTIFICATED AIR CARRIER 

EXEMPTION CODE: 

11. TRAVELER'SSIGNATURE 12. DATE 

13. APPROVING OFFICIAL 14. TITLE 16. DATE 

PRIVACV ACT SlAT'Eh<EIIT, In °""''"~°" """" "'" p'""°' Ad al 1U74. Iii.& r~- "''"""'""" r, po>,ldod. Sol"""Ut>n O! .,_ lnlo,malloo oe """fa-m b """""'"" ., s U s.c. cr,a,_ sr.., 
~\AO by""' r, ..... Travel Rco,1a<,an> (FT>< :io, -11~ E.0, 11609 al J"1)1 :,:,, 1811, E.0. \10\2 o! Mo,di 21. 11162. E.0. 9!97 « ,.,,,.,,,.., 22, 104J, •"" 26 U.S C &Ill 1 10) onO 5101, Tho 
""""'"I_. al lllO '""°"1od ln10ffll:IU°" i, ,o dot<l'mloo P-O>•t•ml o, ral""""-' lo - In<!""'""'''" oC'""""°'" """"I"""'"'"'°"'""' .,pe-,., 1.,.,._,_ .,,.., a""op-1.,ldod.-L'a""" 

"""'°""'"°" •"' to....,,., aad ma!nlala "'""' ol suc1, '""""",..""'"'° 1G "10 _,,. Tho'"'""""""""'' be"'°"•• o-.""" °'""'OJ'! .. ....,"""" • noao fllf""' """""""°" In '"' ~"""'""" 
ol ,,,.._ ""'<ia1 """°'· - lnfo<m,LJo,, ""'' •• .,,_.,,,lo·-"· rod ... l Sla10, 1oa1.1," - ..... , .... _, ,.....,,, , • ...,,. e,1,nlnal, <I' ""IW••'"l -ga.llon,, O< _....., o, -

..,,._,,to• -•nt by 1n1, """""' In a,,aoalna "'"' Ina """"' ..- ,a.., al ,n -•• V.o I""'""' or o __,,.., d.....,,.,._ o, '"'""'"""""' ol u,o pa,1""""'" o,""""" °"" ""'"' o, G,.,,.,,,,.,,1 
"""""- y...,, Sod"' Seo..·,,.-.-, N"""''"(SS><J1' """'' .. ""'""'"'""""'"""" """""' .......... C<xl. (211, U sc_..,,,(l,)""" 8109)-i EO """'· -22, 1043, r"'""""'""" ... ,., 
ondlo, om,,- OdMOlrla1,on n,.,,_._ o;,d...,.. L> >AANOATORYa,"""'"'""d,l...in;"'"'"' """'°'""""""""'""""°"_.._,,..,,,,n1wtU<ft 1', ,.-m,y OO .._...lo'"°""", OlSd°""" O!)'O"' 

SSN and"""' ""'"""Lod la!Om,a;on r, "'""""" la ~J °""" ~-. --• r,i:,,. to -• "'° ln1<11,,•i11<1n 1""'"1 ""'" SSN) """"""' lo ""Pl"Hl lnO olalm moy """' ~ • .,_,,,. los., of 

"''"""'"<"""'L 
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CNO-06 
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Sample SSF 32001, Travel Voucher Worksheet - In Town Per Diem (Front) 

TRAVEL VOUCHER WORKSHEET - In Town Per Diem Sae rovu~e side for mstroclions. 

1. SSN 4. Aultlortzabon No. & Date Doc#: (FMD use only) 

2. Name 5. Mailing Address (Home) and Phone Number (.IVC) NOTE: (Falsification oJ an 1\em ,., an 
e,ipense ac:counl wcrl<s a foITTliture of claim 
128 U.S.C. 2514) and may re,;utt In a ine of 

3a Responsibility Center 13b. Worksheet No. 
not more !han $ I O,OIJ'O er lm;,nson.,.,,1 of 
not more !han 5 y,,ars orbolh (ie U.S.C. 
267: 1.0.100,J 

6. City/State (POD) " Pro\ectee(s) Visit 

Arrival DepartlJre 

Project Code "" nme Date "~ 
7. Estimated Amount Wor'tlsheet 

a Pra:ecllve As1lgnment 10. Remained Ovemlgh1 (RON) -- y~ -- " 
Date Started TI me Started Number of Room Nights ---

Protectse's Name 

Date Ended Time Ended Hotel RON Authorized By 
Naow'l'lt!o 

11. Other ExpenS8s 12. Detail Assignment (Chsck oneJ 

1. □ Lead Advance SA 

2. □ Site Ad,ance SA 

3. □ 10 Advance SA 

• □ Motore.ide Advanoo SA 
13 Addl~onal Comments 

□ ; TSO COOrdinator 

6 □ Other 

(Consistenl with ProtectNe Operations MenulJ/, s~cl/on OP0-3) 

NOTE· Attach all recelpl.S fol any expense exceeding S2S 00 and lor ell long dislance telophor,e calls (reg.;.'dle,.. of amount) No rocelpl needs :a be a:tact>9d !0< hotel 
· cn,;\s Wl11ch wem ~ire(;! bill&d, 

1' I CERTIFY THAT THIS VOUCHER IS TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE AND BELIEF, AND THAT PAYMENT OR CREDIT 
HAS NOT BEEN RECEIVED BY ME. ALL IN TOWN PER DIEM AND HOTEL COSTS WERE AUTHORIZED AND APPROVED. PER DIEM IS ONLY 
CLAIMED FOR THE DAY OR OAYS OF THE ACTUAL VISIT. 

Traveler Oate 

Sign Here: 

" This voucller Is approsed. Lang distance phone calls, If any, are certllled as necessary In the Interest of the Government. (NOTE: If long distance phone 
calls are included, the approslng official must have been au!horized In writing by the head of !he agency (31 U.S.C. 680a)). All in town per diem and hotel 
costs were au!ho~zed and appro,ed. Per diem is only cialmed for !he day or days of the actual vls1t 

Appro~ing Offielal Ti~e Date 

Sign Here· 

PRIVACY ACT STATEMENT: 

In compliance with lhe Pnvacy of 1974, lhe tallowing information is provided: Solldlation of the information on this form 1s authorized by U.S.C. Chap. 57 as 
Implemented by the Federal Travel Regulations [FTR 301-11), E.O. 11609 of July 22, 1971, and 26 U.S.C 6011[b) and 6109. Toe pr1mary purpose of the 
re-quested information Is to determine payment or reimbursement to eligible Individuals for allowable travel and/or relocation expenses incurred under 
appropriate administraLive authoriz.ation and to record and maintain costs of such reimbursements ID the Govemmenl The lnformauan will be used by 
officers and employees wllo have a need Im the ;nfonmation In !he performance of lhelr official duUes. Toe information may tie disclosed to approprtate 
Federal Stole, local, or foreign agencies when relevant to civ!I, criminal. or rngulotory invesHgaHons 0< proseeuLions, or wt,en pursuant to a raquiremenl by lhis 
agency In connectioo with the hiring or flrtng of an employe-e, lhe issuance of a secunty clearance, 01 lnvestiga~ons of the performance of official duty wlllle in 
Govemrr.ent se/\1\ce. Your Social Security Account Number (SSN) Is sollciled under the authority of the Internal Revenue Code (26, U.S.C. 6011(b) and 6109) 
and E.O. 9397, November 22, 1S43, for use as a lox payer and/or employee ldentiRca~on number; disdosure Is MANDATORY on vouchers dalming !ravel 
and/0< relocaUon allowance expense reimbursement v.tiich Is, or may be taxable Income. Dlsdosure of your SSN and olher requested infonm.ation is 
voluntary in all other Instances; however failure to provide the Information (other lhan SSN) required to supp-Ort lhe claim may result In delay or loss of 
reimbursement 

UNITED STATES SECRET SERVICE E11.cepllon lo SF 1012 SSF 32001 (02193) 
n,[s rorm wa, -1<'.aily I'<'"''" ... C,.,., '""' Oj USSSV\OMIN\M><(l\PAR$ Approved by GSAIIRMS 1193 
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Sample SSF 32001, Travel Voucher Worksheet In Town Per Diem 
Back) 

INSTRUCTIONS FOR COMPLETING THE SSF 32001 - IN TOWN PER DIEM 

1. SSN: Enter employee's social security number (SSN). Employee's travel account information is now based on SSN 
identification. All inquiries must cite this identifier. (See the Privacy Act statement on the front of this form.) 

2. Name: Enter last. first and middle initial. 

3a. Responsibility Center: Enter employee's designated office of record. Use the accounting responsibility center (RC) 
code found in the Financia( Booklet. 

3b. Worksheet No.: Enter the sequential number of the worksheet. In order to aid the employee in maintaining control of 
worksheet submissions, it is now required that the employee sequentially number each worksheet submitted. This 
number should reflect the fiscal year and sequential number beginning from one (e.g., 92-1, 1st worksheet submitted in 
FY 92, and 92-2, 2nd worksheet submitted in FY 92). These numbers will be reflected on the completed computer 
generated travel voucher returned to the traveler by FMD. 

4. Authorization No. & Date: For temporary duty, enter the appropriate Consolidated Travel Authorization (CTA) number 
and date of issuance (e.g., CTA 92-2, 1/1/92). 

5. Malling Address : Enter your office mailing address. 

6. City/Sia le (POD): Enter the city and state at which per diem is claimed. 

7. Estimated Amount of Worksheet: Based on your calculations give an estimate of the amount of your claim. 

8. Protectee(s) Visit: List project code{s) as well as the arrival date and lime and departure date and lime for the 
appropriate protectee or prolectees. The times listed should be one (1) hour before the protectee arrives (wheels down) 
through one ( 1) hour after the protectee departs the locale (wheels up). 

9. Protective Assignment: Enter the date and lime you began your protective assignment as well as the date and time 
your protecthTe assignment ended (for per diem purposes only). The time should be continuous. There should be no 
breaks for investigative Or administrative work and commuting time should not be included. 

10. Remained Overnight (RON): Check the appropriate block indicating whether you remained overnight and incurred 
hotel charges. Indicate the number of nights you incurred charges: and the prolectee whose assignment required the 
overnight stay. Also indicate the name and title of the ASAIC/RAIC or above who authorized you to remain overnight. 
NOTE: This block should be completed even though hotel charges may be direct billed. 

11. other Expenses: Enter any items not included in the per diem allowance and itemize by amount and date of 
incurrence (e.g., taxicab fares, official business telephone calls, hotel charges if paid by employee, etc.) 

12. Detall Assignment: Check the appropriate box indicating your assignment while on the protective detail. Refer to the 
Protective Operations Manual, Section OPO-3, for additional information. 

13. Addltlonal Comments: Enter any information pertinent to the temporary duty assignment which will affect 
reimbursement. e.g., scheduled arrival versus actual arrival. 

14. Traveler Sign Here: Only the original signature of the employee wi!I be accepted by FM□. 

15. Approving Official: Only the original signature of the authorized officer (ASAIC/RAIC or above) who has knowledge of 
the in.town assignment will be accepted by FM□. Only ASAIC's/RA1C's or above may approve SSF 32001, In Town Per 
Diem worksheets. Resident Agents-In-Charge (RAIC's) worksheets will be approved by Special Agents-In-Charge 
(SAIC's) of their respective Field Offices. SAIC's and Division Chiers worksheets will be approved by the appropriate 
Assistant Director (AD) in Headquarters. 

UNITED STATES SECRET SERVICE SSF 3200I !02193 
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DETAIL OPERATIONS GUIDELINES 

General 

The following guidelines are provided for Candidate/Nominee Detail Operations . Questions regarding 
additional procedures or specific problems should be directed to the CNOS. 

Assignment of Protective Stop/Survey Numbers 

Office Classification 
Case 

(b)(7)(E) 

Protectee 
Number 

(b)(7)(E) 

Monthly Reporting Procedure 

Division 
Trip 

Fiscal 
Year 

At the close of the each month, each candidate detail operations staff will summarize the total number of stops 
. and sites for their respective protectees. These statistics will be reported to the CNOS via memorandum by 
the third working day following the close of the month. 
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Detailed Itinerary 

The detailed itinerary showing the next day's schedule for the candidate with trip numbers and telephone 
numbers should be prepared by the detail operations staff from the schedule information stored in the 
computer. This itinerary must reach the CNOS daily by 10 p.m. ET. Information copies of this itinerary should 
be_ directed to ID, TSD, AD-OPO, AD-INV, the appropriate coordinating centers and affected field offices, 
resident offices, resident agencies. 

Any information pertaining to a stop/site should be entered into the computer when received. This will allow 
DPD/CNOS, AD-OPO, and AD-INV to make more timely decisions regarding manpower utilization. 

Operations Office Staffing 

Each Detail Operations staff will consist of: 

I om ffil 

There will also be representation of the Logistics Resource Center (LRC). The LRC, working in conjunction 
with the Office of Protective Operations, has established unified standards, fairness, and consistency in Secret 
Service travel related matters. The primary goals of the LRC are to provide alternatives to our standard modes 
of travel and to incorporate cost effective logistical options in supporting travel for CNOS, PPD, VPD, and DPD 
trips. 

The CNOS will be located at P,)C6),(b)(7)(C) ~ashington, D.C. Each operations staff will assign 
(on a weekly basis) a duty agent for coverage after business hours. 

Projected Itinerary 

(b)(7)(E) 
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Rotation Plan 

(b)(7)(E) 

Emergency Purchases 

In cases of emergency where immediate purchases are necessary, DPD/CNOS should be notified via 
telephone of the pertinent information. DPD/CNOS will then follow the procedures outlined in the 
Administrative Manual section PRO-07. Special Types of Acquisitions, to complete the purchase. 

In emergency situations after regular duty hours, detail operations must be able to articulate the justification of 
the purchase and advise DPD/CNOS immediately on the next working day. DPD/CNOS will obtain an 
emergency purchase order number and provide ii to the detail operations. Detail operations must complete an 
SSF 2041 using this purchase order number within 2 days and forward it through DPD/CNOS to the 
Procurement Division. 

Accounting for Assigned Property 

Each detail will be charged separately for assigned accountable property. The Detail Supervisor in Charge 
will be the accountab!e property officer. At the end of each detail rotation all property must be inventoried and 
accounted for by the Detail Leader. (Refer also to Administrative Manual section AOD-03, Property Charged to 
Offices.) 

DPD/CNOS Purchased Vehicles 

Each Candidate detail will be assigned the following vehicles for use within the candidate's home district. 

L""'' 
Additional vehicles will be assigned based upon the needs of the detail/district (i.e., spouse details, shift 
change). 

3 
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Automobile Accident Requirements and Notification 
(Refer to section CN0-12, Transportation, and Investigative Manual section ISD-21, Accident and Tort 
Claim Investigations.) 

Protective Survey/Files Procedure 
When a candidate detail operations office receives confirmation of an impending trip, a protective survey/stop 
file will be established as follows: 

(b)(7)(E) 
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Use of Candidate Facilities 

(b)(7)(E) 

Ques1ions regarding the above should be directed to AOD, Facilities Management Branch a~~(b-)(_6)_; (b_)_O_><_c_) ---~ 

Hotel Bills 

Whenever the detail operations need to obtain hotel rooms, the standard direct billing procedures as outlined 
in the Protective Operations Manual section OPO-18, Personnel Resource and Utilization and Cost Tracking, 
will apply. (Refer also to CNO-06, Federal Special Agents.) 

Hours of Operation 

Each candidate detail operations staff will be staffed 7 days a week and will maintain business hours of 8 a.m. 
- 6 p.m. at a minimum. Additional hours of operation are authorized based on operational needs as 
determined by the Detail Leader and Operations Supervisor in consultation with the CNOS. 

Each detail operations staff will be supplied with one telephone answering machine or voice mail. At the close 
of business each day, the answering machine or voice mail will be activated to receive non-emergency caller 
information. The telephone number of the pager (or cell phone number) will be identified on the answering 
machine's outgoing message for emergency calls, which require immediate attention. Either the operations 
supervisor or operations agents will maintain their pager in there possession to receive emergency 
notifications during any period the office is closed for business. 

5 
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COORDINATING CENTER GUIDELINES 

Coordinating Center Operations Staffing 

Staffing requirements for each Coordinating Center Operations Section are unique. Specific staffing levels 
and positions will be determined based on factors including, but not limited to, the event type, size, and 
duration. The necessity to develop and utilize a Coordination Center is based on the logistical effort required 
to implement operational security. 

Coordinating Centers for the New Hampshire Primary and the Iowa Caucus are routinely developed in 
December prior to those events that have traditionally occurred in the following February. However, there 
have been instances where an Iowa Coordinating Center has been established yet never activated. The 
determination to activate these Coordinating Centers is based on the level of activity generated by the 
campaign process. 

Coordinatin Centers have traditionally p.eiw..~lall~J.e.J:l.lllL.t.[lelCb)C7)CE) I the 
)(7)(E) and the Cb)(7)(E) Additional Coordinating Centers may be 
require or o er s1grn 1can campaign ac 1v1 1es sue as ential Debates or events within geographic 
regions generating a significant USSS logistical effort. 

With the creation of the Dignitary Protective Division (DPD) and the permanent establishment of the Candidate 
Nominee Operations Staff (CNOS), preliminary surveys are now a routine function preceding any event 
wherein a Coordinating Center is determined necessary._ In addition to providing preliminary manpower and 
equipment estimates, the preliminary survey further determines Coordinating Center staffing requirements. 

Requirements will include the following on•site event supervisory positions: 

DPD/CNOS Event Coordinator -~r)_o)_(E_) --~ 

The primary responsibility of the DPD/CNOS Event Coordinator is to identify the coordinators from all 
necessary USSS offices (i.e., AOD, IRM, UD, TSO PID, PPD, VPO, FMD, FSD, etc.) and to assemble the 
intra-agency team. 

The DPD/CNOS representative coordinates the preliminary survey visit with the respective field office, while 
assuming the preponderance of the administrative burden. The suggested time frame for the preliminary 
survey trip is approximately P,)0)(E) !This time frame is 
the result of all actions related to AOD and Procurement D1v1s1on respons1bil1hes. However, the preliminary 
survey trip should occur as soon as event information is developed and useful estimations can be made 
regarding manpower, equipment, and preliminary site surveys. 

The DPD/CNOS Coordinator is res onsible for establishing any required documents, including thefb)C7)(E) 
P,)(7)(E) lthe )(7)(E) and the ~)(7)(E) !The OPO/CNOS c-o-o-ra-,n-a~to_r_~ 

supervises and manages earn eve opmen , reporting requirements, and the Coordinating Center. The 
DPD/CNOS Coordinator ensures the field office coordinator has access to all USSS assets required for the 
development of the operational security plan. 

1 
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The DPD/CNOS Coordinator provides organizational guidance w~en ii is necessary for the establishment of a 
Law Enforcement Executive Committee, Sub Committees; the Coordinating Center)b)C7)CE) fhe Multi-
Agency Communications Center (MACC), and other agency communications center·~~-. ___ _._ 

Field Office Coordinator f~~-c7)-CE) __ ___. 

The primary responsibility of the Field Office Coordinator is to manage the overall law enforcement effort in 
the on-site development' of the operational security plan. This includes all required USSS assets and 
counterparts from the local public safety community. The Field Office Coordinator oversees the day-to-day 
advance in preparation for the event. The Field Office Coordinator oversees manpower and equipment 
requirements necessary for the implementation of the security plan that will be approved by the Field Office 
SAIC. During the event the Field Office SAIC assumes all supervisory responsibility for operational security. 
While in the operational phase the Field Office Coordinator continues to manage all on-site security issues. 
The Field Office Coordinator shares management and supervisory responsibilities for the entire team with the 
DPD/CNOS Coordinator. 

The Field Office Coordinator conducts all required intra- and interagency countdown meetings. 

The Field Office Coordinator, or designee, initiates contact with local hotels for all housing requirements. 

(b)(7)(E) 
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The DPD/CNOS and Field Office Coordinators will remain available for the duration of the event. All other 
team members and support staff will follow an "A" and "B" rotation system during extended operations. 

When necessary, cell phones, pagers, and PDAs will be issued to each coordinator. In addition, each 
Coordinating Center will have available a telephone answering service or telephone answering machines that 
will provide the local field office number and/or Coordinating Center supervisory staff numbers after hours. 

Team members and support staff are subordinate to the DPD/CNOS and Field Office Coordinators regarding 
all USSS and event specific procedures. All coordinator level personnel have managerial responsibility for 
their specific support staff. 

Each coordinator will be responsible for developing a preliminary staffing estimate and timetable for the 
arrival/departure of all there assigned personnel. In addition, all coordinators will establish timelines for the 
development of their areas of responsibility. These requirements will be reported via memorandum, with 
computer disc, to the field office and DPD/CNOS Coordinators based on their established reporting 
requirements. The~e requirer_ne~ts will be reported in ther)(7)(E) tnemorandum with all other 
manpower and equipment pr0Ject1ons. 

At the beginning of each operation all coordinators are required to establish an event file that will serve as a 
reference for all activities and assigned duties. These materials will be collected and used in the 
establishment of an event archive. This permanent event record is then made available for future event 
planners. 

All coordinators are required to submit After Action Reports (AARs) upon termination of the event and 
consistent with the reporting timeline requirements established by the DPD/CNOS Coordinator. Copies are to 
be provided with computer disc to the DPD/CNOS Coordinator and the Field Office Coordinator. The 
DPD/CNOS Coordinator will compile and prepare the complete AAR for submission to the Director through 
the AD-OPO. 

The CNOS should be contacted regarding any issues related to procedure or policy. 

Listed below are some of the requirements and procedures for Coordinating Centers during Campaign 2004. 

Rental Vehicles 

The CNOS in consultation with the Logistics Resource Center (LRC) must approve all rent Iv hi I s. Prior to 
approval being sought, every effort should be made to utilize existin CNOS urchase Cb)(7)(E) ehicles or 
other USSS vehicles. During specific campaign events (i.e., (b)(7)(E) ~--------------~ lCb)(7)(E) ~ and Inaugural) where time permits, the AOD should exercise all available 
options through the GSA. 

When the need for a rental vehicle has been established, the CNOS after consulting with the LRC, the specific 
Candidate Detail Operations Section (or in their unexpected absence, OPO) will be contacted for an 
authorization number. Subsequently, the LRC agent will make the rental arrangements througtp')C7)(E) pther 
Federal agent personnel are not authorized to contact the LRC ore C7)(E) tegarding travel ticketing or vehicle 
rentals. 
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The USSS Special Agent or his/her representative will make all necessary arrangements for the rental 
vehicle(s) pick up. No credit cards should be used in the transaction. The rental a ent will write the 
authorization number on the rental agreement and give one copy to the advance Cb)(7)CE) ~ leader. 
This copy serves as the vehicle registration and should be retained in the vehicle until the vehicle is returned. 
This copy will then be sent to the CNOS, who will forward it to the FMD. 

The Collision Damage Waiver (CDW) on the rental agreement should not be accepted. 

The agent picking up the vehicle must also place the appropriate RC and project codes on the rental 
agreement. 

The advance ICb)O)CE) I ml leader is responsible for prompt notification to the affected Coordinating 
Center, Candidate Detail Operations Section or the CNOS in the event of cancellation of the rental to avoid 
being charged for vehicles not used. The affected Coordinating Center, Candidate Detail Operations Section, 
or the CNOS will notify SATO to cancel the reservation. 

It is the responsibility of the USSS Special Agent renting the vehicle, or his/her designee {other USSS 
personnel only), to inspect all rentals for damage and to ensure prompt and proper return to the rental agency. 

CNOS Leased Vehicles 

CNOS leased vehicles that may be assigned to the Coordinating Cente )(7)(E) r CNOS are 
accountable by those respective supervisors. All equipment issued with the vehicle s is the responsibility of 
that respective supervisor. Any questions regarding maintenance, repairs and use should be directed to the 
CNOS, telephone (202) 406-6200. 

Motor Vehicle Accidents 
(Refer to section CN0-12, Transportation.} 

Emergency Purchases 

In case of an emergency where immediate purchases are necessary, the CNOS will be notified via phone with 
the pertinent information. The CNOS will then follow the procedures outlined in the Administrative Manual to 
complete the purchase. · · 

In emergency purchase situations after regular duty hours, the affected Coordinating Center or Candidate 
Detail Operations staff must be able to justify the purchase and notify the CNOS immediately. The CNOS will 
obtain the Emergency Purchase Order (EPO) order number and provide it to the requester, who must then 
complete an SSF 2041, Procurement Request, within 2 days. This must be immediately submitted to CNOS 
for review and forwarding to the Procurement Division. 

If available and time permitting, the on-site AOD or Procurement Division Coordinator(s) should be consulted 
regarding any emergency purchases. 

4 
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Accounting for Assigned Property 

In accordance with AOD guidelines, property that is issued to the Coordinating Centers or Candidate Detail 
Operations Section is the responsibility of those respective supervisors (refer to CNO-13, Identification_) 

Hotel Bills 

Whenever the Coordinating Center or Candidate Detail Operations Section needs to obtain hotel rooms, 
standard billing procedures should be followed, as outlined in Administrative Manual section FMD-08(07), 
Hotel Accommodations_ For additional information refer to section CNO-06, Federal Special Agents. 

The Field Office Coordinator, or designee, will initiate contact with local hotels utilizing established points of 
contact, local agreements, billing letters, and reservation commitments. 

The DPD/CNOS Coordinator should approve all local agreements, billing letters, and reservation 
commitments. 

The coordination of local agreements, billing letters, and reservation commitments should go through FMD, 
Chief, Finance Section, for appropriate language content. 

I l(b)(1)(E) I Usage 

(b)(7)(E) 

FSA Usage (Other Than l(b)(7)(E) I Teams) 

(b)(7)(E) 
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(b)(7)(E) 
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The following guidelines are provided in an attempt to standardize some basic detail operations as details 
travel from district to district. In addition, each detail will submit to the CNOS any other requirements it deems 
necessary. 

Traveling Detail Staffing 

Candidate Details will normally be aligned as foUows: 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 
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(6)(7)(E) 

Motorcades 

(6)(7)(E) 

Residence Security Guidelines 

(6)(7)(E) 
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(b)(7)(E) 

Aircraft Seating Guidelines 

(b)(7)(E) 
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(b)(7)(E) 

Advances 

Inquiries concerning itineraries, site information, routes, etc. will be made lo the local staff person and with the 
detail operations staff. Under no circumstances should an advance agent make inquiries with the candidate's 
national staff headquarters. 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 
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The following guidelines for Equipment Coordinators Special Officers (S0s) assigned to the 2004 Candidate 
Details are provided in an attempt to standardize their utilization for the campaign. 

(b)(7)(E) 

(b)(7)(E) 

D. The Equipment Coordinator's tour of duty will be determined by the Detail Leader and will be reported on 
the work schedule. 

(b)(7)(E) 
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(b)(7)(E) 

(b)(7)(E) 
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7
)(E- ) ~I GUIDELINES 

(b)(7)(E) 

Time and Attendance Reporting 

Section : CNO-11 
Date 02/0412004 

The !Cb)(7)( I~ Leader within the coordinating center, the field office, or the CNOS will bj; )~~ilonsible f9r 
transmitting via official message the work schedule information for each Secret Service!Cb)O)<! 7 member to 
the office of his/her permanent assignment prior to 12:01 a.m. on the Saturday preceding the work week. Any 
changes in reported hours will be transmitted to the appropriate office(s) on the following Monday. · 

Due to logistical problems inherent in the campaign, the !Cb)(7)( I~ Leader's SSF 1852, Special Time and 
Attendance Worksheet, will be signed by his/her respective SAIC/RAIC or appropriate detail supervisor. 

FSAs assigned to !Cb)OX! teams will submit their SSF 1852 to their !Cb)OX! ~ leader for approval. 

The !Cb)(7)(! ~ leader will verify and sign the SSF 1852 and return it to the FSA before he/she departs for, 
his/her permanent assignment. The FSA will then submit the original to his/her office T&A clerk. 

Travel Advances 

Travel advances for FSAs will be the responsibility of their own agencies. The Secret Service will not provide 
any advance of funds to FSAs. 
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Airline Tickets 

During the protective travel rotation, airline tickets for FSAs will be obtained by U.S. Secret Service personnel, 
through the LRC. 

Obtaining airline tickets for FSA travel to and from a 'protective assignment will be the responsibility of the FSA 
or his/her agency. Every effort should be made to utilize electronic tickets. 

Hotels 

Hotel bills will be handled in the same manner as for Secret Service personnel. The Bureau of Immigration 
and Customs Enforcement (ICE) Responsibility Center (RC) code (UCS) should be indicated on the individual 
folio. 

Rental Vehicles 
(Refer to CNO-03, Communications.) 

If a problem arises at the rental counter, the rental agent should cal~ mediately atr>O)CE) lor 
r )(7)(E) I L_J ,___ ___ __. 

Travel Vouchers 

All FSAs will submit their travel vouchers through their respective agencies using standard GSA travel 
procedures. The individual agency is responsible for processing its own vouchers and submitting a properly 
documented monthly bill for reimbursement to DPD/CNOS for review and approval. 

Any in-town per diem vouchers will be submitted to and approved by the local SAIC or designee. These 
vouchers should be sent directly to the FMD with a copy forwarded to DPD/CNOS. 
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TRANSPORTATION 

Section : CN0-12 
Date 02/04/2004 

Unless the local USSS office provides a transportation advance agent, the motorcade advance will be 
conducted by the Lead Advance Agent (refer to Protective Operations Manual sections, OPO-03, OPO-06, 
OPO-09 and CNO-02, Advances). 

Route Security 

Presidential Nominee 

(6)(7)(E) 

All Others 

(6)(7)(E) 

Motorcade Alignment 

(6)(7)(E) 

Candidates or VP Nominees 

r ~-)(-7)_(E_) --~par 
(6)(7)(E) 
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r ~-)(7-)(E_ ) __ ~par 
(b)(7)(E) 

e (7)(E) !Vehicle 

(b)(7)(E) 

I 

l(b)(7)(E) I Vehicle 

(b)(7)(E) 

..... r )_(7-)(E-) ______ ___.l(PI) Vehicle 

(b)(7)(E) 

~r_><
7
_>CE_) --~lveh icle( S) 

(b)(7)(E) 

~ehicle(s) 

(b)(7)(E) 
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(6)(7)(E) 

~'(b-)(
7
_)(E_)_~lcar 

(6)(7)(E) 

Presidential Nominee 

..... r_)(7-)(E_) __ __,par 

(6)(7)(E) 

r ,__)(7-)(E_) __ _,par 

(6)(7)(E) 

._[°_)<7-)CE_) __ _.f ar 

(6)(7)(E) 
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1 .... (b_)o _)(E_) ___ ....,I Vehicle 

(b)(7)(E) 

f .... ib)_o _)(E_) __ _..I Vehicle 

(b)(7)(E) 

.... l(b_)c
7
_)(E_ ) _________ __.lveh i cle 

(b)(7)(E) 

.._r_)Cl-)(E_) _ _..v eh i c I e ( s) 

(b)(7)(E) 

~ )(7)(E) L I . . ~L __ ~lvehicle(s) 

(b)(7)(E) 

r )(7)(E) 
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... l~_)c7_)CE_ ) _ _.I Cart! ... ~_)c7_)CE_ ) ____ ~ 

~ )(7)(E) 

Spouse Detail 

._r_)(7-)(E_ ) __ _,lcar 

..... r_)(7-)(E- )-----------,----'I Vehicle 

.... r_)(7- )(E_ ) __________________ _,1 

Motor Vehicle Accidents 
(Refer to Investigative Manual section ISD-21, Accident and Tort Claim Investigations.) 

Guidance 

The following DPD/CNOS procedures will provide guidance to all personnel on reporting motor vehicle 
accidents. 
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In the glove compartment of each DP D/CN OS vehicle are the following required motor vehicle accident forms: 

SSF 3164, Motor Vehicle Accident Report 
SSF 1938, Motor Vehicle Accident Worksheet 
SF 94, Statement of Witness 
SSF 1908, Notification in Case of Accident Card 
SSF 4042, Accident Checklist 

These forms should be filled out at the scene of the accident. 

As soon as practical, ttie DPD/CNOS and the field office supervisor in whose district the accident occurred 
must be notified. In addition, a copy of the SSF 3164 should be transmitted by facsimile to the DPD/CNOS 
within 24 hours of the accident r )(6); (b)(7)(C) I 
A DPD/CNOS Accident Checklist is provided on the following page to guide personnel through some of the 
actions to be taken following an accident. 

A . t· d. h. I 'd h Id b d. d / r )C6); (b)(7)(C) ny ques ions regar Ing motor ve Ic e ace, ents s ou e irecte to the DPD CNOS at ,_ ______ _, 
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Sample SSF 4042, Accident Checklist (DPD/CNOS) 

ACCIDENT CHECKLIST 
(DPD/CNOS) 

INSTRUCTIONS: Refer to the Investigative Manual section ISD-21, Accident and Tort Claim Investigations, for 
specific procedures and requirements concerning the proper reporting of motor vehicle 
accidents, 

At the scene of the accident: 

□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 
□ 

Provide medical assistance to the injured, 

Notify the proper authorities (police/fire/ambulance/appropriate field office). 

Identify and Interview witnesses. Furnish them with SF 94, Statement of Witnesses. 

Preserve the evidence, 

Record the pertinent data on SSF 3164, Motor Vehicle Accident Report; complete 
sections I-IX 

Request an NCIC check on both the vehicle and the driver of the other party's 
vehicle and under the appropriate circumstances, the occupants of the other vehicle. 

Avoid furnishing employee home addresses or telephone numbers to anyone, 
unless demanded by the police (official addresses will suffice). 

Avoid encouraging claims, 

Direct inquiries about filing claims to the local fiel~ office. 

Arrange for the towing, removal and proper storage of disabled official vehicles. 

After completing the above at the scene of the accident: 

□ 
□ 
□ 
□ 
□ 
□ 
□ 

Notify DPO/CNOS as soon as practica11(b)(6); (b)(7)(C) ~swell as.your supervisor. 

FAX DPD/CNosf)(6); (b)(7)(C) la copy of SSF 3164 within 24 hours. 

Write an official memorandum explaining the circumstances surrounding the 
accident (refer to Investigative Manual section 1S0-21, for appropriate distribution), 

Complete "Vehicle Accident Report" as required by the state in which the accident 
occurred. 

Obtain an estimate for the repair of the vehicle from an authorized dealership. 

Obtain a copy of the police report if one was made. 

If necessary, complete and submit employee injury forms 

UNIT!:0 STATES SECRET SERVICE SSF404'Z{(llf2'004) 

This form was elecfronieally produced via OniriiFom, by USSSJADMIN/MNOJPARS 
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IDENTIFICATION 

Campaign 2004 Identification 

Identification for Campaign 2004 falls into two distinctive categories: 

1. 

2. 
(b)(7)(E) 

l(b)(7)(E) I - l(b )(7)(E) 

~-------~System, and~------~ 

(b)(7)(E) 

Perm a nent._r_)o-)CE_) ___ _. 

(b)(7)(E) 

Section : CNO-13 
Date 02/04/2004 
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Tern poraryr ..__)o_)(E-) ___ ____J 

(b)(7)(E) 

Press/Media Passes and .... r )_o _)(E-) ____ ____. 

(b)(7)(E) 

Identification Kits 

(b)(7)(E) 
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(b)(7)(E) 

Credentials 

(b)(7)(E) 

Although the Campaign 2004 badge will be the primary credential for the duration of the campaign, the event
specific badges will take precedence as the primary credential during that specific event. 

(b)(7)(E) 
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(b)(7)(E) 

Campaign Credentials for Candidate Detail Staff Workers 

(b)(7)(E) 

Credentialing and Access Control 

(b)(7)(E) 

USSS Personnel Credentialing and Property/Asset Management. 

(b)(7)(E) 

(Refer to DPD-06, Equipment and Equipment Tracking.) 
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Sample Hard ID l(b)C
7
)CE) Color Combinations 

(b)(7)(E) 

(b)(7)(E) 
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Sample Hard ID r )(l)(E) Fol or Combinations 

(b)(7)(E) 

(b)(7)(E) 
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Sample Hard ID r )(J)(E) !color Combinations 

:t,)(7)(E) 

(b)(7)(E) 
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Sample Hard IDeo )(E) polor Combinations 

(b)(7)(E) 

(b)(7)(E) 
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Sample Hard ID l(b)C
7
>CE> !Color Combinations. 

(b)(7)(E) 

(b)(7)(E) 
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Sample Hard ID l(b)(l)(E) !Color Combinations 

(b)(7)(E) 

(b)(7)(E) 
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Sample Hard IDl(b>O>CE> !Color Combinations 
(b)(7)(E) 

(b)(7)(E) 
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Sample Hard ID 
(b)(7)(E) 

Color Combinations 

I I 

(b)(7)(E) 

(b)(7)(E) 
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PRESS 

Credentials 

United States Secret Service 
Directives System 

(Refer to section CN0-13, Identification, for examples of press credentials.) 

The following credentialing procedures have been adopted for the 2004 Campaign: 

(b)(7)(E) 

Press Agent 

Section : CN0-14 
Date 02104/2004 

DPD/CNOS may provide a press agent to accompany the press. based on the volume of traveling press and 
the magnitude of the visit. The press agent will coordinate press screening procedures with advance ~ 
personnel and is responsible for maintaining the integrity and control of the press contingent. 

In order to maintain the integrity of screened press movements, the press agent must remain with the press 
contin ent at all times. (b)(7)(E) 

(b)(7)(E) 

1 



Manual : 2004 Campaign Operational Guide 
RO DPD 

EQUIPMENT 

General 

United States Secret Service 
Directives System 

Section ; CNO-15 
Date . : 02104/2004 

Each detail will be responsible for assigned accountable property. The detail leaders and equipment 
coordinators shall be the accountable property officers. 

Equipment Issued 

Issued to Traveling Detail 

(b)(7)(E) 

Issued to Advance Teams 

1 PDA 
1 Police tape will be at all FO's, RA's, and CNOS ....,l(b,.,...)(7_)CE_ ) _____ ___. 

1 cellular telephone (Lead) w/charger and extra battery 
1 flashlight 
1 USSS placard 

Note: All the above items will be loaded in a specially designed hard case. 

1 
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In, addition to the ab~ve listed equipmen~(b)(7)(E) ~ill be available to the advance teams (from DPD/CNOS) 
as needed,r)(7)(E) Iand chargers will be issued to each equipment coordinator. 

Is s u e d to ICb )<7)CE) I ICb )O)CE) I 

2 hand held radios/ 2 surveillance kits (FSAs) 
1 six-pocket battery charger 
1 radio coder 

Note: The above equipment will be housed in a specially designed hard case and assigned to each~ 
~ leader. 

Issued to Equipment Coordinators 

(b)(7)(E) 

Placed in all DPD/CNOS Vehicles 

first aid kit 
fire extinguisher (2 ½ lb. dry chemical) 

1 flashlight 
1 package emergency road flares 
1 set jumper cables 
1 ice scraper 
5 vinyl raincoats 
1 USSS placard 
1 package accident forms 

Each designated follow-up will be equipped with: 

2 rolls police tape 
1 FATS kit (First Aid Trauma System) 

rope bag 

2 
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Placed in Command Post at Protectee's Permanent Residence 

(b)(7)(E) 

Provided by IRM - Voice Communications Branch: 

(bX7)(E) 

(b)(7)(E) 

Available at Each RON Site 

(b)(7)(E) 
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Provided by IRM -Voice Communications Branch: 

(b)(7)(E) 

In addition, the advance agent should set up his/her computer with printer for use by the detail. 

Issued to Each Detail Operations Staff 

Provided by DPD/CNOS: 

(b)(7)(E) 

Provided by IRM - Voice Communications Branch: 

(b)(7)(E) 

Provided by IRM at Each In-and-Out Site 

The lead advance agent may request IRM support (telephone lines, radio consolelCb)(7)(E) ~nd/or hand-held 
radios) at in-and-out sites based on the following: non-availability of existing commercial telephones, length of 
stay at sites t9Cb)(7)(E) !unusually large or complex sites, or aoverse intelligence. 
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Directives System 

Section : CNO-16 
Dale 02/04/2004 

AVIATION POLICIES AND PROCEDURES 

Secret Service Air Travel 

All airline travel during the 2004 campaign will be governed by the policies and procedures outlined in the 
Administrative Manual section FMD-08(04), Methods of Transportation. 

(b)(7)(E) 

FAA Security Regulations 

(b)(7)(E) 
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(b)(7)(E) 

(b)(7)(E) 
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(b)(7)(E) 

FAA Aircraft Inspections 

(b)(7)(E) 

The CNOS will provide Liaison Division with the above information. Liaison Division will make the request 
to FAA and advise the CNOS of the results. 

(b)(7)(E) 

Charter Aircraft 

General Policy 

(b)(7)(E) 

Name Checks for Charter Aircraft Crews 

Detail Operations will ensure that f:l')C7)(E) 

(b)(7)(E) 
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FAA Air Taxi and Commercial Operator's Certificate 

(b)(7)(E) 

Co-Pilot Requirement 

All aircraft chartered by the Service must have a licensed co-pilot. The co-pilot must meet the same 
minimum standards with regard to type of license and applicable ratings as the pilot in command. Since 
this is not an FAA requirement on smaller aircraft, the additional cost for the co-pilot will be paid by the 
Service_ P,)C7)(E) 

!(b)(7)(E) 

Categories of Aircraft 

(b)(7)(E) 
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General Procedures for Chartering Aircraft 

Generally, aircraft are chartered for the USSS by the LRC throughr)C7)CE) ~n SSF 3037, Charter Usage 
Report must be completed at the time the charter request is made. Refer also to the Protective Operations 
Manual section OP0-17, Index of Forms. 

Use of Chartered Aircraft by Protectees 

Initial Protectee Briefing for Use of Charter Aircraft 

(b)(7)(E) 

Reimbursements Made by USSS to Candidates/Nominees 

In regard to reimbursements made by USSS to presidential candidates/nominees for travel on aircraft 
chartered by candidates or by organizations supporting candidates, the House of Representatives and 
Senate Conference Committee (Report No. 96-471) directed the Secret Service to: 

" ... encourage protectees to provide for agent air travel at no cost to the government, or else to decline 
Secret Service Protection." 

The Secret Service was further directed to: 

" ... advise the Appropriations Committees as to the actual payments to candidates for providing air travel 
to Secret Service employees protecting presidential candidates no later than 15 days prior to the 
presidential election." 

These directives and USSS billing procedures will be explained to each individual candidate in writing by 
the CNOS. A return response is to be requested before any use of a candidate charter is anticipated. 
Copies of. all correspondence will be forwarded to F MD for inclusion with the payment files. 

If the USSS declined to pay for the seats on an aircraft chartered by a candidate, the candidate would in all 
likelihood sell the available seats to media members or others, and the USSS would not be allotted 
sufficient seats to accomplish the protective mission. 
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Section : CNO-16 
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Notification Procedures for Traveling Aboard Candidate Charters 

The Detail Leader is responsible for contacting the CNOS to advise of the anticipated use of the 
candidate's chartered aircraft. The Detail Operations section will provide SSF 303 7, Charter Usage 
Report, to the CNOS upon termination of chartered aircraft use. 

Billing Procedures 

Protectees seeking reimbursement for air transportation provided to USSS personnel should prepare a bill 
setting forth all of the particulars necessary for a clear understanding of the charges. The detail number 
must also be included. The following certification signed by the candidate or by his/her duly authorized 
representative must be affixed to the invoice: 

"I certify that the above bill is correct and just and that payment therefore has not been received." 

In addition, the following information must be provided by the protectee's billing office: 

1. Unique invoice number 
2. Date of Invoice 
3. Leg-by-leg breakout of charter 

a. point to point 
b. cost of leg portion to committee 
c. number of seats on charter 
d. number of USSS personnel on charter 

4. Contact person and telephone number of the billing committee 

The bill should be forwarded for approval to: 

(b)(6); (b)(7)(C) 

After approval, the CNOS will attach the appropriate SSF 3037 and forward the package to FMD for 
payment. USSS will reimburse a candidate no more than the lowest cost of first class airfare or a pro rata 
share of a candidate chartered aircraft, whichever is less. 

\ 

Commercial Aircraft 
(Refer to section CNO-09, Detail Guidelines, and Protective Operations Manual section OPO-14, 
Aviation Policies and Procedures.} 
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Section CNO-17 
Date 02/04/2004 

MANAGEMENT OF CAMPAIGN RECORDS 

Temporary administrative personnel assigned to detail operations and coordinating centers will comply with all 
applicable records management policies and procedures (an overview of this information is contained within 
Administrative Manual chapter MNO-06, Records Management). 

Upon termination/closeout of detail operations and individual coordinating centers, campaign files are to be 
sent directly to the DPD/CNOS. The CNOS Campaign Administrative Coordinator will be responsible for the 
sorting, inventory, transfer of files, and coordination with the Management and Organization Division, Policy 
Analysis and Records Systems Branch. 

Final retention and disposition of campaign files will take place at the conclusion of the campaign and will be 
consistent with schedules contained in Administrative Manual sections MNO-07(05), Disposition Schedule for 
Field Office Protection Records; MNO-07(06), Records Disposition Schedule for the Office of Investigations, 
MNO-07(08), Protective Operations Records Disposition Schedule; and MNO-07(10), Records Disposition 
Schedule for Headquarters Protective Operations and Protective Divisions. 
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TERMINATION PROCEDURES 

Section : CN0-18 
Date 02/04/2004 

Termination activities will be coordinated by a DPD/CNOS and AOD representative with administrative support 
teams assisting with all termination activities. 

Preparation for Termination 

Prior to the termination of operations at Coordinating Centers, Operations Offices, and residence security 
sections, DPD/CNOS will notify the AD-Administration and AOD to send a representative of AOD to conduct 
an inventory of all accountable property issued to the unit. 

In addition to this AOD representative, a representative from DPD/CNOS will be sent to the terminating unit lo 
assist in coordinating the disposition of equipment, administrative/stop files, and vehicles. 

SSF 1911 

A separate consolidated SSF 1911, Request for Space, Alteration, Equipment, and Service at Locations 
Involving Protective Operations, is required to cancel all SSF 1911 s previously approved for services, and 
utilities such as telephones, electricity, water, sewage, etc. In addition, a separate SSF 1911 should be 
prepared if it becomes necessary to repair damage resulting from the Service's presence at a protective site. 
Instructions for using this form can be found in the Administrative Manual section AOD-08 {01 ). Separate SSF 
1911 s should be prepared for rentals, repairs, purchases, etc. These will be prepared by AOD representatives 
supporting CNOS activities. 

For the duration of the campaign, the Detail Leader of the candidate detail will initial the SSF 1911 and forward 
it to the DSAIC-Candidate Nominee Operations Staff. Refer to the Administrative Manual section AOD-08(01) 
for cancellation instructions. 

Summary Memorandum 

Upon termination of a Candidate/Nominee detail, the Detail Leader will prepare a summary memorandum, 
. "Final Critique and Evaluation" containing the information listed below. This memorandum will be submitted 

within 30 days of the detail's termination date. The memo should include the following information: 

• Total current value of all property removed from residence and command post 
• Costs associated with the removal of property from residence or command post, and 
• Costs associated with restoration after removal of property from residence or command post. 

1 
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The original and attachments should be forwarded to the SAIC-DPD. DPD/CNOS will distribute copies of this 
report to the appropriate Assistant Directors. 

Dispositions 

Disposition of Accountable Property 

The inventory will be done in conjunction with the supervisor responsible for the accountable property. Any 
lost or stolen property should be reported by the accountable supervisor using procedures found in the 
Administrative Manual section AOD-06(09), Property Disposition. The actual physical move of the property 
will be coordinated by the AOD unless otherwise instructed by DPD/CNOS DPD/CNOS will also notify the 
terminating unit regarding the disposition of any protective equipment. 

Disposition of Vehicles 

Upon termination of protective details and coordinating centers, instructions for disposition of vehicles will be 
directed to DPD/CNOS. 

Disposition of Records 

The disposition procedures for administrative files and stop files are specifically addressed in CNO-07, Detail 
Operations Guidelines and CNO-17, Management of Campaign Records. 

Disposition of Campaign Identification 

Upon termination of a candidate detail or coordinating center, the following procedures will apply for returning 
unused identification to the DPD, Credentialing Section: 

(b)(7)(E) 
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(b)(7)(E) 

Return to Candidate Nominee Operations Section 

(A) If the detail is based in the Washinaton DC area, hand delivers the suitcase containinQ identification, 

(b)(6); (b)(7)(C) 

(B) If the detail is not based in the Washington, DC area, th~Cb)(7)(E) !containing the identification 
should be locked and sent to thel:1>)(6); (b)(7)(C) 
)(6); (b)(7)(C) 

Disposition of Protective Equipment 

Protective equipment (i.e.fo)(
7
)(E) lwill be turned into the DPD/CNOS Equipment 

Section or relocated to another detail or coordinating center as directed by a DPD/CNOS representative 
designated to assist in the termination process. 

Details Based in Washington, DC 

(b)(6); (b)(7)(C) 

Details Based Outside Washington, DC 

The on-site AOD representative will make the necessary arrangements for shipment of protective 
equipment to j(b)(6); (b)(7)(C) I 

Disposition of Technical Equipment 

Coordinating Centers - The TSO Coordinator will be responsible for removing and returning this equipment 
to TSD. 

Detail Operations - TSD Operations will assign personnel to remove locks and alarms. Where appropriate, 
form SSF 1911 will be utilized for all repair work to be performed. 
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Disposition of Communication Equipment 

The I RM will supervise the removal and disposition of all radiosf>C
7
)CE) rnd other related communications 

equipment. They will also terminate telephone services. -----~-

Disposition of Weapons 

Upon termination of a candidate detail, the following steps are to be followed with regard to the disposition of 
weapons assigned to that detail: 

(b)(7)(E) 

Disposition of Office Supplies 

Controlled Items - Controlled or accountable items will be returned by the AOD representative conducting the 
inventory at the time of termination 

General Supplies - Surplus office supplies will be handled by the AOD representative. 

Disposition of Office Furniture 

Prior lo termination of the operations at coordinating centers, detail operations, or residence security details, 
an inventory of accountable property will be conducted by a representative of the AOD and DPD/CNOS in 
conjunction with the supervisor who is responsible for the items. All discrepancies if appropriate, signed by 
the AOD and DPD/CNOS representatives will serve as the release of custody form. 

All safes will be cleared by the appropriate representative of all material and left open. The TSO 
representative will ensure that the combination is reset to the factory setting. AO□ will coordinate the physical 
move of furniture, etc. 

Disposition of Office Equipment 

Prior to termination, an inventory of office equipment will be conducted by the AOD and DPO/CNOS 
representative to ensure that all office equipment is present. Disposition of this equipment will be directed by 
the DPD/CNOS representative. 
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Change of Mailing Address 

Correspondence that is prepared and dispatched from coordinating centers, detail operations details, and 
residence security details during the last week of the operation Oust prior to deactivation) should use the return 
address listed below: 

[ X6), ~X))(CJ 

In addition, coordinating centers, detail operations offices, and residence security details, which obtained a 
post office box for their use, should file a change of address card, using the above noted address for mail 
forwarding purposes. Mail received at the Mail Distribution Section will be processed and forwarded to the 
CNOS for further disposition. 
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SUPPORT 

United States Secret Service 
Directives System 

(Refer to Protective Operations Manual section OP0-13, Support.) 

Candidate/Nominee Staff Advance Office 

Section : CN0-19 
Date : 0210412004 

Each candidate/nominee's Staff Advance Office is responsible for coordinating the advance preparations for 
all travel of the protectee with the CNOS Operations. The staff advance office will assign the appropriate staff 
advance personnel and coordinate the staff support units. 

USSS Support 

Field Office 

Field offices will provide the major source of support for the campaign. Manpower will be required to staff the 
candidate/nominee details, coordinating centers, advance teams, and post-standing assignments ICb)(7)( I 

teams). Field office equipment will be used when possible (vehicles, command post, etc). 

Intelligence Division 

(b)(7)(E) 

Technical Security Division 

(b)(7)(E) 



I/ 
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Military Support 

All military support requests should be made through the CNOS or the appropriate coordinating center. 

Department of Defense 

Department of Defense communications personnel assist IRM's Voice Communications Branch in supporting 
the candidate/nominee details. 

Explosive Ordnance Disposal Teams 

(b)(7)(E) 

Other Federal Agencies 

A pool of Special Agents from other Federal a encies has been identified for assignment onl(b)O)(I teams and 
residence security. All FSAs have received )(7)(E) Refer to CNO-06, Federal Special Agents, 
for additional information). ~------~ · 

State and City Government Agencies 

Police, fire, and ambulance services of the local jwrisdiction should be used whenever feasible to support 
candidate/nominee details. 
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Section 

Date 

Subject: Issuance of the 2012 Campaign Operational Guide 

FRONT 
12/16/2011 

To: To All Supervisors and All Manual Holders of the 2012 Campaign Operational Guide 

Filing Instructions: 

This direct~ve serves to formally issue the 2012 Campaign 
Operational Guide. 

Binders for the 2012 Campaign Operational Guide are being 
shipped with directives checklists, and table of contents, pre
filed for your convenience. 

Impact Statement: Although the protective policies of the Office of 
Protective Operationp (OPO) are outlined in· the Protective 
Operations Manual, the more specific procedures and operating 
guidelines that relate to the 2012 Presidential Campaign are 
included in this manual. In this regard, the 2012 Campaign 
Operational Guide should be used as a supplement to the 
Protective Operations Manual, as well as other appropriate 
secret Service policies and procedures. 

The 2012 Campaign Operational Guide addresses administrative and 
operational procedures for candidate/nominee protective details, 
operations offices, coordinating centers, l~)CD~I teams, advance 
teams, equipment coordinators, and the utilization of additional 
Federal Special Agents from the Department of Homeland Security. 

Offices are requested to make the 2012 Campaign Operational 
Guide accessible to all employees, and to encourage them to 
become awa·re of its contents. (To facilitate this process, the 
manual will also be made available online as part of the 
LaserFiche-based USSS Manual Library.) There are several 
administrative and procedural differences from previous 
campaigns. 

Revisions to the 2012 Campaign Operational Guide will be issued 
in accordance with the U.S. Secret Service Directives system. 
The directives checklist will be filed in the front of this 
manual, and will be used to log in all future directives. 
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Questions concerning this directive should be addressed to the 
Management and Organization Division, Policy Analysis and 
Organizational Development_ Branc:;h, at 1Cb)C6),(b)(7)(C) I Questions 
regarding the content of the 2012 Campaign Operational Guide 
should be directed to the Dignitary Protective Division, 
Candidate Nominee Operations Section (CNOS), atf~~-)C6_);_Cb_)c_1)_cc_) _____ ~ 

AD - Protective Operations 

DCP#: CNO 2012-02 
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SECTION OVERVIEW 

Candidate Nomi nee Operations. Section 

Section : CNO-01 
Date 12/09/2011 

The Dignitary Protective Division Candidate Nominee Operations Section (CNOS) plans, organizes, and 
supervises protective details established for major candidates for the office of President, Vice President, and 
their families, as determined by the Secretary of Homeland Security. 

' Office Hours: 9:00 a.m. to 5:30 p.m. EST/EDT (Monday - Friday) · 
(0_1/2011 - 12/2012 - at direction of CNOS) 

Office Location: Phone/FTS: rb)C6); Cb)O)CC) 

Router Code: 

Office Code: 
Mailing Address: . 

Name Title 

(6)(6) ; (b)(7)(C) 

Vacant 

(6)(6); (b)(7)(C) (6)(6); (b)(7)(C) 

(6)(6) ; (b)(7)(C) 
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CNOS Operations Center 

The CNOS Operations Center (CNOS Operations) is responsible for managing campaign protective detail issues, 
residence security coordination, and campaign event security planning. 

Location: l(b)(6); (b)(7)(C) I 
Phone: .__ _______ ___, 

Faxe(6); (b)(7)(C) I 
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Date 12/09/2D11 

ADVANCE - GENERAL INFORMATION 
(Refer to Protective Operations Manual section OPO-03, Advance - General Information.) 

Mission 

Candidate Nominee Operations Section (CNOS) advance teams are responsible for implementing security 
arrangements for the candidates, nominees, and their spouses authorized protection by the Secretary of 
Homeland Security. 

CNOS policies and procedures will conform to those established by the Office of Protective Operations (OPO). 

Origin of Advances 

Notifications/Detail Operations/Assignment of the Advance Team 

The CNOS will establish a Detail Operations Center (DOC) to support each CNOS protectee. The DOC staff 
will provide the initial contact with the district Special Agent in Charge (SAIC) and other support units upon 
notification of protectee travel. (Trip information is required to be entered into thelCb)(7)CE) I If the local 
SAIC indicates that advance team support is required, advance teams will receive their assignments from 
CNOS Operations. CNOS Operations, in consultation with the Office of Investigations INV and OP will 
assi n the a ropriate advance team personnel from the designated Campaign 2012 )(7)CE) 
)(7)(E) NV/OPO will send the initial official message activating the advance te~a,....m..,...,.,s.....---........ ,..,....,..--w"""iln-I .,....b_e ..... 
responsi e or issuing all subsequent messages indicating reporting instructions, advance team assignments. 
etc. This will include information previously obtained by the CNOS from the field office and Logistics Resource 
Center (LRC) regarding travel arrangements, hotel information, rental car information. and f ield office 
counterpart information. CNOS will provide all available information lo the Lead Advance Agent for 
coordination and dissemination to the remainder of the advance team. 
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Responsibilities 

Section : CN0-02(01J 
Date 12/09/2011 

If a United States Secret Service (USSS) field office is unable to provide the protective advance~ needed 
to support a candidate/nominee visit to its district, CNOS will assign personnel as required. The district SAIC 
is encouraged to assign alCbX7)(E) ~henever possible. 

The CNOS will assign a1Cb)(7)(E) §zzj to support the candidate/nominee visit. These members 
will be assigned the following advance posmons: 

(b)(7)(E) 

· ..... r )_u_)(E-) -----~I Agent 

Th f )C7)(E) Fdvance is the responsibility of ther~)C
7
_)(E_) ______ ___, 

In the case of a complex, multi-jurisdictional, or excessive distance motorcade (i.e., campaign bus tour) an 
additional advance agent may be requested by the CNOS Lead Advance Agent or field office supervisor. 

l
(b )(7)(E) I . 
,__ ____________ ___.Agent 

(b)(7)(E) 

..... r_)(7-)(E_) _______________ ...... ~·gent 

(b)(7)(E) 
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Counter Surveillance Unit (CSU) Advance Agent 

(b)(7)(E) 

Special Operations Division (SOD) 

Tactical Teams 

)(E) 

Section : CNDS-02(01) 
Date 12/0912011 

)C7)CE) Authorization for the deployment of SOD tactical assets will be granted by 
CNOS Operations after consultation with the OPO. 

Any request for SOD tactical assets must be made by the Lead Advance Agent or field office supervisor to 
CNOS Operations. 

Magnetometer Support 

When determined to be appropriate, the Uniformed Division (UNO) will provide walk-through magnetometer 
coverage for CNOS visits during the 2012 Campaign. l(b)(7)(E) I 

(b)(7)(E) 

Pre-Advance 
(Refer to Protective Operations Manual section OPO-03, Advance - General Information.) 

(b)(7)(E) 

All pre-advances must be approved by the CNOS. 
3 
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ADVANCE TEAM PROCEDURES 
(Refer to Protective Operations Manual sections OPO-03 and OPO-04.) 

Preliminary Coordination 

Section ; CNO-02(02) 
Date 12/0912011 

Prior to any "on-site" advance work, the Lead Advance Agent is required to make certain contacts as 
outlined in the Protective Operations Manual, section OPO-03, Advance - General Information. 

Subsequent Coordination 

Subsequent coordination refers to the various arrangements necessary to coordinate an advance upon 
arrival in the city to be visited. 

Special Agent in Charge (SAIC) of District 

The Field Office• SAIC or his/her designee, in conjunction with the Lead Advance Agent, is responsible for 
coordinating decisions relating to security of Candidate Nominee Operations Section (CNOS) protectees. 
Upon arrival, the Lead Advance Agent will contact the SAIC, or his/her designee, in order to discuss 
schedule changes, police meetings, protective intelligence concerns, support requests, and any other 
pertinent information regarding the visit. (Refer to OPO-11, Support.) 

The SAIC, or designee, should provide the date, time, and location of the initial police meeting, and 
identify the police jurisdiction(s) involved. 

Staff Lead Advance 

The Staff lead Advance is the designated representative of the protectee's staff who is responsible for 
coordinating all matters regarding the protectee's itinerary. µ,)C7)(E) 

(b)(7)(E) 

It is incumbent upon the USSS Lead Advance Agent to contact his/her staff counterpart arid maintain a 
close working relationship with him/her throughout the advance to achieve a timely exchange of pertinent 
information. 

1 
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Preliminary Site Walk-Through 

Security considerations are not routinely discussed with the staff but should be addressed during 
USSS/police meetings and USSS/police walk-throughs. 

Site or host committee contact names and numbers should be obtained/confirmed at each location to 
facilitate prompt communication of scheduling or other logistical information. 

(b)(7)(E) 

Staff/USSS Meetings 

Police Meetings 

Initial Police Meeting 

(b)(7)(E) 

2 
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Site Security Survey 

b)(7)(E) 

Equipment/Support Requests 

The Lead Advance Agent will coordinate all equipment, staffing, and other operational requests received 
from the individual advance lnililli! members. He/she is responsible for discussing these requests with the 
district SAIC or his/her designee, and ther.i submitting these requests to the Detail Operations Center 
{DOC) supervisor. Appropriate costs, reporting dales, times, and locations, as well as proposed 
scheduling, will be submitted at this time. 

3 
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Preliminary Survey 

The Lead Advance Agent must submit af0 >0)CE) ~f possible, 24 hours prior to the visit. 
It should be disseminated to the DOC and the traveling detail via t e USSS Network, Official Message, 
and/or facsimile machine, prior to the visit (refer to the Protective Operations Manual, section OP0-14, 

l(b)(7)CE) I and Documents). 

Note: The Protective Intelligence Situation Reports will be part of the Preliminary Survey Report for 
Campaign 2012.~><7)CE) lwill be sent via unofficial mail to the Lead 
Advance Agent of the city from which the detail is departing. 

Lead Advance Agent Briefings 

General Briefing 

The Lead Advance Agent will conduct the eneral briefing for all special agents assigned to assist CNOS 
for the visit. If time permits, )<7)CE) arked "FOR OFFICIAL USE ONLY/LAW ENFORCEMENT 
SENSITIVE", should be prepare or eac agent. 

(b)(7)(E) 

CNOS Detail Leader or Assistant Detail Leader 

(b)(7)(E) 

4 



Manual 2012 Campaign Operational Guide Section : C NO-02(02) 
RO DPD Date 12/09/2011 

CNOS Shift Leader 

(6)(7)(E) 

CNOS Press Agent 

(6)(7)(E) 

Homicide Bomber Briefing 

(6)(7)(E) 

. Site Agent Briefing 

Site Agents are required lo brief the personnel assigned to their site, in detail, regarding all phases of 
security and operation at the site. Each post stander should have definitive information concerning the 
purpose and function of the post he/she is assigned, as well as a general understanding of the other 
posts. Further, when applicable the Sile Agent should ensure that the magnetometer deployment and 
utilization plan is understood by all those involved with securing the site. 

(6)(7)(E) 

It is the joint responsibility of the Site Agent and Technical Security Division (TSO) Agent to brief the · 
EOD/K-9 support person regarding the itinerary, logistics, protective intelligence, and other pertinent 
information regarding the site. 

5 
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Publ_ic Notification of Intent to Conduct Security Screening 

The USSS has established a tool to inform members of the public entering protected sites that they and 
their belongings are subject to search. Site agents are encouraged to utilize this tool, the SSF 4088, 
Search Warning Sign for Public Entering Protected Sites, at all protected sites where members of the 
general public are being screened b¥ USSS personnel. 

As part of their responsibilities, Lead Advance and Site Agents should evaluate the appropriateness of 
using this tool at protected sites. When the SSF 4088 is utilized, it should be posted prior to the 
commencement of the screening and clearly visible immediately outside of the area where screening of 
the general pµblic will occur. 1n addition, when the SSF 4088 is displayed at a protected site, its 
utilization should be documented in the1Cb)(7)(E) lfor the visit. 

Poster-size copies of the SS_F 4088 may be obtained from the Administrative Operations Division (AOD), 
Supply Section. This form is available in electronic format, and may be accessed via the Management 
and Organization Division's home page under Keywords and Quick Links, "Forms.". This electronic 
version may be downloaded and printed on a standard color printer. 

: Note: The SSF 4088 should be utilized only to complement established USSS screening procedures. 
Screening procedures that are not in accordance with USSS policies are not to be utilized, 
regardless of whether the SSF 4088 is displayed at the protected site. 

Shooting Incidents 

(b)(7)(E) 
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FOREIGN ADVANCES 

(b)(7)(E) 

Preliminary Coordination 

CNOS Operations Office Responsibility 

Section : CNO-02(03) 
Date : 12/09/2011 

In the event the Secretary of Homeland Securit directs the USSS to accom an a CNOS rotectee 
outside the borders of the U.S., )(7)(E) 

CNOS will initiate the process for obtaining visas and/or other passport requirements through the liaison 
Division and will establish a basic plan for the mission. 

AU contacts with the host-country (U.S. Embassy) will be channeled through CNOS, with the results being 
rriade available to the Lead Advance Agent and the Detail Leader. 

Pre-Advance 

(b)(7)(E) 

1 



/ 
Manual : 2012 Campaign Operational Guide Section : CN0.02{03) 
RO DPD Date : 12/0912011 

._r)-(7)-(E) ______ _.I Briefings 

Internal Briefing 

(b) (7) (E) 

Subsequent Coordination 

SAIC of District 

Contact with the district SAIC, or his/her designee, is essential upon arrival in country. The SAIC, or 
designee, will routinely attend any_ police meetings, in conjunction with the Lead Advance Agent. Field 
office representation and oversight is extremely important on foreign as well as domestic advances. 

U.S. Embassy 

The U.S. Ambassador, or his/her designee, is the primary contact upon arrival in country. 

Logistics Agent 

The Logistics Agent is responsible for contacting the appropriate State Department personnel, normally the 
Administrative Control Officer (AGO), regarding requests for equipment, lodging, transportation, etc. The 
Logistics Agent, in most cases, is the second in charge of the advance ~ and is responsible for all 
administrative matters relating to the visit. 

Functions of the Logistics Agent include, but are not limited to: 

(b)(7)(E) 

2 
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(b)(7)(E) 

Meetings 

All meetings referred to in the Protective Operations Manual, section OPO-05, under "Subsequent 
Coordination," will be attended by advance ~ members. 

Reading Files 

The Lead Advance Agent will coordinate with the f)<7)CE) I in establishing t~e general and 
!Cb)C7)CE) I reading files !Cb)(7)(E) I The~)(7)(E) 11s responsible for 

reviewing these files daily and remaining current on all teletypes to rom the embassy concerning the visit 

Site Security 

CNOS site agents are responsible for establishing a secure environment for CNOS protectees as outlined 
in section CNO-04, Forms and Reports Utilized during Campaign 2012, and Protective Operations Manual 
section OPO-06, Site Security. 

3 
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COMMUNICATIONS 
(Refer also to Protective Operations Manual section OPO-08, Communications.) 

Section : CNO-03 
Dale 12/09/2011 

When determined to be appropriate, the Information Resources Management Division (IRM), Voice Programs 
Branch, will. provide radio, telephone, and facsimile support for Candidate Nominee Operations Section 
(CNOS) protective visits. To facilitate this support, the United States Secret Service (USSS) will be assisted 
by Department of Defense Communications Management Control Activity (CMCA) teams. 

Radio Communications 

(b)(7)(E) 

1 
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Telephone Communications 

If adequate notice is given (normally 24 hours) and commercially available equipment or field office radio 
infrastructure is not available or is inadequate, IRM will provide telephone support for the following: 

(b)(7)(E) 

Command ·Post (CP) 
(b)(7)(E) 

Operation 

(b)(7)(E) 

2 
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Command Post Requirements 

(b)(7)(E) 

Radio Equipment 

IRM and CMCA routinely will install a radio console programmed to the appropriate frequencies. 

Telephone Equipment 

(b)(7)(E) 

3 
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Section , : CNOS-03 
Date : 12/0912011 

Administrative Requirements 

Any ~'b)C7)<E) I 

(b)(7)(E) 

The Lead Advance Agent remains responsible for reconciling all room charges associated with the CP/down 
room. 

Emergency Action Requirements 

(b)(7)(E) 

Security Room 

(b)(7)(E) 

(b)(7)(E) 
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CNO-04 
12!0912011 

FORMS AND REPORTS UTILIZED DURING 
CAMPAIGN 2012 

In addition to the routinely required forms and reports from individuals, the following forms and reports will be 
utilized during the campaign. This list is not all-inclusive; it is a sampling of the most frequently used forms. 
The specific United States Secret Service (USSS) manual (e.g., Administrative Manual, Protective Operations 
Manual) should always be consulted for detailed instructions. 

Copies of these forms are available in electronic format, and may be accessed via the Management and 
Organization Division's home page under Keywords and Quick Links, "Forms." 

Supervisors 

SSF 1875D, a Protective Operations Activity and Personnel Report (Dignitary Protective Division (DPD)) is to 
be completed by each shift leader and residence supervisor on a daily basis. 

Detail Operations and Coordinating Centers 

SSF 2040, Requisition for Stocked Supplies - These requisitions must be forwarded through the Candidate 
Nominee Operations Section (CNOS) for approval 

SSF 1911, Requests for Space, Alterations, Equipment, and Service at Locations Involving Protective 
Operations 

SSF 1994, Requests for Support/Services from Federal Agencies for Protective Operations 

SSF 1996, Designation of Non-Governmental Property To Be Secured by the United States Secret Service 

SSF 1847, Accountable Property Control Record - Can be used when temporarily_issuing accountable 
property ---... 

SF 702, Security Container Check Sheet - To be used for all safes or secured cabinets 
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Field Offices/Advance Agents 

Protective Advance Documents Software 

SSF 1961, Record of Name Searches 

SSF 1779A, Authorization to Secure Lodging 

SSF 4088, Search Warning Sign for Public Entering Protected Sites 

Other 

Section CNO-04 
Date 12/09/2011 

Requests for new/other forms should be coordinated through the CNOS Administrative Support Coordinator. 
Upon approval by CNOS leadership, a formal.request for forms development will be made to the Management and 
Organization Division, Forms Management Program, via SSF 3326, Request for Form Change (Creation, 
Revision, or Cancellation. 
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TIME AND ATTENDANCE REPORTING 

General 

Time and attendance (T&A) records will be processed and submitted by each employee's respective permanent 
field office or division. The Special Agent in Charge (SAIC)/Resident Agent in Charge (RAIC) /chief of each 
office/division generally will be responsible for signing the T&A records for his/her personnel assigned to the 
Candidate Norn inee Operations Section (CNOS), based on the information transmitted via official message from 
the CNOS and field offices. In some cases, an appropriate CNOS detail supervisor will sign T &A records. (Refer 
to the Human Resources and Training Manual, Chapter PER-09, Payroll Processing Operations and Procedures, 
for specific guidelines). 

Work Schedules and Associated Reporting 

United States Secret Service (USSS) Personnel 

The CNOS will ensure the work schedule information for each employee is transmitted via official message to the 
appropriate field office or division prior to 12:01 a.m. on the Saturday preceding the work week. If any changes 
occur in the reported hours, the supervising unit will transmit that information to the applicable office(s) on the 
following Monday via an amended official message. 

Although the T&A cards in all cases ultimately will be approved and submitted to the Personnel Division, Payroll 
Operations Branch, by each employee's office of permanent assignment, the preliminary processing procedures 
will vary somewhat for personnel assigned to different units. The following will identify the preliminary procedures 
for each unit 

ICb)C7)(E) I '"'"ICb-'-'-)C7-'-')(E--'-) ___ ___,I ICb)C7)(E) I Coordinator 

The CNOS, or the local field office, will be responsible for transmitting, via official message, the work schedule 
information of each USSS agent assigned to a !Cb)O)CI team or an advance ~ ICb)(7)(E) 

(b)(7)(E) 

1 
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Candidate Detail (Operations, Traveling Detail, Residence Security) 

Detail Operations Center (DOC)/CNOS staff will be responsible for transmitting via official message the work 
schedule information of each employee to his/her office of permanent assignmentlC6)(7)(E) 

Coordinating Centers and Convention Coordinating Centers 

The coordinators will be responsible for transmitting, via official message, the work schedule information of each 
employee to his/her office of permanent assignment and to the CNOSP,)C7)(E) 

(6)(7)(E) 

The coordinators will also verify and sign the SSF 1852 for all personnel assigned to the coordinating centers 
during each pay period, including advance ~ members. Advance ~ SSF 1852s that are not signed by the 
above will be signed at the advance ~ agent's post of duty (POD). 

Local or Out-of-District Field Office Support 

(6)(7)(E) 

The CNOS will transmit these work schedules via official message to the appropriate offices. 

Federal Special Agent (FSA) Personnel 

ICb>C7>CE> I ICb>C7>CE>I Members/Residence Security/Local FSA Support 

(6)(7)(E) 
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Scheduled Overtime (SOT) Tracking in Support of the 
2012 Presidential Campaign 

In order to track scheduled overtime (SOT) costs associated with the 2012 Presidential Campaign, the Office of 
Administration requires all timekeepers for all offices (to include all USSS field offices, resident offices, and 
resident agencies) and divisions (to include the Uniformed Division) to report campaign related SOT usage to the 
Office of Administration on a bi-weekly (pay period) basis. The specific reporting procedures for campaign SOT· 
will be provided via Official Message by the Office of Administration. 

Any questions or issues re ardin this sub·ect may be directed to the main number of the Office of Administration, 
Budget Staff al (b)(6); (b)(7)(C) 

• I 
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FEDERAL SPECIAL AGENTS {FSAs) 

Utilization 

' '-

Refer to Protective Operations Auxiliary Manual section CN0-11, j(b)(7)( I~ Guidelines, and Protective 
Operations Mcmual sections OP0-11, Support, and OP0-15, Personnel Resources Utilization and Cost 
Tracking Procedures. 

The United States Secret Service (USSS) utilizes Federal Special Agents (FSAs) from Immigration and 
Customs Enforcement (ICE) and other Federal agencies to perform certain protective duties. 

(b)(7)(E) 

• Permanent Protective Detail Support: 
\ 

The Lead Advance Agent will request additional support through the CNOS Detail Operations Center 
(DOC), while the field office will provide a request to 1NV. After any reconciliation, INV will coordinate 
the manpower response in conjunction with CNOS Operations. 

• Candidate/Nominee Detail Support: . 

The Lead Advance Agent will make additional requests through the DOC. The CNOS will reconcile 
any necessary adjustments and then coordinate the personnel response with OPO/INV. 
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Administrative Guidelines/Requirements 
,, 

Purpose 

These instructions provide guidelines and establish processing procedures relating to costs incurred by FSAs 
during temporary assignment to the USSS in support of Campaign 2012. 

Scope 

These instructions apply to all FSA personnel tasked lo support the USSS during Campaign 2012. These 
procedures were developed in conjunction with the affected USSS offices and representatives from each of 
the supporting agencies. Each campaign is unique and administrative requirements and procedures change. 
Issues not directly addressed in this section should be forwarded to the CNOS. · 

Travel 

Travel Advances 

The USSS will not issue travel advances of funds to FSA personnel. Travel advances of funds will be the 
responsibility of the FSA's agency. FSAs will be responsible for adhering to all the administrative requirements 
established by their agencies. 

Airline Travel 

The CNOS, in conjunction. with the logistics Resources Center (LRC), will be responsible for flight 
arrangements and ticketing for all USSS related FSA travel. 

Under no circumstances are non-USSSpersonnel allowed to contacr)(7)(E) rirectiy_ 
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Travel Emergency 

FSAs may utilize the established Federal Government travel procedures for their respective agencies in an 
emergency situation. This procedure should only be utilized in an emergency and as a last resort 

When FSAs use their agencies' process for transportation, they will claim the expenditure via the internal 
process for their agencies. The FSA or his/her agency will be required to provide the CNOS a copy of the 
ticket and a memorandum submitted through an FSA supervisor that explains the emergency circumstances. 
Upon review and approval by the CNOS, a copy of the ticket(s) and any other supporting documents will be 
attached to the request for reimbursement. 

Airline Tickets 

Electronic Tickets (E-Tickets) 

. E-Tickets are a paperless electronic ticketing system. In the past, government agencies were exempt from 
paying fees associated with the issuance of paper airline tickets; however, the airline industry has since 
changed this policy. As a result of industry changes, all USSS employees (and FSAs) must use electronic 
tickets unless one of the following four exemptions is met:· 

1. The employee is traveling on a carrier thatwill not issue an electronic ticket (e.g., Amtrak); 

2. The employee is on mission critical travel requiring a paper ticket (e.g., traveling with a protectee on a 
commercial flight); 

3. Foreign travel; or 

4. When prior approval has been received from the LRC. 

Special fares, such as restricted or nonrefundable fares, are prohibited. 

It is required that all used or unused airline tickets and receipts for tickets issued by the USSS be submitted to 
the USSS ICb)O)(I ~ leader, or other supervisor at the conclusion of the assignment. Issued tickets are 
accountable and must be tracked by the Financial Management Division (FMD). The respective USSS 
supervisor will attach all used, partially used, and unused tickets to his/her SSF 3200, Travel Voucher 
Worksheet, for submission to FMD. · 

When an agent has lost an unused ticket, he/she must furnish documenlalioh from the airline carrier orl(b)(7)(E) 
as evidence of unfurnished services The USSS supervisors will assist FSAs in these situations. ._ _____ _. 
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Premium Class Airfare 

In accordance with Federal Travel Regulations (FTR), regular economy coach accommodations shall be used 
for all modes of commercial transportation whenever feasible. Use of premium class accommodations is 
prohibited except in certain, limited circumstances and only with prior approval. The FTR identifies premium 
class air travel as first class and/or intermediate service (e.g., business, clipper, etc.). 

When premium class air travel is required because no other accommodations can satisfy mission 
requirements, prior approval must be obtained from OPO or CNOS, as well as from LRC. 

Note: If premium class accommodations are utilized, the SSF 3236, Request for Authorization or Approval 
of Premium Class Air Aecom m odations, must accompany the voucher for each traveler. ( See sam pie 
at the end of this section.) 

City Pairs 

In accordance with General Service Administration (GSA) regulations, USSS policy is to utilize contract air 
carriers and Amtrak for travel between selected city pairs. The selected city pairs and contract air carriers are 
listed in the Federal Air Service and Travel Directory (which should be available in all divisions/offices). SATO 
is also aware of all contract carriers. 

The GSA contract city pair must be used unless one of the four exemptions is met: 

(b)(7)(E) 

Approval for all non-GSA city pair flights under these exemptions must be obtained from the LRC. 

Rental Vehicles 

Contracting rental vehicles for campaign purposes is restricted to authorized USSS personnel. (Refer to 
CNO-08, Coordinating Center Guidelines.) 
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Privately Owned Vehicles (POVs) 

Authorization to use privately owned conveyances, in lieu of government or commercial transportation, Is 
required from the requesting USSS office. Such requests will be communicated to the USSS by the office of 
permanent assignment In advance of the travel. Approval by the USSS will be based upon a determination 
that the use of the POV is advantageous to the Federal Government, taking into consideration the 
availability/desirability of Government transportation. 

Use of a POV for off1c1al business on a comparative cost basis may be reimbursed at the current published 
mileage rate (published by the GSA), not to exceed the cost of travel by a common carrier plus per diem 
allowance. Mileage reimbursement for POVs may not exceed the comparative cost of coach air 
accommodations when air service is available, or train accommodations (when air service Is unavailable), or 
bus accommodations (when neither air nor train service is available). 

Travelers will document the use of POVs on a cost comparison breakdown when a POV is used. The 
breakdown should be completed on a separate sheet (official memorandum) and attached to the Travel 
Voucher. Reimbursement for parking, ferry, bridge, road, and tunnel fees are allowed in addition to the 
mileage allowance. 

Reimbursement for mileage to, and parking at, common carrier terminals or other areas while the traveler is 
away from his/her point of departure is limited to the equivalent cost of round-trip taxi fare. Parking POVs in 
commercial airport lots while traveling on extended trips, such as 21-day assignments, is not permitted unless 
comparatively cheaper lo round-trip taxi fare 

Requests for reimbursement for POV usage are made on the travel voucher to the individual's agency. Total 
reimbursement is limited to the cost of appropriate common carrier transportation, iricluding per diem by that 
method of transportation. Claims should, therefore, not exceed these amounts. 

Government Owned Vehicles (GOVs) 

Gasoline purchases related to authorized utilization of a GOV assigned to the FSA may be made utilizing the 
FSA's agency issued government travel credit card. In suCh case, reimbursement is allowed only for fuel 
consumed aS a direct result of supporting the USSS. Receipts must be attached to the travel vouchers or 
USSS personnel can pay for FSA official vehicle gasoline using the USSS gas card. 

GOVs should not be parked In commercial airport lots while traveling on extended trips, such as 21-day 
assignments. Such parking fees are not reimbursable. Taxis should be used for travel to/from airport 
terminals. These taxi fees can be claimed on the travel vouchers or the USSS in-town per diem voucher. 

5 
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Hotel Accommodations 

A USSS supervisor or Lead Advance Agent will make hotel arrangements for all FSA personnel on protective 
assignments. The Lead Advance Agent will arrange for the total room bill to be sent directly to the USSS. 
Upon departure from a hotel, the FSA will sign his/her folio verifying all room charges are correct 

Note: Only the room charge and taxes, if applied, should appear on the traveler folio. The USSS does not 
pay incidentals (i.e., food, phone calls, laundry/dry cleaning, etc.) via the room bill. Any authorized 
incidentals incurred must be paid by the FSA and then receipts must be attached to travel voucher or 
USSS in-town per diem voucher for reimbursement. Only the room charge must appear on the hotel 
room bill. 

Submission of Travel Vouchers 

FSA travel vouchers (with exception of in-town per diem vouchers) will be submitted to the FSA's respective 
agency. All reimbursements will be computed in accordance with the FTR and in accordance with the FSA's 
agency policies. 

Submission and reimbursement of In-Town Per Diem Vouchers 

The USSS has authority to pay employees, to include FSAs, per diem at their post of duty in limited 
circumstances. Employees on a protective assignment may be eligible for reimbursement of per diem at their 
post of duty. Reimbursement will only be made during the actual day or days of the visit of the protectee. A 
protective visit is defined as the arrival of a protectee in a district in which the protectee typically does not work 
or reside. An employee may be entitled to in-town per diem if an assignment on a protective visit requires the 

. employee to work sixteen (16) hours per day or to remain overnight at his/her post of duty. To remain 
overnight is defined as obtaining authorized hotel accommodations or other lodging. In-town per diem will not 
be paid in instances when the protectee remains in the district in which the protectee typically works or 
resides. · 

In-town per diem vouchers (SSF3200I, Travel Voucher Worksheet - Protective In Town Per Diem) will, be 
submitted to the FSA supervisor. The SSF 32001 must be approved by the SAIC, DSAIC, ASAIC, or FSA 
supervisor prior to being forwarded to FMD. (In-town per diem claims should not be submitted to the FSA's 
agency.) FMD will reimburse FSAs for in-town per diem voucher claims in accordance with USSS policies 
contained in the Administrative Manual, section FMD-08(05), Per Diem Basis Travel. All in-town per diem 
vouchers (SSF 32001) must contain the FSA's home address in block 5. Reimbursement checks will be 
mailed to the address provided in block 5. 

Per Diem Rates - Foreign 

(b)(7)(E) 
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Time and Attendance (T&A) Reporting 

All FSAs will be paid by their respective agency based upon a USSS/CNOS generated official and approved 
work schedule (vetted through the agency representative assigned to CNOS). 

Financial Codes 

The responsible center (RC) code and the appropriate project code must be included on all travel related 
documents. Sub-progra·m codes can be found in the FMD Financial Codes Booklet. The assigned RC code 
for Immigration and Customs Enforcement (ICE) is ICE. 

Additional RC codes may be obtained by contacting the CNOS. 

These codes must be indicated on the following documents 

• In-Town Per Diem - Travel Voucher Worksheet, SSF 32001: The appropriate RC code should be 
indicated in the "RC" code block "Responsible Center" (block 3a) on the SSF 32001. 

• Hotel Bill Folio: The appropriate "RC" and project codes should be indicated next to the signature on 
the hotel bill folio, 

Reimbursement Information 

Administrative questions should be directed to a DOC/CNOS supervisor. 

Distribution of Forms 

All necessary forms will be available through USSS supervisors and local offices. Copies of these forms are 
available in electronic format, and may be accessed via the Management and Organization Division's home 
page under Keywords and Quick Links, "Forms." 
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Sample SSF 3236, Request for Authorization or Approval of Premium 
Class Air Accommodations 

1- Office: 

Request for Authorization or Approval 
of Premium Class Air Accommodations 

2- Traveler's Name: 

Title or Position: 

Division or Field Office: 

3_ Origin and Destination or Segments for Which Premium Class 
Accommodations are Requested, period of travel, time and date of flight: 

4. Additional Cost to the Government for Such Premium Class Over Next Lower 
Class Below Premium Class: 

5. Circumstances Justifying Use of Premium Class Accommodations: 
(Provide a description of rhe circumsr3nces under the regulations justifying use 
of premium class accommodarions. Also, provide a complete and detailed 
explanation as to why Jess than premium class accommodations could not be used, 
the extenuating circumstances as to why an earlier or subsequent flight could not be 
Uken including date and time of the next available "less than premium class" 
accommodations· before or after the proposed flight to be used. Provide all the 
rammcations if authorization, or approval is not granted.) 

6. Name of Carrier, if Foreign: 

7. Authorization: ---------------

UNfTEO STA TES SECRET SERVICE 
Th>""""''"°"""°"""""'"-~,Omn,FambylJS.SS.'Af>IA"'-''""'°'PkS:S 

Date -------

SSF 3216 (11/91lJ 

------ ------------------------------------~---
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Sample SSF 32001, Travel Voucher Worksheet - In Town Per Diem (Front) 

TRAVEL VOUCHER WORKSHEET- Protective In Town Per Diem See rover,,;e 'iide tor illSfllJWOrni. 

' '" 4. Al[Jlonzalion No. & 0-l!e '"" (FMDU*Oflly) 

' "= 5 M.11ling Addre,;.s and Phone Numbe1 (NC) NOTEc (Fa''"''"'"°" of aa <am '" '" 
~,.,.,_,. a=nt ;s~ a fo<foitlJ,. of <la.'m 
12~ IJ.SC, ~l<J and """I «><:!Cm,'""'' 

3:l. On,o.nP..1tiM CoOe I Jb, V\'OrkShe~1 NO. '°' m<><o th'" ~10,()00 o, '"""'"'"'"""'Q' 
""·""'"'"""5y,,moc oo.,(W U,O.C. 
2e7: 1 0,lt'01! 

6. Crfy/S\ifte (POD) 8. Pro:ecieejs) Visit 

Amval DeparaJre 
Project Code Dale n= ' Date TI~ 

' ' T. Esliimted Amcunl Wm1<stieel ' ' ' ' ' ' ' s Protec1ive Assignment 10. Remained O,,einight (RON) ,~ " -- --
03\e Sta~ecl Time Started Numbe, of Room Nights ---

Pro!ettee·s N;ime 

Dal!! Ended Time Ended 1-!o'.el RON Aulholfzed By _,, 
11. Other E~ses 1il:l. Hotel PO Number (HT Number) or carll/lolder Nnme and Office r=m==1 

12_ DetaJI Assli;rmenl (Chee/!. ooe) 

' D Lead Al.!Vance S/\, ,. D TSO Coon:finator 

' D Site Advance SA ' D °""' 13 A.!1!11~onal Comments 
3. D 1D Ad\lanre SA 

' D Motorcade ~nce SA /Co•.,.,...,, w;"' Mnof,,;,.,,,.,..M••Q•I, 
S,c!ion FMO-, 1/0l/, and or.,,,,,.....,.. ,n 
advar.c• by,,,. Offioo of Admi.,;,,,_a,ion 
lhrou9h lRC/. 

NOTE• Ao,ct, •I ,o~lo<> to, ~,y o,p,n,o •-i,,g >40.00 Md fo, ,11 long o;oc,nc, tal~pl,oeo c,11, ;r,o,<010,.. al '""'""•i "" tooolpt n...as 10 bo a"->oh•d to•-., 
. oo>!'i ,ri,1ch w•ro d:,.e1 0,1..i. 

" I CERTIFY Tl-lAT TKIS VOUCHER IS TRUE ANO CORRECT TO TI,ESESTOF MY KNOV'ILEDGE AND BELIEF. ,WO THAT PAYMENT OR CREDIT 
1--L/\S NOT BEEN RECEIVED BY ME_ All IN TOWN PER DIEM ANO KOTEL COSTS WERE AVll-lORIZED AND APPROVED. PER DIEM IS ONLY 
CLAIMED FOR THE DAY OR DAYS OF TI-IE ACTUAL VISIT. 

Traveler '"" 
s,gn Ke"": 

, This vrudier is approeed. 1..mvJ distance phone c.,lls. if :my, are ceI1ifled JS nece5SJfY in the interest of the Go'•emment (NOTE: If long: d1st:mce pf\one 
calls :ire lnduded, the al)l)rCM'1g olllcl:ll mu~t h:lve Men autno/ized i'l ,wmrig 11'1 the llead of the a(lency (31 u.S.C. 6130al). All in town per diem :rnd holet 
costs were a\llhortzed and .pprtl'Jed. Per d<Sm is only ci:tm!!d tor the day Of days o1 tl\e acrual eisiL 

Approv,no omclal Ti~e ''" 
SorJ]l Kere: 

PRIVACY ACT STATEMENT: 

In rompliance with the Plivacy of 1974, the follOll'ino i111omlabon is provided: Solicilalion of the inlormalion on lhi~ form is authonsed by U.S.C. Ch3p. 57 as 
ilTijliemented trJ the Federal Tra-.el Regulations (FTR JOH 1). E.0. 11609 o/ J\Jly 22. 1971, :rnd 26 U.S.C. 6011(1l) and 6109. The pdmar1 purpose ol the 
requested .nforrrotion is to determine paymen1 o, re,mbursemem lo eligible in!l"iclua!s for 3llow.,ble travel andJor relocauon expenses lnamed under 
appropnate OOmlOISl.r.ltive wtnortrobon ru,d to recom and malmain costs or suct'l relntiursemems to me Go=niern Toe 1n1omt:rt1on 'MU be used by 
officer; o.nd el11PIO'Jees who have a need for (he in1om13tlon in lhe performance of tlleir offici:11 dUlies. The lnform:iUon may be disdOsed to appropriate 
Federal Slate, Iota( or /o,eign .gentles v"1en reMnt to tf'ld, criminal, or regulmory 1nvestioalions Of prosew:ons, or when DUJSWntto a reciu1remen1 ~y this 
-'98flt'/ 1n CO!VlOKlion >Mth tile hui119 Of ~Mil of an emplcyee, the lssu:ince ot 3 SSOJtity cie::mmce, or inves1<galims <If the perfom,,r,ce <If offioal dlffy while In 
Govl!ll\mellt !\eNice Your Social Seculily Acml»ll Number (SSN} is solicneu under the au'Jlortt; o1 lh8 ln\em31 Revenue Code (26, U.S C. 6011(b) ar>l 6109) 
and E O 9l!l7, N""'en,tier n. 1943, for u,e 3S ~ 1ax. P.,Y8f and/or e~oyee lden~nc:ition numt>er: dlSCIOSure is MA.NOA TORY or, vooche-rs ci.'.11nnng traoE!I 
and/or relotaUon allowance e,pense re,n\~ursemem 1Ylllch is, or may IJe ta,a~e income_ Dmclosure of voor SSN and other reque.sted 1nforrrotion is 
eolunlar;, In al oHler lra;.ir,ces; however faiture to provide Ille 111lormation (other lh.lll SSNJ re,:iuired 10 support lhe e1a;01 m:Jy rasult in deJay or loss of 
retmllUTS~enl 

UNITED STA TES SECRET SERVICE Elcception to~• 1U11 SSF TIOOI (Rev. OW20081 ---~~~""~ Approved by GSA/IRrdS 2193 
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Sample SSF 32001, Travel Voucher Worksheet - In Town Per Diem (Back) 

INSTRUCTIONS FOR COMPLETING THE SSF 32001 - IN TOWN PER DIEM 

SSN· Enter employee's SOCIJI security account number {SSN}. Employee's trJvel account 1nform:i~on ,snow bJsed on SSN 
1denbf,c:i110n All tnqumes must crte !his identifier. (See the Priv::icy Ac1 statement on the front o! this fnm, ) 

2. Name, Enler last name, fus\nJme, and middle 1n1I"1I. 

Jo Orgm1izotio11 Code: Enler the Organrza~on code of the office or division to which )'OU are permanently :issrgned. 

3b. Worksheet No .. Enter the sequentral number of the worhl'l!!et. In order to aid the employee in mainl.'.l1ning control of worlrsheet 
submist.ons, It Is reqwed lhat !he employee sequential~ number each worlrnheet submitted This number should reftect lhe flsC.JI yea 
and sequential number beginning rrom one (e.g ,OS-1, 1st worksheet submitted [fl FY OB, and 08-2, 2nd worksheet submitted in FY 08) 
For Pro1ecbve In Town Vouchers, on T" should be ploced behind the sequential number. These numbers wm be renected on 1h 
comp!eted computer generated travel voucher returned to !he tr.iveler by FMD 

4. Authorization No. & Dale: For temporary duty, enter the appropriate Consolidated Travel Authoriz:i.llon (CTA) number 
Jr.d(fateofissuJnce(eg CTAOS-1 10/01/07) 

5. Mailing Address En!er your office"s physical mai1ng adOress. 

6. City/State (POD): Enter the cjty and state al which per diem Is ci:11med 

7. Estimated Amount of Workshet=t: Based on your calculJtions grve Jn estimJte of the amounl of \'OU/ claim. 

8. Pro1ectee(s) Visit: List pfOject code(s} as well JS the JrrivJI date Jnd ~me and departure date and tme for the 
appropn:i1e proteelee o, pro!ectees The times listed s~uld be no more lhJn one (1) hour before the proteclee aniv..,; (wtie'"s down) 
through be no more tha11 one ( I) hour after the prolectoo departs the loc:ile ('.':heels up). 

9. Proiective Assignment Enter the date and time you beg3n your protective assagnment as well as the d:i1e :ind ~me 
your protective assignment ended {for per diem purposes on!y). Hours claimed shoukl not exceed one hour prior to protectee's 
arrival, Of one hour after depanure. The time should be continuous There should be no breaks for invest,gahve or adm1mstraLve 
work and rommutmg time shoukl nol be included 

10. Remained Overnight {RON): Ched. the appropna!e block ind1catir,g whether you remained ovemight and incurred 
hotel charges. Indicate the number of nights you 1nc,,,rred charges; and the pro1ectee whose :iss,gnmen! required the 
overmght slay Also md1C.Jte !he name and title of the ASAICIRAIC or above who aulhomed you to rem;,In overnight. 
NOTE: This blod shoo kl be completed even though hotel d7arges may be dcrecl llillo,d 

10a. Hotel PO Number ftH II}: Ente, the hotel number (HT Number) of lhe drrect billed hotel where the employllf! s!ayed. The Hotel 
number m:iy be obtamed from the office man:>ger or Jdmin,str.i1M! support sl.'.lfl. respons,ble fn, obhgatm.g and paying the office's 
invoices <11 TOPS. If:, govemmen1 issued credit card was us.ed to p:ry for the room, enter lhe cJrdholdar name and office on thi.s line. 

11. Other Expe11ses: Enter any items no! included in the per diem allowance and itemize by amount and date of 
inwrrence (e g ia.,cab fares. offic,al busmess telephone calls. hotel charges~ paid by employee, etc.) 

12. Oetall Assignment Check lhe Jpproprfate bo~ 1nd,C.J~ng your assrgnment while on the pro!ectwe detail. Refer to the Adminismitive 
Manual, Section FMD.11(0]). for add~1onal 1nlorm:ibon. 

13. Additional Comments, Enter ~11y mformallon pertinenl !o the ten,porary duly assignment which wall aflec! 
reimburnement. e g., scheduled anival versus actual arnval. 

14. Trove I er Si9'n Here: Only the original signatura oflhe employee w1:I he accepted by FMO 

15. Approving Official. On~ Ille ongmJI s,gnature of the authorized officer (ASAICIRAIC or above) who has knowledge of 
lhe ,n-town ass·1gnmen! will be accepted by FMD Only ASA)C's/RAIC"s or above may approve SSF 32001, In Town Per 
Diem worksheets. Res1den\ Agents-In-Charge (RAIC's) wortsheets will be approved by Special Agents•ln•Charge 
(SAIC"s) of lh!!ir respecti,e Field Office,r SAIC's and D1v1S1on Ch refs worksheets 'NIii be approved by lhe JppropnJte 
Assis.bnl Director (AO) rn Headquarters 

UNrTEO STATES SECRET SERVICE SS.F 3200 (Rllv. D!</2008) 
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DETAIL OPERATIONS GUIDELINES 

General 

The following guidelines are provided for Candidate Detail Operations procedures. Questions regarding 
additional procedures·or specific problems should be directed to the Candidate Nominee Operations Section 
(CNOS). . 

Assignment of Protective Stop/Survey Numbers 

Office Classification 
Case 

(b)(7)(E) 

Protectee 
Number 

(b)(7)(E) 

Monthly.Reporting Procedure 

Division 
Trip 

Fiscal 
Year 

At the close of the each month, each DOC will summarize the total number of protected visits for their 
respective prolectees. These statistics will be reported to CNOS via memorandum by the third working day 
following the close of the month. 

Detailed Itinerary 

Any information pertaining to a stop/site should be entered into COLD when received. This will allow CNOS, 
Assistant Director - Office of Protective Operations (OPO), and Assistant Director - Investigations (INV) to 
make more timely decisions regarding staffing resources , 
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Operations Office Staffing 

Each candidate DOC will consist of: 

r
XlJO'l I 

'--_ _.-

There will also be a representative of the Logistics Resource Center (LRC) housed within CNOS. The LRC, 
working in conjunction with the OPO, has established unified standards and consistency for United States 
Secret Service (USSS) travel related matters. The primary goals of the LRC are to provide alternatives to our 
standard m_odes of travel and to incorporate cost effective logistical options in supporting travel for CNOS, the 
Presidential Protective Division, Vice Presidential Protective Division, and Dignitary Protective Division. 

CNOS will be located a1r)(6);(6)(7)(C) Washington, D.C. Each candidate DOC will be staffed 
daily between the hours of 7:00 a.m. and 7:00 p.m., with a duty agent assigned for after business hours. 

Rotation Plan 

(6)(7)(E) 

Emergency Purchases 

In cases of emergency where immediate purchases are necessary, CNOS should be notified via telephone of 
the pertinent information. CNOS will then follow the procedures outlined in the Administrative Manual, section 
PRO-07, Special Types of Acquisitions, to complete the purchase. · 

In emergency situations after regular duty hours, the DOC must be able to articulate the justification of the 
purchase and advise CNOS immediately. CNOS will obtain an emergency purchase order number and 
provide it to the DOC. The DOC must complete an I-Procurement Request in TOPS using this purchase order 
number within 2 days and forward it through CNOS to the Procurement Division (PRO) using the proper chain 
of approval m I-PRO. 

2 
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Accounting for Assigned Property 

Each candidate detail will be issued accountable property. Each candidate detail will have two equipment 
handlers per rotation lo assist agent personnel with the movement of the issued property. The Detail Leader 
will be the primary accountable agent for all issued property. At the end of each detail rotation, all property 
must be inventoried and accounted for by each Detail Leader or his/her designated representative. (Refer to 
the Administrative Manual, section AO0·03, Property Charged to Offices.) 

CNOS Purchased Vehicles 

Each candidate detail will be assigned the following vehicles for use within the candidate's home district. 

(b)(7)(E) 

Additional vehicles will be assigned based upon the needs of the detail/district (e.g., spouse details, shift 
change). 

Automobile Accident Requirements and Notification 

Refer to section CNO-12, Transportation, and the Investigative Manual, section ISD-21. Accident and Tort 
Claim Investigations. 

Protective Survey/Files Procedure 

When a candidate DOC receives confirmation of an impending trip, a protective survey/stop file will be 
established as follows: 

(b)(7)(E) 

3 
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The following reports normally will be required to close out a stop file: 

(b)(7)(E) 

When all documents have been received, the file may be stamped '.'closed" and relocated from the active files 
to the closed files, which are filed numerically by slop number 

It is important the stop files be complete. They are official documentation 

(b)(7)(E) 

Use of Candidate Facilities 

(b)(6); (b)(7)(C); (b)(7)(E) 

4 
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Hotel Bills 

Whenever a DOC needs to obtain hotel rooms, the standard direct billing procedures as outlined in the 
Protective Operations Manual, section OPO-15, Personnel Resource and Utilization and Cost Tracking, will 
apply. (Refer to CNO-06, Federal Special Agents.) 

Hours of Operation 

Each candidate DOC will be staffed seven days a week, and will maintain business hours of at least 7:00 a.m. 
- 7:00 p.m. Additional hours of operation will be authorized based on op·eratiorial needs as determined by the 
Detail Leader and operations supervisor, in consultation with CNOS 

Each DOC will be supplied with one telephone answering machine or voice mail. Al the close of business 
each day, the answering machine or voice mail will be activated to receive non-emergency caller information. 
The cell phone number of the duty agent will be identified on the answering machine's outgoing message for 
emergency calls that require immediate attention. Either the operations supervisor or operations agents will 
maintain their cell phone in their possession to receive emergency notifications during any period the office is 
closed for business. 
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COORDINATING CENTER GUIDELINES 

Coordinating Center Operations Staffing 

Staffing requirements for each coordinating center operations section are unique. Specific staffing levels and 
positions will be determined based on factors including, but not limited to, the event type, size, and duration_ 
The necessity to develop and utilize a coordination center is based on the logistical effort required to 
implement operational security. 

(b)(7)(E) 

. Preliminary surveys are a routine function preceding any event wherein a coordinating center is deemed 
necessary. In addition to providing preliminary protective staffing and equipment estimates, the Preliminary 
Survey Report further determines coordinating center staffing requirements. Requirements will include the 
following on~site event supervisory positions. 

Dignitary Protective Division (DPD)/Cam n Nominee Operations .--=-=~~~--. 
Section (CNOS) Event Coordinator (b)O>CE> 

(b)(7)(E) 

1 
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(b)(7)(E) 

Field Office Coordinator - ..... e_c7)_(E_) __ ____. 

(b)(7)(E) 

(b)(7)(E) 
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(b)(7)(E) 

Requirements and Procedures for Campaign Related 
Coordinating Centers 

Rental Vehicles 

CNOS, in consultation with the LRC, must approve all rental vehicles. Prior to approval being sought, every 
effort should be made to utilize existing CNOS purchased vehicles or other USSS vehicles. Where time 
permits during specific campaign events (i.e., Republican and Democratic National Conventions, Presidential 
Debates, and Presidential Inauguration), AOD should exercise all available options through the General 
Services Administration (GSA) for additional vehicles. 

When all non-commercial vehicle sources (i.e., USSS and GSA) have been exhausted, an authorization 
number for rental vehicles must be sought through DOC/CNOS after consulting with the LRC. Subsequently, 
the LRC agent will make the rental arrangements througtO)(E) pther Federal agent personnel are not 
authorized to contact the LRC 01Cb)C7)CE) tegarding travel tic et1ng or vehicle rentals. 

USSS personnel will make all necessary arrangements for the rental vehicle(s) pick up No credit cards 
should be used in the transaction. The rental ag write the authorization number on the rental 
agreement and give one copy to the advance agen (b)(7)(E) 7 leader. This copy serves as the vehicle 
registration and should be retained in the vehicle unti e vehicle is returned. This copy will then be sent to 
CNOS, who will forward ii to FMD. 
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The Collision Damage Waiver (CDW) on the rental agreement should not be accepted. 

USSS personnel picking up the vehicle must also place the appropriate RC and project codes on the rental 
agreement. 

The Lead Advance Agen~(b)(7)(E) !Leader is responsib.le for prompt notification to the affected 
coordinating center, candidate DOC or CNOS in the event of cancellation of the rental tE:jeing charged 
for vehicles not used. The affected coordinating center, DOC, or CNOS will notify )(7)(E) o cancel the 
reservation. · 

It is the responsibility of the USSS personnel renting vehicles to inspect all rentals for damage and to ensure 
prompt and proper return to the rental agency. In addition, the employee returning the vehicle should ensure it 
is returned with a full tank of fuel lo avoid unnecessary charges from the rental company. 

Motor Vehicle Accidents 
Refer to section CN0•12, Transportation. 

Emergency Purchases 

In case of an emergency where immediate purchases are necessary, the CNOS will be notified via phone with 
the pertinent information. CNOS will then follow the procedures outlined in the Administrative Manual to 
complete the purchase. 

· In emergency purchase situations after regular business hours, the affected coordinating center or DOC must 
be able to justify the purchase and notify CNOS immediately. CNOS will contact the Procurement Division 
(PRO) and the requester, and then complete a TOPS/I.PRO requisition following the proper chain of approval 
in I-Pro. This must be submitted immediately to CNOS for review and forwarding to PRO. Emergency 
purchases cannot be made over)(7)(E) FRO must be contacted for all emergency purchase order 
approvals. 

If available and time permits, the on-site AOD or PRO coordinator(s) should be consulted regarding any 
emergency purchases, as appropriate. 

Accounting for Assigned Property· 

In accordance with AOD guidelines, property that is issued to the coordinating centers or a DOC is the 
responsibility of those respective supervisors (refer to CN0-13, Identification ) 

4 
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Hotel Bills 

Whenever the coordinating center or DOC needs to obtain hotel rooms, standard billing procedures should be 
followed, as outlined in Administrative Manual, section FMD-08(07). Hotel Accommodations. For additional 
information, refer to section CNO-06, Federal Special Agents. 

The Field Office Coordinator, or designee, will initiate contact with local hotels utilizing established points of 
contact, local agreements, billing letters, and reservation commitments. 

The DPD/CNOS Event Coordinator should approve all local agreements, billing letters, and reservation 
commitments. 

The coordination of local agreements, billing letters, and reservation commitments should be reviewed by the 
Deputy Chief, FMD for appropriate language content. 

· l(b>C7>CE> I l(b>O>CE> I Usage 

(b)(7)(E) 

FSA Usage (Other Than l(b>C7>CE> I Teams) 

(b)(7)(E) 

5 
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DETAIL GUIDELINES 

Section ; CNO-09 
Date 12/09/2011 

The following guidelines are provided in an attempt to standardize basic candidate protective detail operations 
throughout the United States Secret Service (USSS). Additionally, each candidate protective detail should 
provide all other requirements they feel are necessary. 

Traveling Detail Staffing 

Candidate protective details will normally be aligned as follows: 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

1 
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(b)(7)(E) 

Residence Security Guidelines 

(b)(7)(E) 

2 
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Aircraft Seating Guidelines 

(b)(7)(E) 
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Advances 

Inquiries concerning itineraries and site information should be made with the DOC. Under no circumstances 
should an Lead Advance Agent make inquiries with the candidate's national staff headquarters. 

Hotel reservations for the candidates are usually made by their campaign offices prior to a trip occurring. 
Hotel reservations for the operational details should be coordinated between the Lead Advance Agent and the 
DOC/CNOS. The DOC should be able to project the appropriate number of rooms necessary for a candidate 
detail based upon the overall logistics. In those areas covered by a coordinating center, the Lead Advance 
Agent will coordinate room reservations with the center. )(7)(E) 

(b)(7)(E) 

(b)(7)(E) 

4 
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EQUIPMENT COORDINATOR 
GUIDELINES 

Section : CNO-10 
Date 12/09/2011 

The following guidelines for Campaign 2012 Equipment Coordinators are provided in an attempt to 
standardize their utilization during the campaign. 

The Equipment Coordinator is an integral part of the overall security provided to the protectee and may be 
called upon to perform a variety of duties, including, but not limited to: 

(b)(7)(E) 

The Equipment Coordinator will be utilized at the direction of the Detail Leader. 

(b)(7)(E) 

The Equipment Coordinator's work hour.swill be determined by the Detail Leader and maintained on the work 
schedule. 

(b)(7)(E) 

1 
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(b)(7)(E) 

Shift (standard equipment) 

(b)(7)(E) 

Equipment Coordinator (standard equipment kit) 

(b)(7)(E) 

(b)(7)(E) 

The Equipment Coordinator will be responsible for the maintenance of the detail issued equipment and 
replacement of vital equipment when necessary. 

The Equipment Coordinator will submit an SSF 1852, Special Time and Attendance Worksheet, to the Detail 
Leader for signature and return ii to the Special Agent in Charge (SAIC) at his/her post of duty (POD). He/she 

. will also submit an SSF 3200 to the SAIC at his/her POD upon return to the duty station. 

Each Equipment Coordinator will be issued a cell phone for use while traveling with the detail. 

Equipment Coordinators are encouraged to call PST ~'(b-)(
6
_)_; Cb_)_C7)_cc_) _______ ~lor PST r)(6); (b)(7)(C) 

ICb)C6); Cb)C7)(C) pt they have any questions or concerns. 

2 
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.... 1~_)<7_)(E_) __ ___.1 · 1~ )(7)(E) I GUIDELINES 

~)(7)(E) 

Time and Attendance Reporting 

Section : CNO-11 
Date 12/09/2011 

The operations supervisor within the coordinating center, the field office, or the CNOS will be responsible for 
transmitting via official message the work schedule information for each USSS 1~ )(7)(1 ~ member to the 
office of his/her permanent assignment prior to 12:01 a.m. on the Saturday preceding the work week. Any 
changes iri reported hours will be transmitted to the appropriate office(s) on the following Monday. 

The 1~ )(7)( I~ Leader's SSF 1852, Special Time and Attendance Worksheet, will be signed by his/he·r 
respective Special Agent in Charge ( SAIC )/Resident Agent in Charge (RAIC ), or appropriate detail supervisor. 

FSAs assigned tj~)(7)(E) till be paid by their respective agency based upon a USSS/CNOS generated 
official and appruea WOrK sen dule (vetted through the agency representative assigned to CNOS). Refer to 
the Protective Operations Manual, section CNO-06, Federal Special Agents (FSAs). 

Travel Advances 

Travel advances for FSAs will be the responsibility of their own agencies. The USSS will not provide any 
advance of funds to FSAs. 
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Airline Tickets 

All airline tickets for FSA travel on a USSS/CNOS protective assignment will be the responsibility of CNOS in 
conjunction with the Logistics Resources Center (LRC). Electronic tickets will be utilized. 

Hotels 

Hotel bills for FSA personnel will be handled in the same manner as for USSS personnel. The U.S. 
Immigration and Customs Enforcement (ICE) Responsibility Center (RC) code (UCS) should be indicated on 
the individual hotel folio, as appropriate. 

Rental Vehicles 
(Refer to CNO-03, Communications.) 

If a roblem arises at the rental counter, the rental agent should car)(7)(E) !immediately at e(6); (b)(7)(C) 
)(6);(b)(7)(C) . ~----.----~ 

Travel Vouchers 

All FSAs will submit their travel vouchers through their respective agencies using standard General Services · 
Administration (GSA) travel procedures. The individual agency is responsible for processing its own vouchers 
and submitting a properly documented monthly bill for reimbursement to CNOS for review and approval. 

Any in-town per diem vouchers will be submitted to, and approved by the local SAIC or designee. These 
vouchers should be sent directly to the Financial Management Division (FMD) with a copy forwarded to CNOS. 

2 
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TRANSPORTATION 

Section : CNO-12 
Date 12,09/2011 

The motorcade advance will be conducted by the Lead Advance Agent, unless the United States Secret 
Service (USSS) local field office provides a Transportation Advance Agent, (refer to Protective Operations 
Manual sections, OPO-03, Advance - General Information, OPO-06, Site Security, OPO-07, Motorcades, and 
CNO-02(01 ). Advance - General Information} 

Route Security 

· Presidential Nominee 

(b)(7)(E) 

All Others 

(b)(7)(E) 

Motorcade Alignment 

(b)(7)(E) 

1 
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· Candidates or Vice Presidential (VP) Nominees 

~r-)(7-) (E_) __ ~I Car 

(b) (7) (E) 

.... e_(7-) (E_) __ ___.par 

_r)_u_)CE_) ____ ~ehicle 

. r~)-<7-)CE_)----~ehicle 

.... r )_u_)CE_)---------~~ehicle 

_e_(?-) (E_) __ I Vehicle(s) 

(b) (7) (E) 

(b) (7)(E) 

(b)(7)(E) 

(b)(7)(E) 

(b) (7)(E) 

2 
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1

(6 )(7)(E) l 1 

~. ---~lvehicle(s) 

(b)(7)(E) 

r )(7)(E) 

(b)(7)(E) 

.... F_)(7-)(E_) __ _.lcar 

(b)(7)(E) 

Presidential Nominee 

.... ICb_)O-)CE_) __ __.f ar 

(b)(7)(E) 

.... ICb_)o-)CE_) __ ..... f a r 

l~-----------------(b- )(-7)_(E_) ----------------~ 
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..... r_)(7-)(E_ ) __ __,par 

(b)(7)(E) 

~l(b)-o)_CE_) ---~~ehicle 

(b)(7)(E) 

. ~r_)c7
_)(E_ ) ___ -1Veh icle 

(b)(7)(E) 

1. 

l
(b)(7)(E) l, 
__ ----------~1.ehicle 

(b)(7)(E) 

..... r )_c7-)CE_) _ __,~e hi c le( s) 

(b)(7)(E) 

_ICb_x
7
_)CE_) ___ ~ehicle(s) 

(b)(7)(E) 
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l(b)(7)(E) 

r )(7)(E) 1car 

~----------------(b- )-(7)_(E_) ________________ ~I 
Spouse Detail . 

r )(7)(E) 

(b)(7)(E) 

~e_0_)(E_)_~1car 

(b)(7)(E) 

l(b )(7)(E) l -
~-----------~!Vehicle 

(b)(7)(E) 
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Motor Vehicle Accidents 
(Refer to Investigative Manual section ISD-21, Accident and Jort Claim Investigations.) 

Guidance 

The follo~ing DPD/CNOS procedures will provide guidance to all personnel on reporting motor vehicle 
accidents. 

In the glove compartment of each DPD/CNOS vehicle are the following required motor vehicle accident forms: 

• SSF 3164, Motor Vehicle Accident Report; 

• SF 94, Statement of Witness; 

• SSF 1908, In Case of Accident Card; and 

• SSF 4042, Accident Checklist (DPD/CNOS) 

These forms should be filled out at the scene of the accident. 

As soon as practical, the DPD/CNOS and the field office supervisor in whose district the accident occurred· 
must be notified. In addition, a copy of the SSF 3164 should be transmitted by facsimile to the DPD/CNOS 
within 24 hours of the accident r )(6); (b)(7)(C) I 
Any questions regarding motor vehicle accidents should be directed to the OPD/CNOS at r)(6); (b)(

7
)(C) 
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. United States Secret Service 
Directives System 

IDENTIFICATION 

Campaign 2012 Identification· 

Identification for Campaign 2012 falls into two categories: 

(b)(7)(E) 

fi,)(7)(E) I . r )(7)(E) 

~L--------~ System, and._ ______ ____, 

l
(b)(7)(E) 

Permanent L--------' 

(b)(7)(E) 

(b)(7)(E) 

1 
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Tern porary ~r-)(7-)(E-)--~ 

(b)(7)(E) 

Press/Media Passes and .... e_u )_(E_) ____ ____. 

(b)(7)(E) 

Identification Kits 

(b)(7)(E) 

2 



Manual 2012 Campaign Operational Guide Section : CNO-13 
RO OPD Date 12/09/2 O 11 

(b)(7)(E) 

Credentials 

(b)(7)(E) 

Although the Campaign 2012 pin will be the primary credential for the duration of the campaign, the event
specific badges will take precedence as the primary credential during that specific event. 

(b)(7)(E) 

Credentialing and Access Control 

(b)(7)(E) 

3 
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Sample Hard 1□r)c7)CE) !Color Combinations 

(b)(7)(E) 

(b)(7)(E) 
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Sample Hard ID .... e_C7)-(E) __ _,po1or Combinations 

(6)(7)(E) 

(6)(7)(E) 
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Sample ~r)_<
1
_)(E-) ------~'Color Combinations 

(b)(7)(E) 

(b)(7)(E) 
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S I l
(b )(7)(E) I 

amp e -._ ________ ___.Color Combinations 

Kb)O)CE) 

(b)(7)(E) 

7 
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Protectee~r)_<
1
_)~-) ----~ 

(6)(7)~ ) 

8 



Manual 2012 Campaign Operational Guide Section : CN0-13 
RO OPO . Date 12/09/2011 

Staff and Press! __ (b)-o)_(E_) ____ ___. 

(b)(7)(E) 

(b)(7)(E) 

9 
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Federal Special-Agentr~)-<
7
)-(E)-~ 

(b)(7)(E) 

10 
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PRESS 

Credentials 

United States Secret Service 
Directives System 

(Refer to section CNO-13, Identification, for examples of press credentials.) 

The following credentialing procedures have been adopted for the 2012 Campaign: 

(b)(7)(E) 

Press Agent-

Section CN0-14 
Date 12/09/2011 

OPO/CNOS will provide a Press Agent to accompany the press, based on the volume of traveling press and 
the magnitude of the visit.· The Press Agent will coordinate press screening procedures with advance ~ 
personnel and is responsible for maintaining the integrity and control of the press contingent. 

In order to maintain the integrity of screened press movements, the Press Agent must remain with the press 
contingent at all times. (b)(7)(E) 

l(b)(7)(E) I 

1 
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EQUIPMENT· 

General 

United States Secret Service 
Directive$ System 

Section : CN0-15 
Date · : 12/09/2011 

Each detail will be responsible for assigned accountable property. The Detail Leaders and Equipment 
Coordinators shall be the accountable property officers. 

Equipment Issued 

Issued to Traveling Detail 

Shift (Standard Equipment) 

(b)(7)(E) 

'To be requested through Candidate Nominee Operations Center (CNOS) Operations 

Issued to Equipment Coordinators 

Equipment Coordinator (Standard Equipment Kit) 

(b)(7)(E) 
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Section : CN0-15 
Date 12/09/2011 

Issued to Advance Teams 

(b)(7)(E) 

Note: All the above items ~ill be loaded 1n a specially designed hard case 

In addition to the above listed equipment,LJ)(7)(E) ill be_ available to the advance teams (from the Dignitary 
Protective Division (DPD)) as needed. - -

. - . ' 

lss ued to ~r)-(7)_(E_) --~I Leader 

(b)(7)(E) 

Equipment Inside DPD/CNOS Vehicles 

CNOS ._l(b_)c
7
_)(E_) __ _. 

(b)(7)(E) 

2_ 
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CNOS Follow Up 

(b)(7)(E) 

Placed in Command Post/Security Room at Protectee's Permanent 
Residence 

(b)(7)(E) 

Available at Each RON Site 

(b)(7)(E) 

Additional communications support provided is referenced in CNO-03, Communications. 
3 
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AVIATION. POLICIES AND 
PROCEDURES 

Secret Service Air Travel 

All airline travel during the 2012 Campaign will be governed by the policies and procedures outlined in the 
Administrative Manual, section FMD-08(04), Methods of Transportation. 

(b)(7)(E) 

TSA Security Regulations 

(b)(7)(E) 
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(b)(7)(E) 

(b)(7)(E) 
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(b)(7)(E) 

(b)(7)(E) 

FAA Aircraft Inspections 

(b)(7)(E) 

CNOS will provide Liaison Division with the above information. Liaison Division will make the request to 
FAA and advise CNOS of the results. 

(b)(7)(E) 

3 
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Charter Aircraft 

General Policy 

(b)(7)(E) 

Name Checks for Charter Aircraft Crews 

DOC will ensure that names of all crew members of a charter aircraft used by a protectee are submitted 
for routine name checks. The l(b)(7)(E) rhould immediately 
submit the names of replacemems ar,mor new crew rnernoers. 

FAA Air Taxi and Commercial Operator's Certificate 

(b)(7)(E) 

Co-Pilot Requirement 

All aircraft chartered by the USSS must have a licensed co-pilot. The co-pilot must meet the same 
minimum standards with regard to type of license and applicable ratings as the pilot in command. Since 

~~s'~."~x~,FM reauirement on smaller aircraft the additional cos; for the co-oilot will be oaid bv the 

I (b)(7)(E) 

4. 
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General Procedures for Chartering Aircraft 

G.enerally, aircraft are chartered for the USSS by the LRC throughl~:~~~) ~n SSF 3037, Charter Usage 
Report, must be completed at the time the charter request is . efer also to the Protective 
Operations Manual, section OPO-14, Protective Survey Reports and Documents. 

Use of Chartered Aircraft by Protectees 

Initial Protectee Briefing for Use of Charter Aircraft 

(b)(7)(E) 

Reimbursements Made by USSS to Candidates/Nominees 

In regard to reimbursements made by USSS to presidential candidates/nominees for travel on aircraft 
chartered by .candidates or by organizations supporting candidates, the House of Representatives and 
Senate Conference Committee (Report No. 96-471) directed the USSS to: 

" ... encourage protectees to providefor agent air travel at no cost to the government, or else to decline 
Secret Service Protection." 

The USSS was further directed to: 

" ... advise the Appropriations Committees as to the actual payments to candidates for providing air 
travel to Secret Service employees protecting presidential candidates no later than 15 days prior to the 
presidential election." 

Notification Procedures for Traveling Aboard Candidate Charters 

The Detail Leader is responsible for contacting CNOS to advise of the anticipated use of the candidate's 
chartered aircraft. The DOC will provide SSF 3037 to CNOS upon termination of chartered aircraft use. 

5 
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Billing Procedures 

Protectees · seeking reimbursement for air transportation provided to USSS personnel should prepare a 
bill setting forth all of the particulars necessary for a clear understanding of the charges. The detail 
number must also be included. The following certification signed by the candidate or by his/her duly 
authorized representative must be affixed lo the invoice: · 

"I certify that the above bill is correct ·and just; and that payment therefore has not been received." 

In addition, the following information must be provided by the protectee's billing office: 

• Unique invoice number; · 

• Date of Invoice; 

• Leg-by-leg breakout of charter; 

o point to point: 

o cost of leg portion to committee; 

o number of seals on charter; and 

o number of USSS personnel on charter; and 

• Contact person and telephone number of the billing committee. 

The bill should be forwarded for approval to: 

(b)(6); (b)(7)(C) 

After approval, CNOS will attach the appropriate SSF 3037 and forward the package to the Financial 
Management Division for payment. USSS will reimburse a candidate no more than the lowest cost of first 
class airfare or a pro rata share of a candidate chartered aircraft, whichever is less. 

Commercial Aircraft 
(Refer to section CNO-09, Detail Guidelines, and Protective Operations Manual section OPO-12, Aviation 
Policies and Procedures.) · 

6 
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Section : CN0-17 
Dale 12/09/2011 

MANAGEMENT OF CAMPAIGN RECORDS 

. Introduction 

In addition to their operational value to United States Secret Service (USSS) officials and planners of future 
protective events, USSS campaign records may also include materials of historical significance. As such, 
most campaign records produced by the USSS are considered "permanent" records, and are eventually 
transferred to the National Archives and Records Administration (NARA) for long term preservation. 

This directive describes the applicable protocols related to management of campaign records, ahd 
supplements the general records management policies and procedures housed in the Professional 
Responsibility Manual, sections MNO-06, Records Management, and MNO-07, Records Disposition 
Schedules. 

Campaign Records Retention 

Government records, including campaign records, are stored, retained, and transferred in accordanc·e with 
established records disposition "schedules." A records disposition schedule constitutes the Secret Service's 
official policy for records retention and disposal protocols, and provides: 

• A description of the record{s); 
• · How long they should be retained; and 
• Mandatory instructions on what to do with them when they are no longer needed for current 

agency business. · 

Once each schedule is reviewed and approved by NARA, it is incumbent upon all USSS employees to ensure 
that records placed in their custody are managed according to the provisions of the applicable schedule. 

The major classes of records created during a presidential campaign, their descriptions, and their 
corresponding disposition schedules are summarized in the paragraphs below. (The applicable NARA 
schedule citation number appears in parentheses ) 

Campaign Files 

(b)(7)(E) 

1 
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(b)(7)(E) 

Inaugural Activities Files 

Contain originals and/or official file copies of correspondence, reports, photograph, maps, and other 
documentation accumulated ir\ connection with protection afforded during inaugural activities. 

a. Records maintained in Headquarters as project files 

Disposition: TEMPORARY. Cut off at the end of inaugural activities and send to MNO for destruction 
when 5 years old. (N1-87-89-1) 

b. "Information only" records maintained in Headquarters and field offices 

Disposition: TEMPORARY. Cul off al the end of the calendar year. Destroy when 5 years old. 
(N1-87-89-1) 

Establishing Local Filing Systems 

Campaign records are divided into two categories: Administrative Files and Protective Survey/Stop Files. 

2 
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Establishing Administrative Files 

MNO will provide each candidate detail and coordinating center with pre-printed Master File Classification 
Codes (MFCC) file folder labels for establishing administrative files. Blank labels will be provided for additional 
codes and file folders as required. 

Using the set of M FCC labels, create file folders for each of the pre-printed administrative file codes. Position 
labels on file folders (top or side) ,;iccording to the type of file cabinet being used. Use a blank label as a. 
continuation of an already established folder. · 

Establishing Protective Survey/Stop Files 

When a candidate detail operations section receives notification of an impending trip, a protective survey/stop 
file will be established as follows: 

1. Using a pre-stamped file folder, annotate across the top of the folder the stop destination, stop date(s) 
and the protective survey/stop number. The following is an example of protective/stop numbering for 
the first visit of protectee number 052 to Washington, DC. 

Office 
Classification 

Case 
Protectee 
Number 

(b)(7)(E) 

(b)(7)(E) 

3 

Division 
Trip 

Fiscal 
Year 
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(b)(7)(E) 

Disposition of Administrative and Protective 
Survey/Stop Files 

(b)(7)(E) 

Section : CN0-17 
Date : 12/09/2011 

Preparing Administrative and Protective Survey/Stop 
Files for Transfer/Shipment 

Inventory Records 

(b)(7)(E) 
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Packaging Records 

Shipping 

Section : CNO-17 
Date : 12109/2011 

(b)(7)(E) 

(b)(7)(E) 

(b)(7)(E) 
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All administrative and closed protective survey/stop files will be shipped to the address below: 

(b)(6); (b)(7)(C) 

All open stop files will be shipped to the address below: 

. I (bX6Jc M(7XCJ 

Shipment of these boxes will be coordinated by AOD. 

(b)(7)(E) 
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Sample SSF 3283 - Records Inventory Sheet 

RECORD INVENTORY 
Office: Total Boxes Shipped: 

ccession Number: Centre Pointe FRC Otho, 

F,le /MFCC 

Section 
Dale 

Soi Number Nl,rnber Sub1ect Year 

110.000 Secret Service Recurring Roports 

110.040 Monthly Reports (To include SSl 1823) 

Statistics 

130. 000 Cooperations/Li~ison ~ith State & Local Govts. 

131.000 Cooperation/Liaison with Federal Agencies 

175.000 Public Relations 

116.000 Press, Radio, Television, Movies, and Videos 

176. 000 Official Appreciation/Commendation & Syinpathy 

200.030 Manpower Strength and Distr1but'icn 

200.040 Job Related Injuries cf Secret Service Empl. 

200.100 Employee Attendance and Absence 

203.061 Promotion of Special Agents 

203. 080 Temporary Assignments [To include temporary 

assigrmient replacements) 

203. 081 Temporary Assignment Evaluation (SSF 1899) 

203. 090 Reassignments 

20~.000 Pay Adfninistration 

204.030 Overtime Work 1011 Series 

204.040 Overtime Work Non-1011 Serie9 

207.000 Retirements 

303.022 I:nprest fund (Third Party Drafts) 

303.101 SS!" 1911 - Report of Oblig. Approved for the 

the Acquis~tion of Space, Alt, Equip and 

Services at Locatio~s Involving Prot Oper 

400. 030 Goverrunent Transportation Request 

400.120 Accommodation, Billing and Certification 

!Hotel/Motel Accounts) 

500.000 Procurement RequestG and Requisitions 

CN0-17 
12/09/2011 

UNITI:D STATI:S SECRET SERVICE SSF 3283 (04194) 

7 
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Sample - Assembling of Federal Records Center Carton 

ASSEMBLY INSTRUCTIONS 

STEP I Square up box on its side. 
and fold flap A mside. 

STEP 3. Uf1 flap A 10 venical position. 
then lift and fold extensions of flap B 
up against end walls of box. 

STEPS. Fold all flaps in 
(small flaps hrs1, large flaps last}. 
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STEP 2_ Fold extensions over on flap B. 
and fold to dosed posinon. 

STEP 4. Lower flap A 10 bouom of box. 
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Sample - Labeling Requirements 

ADMINISTRATIVE FILES 

Stapled Side,--------;• 

Box Number 

MFCC Code (first and last file ill box) 
Name of Operation 
Year of Campaign,-------------"'< 

100 000-120.000 

Pin.la. Coor .Ctr. 

Campaign 2000 

Section 
Date 

CN0-17 
12/09/2011 

PROTECTIVE STOP/SURVEY FILES 

Stapled Side------➔ 

Box Number 

Trip Number 

Name of Operation 
Year of Campaign-------------"'s: 
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First/last file in box 

1 of 2 
c1 .. od ,..,.,, ru .. .............. ,. ... ,., .............. .. 

Iowa Coor. Ctr. 

Campaign 2()00 
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TERMINATION PROCEDURES 

Section : CNO-18 
Dale 12/09/2011 

Termination activities will be coordinated by the Dignitary Protective Division (DPD)/Candidate Nominee 
Operations Section {CNOS) and the Administrative Operations Division {ADD) with administrative support 
teams assisting with all termination activities. 

Preparation for Termination 

Prior to the termination of operations at coordinating centers, operations offices, and residence security 
sections, DPD/CNOS will notify the Assistant Director (ADJ-Administration (ADM) and ADD to send a 
representative from ADD to support CNOS in coordinating the accountability and disposition of all equipment, 
furniture, and the return of space and facilities acquired to support the unit. 

In addition to this AOD representative, a representative from DPD/CNOS will be sent to the terminating unit to 
assist in coordinating the disposition of CNOS equipment, administrative/stop files, and vehicles. 

SSF 1911 

A separate consolidated SSF 1911, Request for Space, Alteration, Equipment, and Service at Locations 
Involving Protective Operations, is required to close out the protectee's residence. This SSF 1911 is to record 
final disposition of security modifications and devices, the owner/protectee's approval and the USSS' costs for 
the removal of security facility modifications and devices from the owner/protectee's property, whether the 
protectee rented, leased, or owned the property. The closeout SSF 1911 describes which devices are being 
removed (copy of installation invoices that lists devices can be attached), which devices are being left behind, 
what facility modifications are being reversed, and any repairs that are being effected to reverse damage 
infiicted by either installation or removal TSO and IRM are required to provide an economic analysis of all 
devices being left behind to show that it is: a) not economically feasible for the government to remove the 
devices and restore the facility {when the owner/protectee consents to the abandonment of the devices), orb) 
the value of the items being left behind and the cost of the improvements/devices that the owner/protectee 
would reimburse the government. Should facility modifications be made that will not be removed, the General 
Services Administration (GSA) must provide an appraisal of the property indicating what value the 
modifications add to the owner/protectee's property. AOD, in coordination with the Detail Leader, CNOS, 
TSD, and IRMD will initiate the appraisal with GSA. 

The SSF 1911 shall be prepared by the CNOS Detail Leader, or designated individual. The SSF 1911 is 
forwarded for approval and signatures to: {1.) the responsible Special Agent in Charge (SAIC), (2.) AD-Office 
of Protective Operations {OPO), and then (3.) AD-ADM AOD is available to assist the CNOS Detail Leader 
in the preparation of the SSF 1911 

Instructions for the preparation and processing of the SSF 1911 form can be found in the Administrative 
Manual, section AOD-08(01 ), SSF 1911, Request for Space, Alteration, Equipment, and Service at Locations 
Involving Protective Operations. Separate· SSF 1911 s should be prepared for other rentals, repairs, 
purchases, etc., associated with the protectee's owned or leased residence. These SSF 1911 s are also 
prepared by the CNOS detail leader in coordination with the AOD representatives supporting the CNOS 
protectee activities. 
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Summary Memorandum 

Upon termination of a candidate/nominee detail, the Detail Leader will prepare a summary memorandum, 
"Final Critique and Evaluation" containing the information listed below. This memorandum will be submitted 
within 30 days of the detail's termination date. The memo should include the following information: 

• Total current value of all property removed from residence and command post; 
• Costs associated with the removal of property from residence or command post; and 
• Costs associated with restoration after removal of property from residence Or command post. 

The original and attachments should be forwarded to the SAIC-DPD. DPD/CNOS will distribute copies of this 
report to the appropriate Assistant Directors. 

Dispositions 

Disposition of Accountable Property 

The inventory will be done in conjunction with the supervisor responsible for the accountable property. Any 
lost or stolen property should be reported by the accountable supervisor using procedures found in the 
Administrative Manual, section AOD-06(01 ), Lost, Stolen and Damaged Property, and AOD 06(09), Property 
Disposition The actual physical move of the property will be coordinated.by AOD unless otherwise instructed 
by DPD/CNOS, DPD/CNOS will also notify the terminating unit regarding the disposition of any protective 
equipment. 

Disposition of Vehicles 

Upon termination of protective details and coordinating centers, instructions for disposition of vehicles will be 
the responsibility of DPD/CNOS 

Disposition of Records 

The _disposition procedures for administrative files and stop files are specifically addressed in CNO-07, Detail 
Operations Guidelines and CNO-17, Management of Campaign Records. 
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Disposition of Campaign Identification 

Upon termination of a candidate detail or coordinating center, the following procedures will apply for returning 
unused identification to the DPD Credentialing Section: 

(6)(7)(E) 

Return to Candidate Nominee Operations Section 

If the detail is based in the Washington, DC area, hand deliver the suitcase containing identification, to: 

(6)(6); (6)(7)(C) 

If the detail is not based in the Washington, DC area, the suitcase containing the identification should be 
locked and sent via FedEx to: 

(6)(6); (6)(7)(C) 

NOTE: When possible, identification should be hand delivered to DPD. 
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Disposition of Protective Equipment 

Protective equipment will be turned into the DPD/CNOS Equipment Section or relocated to another detail or 
coordinating center as directed by a DPD/CNOS representative designated to assist in the termination 
process. 

Details Based in Washington, DC 

(b)(6); (b)(7)(C) 

Details Based Outside Washington, DC 

· The on-site AOD representative will make the necessary arrangements for shipment of protective equipment 
to: 

(b)(6); (b)(7)(C) 

Disposition of Technical Equipment 

• Coordinating Centers - The TSD coordinator will be responsible for removing and returning this 
equipment to TSD. 

• Detail Operations - TSD Operations Section will assign personnel to remove locks and alarms. 
Where appropriate, form SSF 1911 will be utilized for all repair work to be performed to a protectee's · 
resid"mce. 

Disposition of Communication Equipment 

IRM will supervise the removal and disposition of all radios and other related communications equipment. IRM 
will also terminate telephone services. 
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Disposition of Weapons 

Upon termination of a candidate detail, the following steps are to be followed with regard to the disposition of 
weapons assigned to that detail: 

(b)(7)(E) 

Disposition of Office Supplies 

• Controlled Items - Controlled or accountable items will be returned by the responsible CNOS 
representative conducting the inventory at the time of termination. 

• General Supplies - Surplus office supplies will be handled by the responsible CNOS representative. 

Disposition of Office Furniture 

Prior to termination of operations at coordinating centers, detail operations, or residence security details, an 
inventory of accountable property will be conducted by a representative of DPD/CNOS and AOD in conjunction 
with the supervisor who is responsible for the items. All discrepancies if appropriate, signed by the 
DPD/CNOS and AOD representative will serve as the release of custody form. 

All drawers of safes will be cleared by the appropriate representative of all material and left open. The TSO 
representative will ensure that the combination is reset to the factory setting. AOD will coordinate the physical 
move of furniture, etc. 

Disposition of Office Equipment 

Prior to termination, an inventory of office equipment will be conducted by the DPD/CNOS and AOD 
representatives to ensure that all office equipment is present. Disposition of this equipment will be directed by 
the DPD/CNOS represen·tative. 
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Change of Mailing Address 

Correspondence that is prepared and dispatched from coordinating centers, detail operations centers, and 
residence security details during the last week of the operation Uust prior to deactivation) should use the return 
address listed below: 

(b)(6) ; (b)(7)(C) 

In addition, coordinating centers, detail operations offices, and residence security details, which obtained a 
post office box for their use, should file a change of address card, using the above noted address for mail 
forwarding purposes. Mail received at the USSS AOD Mail Communications Center (AOD/MCC) will be 
processed and forwarded to the CNOS for further disposition. 
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(Refer to the Protective Operations Manual, section OPO-11, Support.) 

Candidate/Nominee Staff Advance Office 

Section : CN0-19 
Date 12/09/2011 

· Each candidate/nominee's staff advance office is responsible for coordinating the advance preparations for all 
travel of the protectee with the Candidate Nominee Operations Section (CNOS) operations. The staff 
advance office will assign the appropriate staff advance personnel and coordinate the staff support units. 

USSS Support 

Field Office 

Field offices will provide the major source of support for the campaign. Staffing resources will be required for 
the candidate/nominee details, coordinating centers, advance teams, and post-standing assignments ICb)(7)( I 

teams). Field office equipment will be used when possible (i.e., vehicles, command post, etc). 

Protective Intelligence and Assessment Division 

(b)(7)(E) 

Technical Security Division 

(b)(7)(E) 
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Mail Screening 

(b)(7)(E) 

Military Support 

All military support requests should be made through the CNOS or the appropriate coordinating center. 

Department of Defense 

'LI _________________ (b_)-(7)_(E_) ----------------~ 

Explosive Ordnance Disposal (EOD) Teams 

(b)(7)(E) 

Other Federal Agencies 

As in previous presidential campaign cycles, USSS special agent staffing may be su lemented by Federal 
Special gents (FSAs) from other Federal agencies, who may be utilized for (b)(7)(E) nd residence 
security. All FSAs utilized will have received eight hours of orientation. (Refer to • , ederal Special 
Agents (FSAs), for additional information). · 

State and City Government Agencies 

Police, fire, and ambulance services of the local jurisdiction should be used whenever feasible to support 
candidate/nominee details. · · 
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