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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

Date: August 5, 2022

File Number: 20200688

Dear Requester:

This is the final response to your Freedom of Information 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.governmentattic.org/35docs/USSS2008PresCampOpGuid_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)(1) and Department of Justice guidance, exemptions under
FOIA Statute Title S 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)

[ 1) (D) [ 10)(2) [ 1(b)(3) Statute:
[ 1)@ [ 1G)(O) [X]()(6) [ 10) () (A) [ 106) (M) (B)
X1O)MOL TG D  X]OME) [ 10)7)(F) [ 10)(®)

The following checked item(s) also apply to your request:
[ X ]Fees: Inthe 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 of Information 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,

: =
Kevin L. Tyrrell
Freedom of Information Act Officer
Office of Intergovernmental and Legislative Affairs

Enclosure:
FOIA and Privacy Act Exemption List



UNITED STATES GOVERNMENT

memorandum

pate:  January 8, 1996
T~ RmEm¥T0  AD - Protective Operations
U. §. Secret Service
sumecT: 1996 Campaign Operational Guide 105.010
vo:  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).
SAIC'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.
B Enclosed you will find the following for your 1996 Campaign Operational Guide.
*Binder
*Contents
*Tabs
*Photo of 1996 Campaign Identification
*1996 Directives Checklist
_ The color photo of the Campaign Identification is to be inserted behind page 3 of section CNP-
13.
Revistons 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.
OFTIONAL FORM NO, 10
*U.5. Government Printing OMos: 1901 — 212.071/40242 (Gnl'.::FF“-:R) (4L CPFN) 101-11 .8

B010-114




Questions on this package should be addressed to the Policy Analysis and Records Systems
Branch, Management and Organization Division[©X©): ®)X7)C) |Questions on the content of
the manual should be directed to the Candidate Nominee Protective Division (CNPD) [)X6): &)X(C)

|(b)(5):. ®(TC)

Attachment

(b)(6): (B)(T)(C)

AD - Protective Operations



| 1996 Campaign
'Operational Guide

ment of the Treasury
United States Secret Service




United States Secret Service
Directives System
Manuat : 1996 Campaign Operational Guide Saction : TOC
RO 't CNPD Date : 01/08/96

1996 Campaign Operational Guide
Table of Contents
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United States Secret Service
Directives System

Manual : 1996 Campaign Operational Gulde Section : CNP-1
RO : CNPD Date : 01/08/96

1996
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 direction of CNPD.

Location: Phone/FTS§;[®)6): ®)X7XC)

(B)(6); (b)(7X(C)

ilin s _F_El(b}(é.h ®TNC) j

Same as Above

Direct Line
Name Tile A/C (202)  Residence No,

(®)6): ®X7XC) (®X6): ®XTXC) (BX6): BXTXC)
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Coordinating Centers

1. CNP NP
(b)(6): (b)(THC)
Location:
Phone:
Open: At direction of CNPD
Closed: At direction of CNPD
Area: USA (Except areas covered by coordinating centers during specific time periods.)
Operational

Rasponsibility: Detail tssues/Reskience Security

2. int tion nt

Location: (b)(6): (bXTHC)

Phona:

Open:
Closed:
Area:

Operational
Ralpomibillm

3 | inati nter (1

Location: [b)6): ®XTNO)

Phone:

Open: At direction of CNPD
Closed: At direction of CNPD
Area; lowa
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4. New England Coordinating Center (NECC)

Location: [b)(6): (BXTHC)

Phone:

Open: At direction of CNFD
Closed: At direction of CNPD
Area: New Hampshire, Maine



United Statss Secret Service
Directtves System

Manual : 1998 Campalgn Operational Gulde Section : CNP-2
RC : CNPD Date : 01/08/96

ADVANCES - GENERAL INFORMATION

{Reter to OPO-3 of the Protective Operations Manual)

Mission

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

Advance

After determining that a host field office cannot provide the advance the JoInt Operations Center or
the appropriate Coordinating Center (CC) will assign[>O® lipon confirmation of the
Lprcu:uosed vist. The district SAIC is encouraged to assign a loca! agert as lead advancs, if resources permit.
(0)(T)(E)
[LXDE) Jusually available, these functions must be apsorbed), 7 ¢ | |
eo® [7,(One member of the is assigned as the[o(®)

A g A PR PR WP L TR T WY

(BXTHE)

(B)THE)
Agent
There will [XDE) |assigned to CNPD advances. This is the responsibility
of thefe,N® |
(b)(T)(E)

(BXTHE)




Manual : 1996 Campaign Operational Guide
RO : CTNPD

Technical Security Division

Section : CNP-2

Date

: D1/08/96

(bXTIE)

Counter Assault

(bXTIE)

USSS/Uniformed Division

Countersniper

(b)(THE)

Magnetometer Advance

(BXTXE)

Detail Operations Responsibilities

(b)(THE)
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Origin of Advance

Notifications

(BXTHE)

Assignment of the Advance

(b)TXE)

Pre-Advance
{Refer to OPO-5 of the Protective Operations Manual}

BMNE)

Advance Procedures

(Refer to OPO-6 of the Protective Operations Manual)

Preliminary Coordination

Prior to any “on-site" advance work, the Lead Advance Agent Is required to make certain contacts as
outlined in OPO-6, Advance Procedures, of the Protective Operations Manual.
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Subsequent Coordination

Subsequent coordination In OPO-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 responsibie for coordinating
decisions retating to security. Upon arrival, the Lead Advance Agent routinely contacts the SAIC, or her /her
designee, in order to discuss schedule changes, police meetings, intelligence concerns, support requests,
and any other pertinent information regarding the visit. (refer to OPO-13)

The SAIC shoukd proviie the date, time, and location of the initlal police meeting, as well as identifying 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 tinerary. A Staff Advance may consist of several
members, each with his/her own area of responsibiiity. The Staff Lead Advance will act as the counterpart
to the USSS Lead Advance Agent, and coordinate the activities of the Staff Advance[®()(] in order to ensure
positive Interactlon.

It is incumbent upon the USSS Lead Advance Agent to contact his/her staﬂ 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

(BXTXE)
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Staff - USSS Meetings

(BXTHE)

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

®BNE)

Site Security Survey

BUDE)
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(BXTHE)

Equipment/Support Requests

The Lead Advance Agent will coordinate all equipment, manpower, and other operational 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 locations, as well as proposed scheduling, wilt be submitted at this time.

Preliminary Survey

The Lead Advance must submit a Preliminary Survey Report, if possible, 24 hours prior to the vist. It should
be disseminated to the Detail Ops and the traveling detail via the USSS Network, official message and/or
tacsimile machine, prior to the visit {refer to OPO-16 and OPO-17 of the Protective Operations Manual).

Note: The ID shuation report will be part of the preliminary survey for Campalgn '96. The preliminary survey
will be sent via unofficial mall to the lead advance agent of the city from which the detall Is departing.
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Agent Briefings

General Briefing

(BXTHE)

Site Briefing

(b)(T)E)

CNPD Press Agent

If a CNPD Press Agent s utilized to travel with a press pool, and time permits, 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 OPO-12 of the Protective Operations Manual and CNP-13 and CNP-14 of this manual}.
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Supervisor Briefings

CNPD Detail Leader or Assistant Detall Leader

(BXTHE)

CNPD Shift Leader

The Shift Leader will be briefed by the Lead Advance and/or Site Agent upon arrival at the first site. The
Detall Leader remains responsibie for briefing the respective Shift Leader(s) on any issue(s) which could
have a significant impact on the detal.

Shooting Incidents

(®B)TE)

Foreign Advance

(BXTHE)
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Preliminary Coordination

Operations Office Responsibility
(refer to OPQO-3 of the Protective Operations Manual)

B(NE)

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

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

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

(®BXTHE)

Advance Briefings

Internal Briefing

The CNPD pre-advance supervisor will brief the Detail Leader upon completion of the pre-advancae 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
Division representative provides background information and a briefing on the intelligence climate of each
country to be visited.
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Subsequent Coordination

SAIC of District

Cantact with the district SAIC, or his designee, Is essential upon arrival In country. The SAIC, or designee,
will routinely attend any pollce meetings, in conjunction with the gem. Fleld office
representation is extremely important on foreign, as well as domestic aavarces.

U.S. Embassy

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

(bYTHE) Agent

The [P(®) is responsible for contacting the appropriate State Department personnel, normally the
Adminlstrative Control Officer (ACO), regarding requests for equipment, lodging, transportation, etc. The
i A i Ib s - bl

I ! : 7 : : I Fi 1l
(b)TXE)

(®B)THE)

10



Manual : 1998 Campaign Operational Guide Section : CNP-2
RO : CNPD Date : 01/08/96

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

10. Compile 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 Flles

The Lead Advance Agent will coordinate with the ID Advance Agent in establishing the general and
intelligence reading flles located in the Embassy. The Lead Advance Agent is responsible for reviewing
these files dally, and remaining current on all teletypes to/from the Embassy conceming the visit.

Site Security

CNPD 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 OPO-§).

1




United States Secrst Setvice

Directives System
Section : CNP-2

Manual : 1996 Campalgn Operational Guide
Date : 01/08/96

RO : CNPD

COMMUNICATIONS

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

The Voice Programs Branch of the Information Resources Management Division {IRMD) will provide radio,
telephone, and facsimile support for CNPD protective visits. To faciltate this support, the service will be
assistad by Communications Management Corttrol Activity (CMCA) teams.

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

Radio Communications

(BXTHE)

Telephone Communications

if adequate notice Is given (normally 24 hours), IRMD will provide telephone support for the following:

®BXTHE)
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(BXTHE)

Command Post (CP)

(BXTHE)

The Lead Advance Agent is responsible for ensuring that the following has been compieted: appropriate
communications equipment has been instalied and is operational; the CP is propetly equipped for the visit;
all pertinent surveys, post assignments, etc. are present as outlined in OPO-10 of the Protective Operatlons
Manual: appropriate USSS staffing is avakable to handle the volume of radio/telephones traffic; and that CP
agents are adequately briefed.

Operation

(BXTHE)

Command Post Requirements

(BXTHE)
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®BMNE)

Radio Equipment

JRMD 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 (MB) telephones, and one
facsimlle line.

Administrative Requirements

[b)(THE)

- ftion to the administrative requirements outlined in OPO-10, any Site Surveys completed for the
®XE) as well as any contingency plans.|(b)(?)(E) |

(BNTIE)
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Emergency Action Requirements

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

The CP should also have the following emergency equipment {most of which is camried by the Detall's
Equipment Coordinator): Emergency lights (fashiights, etc.); Victim Rescue Units (VRU's); emergency
medical kit (FAT) with defibrillator; and any other equipment deemed appropriate for the safety/security of
the protectee.

Security Room

BXTHE)
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Manual : 1996 Campaign Operational Gulde Ssction : CNP-4
RO : CNPD : Date : 01/08/96

REPORTS UTILIZED DURING CAMPAIGN
1996

In addition to the reguiarly required reports from individuals, the following reports will be utilized during the
Campaign. These are listed by responsible person or operations center. This list Is not all inclusive. Itis
a sampling of the most frequently used forms. The specific Secret Service Manual {i.e., Admin, QPO, etc.)
should always be consulted for detailed instructions.

Supervisors

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

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

Detail Operations and Coordinating Centers

1. SSF 2040, Requisition for 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. SS5F 1911, Requests for Space Aherations, Equipment and Service at Locatlons Involving
Protactive Operations.

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

5. S5F 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 Issulng
accountable property.

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

8. SSF 1838, Message Number Log. To be maintained by each office having an official message printer.
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9. Identification Usage Control Log (No Form Number). This form will be provided with the identification
package supplied by DPD Idertification Section.

10. CNPD Cost Tracking Sheet (No Form Number). Each USSS employee will complete and forward to
Detall Ops at the end of rotation.

11. CNPD Cost Tracking - Detall Summary Shest (No Form Number). Detall Ops will summarize
individual sheets and forward summary shaets to CNPD within 24 hours of end of rotation.

Field Offl_ces

1. SS5F 3047, Preliminary Survey Report.

2. SSF 1983, Candidate Nominee Final Survey Report.
3. SSF 1961, Record of Name Searches.

4. SSF 1779A, Authorization to Secure Lodging.

5. SSF 1799B, Hotel Bill Certification

6. Identitication Usage Control Log (No Form Number).




United States Secret Service
Directives System

Manual : 1996 Campalgn Operational Gulde Section : CHP-5
RO  : CHNPD Date : D1708/96

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 diviston. The SAIC/Division Chlet of each field office or division will be responsible
for signing the T&A records for his/her personnel assigned to the Candidate Nominee Protective Division
(CNPD) based on the information transmitted via official message from CNPD and field offices.

The CNPD supervising unit will ensure the work schedule information for each employee is transmitted via
official message to the appropriate fleld office or division prior to 12:01 a.m. 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 office(s) on the following Monday via an amended official message.

Although the T&A cards In all cases will utimately 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 untt.

po® | [P0® |©2® | Coordinator
The [ |[©XDE) | Coordinator within a Coordinating Center, in the Jolnt Operations Center,

or the local field office will be responslible for transmitting via official message the work schedule information

of each Secret Service Agent assigned to a or an Advance [LOE][®XDE)

(®BXTHE)

(®B)TE)

Candidate Detail (Operations, Traveling Detail, Residence Security)

The operations section will be responsible for transmitting via official message the work schedule information

of each employee to his/her office of permanent assignment [XDE

(BXTHE)
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Coordinating Centers and Convention Coordinating Centers

The Deputy Coordinator will ba responsible for transmitting via official message the work schedule
information of each empioyee to his/her office of permanent assignment|[©XDE) |

(BXTHE)

The Coordinator or Deputy Coordinator will also verify and sign the SSF 1852 for all personnel assigned 10
the coardinating centers during each pay period, inciuding advance members. Advance 1852's
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

(BXTHE)

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

Treasury Agents
(b THE)
e Members
®BNE
(bYNE)
Security
®(TNE)
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(b)TXE)

Local Treasury Agent Support

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

(BXTHE)

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

The pink copy will be reviewed for accuracy.
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TREASURY AGENTS (TA’S)

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

The U.S. Secret Service utilizes Speclal Agents from other Treasury Department Bureaus to perform certain
protective related duties.

(®BXTHE)
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Administrative Guidelines/Requirements

Purpose

These instructions provide gukdelines and establish processing procedures relating 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 assisting the Secret Service during the 1996
Presidentlal Campalgn.

Travel

Travel Advances

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

Airline Travel

The U.S. Secret Service will be responsible for issuing airfine tickets to Treasury Agents for transportation
to, from and between assignments. Treasury Agents have been instructed to contact the local Secret
Service office to obtain thelr ticket elther through teleticketing or prepaid to the airine. 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 & non-Secret Service Government Transportation
Request (GTR) is not allowed. A Treasury Agent, in an emergency situation, may use his/her officlal
Government American Express Travel Credht Card to purchase transportation. This should only be used as
a last resort.

when a Treasury Agent uses his/her Credit Card to purchase transportation, they will claim 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 explaining the emergency
circumstances. A copy of this memorandum and ticket will be forward to the Financial Management Divislon
in order to reconclle the monthly bliling statements from that Treasury Bureau.
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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
Leader or Residence Security 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 fumish documentation from the airline carrier or
SATO as evidence of unfumished services.

Premium Class Air Fare

in accordance with Federal Travel Regulations (FTR), regular economy coach accommodations shall be
used for all modes of commerclal transportation when feasible. Use of premium class accommodations Is
prohibited. In accordance with the Federal Travel Regulations, premium class of alr travel inciudes first class
service as well as intermediate air service (Le., business, clipper, etc.)

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

NOTE: If premium-class accommodations are uthized, 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 clty-pairs and contract
air carriers are listed in the Federal Alr Service and Travel Directory (which is avallable in your office).

®)TNE)
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(b)TNE)

Rental Vehicles

Contracting rental vehicles for campaign purposes ls restricted to authorized Secret Service personnel. See
Section CNP-8 of this manual. CNPD must be contacted when the need for a rental vehicie is established.
CNPD will provide the requestor with a log number which the requestor will provide to SATO when ordering
the actual rental vehicles.

Privately Owned Vehicles (POV’s)

Authorization to use privately owned conveyances, In lieu of Govermment or commerclal transportation, 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 wiil
be based upon a determination that the use of the POV s advantageous to the government, taking into
consideration the availability/desirabllity of government transportation (cost comparison).

Travelers wil document the use of POV(s) on a cost comparison breakdown when a POV Is used. The
breakdown should be compieted on a plece of piain bond paper and attached to the Travel Voucher.
Reimbursement for parking, ferry, bridge, road, and tunnel fees are allowed In addition to the mileage
allowance. Relmbursement 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 taxd fare.

Requests for reimbursement for POV usage are made on the travel voucher. Total reimbursement Is limited
to the cost of appropriate commeon carrier transportation, including per diem by that method of
transportation (ctalms should therefore not exceed these amounts).
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Government Owned Vehicles - Gasoline Purchases

Replenishment of gasoline used in Treasury officlal 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
Setvice. Receipts must be attached to the travel voucher along with the number of miles driven for which
reimbursement Is claimed.

Hotel Accommodations

Hotel arrangements for all personnel on protective detalls will normally be made by a Secret Service
advance agent. The advance agent wiil arrange for the total bill to be sent directly to the U.S. Secret
Service. Upon departure from a hotel the traveler will sign his/her folio verifying 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 pald in cash and recelpts submiltted as an attachment to your
travel voucher,

When lodging expenses are paid by the traveler, a copy of the hotel bl stamped "paid® must be submitted
along with the travel worksheet.

Submission of Travel Worksheets

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

Any in town per diem claims for Treasury Agent support will be submitted to and authorized by the local
USSS SAIC. The Field Office will forward these clalms directly to the Financlal Management Division for
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 resulted in adjusting the maximum lodging amounts
in certain localities and adds two new additional meal and incidental expenses (M&IE) rates of $30 and $38
for certaln per diem locallties resutting 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.
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The previous Secret Service practice of providing an enhanced M&IE rate for travel related to protection s
discontinued. (NOTE: This change does not affect the authority for direct bllling of hotel lodging costs in
conjunction with protective assignments.) This change is effective for all travei on or after March 12, 1993.

1} Per diem at post of duty (POD) - Per Diem can be paid at the empioyee's regutar post of duty under
specified conditions, however, It must be approved by the Secret Service SAIC, DSAIC or ASAIC of
that district. You may only be eligible for reimbursement of per diem at POD during the actual day
or days of the visit 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 (SDT) - Travel must be away from an employes’s POD and be In excess of 10 hours
to be eligible for per diem. If muitiple locatlons are involved, the rate of reimbursement will be based
on the rate for the locale with the highest rate where officlal duty was performed.

3) 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.

4} Receipts - Long distance telephone and lodging recelpts are required regardless of amount. Recelpts
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 Federa! Travel Reguiations.

Per Diem Rates - Foreign

(bXTXE)

Time and Attendance (T&A) Reporting

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

After signing and approving the T&A, the supervisor will return 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.
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Assignment Supervisor

(b THE)

In the event Treasury Agents are assigned to "ocal post standing” duties which involve missions in different
locations, 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 will be submitted to the Secret
Service Field Office in which the assignment took place. After approval by the local Secret Service
SAIC/RAIC, the original and one copy will be retumed to the Treasury Agent. The pink copy of the SSF
1852 will be submitted by the SAIC to FMD for disposition. When possible it wil be retumed after the
assignment terminates. if not, it will be malied to the Treasury Agent's POD. In the case of assignments in
Washington, D.C., SSF 1852 forms should be sent to the Washington Field Office, Suite 1000, 1050
Connecticut Avenue, N.W., Washington, D.C., 20036-5305 (Attn: Protection Squad).

In most Instances, the approving supervisor will provide the proper overtime authorization number in the
*Remarks” section of the SSF 1852. In the event this number |s omitted, the proper number to be used is
as follows:

1. Presidential Protection ADPO (PPD) [
2. Vice Presidential Protection ADPQ (VPD)
3. Dignitary Protection ADPO (DPD)
4. Candidate Nominee Protective Division ADPO (CNP)

{Note: In the above authorization number, the appropriate fiscal year '96 or '87 should be used.)

It is important that the appropriate financial code be included on the SSF 1852 and all columns are
completed to refiect totals 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 1852 in accordance with the Secret Service guidelines.

Financial Codes

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

Request for Authorization or Approvel
of Premium Class Alr Accommodations

1. Office: Protective Operations

2. Traveler's Name: |(b)(6); (bX7)C) |
Titie or Position: Spsocial Agent
Division or Field Offics: Claveland

3. Ongin snd Destination or Segmenms for Which Premium Class
Accommodations are Requested, period of trevel. time and daw of flight
Clsveland to Kansaw City 5/15/90 - 5/25/96 -flight on 5/15/90 at 7:00 a.m.

4, Additionsl Cost 10 the Government for Such Premium Clisss Over Next Luwer
Class Balow Premium Clasa:

§30.00

5. Circumswnoces Justilying Uss of Premium Cless Accommodatons:

{Provide # description of the circumstances under the regularions justfying use
of premium cless sccommodations. Also, provide 8 complete and detaiied
sxplanation as to why less than premium cless accommodations cowd not be
used. the axtenusting circumastances as 10 why an earler or subsequent Right
could not be taken mciuding date and time of the next sveigble “less than
premium class” sccommodations betore or after the proposed flight to be
used. Provide all the ramificstions if suthorization, or approvel is not granted.)

No seats available in less than premium oclass to get ms to
Kansas City in time to stand post for wisiting dignitary.

Tha next available flight iz at 8:30 a.m. which would not gat
ma to my post in time. The previous flight was at 10:30 p.m.
the previoua svening. The ocet of per diem and additional
hotel costz exosade the differencs bstwesn premium class and
the next lowar class of airfare,

8. Nama of Carrier, If Forsign:
7. Authorizstion: _ASSISTAXT DIRECTOR OR CHIEF COUNSEL

Deote

USITED SRS SACIT S8l % I e
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Sample SSF 3200t - Travel Voucher Worksheet - In Town Per Diem
(FRONT)
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?Ba‘r\ngg SSF 3200! - Travel Voucher Worksheet - In Town Per Diem

INSTRUCTIONS FOR COMPLETING THE SSF 3200i - IN TOWN PER DIEM

1. SSN: Erwr empioves’s sociel secwusity numbaer [SEN). Empiayes’s wravel information in now besed on SN
identhcation. AN mquiries mamt cite this ideniifier. (Gee the Privecy Aot stement on the front of this form.)

2. HNuwma: Eno laet, firet snd micddie mitiel

3s. Reaponeibilcy Covinr: Emtar smployes’s designated oifios of eoord. Use the accounting responsibility osmier [AC)
oode found on the SSF 1969 - Trevel Card.

3b. Workvheut No: Enter the seguentisl numiber of the worksiwet. in arder 1o sid the srmployes I mainisining sonirol of
workshest sulsmissions. it is now required Thit The employee sequentialy number each workshast sutymitied., Thie
number should reflect the fiscsl yesr snd sequemiisi number beginning from one e.g. 82-1, 15t warkahest submined in
FY 92, wnd 92-2, 2nd workahest subminad in FY 32} These numbers will be reflectied on the sompleted computer
penerrted wovel voucher returhad 1B the weveler by AV,

4, Authotization No. & Dets: For temasnny duty. ety the spproprists Consolidated Treve! Authorizstion [CTA) numbee
and daw of mewence {e.g. CTA 82-2, 171782},

Mailing Addrass:  Entar your offios mafling address.

City/Strts (POD):  Enter the pity and s at which per diem is claimed.
7. Estimuted Amount of Waerirhaet Baved on your celculonons grve an sstimats of the amount of your claim.
a w.l\fﬂe List projece ooade(s) 40 well as the amval dats and fime and depertury datw and Srme for thw

e OF pr wet. The yimes listed sheuld be one {1] hour balers W Droteciss arrives (wheels down)
Wm(uhmmmomhmnmlmuﬂ.

0. Ptotactive Asslgnmant: Enwr the dete and $me you begen yout p CHive axRi 't s wall 29 the daw and time
your prowctive sssignmaent ended {for per diem purpoms only).  The time should be contimuaus. Thers should be o
bruaks hor iMveaspatve o7 sdminaTItive work and Aing tirne sheuld not be inoluded.

10. Ramuained Ovemnight {RONE CThecik the appropriste block indiceling whether you remained ovemight and incurred
hote] charges. indictw the number of nigivis you meumed cherget: and the prowctse whoss assionment requited the
owarmwg ht stay, Also indicate the name and yite of the ASAIC/RAIC of sbove whe withorized you 1o remein pvemight
NOTE: Thie block should be compienwd wwen thaugh hotel chargea may be direct billed.

11. Other Expansea: Entsr sny itsrrw not included in the per tiam allowanod and emize by smount snd dase of
ncurenos (0.9 tcab ferss, officiel business wiephone calle, hotel cherges i paid by employes, wic.)

12. Detail Assignment: Chack ¥he spproprisw bax indicating your sssignmaent while on the protecive detail. Refer 1o the
Prowctive Operations Menual, Section OPO-3, for sddriionsl informasion.

13. Mmﬂdcunmu Ewmmmmmbhmdwmnmmmhmnmm
bursement 4.9-. schaduled srivael versus sowel smval.

14. Travelwr Sign Hera: Only the grigingl sipnature of the empioyes will ba ptad by FMD.

16. Approving OMiciak  Only the original signewre of the suthorized officer (ASAIC/RAIC of shove) whe har knowisdge of
the ivdown s mgnment will bes soospied by FMD. Only ASAIC's/MAX's or shove may approve S5F 32001, In Town Par
Diarm warksheats. Resident Agents-n-Charps (AAICS) workshests will be approved by Specisl Agentain-Chargs
{SAIC"s) of their respective Fisld Difioss. SAIC' and Division Chists worksheets will be approved by the appregrisw
Aspiztant Dirwnctor (AD) in Headguarters,

|

1
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Sample SSF 3200A - Travel Voucher Worksheet - Attachment (FRONT)

e —————

—

Travel Voucher Worksheet — Attachment
s T o TR R
123 - 4% -~ 5789 I EE[ l'b)(ﬁ]: bUTHC) 1

4 NAME — = WORLLHLIT MO
mutltall(b)(@:fb}k-’}m) | 97 = 1

b iTINERARY

0N ' - e
QaTE eIy ST ¢ MOTEL | GPOCIST , PRSUECTCOzE

175791

176791

117791

IYLEE 2

179791

_'_1/10!91
Flf’ilf?l ]

L/12/91

1713791

L/1a/91

(B(E): (BbXTHC)
1/1579]

1/16/91
117491

1718791

1/19/91

1/20/91

/219l

/22191

1723791

1724491

1725791

1/26/81

(B)(6): (bXTNC)

E : P yes.n TORLLOST 3 | 453,00

WeTID SIATES BRCAET BEPwCY
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Sample SSF 3200A - Travel Voucher Worksheet - Attachment (BACK)
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DETAIL OPERATIONS GUIDELINES

General

The following gukielines are provided for Candidate/Nominee Detak Operations. Questions regarding
additional procedures or specific problems should be directed to Candidate Nominee Protective Division

(CNPD).

Assignment of Protective Stop/Survey Numbers

(bXTNE)

®XTNE)

Monthly Reporting Procedure

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

Detailed Itinerary

The detailed ltinerary showing the next day's schedule for the candidate with stop/site numbers and
telephone numbers should be prepared (by the detail operations office} from the schedule Information stored
in the computer. This itinerary must reach the Joint Operations Center dally by 10 p.m. EST. Information
copies of this ftinerary should be directed to ID, TSD, AD-PO, AD-INV, the appropriate coordinating centers
and affected field offices/resident offices/resident agencies.

1
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Any information pertaining 1o a stop/ste shoud be entered into the computer when received. This will allow
CNPD, AD-Protective Operations, and AD-investigations to make more timely decisions regarding manpower
utilization.

Operations Office Staffing

Each Detaii Operations Office will be staffed with:

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

(BXTXE)

Projected Itinerary

[ o the Joint Operations Center
each week by the detall operations office no later than 8:30 a.m. EST on Friday, with information coples to
AD-Protective Operations, AD-Investigations, TSD, |D, IRMD, the appropriate coordinating centers and
affected field /resident offices/resident agencies.

It should provide information regarding the [2)E) |
for the next week, Sunday through Saturday, and should be prepared from Information regarding the
Fb)(?)(E} |previous!y entered into AMPS or via the CNPD LAN by detail operations.

PO lshoutd ﬁnmmmmmmm&\
the same distribution. A signfficant change Is defined(>®

|u:b)(?)(£) |

Rotation Plan

®TIE)
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Emergency Purchases

In cases of emergency where immediate purchases are necessary, CNPD should be notified via phone of
the pertinent information. CNPD will then follow the procedures outlined in the Administrative Manual to

complete the purchasa.

In emergency shtuations after regular duty hours, detall operations must be able to articulate the justification
of the purchase and advise CNPD immediately on the next working day. CNPD will obtain an emergency
purchase order number and provide it to the detail operations. Detall 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 detall wiil be charged separately for assigned accountabie property. The Detall Supervisor In Charge
will be the accountable property officer. It Is required at the end of each detall rotation, that ali property be
inventoried and accoumted for by the Detal Leader. (Refer to Admin. Manual, Section AOD-3, Property

Charged to Offices.)

CNPD Leased Vehicles

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

®XTHE)

Automobile Accident Requirements and Notification

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

Section : CNP-7

Date

: 01/08/96

(BXTHE)

Use of Candidate Facilities

®TIE)
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(BXTHE)

Hotel Bills

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 CNP-6 of this manual).

Hours of Operation

Fo)(?}(E)

OE | Addltional hours of office operafion are authorized based on opamJ
needs as determined by the Detall Leader and Operations Supervisor in consuitation with CNPD.

All Qperations offices will be supplied with one (1) telephone answering machine or voice mall, and one (1)
pager. At the close of business each day the answering machine or voice mail wil be activated to recelve
non-emergency caller information. The telephone number of the pager will be identified on the answering
machine outgoing message for "emergency calis which require immediate attention.” Either the Operations
Supervisor or Operations Agents will maintain the pager in his/her possession to receive emergency
notifications during any period the office Is closed for business.
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COORDINATING CENTERS GUIDELINES

Coordinating Center Operations Staffing

Each Coordinating Center Operations will be staffed with:

(BXTHE)

(BXTHE)

Most personnel will follow an "A” and “B" rotation system with the exception of the CC Coonrdinator.
A duty response SA shouid be assigned for after business hours coverage. Telephone answering machines
and pagers will be issued to each coordinating center for this purpose.

As specific questions of procedure or policy arise, CNPD shoudd be contacted.
Listed betow are some of the requirements and procedures for the coordinating centers during the 1996

Campaign. This list is not all inclusive. It is intended to highlight those procedures which are not normatly
Included in the dally activities of an operations center.
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Rental Vehicles

All rental vehicles must be approved by CNPD or AD-PO. Prior to conskiering the use of rental vehicles,
every effort should be made to utiize existing CNPD leased vehicles and United States Secret Service

owned vehicles.

When the need for a rental vehicie has been established, CNPD wil be contacted for an authorization
number. CNPD will Issue an authorization number. The requesting coordinating center operations special
agent will make the rental arrangements through SATO Travel.

The Field Office advance agent/CNPD advance leader or thelr representatives will pick
up the vehicle(s). No credit cards will be used in this transaction. The rental agent wil give one copy of
the rental agreement to the advance leader. This copy serves as the vehicle registration
and should be retained in the vehicle untk the vehicle is retumed. This copy will then be sent to CNPD who
will forward It to Financial Management Division.

The Collision Damage Waiver (CDW) on the rental agreement "shouid not” be accepted.
The agent picking up the vehicle must place the appropriate RC and project codes on the rental agreement.
The advance leader is responsible for prompt notification to the affected coordinating

center or CNFD In the event of canceillation of the rental to avold being charged for vehicles not used. The
affected coordinating center will notify SATO Travel who will cancel the reservation.

It is the responsibliity of the advance [©X)E) |[2x7] leader to inspect vehicies for damage and ensure
proper return of vehicles to the rental agency. Call the affected coordinating center or CNPD upon retumning
a vehicle and provide the rental agreement number, date and time of return, and the actual or estimated cost
for each vehicle.

b)(7)E)

CNPD Vehicles

CNPD leased vehicles are assigned to the coordinating centers and are accountabie by the supervisor. All
equipment issued with the vehicles is the responsibility of the Coordinator. Any questions regarding
maintenance, repalrs, and use should be directed to CNPD J©)6): ®)7)C)

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 will be notffied via phone with
the pertinent information. CNPD will then follow the procedures outlined in the Administrative Manual to
complete the purchase.

In emergency purchase situations after regular duty hours, the coordinating center must be able to articulate
the justification of the purchase and advise CNPD immediately on the next working day. CNPD will obtain
the emergency purchase order number, and provide It to the coordinating center, who must compiete 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 guidelines, property that Is Issued to the Coordinating Centars will be the
responsibiity of the Coordinator.

Hotel Bills

Whenever the coordinating center needs to obtaln hotel rooms, the standard bllling procedures outlined In
the OPO Manual will apply. See section, CNP-6 of this manual, for reference.

(b)THE) |(b)(?}(E) | U S ag e

(BTIE)

Treasury Agent Usage (Other Than "® | Teams)

BITIE)
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DETAIL GUIDELINES

The following guldellines are provided In an attempt to standardize some basic detall operations as detalls
travel from district to district. In addition, each detall will submit to CNPD any other requirements they deem
necessary for a smooth and efficient operation.

Traveling Detail Staffing

Candidate Detalls will normally be aligned as follows:

(b)THE)

(BXTHE)
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(BXTHE)

(BITHE)

CeE) | [That should be determined
by the SAIC of the local office and the local police based on the size of the motorcade, type of route, time
of day, etc..

Unless local situations dictate otherwise, [P
LNE) ' = | However, final determination Ties mh—mTl

local fleld office SAIC In accordance with 1he |

o Wil be made to the Joint
Operations Center by the Detall Leader.[©))E®) = —

along with the logistics and avallability.

Residence Security Guidelines

BXTIE)
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BMNE)

Aircraft Seating Guidelines

BMNE)
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BXTIE)

Advances

Inquiries concerning ttineraries, 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 with the
carxlidate's national staff headquarters.

®B(NE)

(BXTHE)
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EQUIPMENT COORDINATOR
GUIDELINES

(BXTHE)

(®BXTHE)

(BXTHE)

BINE)

(BXTHE)
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BITHE)

®BMNE)

(®BXTHE)
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DOE) GUIDELINES

(BXTHE)

Time and Attendance Reporting (SSF 1852)

1. The [&XD( ] | within the coordinating center, the field office, or the Joint Operations
Center will be responsible for transmitting via official message the work schedute information for each
Secret Service ember to the office of his/her permanent assignmert prior to 12:01 a.m.
on the Sunday preceding the work week. Any changes in reported hours will be transmitted to the
appropriate office(s) on the foliowing Monday.

Due to logistical problems Inherent in the campaign, the Team Leader's SSF 1852 will be signed
by his/her respective SAIC.

2. Treasury Agents assigned to Teams will submit their SSF 1852 to thelr Leader for
approval.

[0)XDE) will vertty and sign the SSF 1852, returning ft to the Treasury Agent before
he/she depants for his/her permanent assignment. The Treasury Agent will then submit the original to
his/her office T&A clerk. The pink copy will be kept by the &)X and forwarded to
FMD/FAB for dispositlon.

Travel Advances

Travel advances for Treasury Agents will be the responsibility of their own bureaus. The Secret Service will
not provide any advance of funds to Treasury Agents.
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Airline Tickets
All alrline tickets for Treasury Agents will be obtained by U.S. Secret Service personnei through SATO Travel.

SATO will either teleticket to a local USSS office for pick-up or make arrangements for airport plck-up of
prepaid ticket. Every effort should be made to utillze the teleticket machine in lieu of pre-paid tickets.

Hotels

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

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

It a problem arises at the rental counter, the rental agent should call SATO immediately at |"b X6): ®XTXC)

or [2)6): ®)7)(C) I

Travel Vouchers

All Treasury Agents will submit their travel vouchers through thelr respective Treasury Bureaus using
standard GSA travel procedures. The Individual agency s responsible for processing their own vouchers
and submitting a properly documented monthly bill for reimbursement to CNPD 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 CNFPD.
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TRANSPORTATION

Unless the local USSS office pr

ovides a Transportation Advance Agent, the motorcade advance will be

conducted by the Lead Advance Agent (refer to OPO-3, OPO-6, OPO-9 of the Protective Operations Manual,

and CNP-2 of this manual.)
BXDE)
BXE)
All Others
®XNE)
L)XNE)

The following(®E

|should be used as a guide when no addltional information has been

provided by the candidate detail:

(b)THE)

(BXTHE)
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(B)XDE)
®XTE)
[0)NE)
®DE)
BDE)
®XNE)
BMNE
(0)()E)
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(BXTHE)

(b)THE)
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(BXTHE)

(b)(THE)

(®BXTHE)

(b)THE)

(BX(THE)

(b)THE)

(LI TIE)

[b)(T)E)

BMNE)
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b)7)E)

BNE)

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

Guidance

The following CNPD procedures will provide guidance to all personnel on reporting motor vehicle accidents:

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

SSF 3164 (Motor Vehicie Accident Repor)
SSF 1908 {Notification In Case of Accident card)
SF 94 (Statement of Witness form)

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

As soan as practical, CNPD and the field office in whose district the accident occurred must be natified.
In addition, a copy of the SSF 3164 should be transmitted by facsimile to CNPD within 24 hours of the
accident [2)(6): ®)7)(C) |

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

[b)(6): (b)(7)(C)

Any questions regarding motor vehicle accidents should be directed to CNPD at
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Sample CNPD - Accident Checklist

Provide medical assistance to the injured
Notlfy 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 vehicie the driver of the other party's vehicle
and under the appropriate circumstances, the occupants of the other vehicle

Avold furnishing employee home addresses or telephone numbers to
anyone, uniess demanded by the police; Officlal addresses will suffice

Avold encouraging claims
Dlrect inquiries about filing claims to the local field office
Arrange for the towing, removal and proper storage of disabled officlal vehicles

After completing the above at the scene of the accident:

Notity CNPD as soon as practicall(b-‘“’-‘- ®EXIXO) —Fs well as your supervisor

Fax CNPD [0 ®X7XC) |3 copy of SSF 3164 within 24 hours.

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

Complete “Vehicle Accldent 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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IDENTIFICATION

Campaign 1996 Identification

(BXTHE)

An identification set will consist of the following tems:

(®BXTHE)

(B)THE)

This type of identfication has been manufactured (©X(NE

®BTE)
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RO : CNPD
®NE)
d. Campaign |(b)(?)(£)
®NE)
e [D®

(BXTHE)

In addition to the aforementioned procedures, each detail will be furnished an ample supply of
identification, (an identffication 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 contro! identification. Each ldentification Kit contains:

BUDE)
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RO : CNPD

BMNE)

identification Kits and all unused kientification are retumed to DPD-ID at the concluslon of the detall.

(B)(TXE)

Questions regarding identification systems should be directed to Dignitary Protective Dlvision,
Identification Section a{®)©: X)) br CNPD atf®)©): ®XN(©) |

Samples of 1996 Campaign Identification are found on the following page(s).




Personnel Lapel Pin

®BINE)

BME)




(B)THE)

(BXTHE)
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PRESS

Credentials

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

(BTIE)

L

Press Agent

CNPD may provide a Press Agent to accompany the press, based on the volume of traveling press and the
magnitude of the visit. [DO® AL —
| , ONE) |

(BTIE)
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EQUIPMENT

General

Each Detail will be responsible for assigned accountabie property. The Detail Leaders shall be the
accountable property officers.

Equipment Issued

Issued to Traveling Detail

®E)

Issued to Advance Teams

CP binder w/necessary forms
Police tape will be at all FO's, RA's, and CNPD [LX(DE
1 “KEE Blok" lock
2 split lens red/blue dash lights
[0XDE) |
1 disposable camera
cellular telephone
laptop computer
portable printer
skypager {for PRC)

—t ek ok sl
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In addition to the above listed equipment[X)E __ |will be avaliable to the advance teams (from CNPD) as
needed. Key variable ioaders and chargers will be issued to each team after the conventions.

(b)(THE)
Issued to

1 alpha-numeric skypager

Issued to Equipment Coordinators

1 alpha-numeric skypager

Placed in all CNPD|“’)(”(E-’ Vehicles

(BXTHE)

In addition, each designated® (")) will be equipped with:

(b)(THE)
Each designated[>)E___will be equipped with:
bY7XNE)
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Placed in Command Post at Protectee’s Permanent Residence

Provided by CNPD:

(BXTE)

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

Provided by IRMD - Voice Communications Branch:

®UTE)

(B THE)

Available at each RON site

Transported by the Equipment Coordinator:

(BXTIE)
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(BXTHE)

Provided by IRMD - Voice Communications Branch:

(BXTXE)

in addition, the Advance Agent should set up his/her computer with printer for use by the detall.

Issued to each Detail Operations Office

Provided by CNPD:

(®BXTXE)

Provided by IRMD - Voice Communications Branch:

®TIE)

Provided by IRMD at each in-and-out site

TheW® ____ Jagent may request [RMD support (telephone lines, radio console[>V®  Jand/or hand

held radios) at in-and-out sites based on the following: non-availabllity of existing commercial telephones,
langth of stay at site to exceed 8 hours, unusually farge or complex site, or adverse intelligence.
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AVIATION POLICIES AND PROCEDURES

Secret Service Air Travel

(BXTHE)

FAA Security Regulations

BMNE)
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®E)

BXTE)
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(BXTHE)

FAA Aircraft inspections

(b)(T)E)

Name Checks for Charter Aircraft Crews

BME)
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Secret Service Policy

(BITHE)

Charter Aircraft

General Policy

(BXTHE)

FAA Air Taxi and Commercial Operator’s Certificate

(BXTIE)

Co-Pilot Requirement

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

4
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this is noLar ircraft. the additional cost for the co-pllot will be paid by this
service. |~

[EXIE) |

Categories of Aircraft

BUDE)

General Procedures for Chartering Aircraft

Generally, aircratt are chartered for the USSS by the Travel Management Contractor (currently SATQ). 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 for copy of form.

Use of Chartered Aircraft by Protectees

Initial Protectee Briefing for Use of Charter Aircraft

(BXTHE)
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Reimbursements Made by USSS to Candidates/Nominees

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

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

The Secret Service was further directed to:

*...advise the Apprapriations Committees as 10 the actual payments to candidates for providing air travet
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
CNPD. A retum response Is to be requested before any use of a candidate charter is anticipated. Coples
of all correspondence will be forwarded to FMD for inclusion with the payment files.

If the USSS declined to pay for the seats on an aircraft chartered by a cardidate, the candidate would in
all likelihood sell the avaiable 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 CNFD to advise of the anticipated use of the candidate’s
chartered aircraft. The Detall Operations section will provide SSF 3037, Charter Usage Report, to CNPD
upon termination of chartered alrcraft 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 aiso be included. 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 blll is correct and just and that payment therefore has not been
received.”
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in addition, the following information must be provided by the protectee’s blling office:
1. Unique invoice number
2. Date of Involce

3. Leg by leg breakout of charter

point to point

cost of leg portion t0 committee
number of seats on charter

number of USSS personnel on charter

coow

4. Contact person and telephone number of the bllling committee

The bill should be forwarded for approval to:

(®X(E): BXUTHC)

After approval, CNPD willl 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, 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 Into two (2) categories: Administrative Flles 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 estabiishing administrative fles. Blank labels will be
provided for additional codes and fiie folders as required.

Using the set of MFCC labels, establish file folders for sach 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 estabilshed folder. Qniy yellow labels
may be used to establish additlional fle codes.

Establishing Protective Survey/Stop Files

When a candidate detail oparations 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 protactive 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 Protectee Division Flscal

BYTHE)

(BYTNE)
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Date

1 D1/08/96

(BXTHE)

(®BXTHE)

Disposition of Administrative and Protective
Survey/Stop Files

(BXTHE)
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Preparing Administrative and Protective Survey/Stop
Files for Transfer/Shipment

Inventory Records

(b)TXE)

Packaging Records

(BXTIE)

Shipping

(BXTIE)
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(b)(6): (b)THC): (BXUTHE)
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Sample SSF 3283 - Records Inventory Sheet
Office: Total Boxes Shipped:
Accession Number: Centre Pointe FRC Ciher
] Year
Suceet larvice Racurring Reports. (This ares
110.0600 is to be used primarily for ewe B which
e e e
sleawhere in the NICC)
110.040 Moothly Re Z_1823)
115.000 Btatistice
Cooperation/Liaivon with stats and Local
—230.000 Sgvarosanta
131 .000 Cooperation/Liaison with Federsl Agencias
175.000 Public Relations
176.040 Press Accreditatlion
173.000 Officlal Appreciation/Cosmandation and Eympathy
200.030 Manpower Btrength and Distribution
Job Related Injurles of Secrat Bervice
200,048 Employses
200.100 Employss Attsnd and Ab
203.041 Promotion of Special Agents
Tecporary Asslgomants of ocher Treasury Agents
201.080 (OTA'e)
203,081 Tenparary Adsigrment Evaluation (ESF 1899)
203:050 Raassigamancy
204.000 Pay Adminlstration
204.030 jovertime Work - 1811 Series
204.040 [Cvartima Work - Non-181. Series
207.000 Pttlr-ﬂnts
303.022
SF 1911 - Maport of obligations approved
ni.1o1 for the acquisition of space, alterationa
protective aparations
400.030 fovernment Transportation R 114
ation, Bi ng a Cartification
400.120 [Hotal /Motel Accounte)
500 . 000 Procurament Requasta and Raquisitions
UNITIED STATES SECET SEAWCE EBF 3283 0|
I
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Sample - Assembling of Federal Records

ASSEMBLY INSTRUCTIONS

-

rd
L_'
STEP 1, Square up box on its side, STEP 2. Fold extensions over on flap B,
and fold flsp A inside. and [old to closed position,
STEP 3. L#ft flap A 1o vertical position, STEP 4. Lower llap A 10 bottom of box.

then lilt and [old extensions of dap B
up agninst end walls of box.

4 N\
N
- >
( -
STEPS. Fald all Naps in -
(small flaps first, large Maps Last), \\
\ ,
\/‘/
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Sample - Labeling Requirements

ADMINISTRATIVE FILES

Firstast file in box

Stapled Side —

Box Humbar s 1 of 3

MFCGC Code (first and [ast fils In box) \ J» 100,000 120.000
Namas of Cpsrxtion

Yunr of Campaign.

PROTECTIVE STOP/SURVEY FILES

Firsthast file In box

Box Mumber 1of 2
\ Clwnd Tl File

Trip Number P et saesisied

Nama of Operation \\ Jows Coox, Cte.
Year of Campaign I Campaign 1996
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TERMINATION PROCEDURES

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

Preparation for Termination

Prior to the termination of operations at Coordinating Centers, Operations offices, and residence security
sectlons, CNPD will notify the AD-Administration and Administrative Operations Division to send a
representative of AQOD to conduct an Inventory of all accountable property issued to the unit.

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

SSF 1911

A separate consdlidated SSF 1911, (Request for Space, Alteration, Equipment, and Service at locatlons
involving Protective Operations) is required to cancel all SSF 1911's previously approved for sarvices, 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 she. Instructions for using this form can be found in the Administrative Manual, section AQD-
8(1). Separate SSF 1911's should be prepared for rentals, repairs, purchases, etc. These will be prepared
by AOD representatives supperting CNPD activities.

For the duration of the campaign, the Detail Leader of the candidate detail will initial the SSF 1911 and

forward it to the SAIC-Candidate Nominee Protective Division for approval. See the Administrative Manual,
saction AQD-8(1) for canceliation 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 detall's termination date. The memo should include the following information:

1) Total current value of all property removed from residence and command post;
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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 will distribute copies of this
repor to the appropriate Assistart 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 AQD-6(3). The actual physical move of the property will be coordinated by
ACD 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 vehicles will be directed to
CNPD.

Disposition of Administrative and Stop Files

The dispaosition procedures for administrative files and stop files are specifically addressed in CNP-7 and
CNP-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:
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BITHE)

(BITHE)

Disposition of Protective Equipment

Protective equipment (i.e., [LXDE) |} will be turned into the CNPD supply section or
relocated to another detall or coordinating center as directed by a CNPD representative designated to assist
in the termination process.

Details Based in Washington, D.C.

(B)(6): (BX)THC)
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Details Based Outside Washington, D.C.

BNE)

Disposition of Technical Equipment
Coordinating Centers - The TSD Coordinator will be responsible for removing and retuming this equipment

to TSD,

Detail Operatlons - TSD Operations will assign personnel to remove locks and alarms. Where appropriate,
form SSF 1911 will be utlized for all repair work to be performed.

Disposition of Communication Equipment
IRMD 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)(6): (B)THC): (BXUTHE)

Disposition of Office Supplies

Controlled tems - 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 handied by the AQD representative.
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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 CNPD in conjunction with the supervisor who Is responsible for the items. All discrepancies,
if appropriate, signed by the AOD and CNPD representatives will serve as the release of custody form.

All safes wil be cleared by the appropriate representative of al 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 fumiture, etc.

Disposition of Office Equipment

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

Change of Mailing Address

Correspondence that Is prepared and dispatched from coordinating centers, detail operations details, and
residence security detalls during the last week of the operation (just prior to deactivation) should use the
retum address listed below:

(B)(6): (bXTHC)

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 mall
forwarding purposes. Mall received at the Mail Distribution Section will be processed and forwarded to
CNPD for further disposition.
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SUPPORT

{Refer to OPO-13 of the Protective Operations Manua}

Candidate/Nominee Staff Advance Office

Each candidate/nominee's Staff Advance Office is responsible for coordinating the advance preparations
for all travel of the protectes with USSS Detall Operations. This office will assign the appropriate staft
advance personnel and coordinate the staff suppon 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 Detalls, Coordinating Centers, advance teams, and post-standing assignments
teams). Field office equipment will be used when possible, e.g., vehicles, command post, etc.

Inteliigence Division

(B)THE)

Technical Security Division

(BXTHE)
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BUDE)

Military Support

Al miltary support requests should be made through CNPD or the appropriate Coordinating Center.

Department of Defense

Department of Defense communications personnel assist IRMD - Volice Communications Branch in
supporting the Candidate/Nominee Detalis.

(BXTHE)

Treasury Agencies

The Bureau of Alcohol, Tobacco, and Firearms, U.S. Customs, and the Internal Revenue Service provide a
poal of Special Agents for assignment on|®XNE) |All Treasury Agents have
received a minimum of[e)»HE) (refer to CNP-6 of this manual 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 Datails.
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February 1, 2000 U. 5. Secret Service
AD - Protective Operations 1053010

2000 Campaign Operational Guide

All Supervisors

The 2000 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 puidelines 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 Manual.

The 2000 Campaign Operational Guide addresses admnistrative and operational procedures for
candidate'nominee protective details, operations offices, coordinating centers, teatns,
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 encourage them to become aware of 1ts contents, as there are several administrative and

procedural differences from previous campaigns.

Enclosed vou will find the following for your 2000 Campaign Operational Guide.

s Binder

. Contents

s Tabs

s 2000 Directives Checklist

Revisions will be 1ssued in accordance with the U. 8. 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 1t 15 not intended that emplovees have an individual copy of the guide. It
is the responsibility of supervisors to ensure the library copy of the guide 15 located to allow
accessibility by all employees.



Questions on this package should be addressed to the Policy Analysis and Records Systems
Branch, Management and Organization Division](b)ké); ®X7C) buestions on the content of

the manual should be directed to the Candidate Nominee Operations Section (CT\'OS)F’)(G): ®XC)

Fo)(é); ()7HC) |

(b)(6): (bX(THC)

AD - Protective Operations

Attachment
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DIVISION OVERVIEW

Office Hours: 8:00am. to 58:00 p.m. EST/EDT (Monday - Friday]
{01/1233 - 12/2000 - at direction of MED/CNOS)

Office Location / Mailing Address: Phone/FTS;[?)©: ®7N©)

[5)(6): (b)T)C)
Router Code: A XX

(B)(6): (BXTHC)

Dffice Code{®®: ®NO

Direct Line
Name Title AC (202) Residence No.

(b6 (BXUTHC) (BI(6): (BITHC) (B)(E): BUTHC)
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Coordinating Centers

1. CNOS Operations Center {CNOS)

Location:
(bX(6): (BXTHC)
Phone:
FAX:
Operational
Responsibilities:  Detail |ssues/Residence Security Coordination/Campaign Event Security

Flanning

2. COMBINED MANPOWER OPERATIONS CENTER {INV. OPO, and CNOS)

Location:

Phone:
FAX: ®)E): BT
Open:

Closed:

Area:

Operational
Responsihilities:  Advance Teams Coordination/ All Campaign Related Manpower |ssues

3. lowa Coordinating Center {ICC)

Location:

Phone:

FAL: BX6): BATHC)

Open:
Closed:

Area:
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4. New England Coordinating Center (NECC)

Location:

Phane:
FAX:

Open:
Closed:

Area:

(B)(6): (B)THC)

Sechtion
- 02/01/2000

Date

CNO-01
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ADVANCES - GENERAL INFORMATION

(Refer to OPQO-3 of the Protective Operations Manual)

Mission

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

Responsibilities

After determining that a host field office cannet provide the advance team, the Combined Manpower Operations
Center or the appropriate Coordinating Center (OC), will assign 2 FD)(?)(E) |upon
confirmation of the proposed visit. The district SAIC is encouraged to assign a local agent as by ME) |
if resources parmit. [o)(ME) |

candidate visits [BXE) [these functions must be absorbed by
th9|(b)(?)® [advance team. One member of the team is assigned as the [RDE) _ |
rb)(-"J(E} conduct site surveys; and[®(DE |
member conducts theloHE) [als0 assumes responsibility for the [(BXNE)
advance.
(b)(THE) Agent
BITNE)
D Coordinator
®BITE)




Manual : 2000 Campaign Operational Guide Sechion : CNO-02
RO : MED/CNOS Date - 0201/2000
(THE N
(PO Division
®XTHE)
BDE)
Iib)@(E) |Un|t
BUTHE)
OXDE |Division
®ITE)
[P0 |Advance
BITHE)
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Sechtion
- 02/01/2000

Date

CNO-02

®XTIE)
Detail Operations

®OXDE)
Origin of Advances
Notifications

®TIEY
Assignment of the Advance Team

®THE)
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Pre-Advance
(Refer ta OPQ-E of the Protective Operations Manual)

(BXTXE)

Advance Team Procedures
(Refer to OPQ-& of the Protective Operations Manual)

Preliminary Coordination

BN E i
|k YTXE) |as outlined

in Protective Operations Manual section OPO-6, Advance Team Procedures.

Subsequent Coordination

Subsequent coordination in OPQO-& refers to the varicus arrangements necessary to coordinate an advance
upon arrival in the city to be visited.

SAIC or RAIC of District

(BXTIE)

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

(b)(THE)

Advance

Fb)(?}(E)

BoO® | SE3) I
®(E)
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®BTE)

(BXTHE)

(b)TXE)

Staff / USSS Meetings

BUDE)

Police Meetings
(Refer to OPO-6 of the Pratective Operations Manual)

b)THE)
®)TE)
[OXDE) |
[(0XDE) [refer to OPQ-17 of the Protective Operations Manual.)
®)NE)
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(BXTHE)

(bY(T)(E)

Survey

BXTHIE)

Equipment/Support Requests

[DXDE) |
[BXDE) | Hefshe is responsible for discussing these requests with the
district SAIC, and then submitting these requests to the Combined Manpower Operations Center. Appropriate
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reporting dates, times, and locations, as well as proposed scheduling, will be submitted at this time.

Preliminary Survey

The[@™M®  Jmust submit 3 Preliminary Survey Report, if possible, 24 hours prior to the visit. |t should be
disseminated to the Detail OPS and the traveling detail via the USSS Netwark, official message and/or facsimile
machine, priar to the visit (refer to OPO-16 and OPO-17 of the Protective Operations Manual).

Note: The ID situation repart will be part of the preliminary survey for Campaign 2000, 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

|(b)(?)(£) |
BXTHE)
(bYTHE)
®)TIE)
(6)(TE)
(b)THE)
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(b)(THE) Agent

If 5 [DXDE) |

e |
[DE) | Potential areas of conflict with the detail or protectee will be identified (refer to

OP0O-12 of the Protective Operations Manual and CNO-13 and CNO-14 of this manual).

Supervisor Briefings

CNOS Fo)(?)(E}
®(TE)
CNOS [b)(THE)
®NE)
Shooting Incidents
BITHE)
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Foreign Advances

(BXTIE)

Preliminary Coordination

Operations Office Responsibility
(Refer to OPO-3 of the Pratective Operations Manual)

®BMNE)

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 CNOS, with the results being made
available to the| OXDE) |

|(b)(?)(£} |

(Refer ta OPO-5 of the Protective Operations Manual)

(B)THE)

P |Briefings

[F0EBriefing

(b)(THE)
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(BXTXE)

Subsequent Coordination

SAIC of District

Contact with the district SAIC, or hisfher designee, is essential upon arrival in country. The SAIC, or designee,
will routinely attend any police meetings, in conjunction with the|b)7)E) |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.

Theis responsible for contacting the appropriate State Department persennel, normally the
Administrative Control Officer (ACQ), regarding requests for equipment, lodging, transportation, etc. The

(B)THE)

Functions of theinclude, but are not limited to:

(BXTHE)

10
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BDE)

Meetings

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

Reading Files

The |(b)(?)® |agent will coordinate with the [DXDE) |in establishing the general and

[R)ME | The[e)mHE) [Agent is responsible for reviewing these files daily and
remaining current on all teletypes|®)7(E) [concerning the visit.
(NE .
COE - 15ecurity
CNOre responsible for establishing a secure environment for CNOS protectees as outlined in

OPO-8 of the Pratective Operations Manual and CNO-4 of this manual (OPQ-3 and OPQ-6).

11
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COMMUNICATIONS

(Refer to OPQO-10 of the Protective Operations Manual)

The Voice Programs Branch of the Information Resources Management Division (IRMD) will provide radio,
telephane, and facsimile suppert for CNOS protective visits. To facilitate this support, the service will be
assisted byI(b)(?)(EJ |

To obtain communications support, the lead advance agent should call IRMD's Voice Programs Branch at
|':b)(6); ®(NC) [his support will be provided based on the following guidelines:

Radio Communications

(BXTHE)

Telephone Communications

If adequate natice is given (normally 24 hours), IRMD will provide telephone support for the following:

(B)THE)
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Date

CNO-03

OXDE)
Command Post (CP)
OXDE)
Operation
OXDE)
Command Post Requirements
ODE)
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®BMNE)

Radio Equipment

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

Telephone Equipment

The RON Command Post will nermally be pravided with two main business telephones, and one facsimile line.

Administrative Requirements

In additicn to the administrative requirements outlined in QPQ-10, [PNE

PoO®
®TNE)
Thel™M® _ |agent remains responsible for reconciling all room charges associated with the [BXNE)
Ilb)(?}(E) |
Emergency Action Requirements
®E)
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BUDE)

Security Room

B(NE)

(BXTXE)
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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 1s 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 cbtained through normal supply channels. In addition, electronic copies of these forms
(and others) may be downloaded from the Management and Organization Division home page on the Secret
Service Intranet|®)6): ©X7)XC) |

Supervisors

1. S5F 1893, Temporary Assignment Evaluation. To be completed for each individual agent upon
termination of a candidate detail.

2. S55F 1875, Protective Operations Activity and Personnel Reports (Shift Report). This report will be
completed by each shift leader and residence supervisar on a daily basis.

Detail Operations and Coordinating Centers

1. 55F 2040, Requisition for Stocked Supplies. These requisitions must be forwarded through CNOS for
approval.

2. 35F 2041, Procurement Requests. These requests must be forwarded through CNOS for approval and
coordination.

3. 58F 1911, Requests for Space Alterations, Equipment and Service at Locations Involving Protective
Operations

4. 55F 1994, Reguests for Support from Federal Agencies for Protective Operations
5 55F 1938, Designation of Non-Gavernmental Property to be Secured by the United States Secret Service

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

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

1. 58F 3047, Preliminary Survey Report
2. 55F 1963, Candidate Nominee Final Survey Report
3 55F 1961, Record of Name Searches

4. 55F 1779A, Authorization to Secure Lodging

Sechtion
- 02/01/2000

Date

CNO-04
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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/Division Chief of each field office or division will be responsible for signing the
T&A records for histher 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 infermation for each employee is transmitted via
official message to the appropriate field office or division priar to 12:01 a.m. an the Saturday proceeding the
work week. If any changes occur in the reported hours, the supervising unit will transmit that information to the
applicable cffice(s) on the following Monday via an amended cfficial 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 precedures will vary somewhat for persennel
assigned ta different units. The following section will identify those preliminary procedures for each unit.

|(b>(?)(£) ||(b)(?)(£} [[©0® | Coordinator
The 0| LOE) | Il Coordinator within a Coordinating Center, in the Combined Manpower

Operations Center, 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[DM] @] or an advance i |(b)(?J(E) |

B(NE

Candidate Detail (Operations, Traveling Detail, Residence Security)

The operations section will be responsible for transmitting via official message the work schedule information
of each employes to hisher office of permanent assignment [&)XDE)

®TIE)
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Coordinating Centers and Convention Coordinating Centers

The Ceputy Coordinator will be respansible for transmitting, via official message, the work schedule information

of each employee to his/her office of permanent assignment [B)M)E)

(b)(THE)

The Coordinater or Deputy Coordinator will also verify and sign the SSF 1862 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)TE)

The Combined Manpower Cperations Center will transmit these waork schedules via official message to the
appropriate offices.

Treasury Special Agents (TSAs)

|(b}(?}(E) ||(b)(?}(E) | Members

(B)THE)

[b)THE) Secu rlty

(BNTIE)
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(BXTHE)

(b)(THE)

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.

(BXTIE)

The SAIC will forward one copy of the S5F 1852 to FMD/FAB for disposition.

(b)THE)
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RO  : FMD Date  : 8/7/2000
. Subject: <allusa; 073 7> Request for Assistance from Treasury Bureaus

Date: 7 Sep 00 15:00:56 GMT

From: [®©: ®XN©) (FMD)

Organization: United States Secret Service
Newsgroups: usa

ATTN:

SEQ#: (b)(6): (b)(7HC)

UNID#:

POSTED: Thu, 07 Sep 2000 10:47:13 -0400

FROM: (£)(6): BX7)C)

To:

SUBJ: Request for Assistance from Treasury Bureaus

H//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 OPQ-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 comi)leted
SSF-1852 (Special Time and Attendance Worksheet) from the Treasury Agent. The following fields
are necessary information for billing and must be completed:

Social Secunity 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-1852s 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 [®)©: ®X7©) |or e-mail [P ®© | .
; ; ©X6): ®XC)
Headquarters (AD-Protective Operations) A
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TREASURY SPECIAL AGENTS (TSAs)

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

The U.&. Secret Service utilizes T3As 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.

(bXTHE)

Administrative Guidelines/Requirements

Purpose

These instructions provide guidelines and estahlish processing procedures relating to costs incurred by TSAs
during temporary assignment to the USSS in support Campaign 2000.
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Scope

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 cffices 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 reguirements
established by their respective bureaus.

Airline Travel

The TESAs' respective agencies will be responsible for issuing airline tickets for transportation to and from a
specific assignment. T3As 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 assignments, the USSE will be respansible for issuing tickets for all
subsequent assignments {i.e., detail and (b)(?)( | during the travel rotation, through SATO. Secret Service
personnel will coordinate directly with SATQ for all T3A 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 resart,

When TSAs use their agency's process for transportation, they will claim the expenditure via the internal
process for the specific agency. The TSA ar hisfher 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.
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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, he
submitted to the USSS Detail Leader, 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 vnused tickets to his/her Travel Voucher Worksheet or SSF 3200, for
submission to FMD.

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 USSSE supervisor will assist TSAs in this situation.

Premium Class Air Fare

In accordance with Federal Travel Regulations (FTR), regular economy coach accommedations shall be used
for all modes of commercial transportation whenever feasible. Use of premium class accommaodations 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 accommeodations can satisfy mission requirements,
prier approval must be obtained from the SAIC of ADPQ or CNOS.

NOTE: If premium class accommodations are utilized, the SSF 3236 approval letter must accompany the
voucher for each traveler (see example S5F 3235 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.

BMNE)
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BMNE)

Rental Vehicles

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

Privately Owned Vehicles (POV's)

Authorization to use privately owned conveyances, in lieu of Government or commercial transpertation, is
required from the requesting USSS office.  Such requests will be communicated to the UESS 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 PQV is advantageocus 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 3 POV is used. The
breakdown should be completed on a separate shest (OM) and attached to the T3As 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 (PQD) 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 comman carrier transportation, including per diem by that method of
transportation {claims should therefore not exceed these amounts).

Government Owned Vehicles (GOV) - Gasoline Purchases

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




Manual : 2000 Campaign Operational Guide Sechion : CNO-0B
RO . MED/CNOS Date - 0201/2000

the USSS in-town per diem voucher, Reimbursement is allowed only for fuel consumed as a direct result of
supperting US55, Receipts must be attached to the TSAs travel vouchers ar USSS personnel can pay for TSA
official vehicle gasoline using the USSS gas card.

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

Hotel Accommodations

A USSES supervisor or advance agent will make hotel arrangements for all TSA personnel on protective
assignments. The advance agent will arrange far the total room hill 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 rcom 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 USSES in-
town per diem Voucher far 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 (PQD) - Per diem can be paid at the employee’s regular POD under specified conditions, however
it must be approved by the local USSS SAIC, DSAIC, ASAIC or TSA supervisor. Personnel may only be eligible
far 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, of is required to remain overnight at his/her PQD.

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 fram an employee's POD in excess of ten hours to be eligible for

per diem. If multiple locations are invalved in the single day, the rate of reimbursement will be based on the
rate for the highest locale where the official duty accurred.
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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 locaticn of the traveler's lodging.

3. Receipts - Long distance telephone and lodging receipts are required whenaver paid by the traveler,
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, or the Administrative Manual.

Per Diem Rates - Foreign

(BXTIE)

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
hefore leaving any assignment (i.e., detail, residence security D] and [oxm] [ 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 histher agency timekeeper for proper payment of overtime. The USSS supervisor will
forward the second copy to MED. The USSS supervisor will insure the S5F 1852 corresponds ta the official

work schedule and that all necessary financial codes are included.

US55 assighed TSA supervisors:

®BME
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In the event TSAs are assigned to local post standing duties which involve missians in different locations, they
must indicate in the Remarks area of the S5F 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 appraval and signing, the USSS supervisor of that office
will return one copy to the TSA and forward the second copy to MED.

In most instances, the approving supervisor will provide the proper cvertime authorization number in the
Remarks area of the S5F 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 S5F 1852 is in accordance with USSS guidelines.

Financial Codes

(BINE)

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. |n addition, electronic copies
of forms may be downloaded via the USES Intranet through the Management and Qrganization Division home

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

Raquest for Authorization or Approval
of First-Claas Air Accommodations

1. OHice

2. Travelar's Nama:
Tiile or Position:
Divigion or Field Office:

A, Origin and Daatination ar Sagmenta far Which Flrar-Claas Accommadations
gre Aequested, period of trevel, time and date of thight

d. Additional Coat wa the Goavernmant for Sych FirarClasa Ouar Noext Lowesr
Clasa Below First-Class:

5. Circumstances Justiftving Use of First-Class Accommodaticens:
{Provide # description of the eircumstancas yndar the raguintians lustifying
vse of first-clase acoommodetions, Also, provide a compiate and detsifed
explanation as tg why less-than-first-class accommodations could not be used,
the extanuating circumstsnces fs 0 why an panliar or subsaquant Right could
hrar ba takan insliding dare and timse of the naxt available “less-thamn-first-
class’" acocommedsations beforw or after the proposed flight to be used. Frovide
ell the ramifications if authorization, or approval is not granted.}

6. Nampe of Carries, if Foreign;

7. Authorlzatlon: . s Date

FEed Brares Senrat Gereice B5F 130 0S8R
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Sample S5F 32001 - Travel Voucher Worksheet - In Town Per Diem
(FRONT)

TRAVEL VOUCHER WGRKSHEET — Ir Town Per Diermn Bor mvrime B fo7 MIRUTIOS
1. 85N 4 dujthcrisaten hin  fatn Cxw . [ERAES crne oy
Z hwew T 5. T g Jickcimn (Porme) md Prcvss B viw- (A7) WOTE: [FaleHcRiion of i e tnan
ptme wetount works & fofeaen
o cisem H? WLES, 25 1) s roer
3 & Nasporahifivg Cenmr 3w Wromnnea Mo F{ﬁ.uwrwdmm:;
; mary Then of both
. CIALIAT Lho el
B Jity/ S {PO0) 8. Prolwcivais Vian
Murival Cepuriure

Tropect Cooe Liaken Tetrmm . Maiw T

T Catirmbed Arnoun
ol Warkeahdan

9. Pratective Aasigrment 111 Buewruiod Gwwrnigiht {ACN) Yas Ne

[P T Tiew Shmried Murrber of Reom Mighm
Oata Endad Time Tnded Prove bat's, Narva
Hertd FION Audinerititad By
T, Dt Expapiag 12 Chetadl Aamagrrmen MO s/
1. [] Lesd Atance ia
2 ] sivrddvencesa
3 O 15 azvence su
4[] wotomeds Atvarcn A
1% Actrlitiraral Crwmman s
&[] T8N Canmclinmrn
1) D -
I i Maausl Saotien DPO-Y;
WaOTE.  Arach s iceipir o any arpenen sxceeding $26.00 snd for sil loag di <alp A MG NG el noode Yo De

mitnrlird [ow hoeed crosie whick wesa dorect bilbsa
M. | CEHUFY THAT THS WOLICHEA IE TAUE AND CORAECT 70 TIE. BEGT OF MY KNOWLIDRT AND BE1 IFF, AHR THAT PAYMERT fk SHEMT HAR NOT

BERW RACETYEE: BY ME. ALL N TOWTW PER DITM AND HOTEL COSTS WERE AUTHGRZED AND APERGVED. PER [IEM 15 GRLT GLAIMED HIH 1HE
Y C1A NAYYS NF THE ACTTLAAL VIAMT

Temppiar Lxite
Hrget Herw
16 Thaw vt ta Bpp lang o talaphana Lalls, 4 sy, sen cartifnd by fcoasnny in thed inteoist of thes Gowpvnimeol (NOTE. 11 hong Balence

tedrgitw e £ nlln sen sncitaieed den ppprendng afficial must bevs baee suthorized nceaiing by the nasd of dw ageaey [31 0050 GA0RT), AlL IR MR et
divwn and hote: coals verd Sutarzod dnd approved For S16m a paby Smed o0 e iy of Sk o (o KCTWA Wk,

AspToving DFVRH roa Dato

S Het

FPRWALCTY ALT STARTEMENT:

In g i e s Th e Prrvaay Mgl of 1971, the folloven g imformalon . Whan JuTHANE W0 & FCANERTRORT Dy (AL AERY €1 LONMECHON Yath s hning

provided. Eok lian of tha v a0 s forre B sthand by b LLE.C m!mngﬂmmphmhumnlnwumwciuanm«

Chubis, BT s irgtuwrasitind ip S Frabwial Teaood Pl (FT1 3G-995 F O timant lhe perf i of effial duty while .0 Sovsmmen

1HO00 of Ry 22, 1574, med 30 S 27 B0 Yk} wed 8105, The primary werviow. Youw Soaie! vaurlhf L tH TE6M] (e wokiohad! unaer The

PURO OF T i) LR T ln“ﬂ"ﬂlﬂoﬂiﬂ lo AR RPOBNT O Hathoty of Wb Intintl Revemiue Coda [20, UE.C 001 TiR: ard 8103 and
1122 sagibie ind rvd uads For hin travwt and Sor relocation E0. 9397, Nowamnbar 22, Y540 for Lk st & bie puirpiel wive] fost —tTﬂrsr_

pxparabs incwrad untar sparop Armini iva mahorization and o maﬁmnm duachigiaa it MAKTATENY oo ] s clasrarg oot

record wd masnten cose of such reimi. o the Go w The v/ or rol ! el rmbursarmens windeh [, OF My De

informamon wiil iwe weed oy offiawrs and pmployees wiho have a nead for the sl Ineome, Fallue w mvlddu The inlorravon (ovher than SEN recuirnd

wildrrndbion vt Hib poftéemance of ther ctical dutra. The informatior. mey ta 2uppard the clanr mary road® in delsy ar laas of remburasmant

T ofia; homem | 3 sy copoa ietes Fomrlmrah, Ghectas, Il £n fomem gy g acien. g
refowant e 2ral, crimenal. Oor rerAILNY WHRS THIEICNE OF STORRCLAMNIL, OF

o ; Excapton ta SE 3013 WBF 31001 (02/93)
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Sample S5F 32001 - Travel Voucher Worksheet - In Town Per Diem
(BACK)

| INSTRUCTIONS FOR COMPLETING THE SSF 32001 - IN TOWN PER DIEM

1. S5N: Entar smploves’s gocidl security number {SSK}. Employon‘s waval account informstion it now hasad on S5AF
identflaavor. Al inquirtes must oite this identfier. (Gas the Privacy Act statamant an th Frant of thes Sorm )

2. Name: Entar laar, first and middia initiai.

Bn. Fmsponadility Caisti:  $ntur smployes’s pesignatad office of record. Use the sceogpnting responsibiling cenver (RC)
ande found an the SSF THET - Trawed Card.

3b. Workehee1 No.:  Enver tha sequential number of tha workehaet. In ordar o aid the ampleyee In masintaining cantred af
werkrhoot submiseions., ITIE new roquired that ™o smpeloves dequentiay nurmnbar sach workshast submutied s
numbor should rofloes the fisatt yeor and ssquentiol number beginning: frar one e.g.. 92-1, Tat workshest submitted in
FY 82, and §2-2. 2nd workaheot submiwed in FY 82). Those numbera wikt s reflacted an the camplated enmpautar
ganerated tavel vauaher ratumed to tha travaier by FAMD.

4. Authoczetion Mo & Data:  For tampornry dizly, sertar the approprists Consolidsted Travel Authwitstion ({0TA) pumber
and datw ot issuanca (a g GTA BF-2 171,92

5. Mailog Addreds:  Enter your office maiting sddrens.
6. City/State [POD):  Enter the city and slute 31 which pee diom is ciaimed.
T, Ewtimaiwd Amount of Worksheet:  Based on your celoulstione give an ooximate of the amount of your claim.

8. Protootoais) Viale  List project code{s) as well aa tha arrival dete and tinme and departure date and e far the
BRProprints protectas of protactass. This trsa listed should e ane (1] howr betore the protectss srrives (whanly Sown)
thracph ans (1) hous after tha protectas daparty tha incale fwhests up)

9. Protastva Assignment: Faise thi dite and fime you began your prolectve assignnment as wul! ax the date xng sirme
your previacte axssgnmiant snded. The firme shoukd be contnuous.  Thure shoald b no breaks for investigative or
adrroersirative work and corimutieg s shoukd nel be Incoded,

10, Remuained Overnight (RONE  Check the approprista bicok indissting whather yvou romansd evernight and incurrad
hetel cnargas. Indicass the aumber of nights you incurred chargea: ond the protectas whoas sasighmeat raquawsd tha
oyl @ht stay. Alse ndicats the nams ond titte ef the AGAIC/RAKS or sbove vwivw authoried vou to remam owernight.
NOTE: Thie block ehould be sompkted aven though hoted charges may e diract billed.

11. Char Expansss: Entst aty itemis notinckided in tha per daam slicwancs and ihemize by amunt and dete of
misoreanca (b | tancat fares attceal buesingss tebphane calls, hotel chargses if paxd by smployes, si2.)

12, Dwtuil Azzignment. Check the appropriave box indicating your agsignment whebe o 1ha protootive detall. Fafer to the
Protecive Operationa Manusl, Sectisr OFQ-3, for sddidonal infarmetion,

13. Addricnal Commente: Enzer smy information poringnt 10 e tamporary duty assignmant which will a¥fest
ralmanrsoment 0.0, aoheduled arrwal verswa actual orrivol.

14 Trawelsr Sign Hara: Only e originat signatura of ths amphoyas wilf ha accaptad by FMD

15 Approwing CHticial:  Daly the onginal signaiuvre of the authodized offroer [ASAIC/RAIC o- above) who has knowiedge ot
T inetoven emsigormment witl he acespied by FD, Only ASAIC w/RAIC'E or above may spprove SSF 32004 In Town Por
Dhern works beets. Ro st Agenti-do-Churnge (RAC S warkshwwts will be spproved by Special Agentein-Charge 1SAICa}
ol thew se3puctive Fisld OHices, SAIC's and Divieion Chied'e workehaese will be approved by the spproprioie Asaistant
Chraguor (A0} @ Hoadnware s,

GOF J200¢ 2

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

Travel Voucher Worksheet - Attachment
VEEN l T AT A T T R R IWES
EXT0H B, WORKGHEET NG
2. [THVERART
DATE mT:,}g ATE P.D, HOTEL GPQ EOST |PROJECT CODE
] ......
TOTAL COST & TOTAL COST $
LWITEDY BTATES BECHET SERWILE Exoaption “pf:_-. 1; l}ﬂ;m FMGEIAQHME FIEF) EAT 22008 02/ Y}

11
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LTHPENEES {kanidy by Typs & Dawl

8. MCKET INFO/AATIUN |lasusd by SATO)

TOTALCOST %

W -Provithind S itaion o e Jirks e s frumm b
munltmmivmct by UL O BT py Irypherrermed iy dee Fase ) osve &

TICKET MO, CARFIER  mopy | APENTRVRUATON; e e mer POINTS oF TRAVEL
i OF TICKET mam v
|
|
L ]
. |
: | .
'
: 1
: I ]
} |
1
|
|
TDT' AL COST &
5. FHLMIUM CLARS M THOLARITAT 1CG. NDMNCER TR CATED AJA TARFEH
TICHET ND_ 1attwoh Sarthorizedom EKEMFTION COOE:
| 17, TRAVELER'S EIGNATURE T3 GATE
[ 13 ARBAGING OFFITIA], 14, iTLE TE NATE
MUAC‘!' ACT STATEMENT. m oomplanad Wih tha Privacy Agtal 1574, the i o . o el W & ey ¢ thiagmnoy -0

nrwmaran yich Tee Dirng o Bing oS SRR, T LELURROE BF B BROURTE

WP LD EL L0 1V003 of July 22, 1374 EAO. 11045 odlaeche 3T, unr ¥ iy

ST arf Meovmrmba 3 1843, wngt 28 LS50, 561 Iw}imolw IM[M'lmqr

PUpaen aF RVE FepA b AFOCRRSN L I b

wilkaltbsbe bhrvichuars For aliowwibe 1aed mied o ek TN Lnrhar

T op BB R el And meiniion Dot O sk
ual LN R L o ol ha e by ~iheans wewt

VAT WA BN 3 T B U IO TIGTION BN Tk b Torthdle . of lhaoy g¥ipia

AP, Th ivtioemistion ey be dircioend (2 onprowriate Faderel, Shote, st o

o I AL WM AR 0 O O TR 07 RRLIRToY
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o ol Wi s ot atficied dety watike o Licvmr sermpsg
VN, VO SRR SICLITTY AEEOUTE i Y5 W wiroried under the subseiin
of B wdwinsi Ravonua Goda (39, LG C 831 11R end 61850 an L0, £397, Mervernlar
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DETAIL OPERATIONS GUIDELINES

General

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

Assignment of Protective Stop/Survey Numbers

®BMNE)

Monthly Reporting Procedure

At the close of the each month, each candidate detail aperations office will summarize the total number of stops
and sites for their respective protectees. These statistics will be reported to MED/CNOS via memarandum 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. Informatian copies of this itinerary should be directed to ID, TSD, AD-PQ, AD-INV, the appropriate
coordinating centers and affected fizld offices/resident offices/resident agencies.

Any informaticn pertaining to a stop/site should be entered inte 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)  GS5-14 Operations Supervisor
(2) G5-13 Operations Agents
(1)  Administrative/Clerical Employee

(B)THE)

Projected Itinerary

[©XDE) lto the Combined Manpower
Operations Center each week by the detail aperations office no later than 8:30 a.m. EST on Friday, with
information copies to AD-Protective Operations, AD-Investigations, MED, T5D, ID, IRMD, the appropriate
coordinating centers and affected field/resident offices/resident agencies.

It should provide information regarding the [©)X7E) |

next week, Sunday through Saturday, and should be prepared from information regarding the [o)7)E)

[(&XDE) |previously entered into AMPS or via the MED/CNOS LAN by detail operations.
[LXDE) [to MED/CNQS by follow-up official message
with the same distribution. A significant change is [(EXTE) |
PNE |

Rotation Plan

(®B)THE)
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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 MEC/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 33F 2041 using this purchase order number within two (2) days and forward it through MED/CNOS to the
Procurement Division.

Accounting for Assighed Property

Each detail will be charged separately far assigned accountable property. Tha Detail Supervisor in Charge will
be the accountable property cfficer. 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 Candidate detail will be assigned the following vehicles for use within the candidate's home district.

(BXTHE)

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 S15-11 (Leased Vehicles subsection) and CNO-12 of this manual.
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Protective Survey/Files Procedure

(®BXTHE)

(BXTHE)

Use of Candidate Facilities

®BME
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(BXTHE)

Hotel Bills

Whenever the detail operations need to cbtain 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

|(b)(?)(E) |

[ DE [Additional hours of office operation are authorized based on operational nesds
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 an the answering machine
outgeing 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.
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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
pasitions 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 an the logistical effort required to
implement operational security.

BXTE)

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

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

(BXTHE)




Manual
RO

2000 Campaign Operational Guide
MED/CNOS

Section
Date

. CNO-08
2 0Z/01/2000

(BXTHE)

(BTHE)




Manual : 2000 Campaign Operational Guide Section : CNO-0UB
RO : MED/CNOS Date - 0201/2000

(BXTHE)

(BNTIE)

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
2000, The campaign manual is a werk in progress and the list is not all-inclusive.
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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 CNQOS 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, OFPQ) will be contacted for an authorization number. Subsequently,
the requesting USSSE 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 USEE 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 farward it to FMD.

The Collision Damage Waiver (CDW) con 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 lezader is respaonsible for prompt notification to the affected Coordinating Center,
Candidate Detail Qperations Section or CNOS in the event of cancellation of the rental to avoid being charged
far 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.

CNOSPpO® plehicles

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 supervisor. Any questions regarding maintenance, repairs and use should be directed to CNOS,
telephone I(b}(ﬁ); bANC)

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

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

In emergency purchase situations after reqular 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 Coordinataris) should be consulted
regarding any emergency purchases.

Accounting for Assighed Property

In accordance with AQD guidelines, property that is issued to the Coordinating Centers or Candidate Detail
Operaticns 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 killing 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, hilling letters and reservation commitments.

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

The Coordination of local agreements, hilling letters and reservation commitments should go through FWD,
Chief Finance Section far appropriate language cantent.

(B)TIE) |(b)(?)(E) | Usage

(BXTIE)
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DETAIL GUIDELINES

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:

®E)

®ITHE)
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(BXTHE)

Motorcades

BME)

Residence Security Guidelines

BNE)
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Aircraft Seating Guidelines

(B)THE)
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(BITHE)

Advances

Inquiries concerning 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 inguiries with the

candidate's national staff headquarters.

®BME
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E0O® E0O® GUIDELINES

(BXTIE)

Time and Attendance Reporting

The |(b)@® |within the coordinating center, the field office. or the Combined Manpower
Operations Center will be responsible for transmitting via official message the work schedule information for
each Secret Service[®(DE ko 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 Mconday.

Due to logistical problems inherent in the campaign, the [u] D] leadar's SSF 1852 will be signed by histher
respective SAIC/RAIC.

TSAs assigned to o] teams will submit their SSF 1852 to their [0)7 | @] leader for approval.

Thqkb)(?)@ |wi|| verify and sign the S5F 1852, and return it to the T3A before hefshe departs for
hisfher permanent assignment. The TSA will then submit the original to histher 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.




Manual : 2000 Campaign Operational Guide Section : CNO-11
RO : MED/CNOS Date - 0201/2000

Airline Tickets

Curing the protective travel rotation, airling tickets for TSAs will be obtained by U.5. Secret Service persennel
through SATO Travel.

Chktaining 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 "RKC"
codes (ATF, CID, CUS, IRS) should be indicated on the individual folio.

Rental Vehicles
(Refer ta CNO-03 of this manual)

If 2 problem arises at the rental counter, the rental agent should call SATO immediately At{®X6): ®X7XC)

|(b)(6); (BYTHC) |

Travel Youchers

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 moenthly bill for reimbursement to MED/CNQOS 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 MEDICNCS.
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Subject: Trancoortation

To: All Supervisors and All Manual Holders of the _ 2000 Campaicnhn Operational Guide

Filing Instructions:

FRaemove and destroy oages 3 and 4 of 2000 Campalgn Cperational

Guide section CNO-12 idated 02/01/2000) and renlace with the
attached revised pages.

®BTE)

che 1mpsgct = thie rpevigiorn woll &8 t3 2lagzliy po.lsy  and
prozedurss  regarcing use of ambu_ances 1n  zancidats/nominse
motorzades. N2 additional adrinistrative kurdens are antizipatzed
as a result of this ranual change.

Thig directive 1s to e filed in a2l coplss of the 2000 Campalgn
Omerational Guide and is in e&ffsc until supersecad. The
Respconeinle Office will review all oolizsy zontaines in thie
gextlion in its entirety by or kefore March Z0C3.

Questions regarding this policy may be dirscted te the Candidate
Hominee Ogerations Secticn [CNOS) at[vye:®O) |

(b)(6): (b)(THC)

A2 - FProteztive Operations

OCP #: CNO 200Z-2
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TRANSPORTATION

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, OPQ-09 of the Protective Operations
Manual, and CNC-02 of this manual.)

(b)(THE)
®DE)
All Others
BTE)
(B)THE)
The following[®XDE) should be used as a guide when no additional information has been
provided by the candigate detall:
BITHE)
BUTE)
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(b)THE)
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(®)TIE)

Fb)(?)(E)

(b)THE)

Press Vehicle(s)

(B)THE)

(BYTE)
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(b)THE)

(BXTHE)
(BXTXE)
(BXTE)
(b)(THE)
(B)THE)

(b)(THE)

(b)(THE)

Motor Vehicle Accidents

(Refer ta Investigative Manual, section S15-11)

Guidance

The fellowing MED/CNOS procedures will provide guidance to all personnel on reporting motor vehicle
accidents.
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In the glove compartment of each MED/CNOS vehicle are the following required mator vehicle accident forms.

S5F 3164 (Moter Vehicle Accident Report)

SSF 1938 (Motor Vehicle Accident Worksheet)
SF 94 (Statement of Witness form)

S5F 1908 (Notification in Case 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 copby of the S5F 3164 should be transmitted by facsimile to MED/CNOS within 24
hours of the accident [PX6:®XNC)  BE4)

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 guestions regarding motor vehicle accidents should be directed to MED/CNOS at I(b)(é); EXDE
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Sample MED/CNOS - Accident Checklist

Provide medical assistance to the injured

Notify the proper authorities {policeffirefambulancefappropriate field office)

Identify and interview witnesses, Furnish them with SF 94 (Statement of Withesses)
Preserve the evidence

Record the pertinent data on S5F 3164 (Motor Vehicle Accident Report); complete
sections [-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 ather 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 lacal field office

Arrange for the towing, remaval and proper storage of disabled official vehicles
Afrer completing the above at the scene of the accident:

Notify MEDICNOS as soon as practical|(b)6): (b)7)C) s well as your supervisor

FAX MED/CNOSIPXE: ®)XTXC) b copy of SSF 3164 within 24 hours.

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

Complete "Vehicle Accident Repart" 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 S15-11, for specific procedures and
requirements concerning the proper reporting of motor vehicle accidents
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IDENTIFICATION

Campaign 2000 Identification

|dentification for Campaign 2000 falls into two distinctive categories:

1.

(b)THE)
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Identification Kits
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Sample Event Credentials

(BXTXE)

(®BXTXE)
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Sample Event Credentials (continued)

(BXTXE)

(B)THE)
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PRESS

Credentials

(Refer to section CNO-13 of this manual for examples of press credentials.)

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

®ITIE)

Press Agent

MED/CNOS may provide a press agent to accompany the press,_based on the volume of traveling press and

the magnitude of the visit [D(NE

po® " | |

BUDE)
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EQUIPMENT

General

Each detail will be responsible for assigned accountable property.

coordinators shall be the accountable property officers.

Equipment Issued

Issued to Traveling Detail

Section : CNO-15
Date ; 02/01/2000

The detail leaders and equipment

(BXTHE)

Issued to Advance Teams

1 CP binder w/inecessary forms _
1 Police tape will be at all FO's, RA's, and CNOS[PO®

2 split lens red/blue dash lights
[EXNE) |
1 disposable camera
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1 cellular telephone (Lead) wicharger and extra battery
©)TE)

portable prninter

SkyPager { Lead, Site and PRC)
flashlights

roll of pelice tape

—= A L3 —

(BXTIE)

disposable rubber gloves
1 roll evidence tape

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 equipment, FX-300's will be available to the advance teams (from MED/CNOS)
as needed. | BXTNE) |

Issued to[”"®

(B)THE)

Issued to Equipment Coordinators

1 alpha-numeric SkyPager

(b)TXE)

Placed in All MEDICNOSVehicIes

(BXTHE)
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(BXTHE)

Each designatedwill be equipped with:

®BUTE)

Placed in Command Post at Protectee's Permanent Residence

Pravided by MED/CNOS:

(BXTHE)

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

Pravided by IRMD - Voice Communications Branch:

BNE)
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(BXTXE)

Available at Each RON site

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

(BXTIE)

Praovided by IRMD - Voice Communications Branch:

(BXTHE)

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:

(BXTHE)




Manual : 2000 Campaign Operational Guide Section : CMNO-15
RO : MED/CNOS Date - 0201/2000

Provided by IRMD - Yoice Communications Branch:

BXTHE)

Provided by IRMD at Each In-and-Out Site

TheME hgent may request IRMD support {telephone lines, radio console, [o)DE) |
[EXNE) |at iIn-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,
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AVIATION POLICIES AND PROCEDURES

Secret Service Air Travel

(BXTHE)

FAA Security Regulations

®E)
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(B)THE)
BNE)
FAA Aircraft Inspections
®BNE)
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Charter Aircraft

General Policy

(b)TXE)

Name Checks for Charter Aircraft Crews

(BXTHE)

FAA Air Taxi and Commercial Operator's Certificate

(BXTXE)

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. [b)(T(E)

(b)(THE)
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Categories of Aircraft

®ITHE)

General Procedures for Chartering Aircraft

Generally, aircraft are chartered for the USSS by the Travel Management Cantractor {currently SATO). An
S5F 3037, Charter Usage Report must be completed at the time the charter request is made. See OPQ-17
of the Protective Operations Manual for copy of form.

Use of Chartered Aircraft by Protectees

Initial Protectee Briefing for Use of Charter Aircraft

BXTHE)

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 supparting candidates, the House of Representatives and Senate Conference
Committee (Report No. 96-471) directed the Secret Service to:
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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 precedures will be explained to each individual candidate in writing by CNOS.
A return respense is to be requested before any use of a candidate charter is anticipated. Copies of all
correspondence will be forwarded to FMO 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

likelhood 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 upen
termination of chartered aircraft use.

Billing Procedures

Protectees seeking reimbursement for air transportation provided to USSE personnel should prepare a hill
setting forth all of the particulars necessary for a clear understanding of the charges. The detail number must
also be included. The following centification signed by the candidate or by his/her duly autharized representative
must be affixed to the invoice:
"| certify that the above hill 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 cffice:

1. Unigue invoice number

2. Date of Invoice

3. Leg by leg breakout of charter
peint to peoint
cost of leg portion to committee

number of seats on charter
number of USSS personnel on charter

® 0 To

4. Contact person and telephone number of the billing committee

6
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The hill should be forwarded for approval to:

(B)(6): (B)THCT)

After approval, CNOS will attach the appropriate S5F 3037 and forward the package to FMD far 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 ta CNO-09 of this manual and OPO-14 of the Protective Operations Manual)
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MANAGEMENT OF CAMPAIGN RECORDS

Campaign recerds 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 additicnal codes and file folders as required.

Using the set of MFCC |abels, establish file folders for each of the preprinted administrative file codes. Fosition
labels on file folders (tap or side) according to the type of file cabinet being used.

For ease of deactivation, the labels will be color coded (vellow and blue) to indicate which files are to be
shipped to Headguarters 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, annctate across the top of the folder the stop destination, stop dateis) and
the protective survey/stop number. The following is an example of protectivefstop numbering for the first
visit of protectee number 052 to Washington, DC.

Office Classification Protectee Divisian Fiscal
Case Number Trip Year
(LY THE)

(BXTHE)
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(B)THE)

Disposition of Administrative and Protective
Survey/Stop Flles

(BXTHE)
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Preparing Administrative and Protective Survey/Stop
Files for Transfer/Shipment

Inventory Records

BME
Packaging Records
OOE
Shipping
OOE
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BME)

All Administrative and Closed Stop files will be shipped to the address below:

(®B)(6): (B)THC)

All open stop files will be shipped to the address below:

(b)(6): (B)(THC)

Shipment of these boxes will be coordinated by AQD.
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Sample SSF 3283 - Records Inventory Sheet
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Date

CNO-17
02/01/2000

RECORD INVENTORY

Eﬂfﬁne:

Bus Nursbur

Accession Numbes:

Filc » B CC
Muarmtier

Totat Boxas Shippedt :
Cenfre Pointe _ FRC _  Other

Sulyesl

FRL I HHI Beoret Sevvive Becuasring Beoosrly

1380040 Mounthlsy Beporls (Ty laedude SS5F 1823

1145009 Shalislics

140, aud Covpwaalivie Ldaison with State & Loosl Sovte.

1310497 Coupezation/lialeon with BPeducad fgensizs

LI5.007 Public Belativis

170,00 Prueuw, Fedlo, Te_wsisicy. Moviwe, and Yideos

175,000 OffLcial Appewcisbivnd/Comngndat.ivn & Sympathy

220,230 Hanpowel Slowenglly ane Ristributisn

220046 Julr Reiated Injuries of S=cret service zmpl.

a0, LU0 Erployas Attendance and Rheenne

235.041 FEORQTLON 02 Spedial Agenty

203,080 Tomperary hssignrents (To include Tampsrary
agrlgrment roplicocmenta;

203,081 Temporary Aseignmont Ewaua~lsn {RAF B39}

203,080 Reasslgnments

ZGa. 000 Pay Aemlnistyatlon

204,030 Gvertime Work ZELL Neriea

a5 .0 UVErtime WMorlk Monm-Li.2 sarina

ST, 00 hetiremants

353,022 Taprear funet {TRird Fparry Nenfrs]

An3 EEF 16T - kepoTroaf tiplig. Approwed for the
fhe Armnizifiar Ay Upace, AL, LBouip s=d
Leryings &t Loratians Trnwolwvyng Zra- Oner

LN BRI Liepsramrant Transportation Bequest

LAS LR doremrsdetion, Brliing aid Certificalion
[Botel/Metel Accounts)

wOu, oY Frovurems.l Beguesty id Redudsiiiole

*CRET RERVICE SEF 3282 (D444}
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Date - 00172000

Sample - Assembling of Federal Records Center Carton

ASSEMBLY INSTRUCTIONS

e 2
/ '/:}\
s
[
S11:P 1. Srjuare up box v its side, STEP 2. Fold extensions over on flap 13,
and told flap A inside and foid 10 ¢losed position,

STEP 3. Lilu flap A to weriical position,
then il and fold extenstans of flap 18
up against end walls of hox

STEP 5. Fodd all Haps m
{small flaps hrst, large {laps last),
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Sample - Labeling Requirements

Section : CNO-17
Date - 02/01/2000

Stapled Slde

Box Mumber

ADMINISTRATIVE FILES

First/last file in box

MFCC Code (first and Iast file in hox)

\v

% 1 -t X

MName of Operatian

= 100,300 1id,00C

Year of Campeign

} Fhaila. Coor.ltr.

Stapled Side

Box Number.

PROTECTIVE STOP/SURVEY FILES

Trip Number

S Campasgn 200

Firstlast file in hes

_} LT ]

flozwd Trap Fila:
[ RS L

Mame of Oparaticn

W EET 0L REQ-DLlei- 0

Yeaar of Campalgn

e "o Cooe. e

e T
o Cainpatyn SRO0
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TERMINATION PROCEDURES

Termination activities will be coordinated by a MED/CNOS and AQD 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, MED/ICNOS will notify the AD-Administration and Administrative Operations Division (AQD) to send
a representative of AQD to conduct an inventory of all accountable property issued to the unit.

In addition to this AQD 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 consclidated 35F 1911, (Request for Space, Alteration, Equipment, and Service at Locations
Involving Protective Operations) is required to cancel all S5F 1311s previously approved for setvices, and
utilities such as telephones, electricity, water, sewage, etc. In addition, a separate S5F 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 ADD-08 (01).
Separate SSF 1911s should be prepared for rentals, repairs, purchases, etc. These will be prepared by AQD
representatives supporting CNOS activities.

For the duration of the campaign, the Detail Leader of the candidate detail will initial the S5F 1811 and forward
it to the DSAIC (Candidate Mominee Operations Section). See the Administrative Manual, section AQD-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:
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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 remaval of property from residence or command post.

The criginal and attachments should be forwarded to the SAIC-MED. MED/CNOS will distribute copies of this
repont to the appropriate Assistant Directors.

Dispositions

Disposition of Accountable Property

The inventory will be dene 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 AQD-06(09). The actual physical move of the property will be coordinated by
AQD 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 MED/CNOS.

Disposition of Administrative and Stop Files

The dispesition 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 te the Dignitary Protective Division, Identification Section:

(BXTHE)
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®BNE)

Return to Candidate Nominee Operations Section

(B)THE)

Disposition of Protective Equipment

Protective equipment (i.g®)(E) ) will be turned into the MED/CNOS supply section
or relocated to anather detall or coordinating center as directed by a MED/CNOS representative designated

to assist in the termination process.

Details Based in Washington DC

(B)(6): (LYTHC): () THE)

Details Based Qutside Washington DC

(B)6): (LITHC): () THE)




Manual : 2000 Campaign Operational Guide Section : CNO-1B
RO : MED/CNOS Date - 0201/2000

Disposition of Technical Equipment

Coordinating Centers - The TSD Coordinator will be responsible for remeving and returning this equipment
ta TSD.

Detail Operations - TSD QOperations will assign personnel to remave locks and alarms. Where appropriate,
form S&F 1911 will be utilized for all repair work to be performed.

Disposition of Communication Equipment

IRMD will supervise the removal and disposition of all radics, RapiComs and other related communications
equipment. They will also terminate telephene services,

Disposition of Weapons

(b)(T)(E)

(B)THE)

Disposition of Office Supplies

Controlled Items - Controlled or accountable items will be returned by the ACD representative conducting the
inventoary at the time of termination.

General Supplies - Surplus office supplies will be handled by the AQD representative.

Disposition of Office Furniture

Frior to termination of the operations at coordinating centers, detail operations, ar residence security details,
an inventory of accountable property will be conducted by a representative of the Administrative Operations
Civision and MED/CNOS in conjunction with the supervisor who is responsible for the items. All discrepancies
if appropriate, signed by the ACD and MED/CNOGS representatives will serve as the release of custody form.
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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. AQD will coordinate the physical move of
furniture, etc.

Disposition of Office Equipment

Frior to termination, an inventory of office equipment will be conducted by the AQD and MED/CNOS
representative to ensure that all office equipment is present. Disposition of this equipment will be directed by
the MED/CNOGS 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:

(®)(6): (BX)THC)

In addition, coordinating centers, detail operations offices, and residence security details, which obtained a post
office hox 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.
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SUPPORT

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

Candidate/Nominee Staff Advance Office

Each candidate/nomineg’'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 persannel 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 pest, stc.

[po® IDivision

(BXTXE)

B)(E) Division

®BNE)
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Military Support

All military suppert requests should be made through CNOS or the appropriate Coordinating Center.

Department of Defense

®&XTE)
(b)(THE) Teams
®BME
Treasury Agencies
®)7E)
Fo)(?)(EJ |(Refer to CNO-6 of this manual for additional information).

State and City Government Agencies

(®B)TE)
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Subject: Issuance of the 2004 Campaign Operational Guide

To: All Supervisors and All Manual Holders of the 2004 Campaign Operational Guide

Filing Instructions:

This directive serves to formally issue the 2004 Campaign
Operational Guide.

Binders for the 2004 Campaign Operaticnal Guide are being
shipped with directives checklists, and table of contents, pre-
filed for your convenience.

Impact Statement: Although the 0Office of Protective Operations (0OPQO}
basic policies are outlined in the Protective Cperations Manual,
the more specific procedures and operating guidelines that relate

to the 2004 Presidential Campaign are included in this Guide. 1In
this regard, the Guide should be used as a supplement to the
Protective Operations Manual, as well as the Administrative
Manual.

The 2004 Campalign OCperational Guide addresses administrative and

operational procedures for candidate/nominee protective details,

operations offices, coordinating centers, Jjump teams, advance

teams, eguipment coordinators, and additional federal special i

agents from the Department of Hcmeland Security. |
|
|

All offices are regquested to make the 2004 Campaign Operational
Guide accessible to all employees and to encourage them to become -

aware of 1ts contents. (To facilitate this process, this
Operaticnal Guide will be made available online as part of the |
LasexrFiche-based  USSS Manual Library.) There are several

administrative and procedural differences from previocus campaigns.

We remind all offices it is not intended that employees have an
individual copy of the guide. It 1is the vresponsibility of
supervisors to ensure the library copy of the guide is located to
allow accessibility by all employees.
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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, at@ﬁk@ﬁﬂﬁ L Questions on the content of the 2004
Campaign Operational Guide should be directed to the Dignitary
Protective Division, Candidate Nominee Operations Staff (CNOS), at

(b)(6): (b)(THC)

(®)6): BTHC)

AD-Protective Cperatlions

DCP#: CNO 2004-3
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DIVISION OVERVIEW

Office Hours:

Office Location / Mailing Address:

8:00 a.m. to 6:00 p.m. EST/EDT {Monday - Friday)

(01/2003 - 12/2004 - at direction of DPD/CNOS)

(b)(6): (bX)THC)

Name

Title

(®B)(6): (BX(THT)

Fax:

Phone/FTS:
Router Code

Office Code:

Section :
: 02104/2004

Date

CNO-01

(b)(6): (B)(THC)

(b)(6): (B)THC)

Direct Line

A/C (202)

(®)(6): (bX)THC)

(B)(6): (BXTHC)
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Date

CNOS Operations Center

Location:

Phone:
Fax:

(®)(6): BITHC)

Operational
Responsibilities:

*Future Relocation

*Phone:
*Fax:

Detail Issues/Residence Security Coordination/Campaign Event Security
Planning

(b)(6): (BXTHC)

TBD
TBD

Combined Manpower Operations Center (INV, OPO, and CNOS)

Location:

Phone;
Fax:

(®)(6): BITHE)
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ADVANCES : GENERAL INFORMATION

{Refer to Protective Operations Manual section OPQ-03, Advances-General Information.)

Mission

Candidate Nominee Operation Staff (CNOS) advance teams are responsible for implementing security
arrangements for the candidates, ncminees, and nominee spouses authorized protection by the Depariment
of Homeland Security. CNOS policies will be adhered to in conjunction with those established by the Office of
Protective Operations. '

Responsibilities

After determining that a host field cffice cannot provide the advance team, the Combined Manpower

Operations Center or the appropriate Coordinating Center (CC) will assign dvance team upon

confirmation of the proposed visit. The district SAIC is encouraged te assign alocal agent as lead advance, if
resources permit. Since the [b)(NHE) |

|(b}(?)(E) |
[)NE) Py TeJeXe:®I/C] Jadvance team. OUne member of the eam |5 assigned as (nefbye) b

(b)(TXE)
BDE) -
N Agent i
The [PXDE) |15 the responsibility of the lead advance agent.
(b)(THE)
Agent
[BXDE) ldvance agent for CNOS advances. (LXDE)

)()(E) nd
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O Division
BXTNE)
(LY T)E) Team
BXTHE)
(bYTHE) 1 .
Unit :
(BXTXE)
(D) T)E) S
Division
(b)(TE) |Team
BXTHE)
X Advance
Y TNE)
2
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Date

CNO-02(01)
: 02/04/2004

BITHE)
Detail Operations

ODE)
Origin of Advances
Notifications

BTE)

Assignment of the Advance Team

After determining that a host field office cannot provide the advance team, the Combined Manpower

Operations Center will assign an advance team upon confirmation of the proposed visit.
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Pre-Advance . | | o

{Refer to Protective Operations Manual section OPO-05, Pre-Advance) ' ' |

BMNE)
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ADVANCE TEAM PROCEDURES

(Refer to Protective Operations Manual section OPO-06, Advance Team Procedures.)

Preliminary Coordination

Prior to any[PO® as
outlined in Protective Operations Manual section OP0-06, Advance Team Procedures.

Subsequent Coordination

Subseqguent coordination in OPO-06 refers to the varicus arrangements necessary to coordinate an
advance upon arrival in the city to be visited.

SAIC or RAIC of District

BMNE)

The [POE ' , as well as
identifying the police jurisdiction(s) involved.

Staff Lead Advance

The [b)(7)E)

[LXMNE) | A staff advance team may consist of several

members, each with specific areas of responsibility. The staff lead advance will act as the |[B)XDE)

(B THE)

(b)(T)(E)
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Préliminary Site Walk-Through

®TIE)

Staffl USSS Meetings

®BME

Police Meetings

'{(Refer to Protective Operations Manual section OP0-06, 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.

(BXTIE)

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
OPO-17).

Once the initial introductions have been completed by the SAIC or histher designee, the lead advance
agent will |(b)(?)(E) |as outlined in QPQ-06, Advance Team Procedures.

Following the ageﬁt's briefing, separate counterpart discussions will be conducted to address
specific security requirements for the visit.

The[@®®  lagents are reminded of the U. S. Secret Service "“OPSEC" program and are required.to
review this policy at each police meeting.
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Site Security Survey

(®BXTHE)

(®B)TE)

Equipment/Support Requests

The lead advance agent will coordinate all equipment, manpower, and other operational 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 CNOS. Appropriate reporting dates, times, 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. |t
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 CPO-17)
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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, afb)(?)(E) should be prepared for each
agent.

BXTIE)

The lead advance agent is responsible for providing genera! 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 resclved 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,
reperting times, etc.

Site Briefing

Site agents are required to brief the personnel assigned to thelr site, in detail, regarding all phases of
security and operation at the site. Each "poststander” should have definitive information concerning the
purpase and function of the post he/she is assigned, as well as a general understanding of the other posts.

During this briefing, thel®™®  bosition should be explained to each individual “poststander. foX® |
o® |
understoad,

it is the joint responsibility of the site agént and TSD agent to brief the[D(E) |
Fo)(?)(E} |and other pertinent infermation regarding the site.

CNOS Press Agent

If a CNOS press agent is utilized to[>7® land time permits, he/she will be briefed, prior

to his/fer arrival on site, by the lead advance agent. Specific information regarding®)XM(E®) |

[@D® il be discussed. Potential areas of conflict with the [®XD® jwill be identified (refer

to sections CNO-13 and CNO-14 and Protective Operations Manual section OP0O-12, Press).
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Supervisor Briefings

CNOS Detail Leader or Assistant Detail Leader

The [O0OE will be briefed by[PDE |
(BXDE) lagent p_rior to depe.:rturg enroute _t,g the site”or‘city.
(b)(THE)

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

(BXTHE)
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FOREIGN ADVANCES

(B)THE)

Preliminary Coordination

Operations Office Responsibility

(Refer to Protective Operations Manual section OP0-03, Advance - General Information.)

The CNOS and the Detail Operations staff will [0)(DE) |

[BDE | Basic information will be obtained
concerning the [by 7)) |
|(b)(?)(EJ |The SAIC of that district will be notified.

The CNOS will initiate the process for obtaining "visas" and/or aother 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.) »

BDE)
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Advance Team Briefings™ | |

" Internal Briefing

(b)THE)

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

(BDE) representative provides background information and a briefing on the (®D® |
climate of each country to be visited. : '

-

F

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 pelice 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.

[b)THE) Ag ent

(BXTHE)
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(BXTHE)

Meetings

All meetings referred to the Protective Operations

Manual section CPO-07, under "Subsequent

Coordination " will be attended by advance team members.

Reading Files

The iead advance agent will coordinate with the FbJ(?XE) Iagem in establishing the general and
[LDE) | The pm® |agent is responsible for reviewing

these files daily and remaining current on all teletypes to/f

Site Security

from the embassy concerning the visit.

CNOS site agents are responsible for estéblishing a secure environment for CNOS protectees as outlined
in section CNO-04, Forms and Reports Utilized during Campaign 2004, and Protective Operations Manual

section OPQ-08, Site Security.
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COMMUNICATIONS

(Refer also to Protective Operations Manual section OPO-10, Comrﬁunications.)

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 FDJ(@! O

(0X(6): (BXTHC) [This support will be provided based on the guidelines.

Radio Communications

®TE)

For specific communications equipment lists available for each stop, refer to section CNO-15, Equipment.

Telephone Communications

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

(BXTHE)
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CNO-03

(BXTHE)

Command Post (CP)

ONE)
Operation
ONE)
Command Post Requirements
®THE)
\ 2
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(BXTIE)

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 facsimite line.

Administrative Requirements

In addition to the administrative requirements outiined in OPC-10, Communications, any site surveys
ccmpleted for the [m(ME |

®UTE)

Emergency Action Requirements

(®B)THE)
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Security Room

Section :

Date

CNQO-03
o 02/04/2004

BUDE)
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FORMS AND REPORTS UTILIZED DURING
CAMPAIGN 2004

In addition to the reguiarly 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 http://ssweb/mno/pars/ferms or through the Management and Organization Division home

page.

Supervisors

SSF 1899, Temporary Assignment Evaluation - To be completed for each individual agent upon termination aof
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 Reguests - These requests must be forwarded through the CNQS 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.
SSF 19986, Designation of Non-Governmental Pro'perty - 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, Pre!iminary Survey Report

SS5F 1961, Record of Name Searches

85F 1963, Candidate Nominee Final Survey Report
| SSF 1779A, Authorization to Secure Lodging
|

' Other

Requests for new/other forms should be coordinated through the CNOS Administrative Support Coordinator.
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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/divisicn will generally be responsible for
signing the T&A records for his/her personnel assigned to the CNCS, 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&RA 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 Maonday 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.

Poe ] &oe | [0® | Coordinator

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 or an advance LD [o)DE)

(®BXTXE)

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 hisfher office of permanent assignment [0 E)

(BXTHE)
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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 employee to his/her office of permanent assignment and to the CNOS [D(DE)

BXTE)

The coordinators will also verify and sign the SSF 1852 for all personnel assigned to the coordinating centers
during each pay pericd, including advance members. Advance [0x7] 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)TIE)

The CNOS will transmit these work Schedu!es via official message to the appropriate offices.

Federal Special Agents (FSAs)

|(b}(?)(E) ||(b)(?)(E} | Members

(BXTHE)

l

Residence Security

BUDE)

The CNOS copy will be verified by the CNOS and then forwarded to the FMD.
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®UTE)

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 wili be verified by the CNOS and forwarded to the FMD.
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FEDERAL SPECIAL AGENTS (FSAs)

Utilization
{(Refer to CNO-11, Guidelines, and Protective Operations Manual sections OPO-13,
Support, and OP0-18, Personnel Resources Utilization and Cost Tracking Procedures.)

The .S, Secret Service utilizes FSAs from the Bureau of Immigration and Customns Enforcement (ICE}) and
other Federal agencies to perform certain protective related duties.

BMNE)

= 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 respanse in conjunction
with the CNOS Operations. :

s 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 responseflogistics.

Administrative Guidelines/Requirements

Purpose

These instructions provide guidelines and establish processing procedures relating to costs incurred by FSAs
during tempoerary 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 trave! 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 poststanders and residence security should generaily 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 assignments, the USSS will be responsible for issuing
tickets for all subsequent assignments (i.e., detail and during the travel rotation through
Secret Service personnel will coordinate directly witl all FSA travel subsequent to arrival at an

originating assignment. Under no circumstances are non-Secret Service personnel allowed to contactfD® ]
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 pravide 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.
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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, Leader, or other supervisor at the conclusion of there
assignments. Issued tickets are accountable and must be tracked by the FMD. The respective USS5
supervisor will attach all used, partially used, and unused tickets to his/her Travel Voucher Worksheet or S&F
3200 for submission to the FMD. -

(LI TIE)

When an agent has lost an unused ticket, he/she must furnish documentation from the airline carrier or

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 accommedations shall be used
for all modes of commercial transpertation whenever feasible. Use of premium class accommodations is
prohibited. The FTR identifies premium class air travel as first class and/or intermediate service (e.q.,
business, clipper, etc.).

When premium class air travel is required because no other accommodations can satisfy mission
requirements, prior approval must be obtained frem 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 at 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 QPO or CNQS for the following reasons:

BXTIE)
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(BXTHE)

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".

(B)THE)

Note will automatically book flights on contract carriers.

Rental Vehicles

Contracting rental vehicles for campaign purposes is restricted to authorized USSS personnel. (Refer to '

CNOQ-08, Cocrdinating 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. :

Reimb'ursemenlt for mileage to, and parking at, commen carrier terminals or other areas while the traveler is
away from his/her point of departure (FOD) 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 USS8. 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 ar the USSS in-town per diem voucher.
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Hotel Accommodations

A USSS supervisor or advance agent will make hotel arrangements for ali 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 autherized 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 to remain overnight at his/her POD,

All FSAs on in-town assignments should compiete 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 claims 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 10 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 ali 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,
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Per Diem Rates - Foreign

(BXTHE)

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 wil 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 The USSS supervisor
will ensure the S3F 1852 corresponds to the official work schedule.

After approving and signing the SSF 1852, the USSS supervisor will return one copy ta 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:

(BXTHE)

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 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 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.
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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 Financia! 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 3200l. The appropriate RC code should be
indicated in the "RC" code block "Responsible Center” on the SSF 3200I.

* 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 projeét 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
(b)(6): (b)(T)C) or through the Management and Organization Division home page.
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Sample SSF 3236, Request for Authorization or Approval of Premium

Class Air Accommodations

Request for Authorization or Approval
of Premium Class Air Accommodations

1. Office:

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:

§. Circumstances Justitying Use of Premium Class Accommodations:
{Provide a description of the circumstances under the requlations justifying use
of premium class accommodations. Also, provide a complete and detaifed
explanation as to why less than premium class accommodations could not be used,
the extenuating circumstances as to why an earlier or subsequent flight could not be
taken 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
ramifications if authorization, or approval is not granted.)

6. Name of Carrier, if Foreign:

7. Authorization: Date

LUNITED STATES SECRET SERVICE S8F 3236 (11/90)
This form was clecironicaly produced via OmniForm by USSSADMIMMNCO/PARS
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| Sample SSF 3200A, Travel Voucher Worksheet - Attachment (Front)

Travel Voucher Worksheet - Aftachment

1.8SN 2.RCC 3. OFFICE TELEFHONE NUMBER
4. NAME 6 WORKSHEET NO,
6. [TINERARY
' RON PER '
DATE CITYISTATE BIEM HOTEL GPQ COST PROJECT GODE
i
TOTAL COST TOTAL COST

UNITED STATES SECRET SERVICE

Exception to SF 1012- Appraved by GSA/NRMS 2/83

Thiy form was Bactronicaly produced o CimnlF o by USSSW OMINUMNOWARS .

Privacy Act Statemant on Back

S5F 32004 (02/93)
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Sample SSF 3200A, Travel Voucher Worksheet - Attachment (Back)

7. ADDITIONAL MISCELLANEQUS EXPENSES {Idantify by Type & Date)

8. TICKEY INFORMATION (Issued by SATQ)

. _ | AGENTS VALUATION PCINTS OF TRAVEL
TICKET NO. CARRIER| MODE OF TICKET DATE OF ISSUE FROM 10
TOTAL COST
9. PREMIUM CLASS AUTHORIZATIONS: 10. NON-GERTIFICATED AIR CARRIER
TICKET NO-: . {Attach Authorization) EXEMPTION CODE:
11. TRAVELER'S SIGNATURE 12, DATE
13. APPROVING OFFICLAL 14. TITLE 16. DATE

PRIVACY ACT STATEMENT: In campilantd with Iha Privacy Acl of 1874, Ltha folawtng nfammation b provided, Salkcialon of B infommelbon on ha fom is aulhodzed by 5 USC. Chap. 57 aa
rpamoniad by the Foders Travel Acgulatans (FTR 301 -11), E.O, 11609 of July 22, 1871, E.Q. 11012 of March 27, 1062, E.O. TI07 of Hovembar 22, 1843, and 28 U.S.C. 601 1 [b) and 5108, Tha
primary purpose of 0 Mequadicd [nietmalion 12 1o detormine paymend or relmiy t iz ofiglble tor travel end/or redncation evpentey Inoymad wnde appropriatd pdrinisiztve
crutharzion end to record 8nd maknlafn cosla of suph lg ha k. The Mnhmbyommmmummnunmmmwmnﬁmlnmnmmma
of 1hedr gficlal duties, The may be o Fadernl, Shite, iool, of forsign agencion when relevanl Ia ohvil oriminal, ar reg ¥ or when
PUMLNL ED & reguirem e by Lhis apefcy In conneclion with ha hidng or Aring of en emptoyes, the [sauence of @ securlty o i g af tha p -nfumdn: mnymlnm Sovemmenl
nervica. Your Soolal Seourily Ancoun! Humber (S5 18 solited und ar th @ uford by of (ha Intamed Revenus Coda (26, US.C. mm)m 108} and EQ. m? Hovernbor 22, 1043, for 2o 85 B tDe poysr
Brior empioyes dendficalion runiter, diaciosurs Ls MANDATORY an youchem dalming Lrevel endéor refocation gl owance expenss rekmhursamant which L3, of rmay b il e tnosms, Disdosos of your
S5M ond olher requealad Infarmation fs volunlary (n B oher Insigncey, hawever, fallure (o provide e nformatien [ether then SEM) requied lo suppad Lhe cilm mey msull n delay of |osa of
rekmiwrse ment

| _UNITEQ STAYES SECRET SERVICE

10

S5F 32004 (02/2) )
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Sample SSF 3200l, Travel Voucher Worksheet - In Town Per Diem (Front)

TRAVEL VOUCHER WORKSHEET - In Town Per Diem San raversa sids for instructions.

1. 85N 4. Authorization No. & Data Doc # : {FMD use only}
2. Nameg 5. Mailing Address (Home) and Phone Mumbar {4/C) MOTE: (Falsification of an item in an

anpense accoun! works a forfaiture of claim
{28 U.S.C. 2514) and may result In a fine of

— nat more than $10,800 or Imprisonment of
33. Responsibility Center 3b. Warksheet No. ot than § years or both (18 U.5.C.
267, 1.0.1001) .
6. City/State {POD) 8. Protectes(s) Visil .
Agrival Dreparture

Project Code Date Tims Date Time

7. Estimated Amount Worksheet

9. Protactiva Assignment 1G. Remalned Qvamight (RON) Yes No
Number of Rogm Nights

Data Started Time Started i
Protectee’s Name

Date Ended Time Ended Hotel RON Autharized By

Narmafitta

11, Other Expanses ’ 12. Detail Asslgnment {Chack one)
Lead Advance SA

Site Advance SA

|0 Advance SA
Motorade Advance SA
TSD Coordinator

Cther
onsisten! with Profective Oparations Manual, Seclion QP-4

13. Agdltional Comments

@ R W R oa

00000

[s]

f

NOTE: Attach all recalpls fot any expense exceeding $25.00 and lor all long distance telephare calls {ragarinss of amount). Mo recelpt needs to be attachad for hotal
* cosls which were direct billad,

14. | CERTIFY THAT THIS VOUCHER IS TRUE AND CORRECT TQ 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 1S ONLY
CLAIMED FOR THE DAY OR DAYS OF THE ACTUAL VISIT,

Travaler Date

Sign Here:

15. This voucheris approved. Lang distance phone calls, if any, are cartified as necessary in tha Interest of the Governmant. (NOTE: If lang distanea phone
calls are included, the approving aMlcial must hava been authorized In writing by the head of the agency (31 11.5.C. 680a)). All in town per diem and hatel
costs wera authorlzed and approved. Per diem is only clalmed for the day or days of lhe actual visit

Approving Officlal Title Date

Sign Here:

PRIVACY ACT STATEMENT:

In campliance with the Privacy of 1974, the fallewing infermalion is provided: Sollcitation of the infarmation on this form is authorized by U.8.C. Chap. 57 as
Implemanted by the Federal Travel Regulations (FTR 301-11), E.G. 11609 of July 22, 1971, and 26 U.5.C. 6011(b) and B10D. The primary purpase of the
requested information Is to determine payment or reimbursemaent to eligible Individuals for allowable travel andfor relocation expenses incurred under
appropriate administrative authorization and to recerd and malntaln costs of such reimbursements to the Gavernment. The Informatlon will be used by
affieers and employeas who have a need far the information in the performance of thelr offidal duties. The infermatian may be dischsed to appropriate
Federal State, local, or foreign agencies when relevant to aivil, criminal, ar ragulatery investgations of prosecutlons, ar when pursuant ko a reguirement by this
agency In connection with the hiring or firing of an employee, Lhs issuance of a security clearance, or Investigations of the performance of officlal duty while in
Government service. Your Soclal Security Account Number (SSN} s sollcited under the authovity of the |ntemal Revenue Code (26, U.S.C. 8011{h} ard 6105)
and £.0. 9397, November 22, 1943, for use as a tax payer and/or amployee identification number; disclosure Is MANDATORY on vouchers dalming ravel
andior refocation allowance expense reimbursemant which is, or may be taxable Incame. Disclosure of your SSN and other requested information is
voluntary i all other Instances; however failure to provide the Informatian {other than SSN) required to suppart the claim may result In delay or loss of
reimbursemant.

UNITED STATES SECRET SERVICE Exceptlon to 5F 1012 SSF 32001 (02/93)
This forn was stecimnically preduced via Ome Form by USSSWOMINWMKOWPARS  Approved by GSA/IRMS 2/93
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Sample SSF 3200l, 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 (SS5N). Emptoyee's travel account information is naw based on SSN
identification. All inquiries must cite this identifier. (See the Privacy Act statement on the front of this form.)

2. Namae : Enter tast. first and middle initial.

3a. Responsibility Center: Enter employee's designated office of recard. Use the accounting responsibility center (RC)
code found in the Financial Booklet. .

3b. Worksheet No.: Enter the sequential number of the worksheet. In arder to aid the employee in maintaining control of
worksheet submissions, itis 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 retumed 1o 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. Mailing Address : Enter your office mailing address.
6. City/State (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 amaunt of your ctaim.

8. Protectee(s) Visit: List project code{s) as well as the arrival date and time and departure date and time for the
appropriate protectee or protectees. The times listed should be one {1} hour befare the protectee arrives {whaels down)
through one { 1) hour after the protectee departs the locale (wheels up).

9 Protactive Assignment: Enter ihe date and time you began your protective assignment as wel as the date and time
your protectivie assignment ended ({for per diem purposes oniy). The time should be continuous. There should be no
breaks for investigative or administrative work and commuting time should not be included.

10. Remalned 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 protectee whose assignment required the
ovemnight stay. Aiso 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.

1. Other Expenses: Enter any items nol included in the per diem allowance and itemize by amount and date of
incurrence (e.g., taxicab fares, official business telephena calls, hotel charges if paid by employee, elc.)

12.  Detall Assignment: Check the appropriate box indicating your assignment while on the protective detail. Refer to the
Protective Cperations Manual, Section QPO-3, for additional information.

13. Additlonal Comments: Enter any information pertinent to the temporary duty assignment which will affact
reimbursement. e.g., scheduled arrival versus actual arrival.

14.  Traveler Sign Hers: Cnly the original signature of the employee will be accepted by FMD.

15.  Approving Official: Only the original signature of the autharized officer (ASAIC/RAIC or above} who has knowledge of
the in-town assignment will be accepted by FMD. Only ASAIC'S/RAIC'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 Chief's worksheets will be approved by the appropriate
Assistant Director (AD) in Headquarters.

UNITED STATES SECRET SERVICE SSF 32001 {2783}
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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

®XTE)
Office Classificatioh ' Protectee Division Fiscal
Case . Number Trip - Year

©OXDE)

Monthly Reporting Procedure

Atthe 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 sheould 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 1D, 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:

(BXTXE)

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 mades
of travel and to incorporate cost effective logistical options in supporting travel for CNOS, PPD, VPD, and DPOC
trips. I

The CNOS will be located at [£)6): ®X7(C) Washington, D.C. Each operations staff will assign
{on a weekly basis) a duty agent for coverage after business hours.

Projected Itinerary

(BUTHE)
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Rotation Plan

(BXTHE)

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 it to the detail operations. Detail operations must complete an
SSF 2041 using this purchase order number within 2 days and forward it through DPD/CNQS 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. 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 AQOD-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.

(b)(THE)

Additional vehicles will be assigned based upen the needs of the detail/district (i.e., spouse details, shift
change).
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Automobile Accident Requirements and Notification

(Refer to section CNO-12, Transportation, and Investigative Manual section 15D-21, Accident and Tort
Claim Investigations.)

Protective Survey/Files Procedure

When a candidate detail cperations office receives confirmation of an impending trip, a protective survey/stop
file will be established as follows:

(BXTHE)
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Use of Candidate Facilities

(BXTHE)

Questions regarding the above should be directed to AQD, Facilities Management Branch at|(b)(6)=' ®NC)

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-08, 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. Atthe 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 ¢losed for business.
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COORDINATING CENTER GUIDELINES

Coordinating Center Operations Staffing

Staffing requirements for each Coordinating Center QOperations 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 lowa 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 towa 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.

Coordinating Centers have traditionally been established for t

PO® |and the[®®

required for other significant campaign activities such &s Presider
regions generating a significant USSS logistical effort.

el(b)(?)(E) the
Addm_onal Goordlnatlng wenters may be
tial Debates or events within geographic

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.

Regquirements will include the following on-site event supervisory positions:

(BYTE)

DPD/CNOS Event Coordinator -

The primary responsibility of the DPD/CNOS Event Coordinator is to identify the coordinators from all
necessary USSS coffices (i.e., AOD, IRM, UD, TSD PIG, PPD, VPD, 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 Fo)(?)(EJ

[This time frame is

the result of all actions related to ACD and Procurement Division responsibilities, 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 responsible for establishing any req

uired documents, including the[®®)

po® |the [IOOE and the [PO®

|The DPD/CNQS Coordinator

supervises and manages eam development, 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.
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The DPD/CNOS Coordinator provides organizational guidance when it is necessary for the establishment of a
Law Enforcement Executive Committee, Sub Committees, the Coordinating Center yo)ME® Ihe Multi-
Agency Communications Center (MACC), and other agency communications centers:

Field Office Coordinator {""*

The primary responsibility of the Field Office Coordinator is to manage the overall law enforcement effort in
the on-site development of the operaticnal security plan. This includes all required USSS assets and
counterparts from the loca! public safety community. The Field Office Cocrdinator oversees the day-to-day
advance in preparation for the event. The Field Office Cocrdinator 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 cperational 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 reguirements.

®BMNE)
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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 aperations.

When necessary, cell phones, pagers, and PDAs wil be issued to each coordinator. In addition, each
Coordinating Center will have avaitable 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/CNQS 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 Coordinatars based on their established reporting
requirements. These requiremenis will be reported in therb)(?)(E) rnemorandum with all other
manpower and equipment projections.

At the beginning of each cperation 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 DPOD/CNOS Caoordinator. Copies are to
be provided with computer disc to the DPD/CNOS Coardinater 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 sheould 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 rental vehicles. Prior to
approval being sought, every effort should be made to utilize existing CNOS purchased®E iehicles or

other USSS wvehicles. During specific campaign events (i.e., [DXDE)

[oDHE . 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 CNQS after consulting with the LRC, the specific
Candidate Detail Operations Section (or in their unexpected absence, OPOQO) will be contacted for an
autherization number. Subsequently, the LRC agent will make the rental arrangements througther
Federal agent personnel are not authorized to contact the LRC or|?)X7)XE) regarding 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 agent will write the
authorization number on the rental agreement and give one copy to the advance [©XDE) | 1 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 [0M® | [ 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 Centel(b)“)@ br 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
CNQS, telephone (202) 406-6200.

Motor Vehicle Accidents

{Refer to section CNO-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 {EPQ) order number and provide it to the requestor, 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 AQD or Procurement Division Coordinator{s) should be consulted
regarding any emergency purchases.
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Accounting for Assighed Property

In accordance with ADD 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, |dentification.}

Hotel Bills

Whenever the Coardinating Center or Candidate Detail Gperations Section needs to obtain hotel rooms,
standard billing procedures should be followed, as outlined in Administrative Manual section FMD-08(07),
Hotel Accommeodations. 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 ceordination of local agreements, billing letters, and reservation commitments should go through FMD,
Chief, Finance Section, for appropriate language content.

(B)(THE) |(bJ(?)(E) | U sa g e

(B)THE)

FSA Usage (Other Than ""® | Teams)

(BXTHE)
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DETAIL GUIDELINES

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 follows:

(BXTHE)

(BXTHE)

(B)THE)

®BME
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®BNE
Motorcades
|
BMNE)

Residence Security Guidelines

(BXTXE)
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| ®XDE)

Aircraft Seating Guidelines

(BXTHE)
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(BXTXE)

Advances

| Ingquirtes concerning itineraries, site information, routes, etc. will be made to the tocal staff person and with the
| detail operations staff. Under no circumstances should an advance agent make inquiries with the candidate's
naticnal staff headquarters.

(®BXTXE)

(BXTHE)

(BXTHE)
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EQUIPMENT COORDINATOR
GUIDELINES

The followi'ng.guidelines for Equipment Coordinators Special Officers (S0Os) assigned to the 2004 Candidate
Details are provided in an attempt to standardize their utilization for the campaign.

(b)TXE)

(BXTIE)

L. The Equipment Coordinator's tour of duty will be determined by the Detail Leader and will be reported on
the work schedule.

(BXTHE)
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(L)(E) (L)THE) . GU l D E LI N ES

(LITHIE)

Time and Attendance Reporting

The Leader within the coordinating center, the field office, or the CNCS will be responsible for
transmitting via official message the work schedule information for each Secret Service [©)X7)] member to
the office of histher 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 Manday.

Due to logistical problems inherent in the campaign, the 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[0()] teams will submit their SSF 1852 ta their [BX7X leader for approval.

The [0 [0 leader will verify and sign the SSF 1852 and return it to the FSA before hefshe 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 perscnnel. The Bureau of immigration
and Customs Enforcement (ICE) Respensibility Center (RC) code (UCS) should be indicated on the mdiwdual
folio.

Rental Vehicles
(Refer to CNO-03, Communications.)

If a problem arises at the rental counter, the rentai agent should cal[®®  Immediately at[>E® or
Fb)(?)(E} |

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 wili 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

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, CP0-03, OP0O-06,
OPO-09 and CNO-02, Advances).

Route Security

Presidential Nominee

(L)TXE)

BDE)
All Others

BNE)
Motorcade Alignment

BXE)
Candidates or VP Nominees

Car
BDE)
1
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(b)(T)E) c ar
OXTE)
LXIE) Vehicle
‘ BXTNE)
|
| .
(OX7XE) Vehicle
’ (b)THE)
D) .
(P1) Vehicle
: OXNE)
(b)(7T)(E) .

, Vehicle(s)
|
| ®XNE)
| — -
‘ (BXTE) Vehicle(s)
| _ _
‘ BXNE)
| 2
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OXDE)
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DE) Car
BXDE)
BE®) car
BXDE)
(b)(THE) Car ’
BXDE)




Manual ; 2004 Campaign Cperational Guide Section : CNQ-12
RO DPD Date » D2/04/2004
(0)(7)( i
®)(E) Vehicle
BYTHE)
el Vehicle
BYTNE)
Lt Vehicle
BXTHE)
WTWE .
P Vehicle(s)
BNTHE)
O)(NE) 5 o e
Vehicle(s)
BXTHE)
(b)Y THE)
(L) THE)
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(B)XNE) Car/[00®

(BXTXE)

Spouse Detail

(b)(THE)

(b)(THE)

(B)THE)

Car

(b)(T)(E)

(BITHE) i
I Vehicle

(B)THE)

Motor Vehicle Accidents

(Refer to Investigative Manual section 1SD-21, Accident and Tort Claim Investigations.)

Guidance

The following DPD/CNOS procedures will provide guidance to all personnel on reparting motor vehicle
accidents. '
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In the glove compartment of each DPD/CNOS vehicle are the following required motor vehicle accident forms:

S5F 3164, Motor Vehicle Accident Report

8SF 1938, Moetor Vehicle Accident Worksheet
SF 94, Statement of Witness

SSF 1908, Notification in Case of Accident Card
S5F 4042, Accident Checklist

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/CNQOS
within 24 hours of the accident Fo)(é):. bXNO)

A DPD/CNQOS Accident Checklist is provided on the following page to guide personnel through some of the
actions to be taken following an accident,

(b)(6): (B)THC)

Any questions regarding motor vehicle accidents should be directed 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 1S0-21, Accident and Tort Claim Investigations, for
specific proceduras 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 (policeffirefambulancefappropriate field office).
Identify and Interview witnesses. Furnish them with SF 94, Statement of Witnesses.

Preserve the evidence.

Record the pertinent data on S5F 3164, Motar Vehicle Accident Report; complete
sections 11X

Reguest an NCIC check on both the vehicle and the driver of the other party's
vehicle and under the appropriate circumstances, the ococupants of the other vehicle.

Avoid furnishing employee home addresses or teiephone 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.

After completing the above at the scene of the accident:

Db 0Oodgouaad

Notify DPD/CNOS as soon as practica|®X6): ®TC) bs well as your supervisor.

FAX DPDACNOS[R6): (b)THC) a 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
oceurred. :

Chbtain 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.

o0 dood

UNITED STATES SECRET SERVICE S5F 4042 {0 172004
This form was electronically produced via OmniFom by USSSADMINAINCYPARS




United States Secret Service
Directives System

Manual : 2004 Campaign Operational Guide

RO : DPD

IDENTIFICATION

Section
Date

Campaign 2004 Identification

Identification for Campaign 2004 falls into two distinctive categories:

: CNO-13
. 02/04/2004

1.
BNE)
9
BXE) : BXNE)
System, and
ODE)
BXE)

Permanent

BITYE)
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Temporary

Section :
o 02/04/2004

Date

CNO-13

BXTIE)
Press/Media Passes and[®"®
BXDE
Identification Kits
BXE)
2
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(BXTHE)

Credentials

(®B)TE)

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.

(BXTXE)
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CNO-13

(BXTHE)

Campaign Credentials for Candidate Detail Staff Workers

(®)(TIE)

Credentialing and Access Control

BXTIE)

USSS Personnel Credentialing and Property/Asset Management

BXTE)

{Refer to DPD-06, Equipment and Equipment Tracking.}
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Sample Hard ID

(b)THE)

Color Combinations

Section :

Date

CNO-13
: 02/04/2004

BXTIE)

(BXTHE)
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Sample Hard ID[""® Color Combinations
(BXTHE)
BITHE)
5
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(b)THE)

Color Combinations

Section :

Date

CNO-13
: D2/04/2004

(b)(THE)

®BNE)
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(b)(ME)

Color Combinations

Section :

Date

CNCG-13
: 02/0412004

(®B)THE)

®BTE)
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Sample Hard ID

(B THE)

Color Combinations |

Sectlon :

Date

CNO-13
: 02/04/2004

®BNE)

(BXTHE)
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(L) TIE)

Color Combinations

Section :

Date

CNO-13
: 02/04/2004

(®BXTXE)

(BXTHE)

10
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Sample Hard IDColor Combinations

(b)(TXE)

(BXTHE)

11
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(BXTHE)
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PRESS

Credentials

(Refer to section CNO-13, Identification, for examples of press credentials.)

The following credentialing procedures have been adopted for the 2004 Campaign:

BMNE)

Press Agent

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 respensible 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. [e)HE) |
BXDE) |
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EQUIPMENT

General

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

Equipment Issued

Issued to Traveling Detail

(BXTHE)

Issued to Advance Teams

PDA
Police tape will be at all FO's, RA's, and CNOS [P)(NE)
cellular telephone (Lead) w/charger and extra battery
flashlight

USSS placard

el e A T iy

Note: All the above items will be lcaded in a specially designed hard case.
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In addition to the above listed equipmenill be available to the advance teams (from DPD/CNOS)
as needed.rb}(?)(E} |and chargers will be issued to each equipment coordinator.

Issued to |(b)(?)(E) ||(b)(?)(E} |

(BXTHE)

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

(BUTIE)

Placed in all DPD/CNOS Vehicles

first aid kit

fire extinguisher (2 ¥z Ib. dry chemical)
flashlight

package emergency road flares

set jumper cables )

ice scraper ’

vinyl raincoats

USSS placard

package accident forms

—_ = ] = — &

Each designated follow-up will be equipped with:

2 rolls police tape
1 FATS kit (First Aid Trauma System)
1 rope bag
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Placed in Command Post at Protectee's Permanent Residence

(®B)THE)

Provided by IRM - Voice Communications Branch:

®BINE)

(B)THE)

Available at Each RON Site

(BXTHE)
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Provided by IRM - Voice Communications Branch:

(BXTIE)

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

Issued to Each Detail Operatidns Staff

Provided by DPD/CNOS:

(B)TE)

Provided by IRM - Voice Communications Branch:

(BXTHE)

Provided by IRM at Each In-and-Out Site

The lead advance agent may request IRM support {telephone lines, radio consolendior hand-held
radios) at in-and-out sites based on the following: non-availability of existing commercial telephones, length of
stay at sites tg®ME unusually large or complex sites, or adverse intelligence.
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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)THE)

FAA Security Regulations

®UTE)
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(B)THE)

(BXTHE)
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(BXTHE)

FAA Aircraft Inspections

(BXTXE)

The CNOS will provide Liaiscn Division with the above information. Liaison Division will make the request
to FAA and advise the CNQOS of the results.

(BTHE)

Charter Aircraft

General Policy

(BXTHE)

Name Checks for Charter Aircraft Crews

Detail Operations will ensure that [PX7)E)

(®B)TE)
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FAA Air Taxi and Commercial Operator's Certificate

(BXTHE)

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 pilat 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 [b)XNE) |
[(BXDE) |

Categories of Aircraft

B(NE
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General Procedures for Chartering Aircraft

Generally, aircraft are chartered for the USSS by the LRC throughj(b)m@ |An SSF 3037, Charter Usage
Report must be completed at the time the charter reguest is made. Refer also to the Protective Operations
Manual section OPO-17, Index of Forms.

Use of Chartered Aircraft by Protectees

Initial Protectee Briefing for Use of Charter Aircraft

(BXTE)

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 Pratection.”

The Secret Service was further directed to:;

"..advise the Appropriations Committees as to the actual payments o candidates fcr 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 FMD 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 seli 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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Notification Procedures for Traveling Aboard Candidate Charters

The Defail 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 3037, 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 hill
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 autharized
representative must be affixed to the invoice: ’

" certify that the abowve 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. Unigue invoice number
2. Date of Invoice
3. Leg-by-leg breakout of charter
a. point to point
h. cost of leg portion to committee
¢. number of seats on charter
d. number of USSS personnel on charter
4. Contact person and telephone number of the biliing committee

The bill should be forwarded for approval to:

(®)(6): BLITHC)

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 CNQ-09, Detail Guidelines, and Protective Operations Manual section OP0-14,
Aviation Policies and Procedures.}
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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 MNC-06, Records Management).

Upon termination/closeout of detail operations and individual coordinating centers, campaign files are to he
sent directly to the DPD/CNOS. The CNOS Campaign Administrative Coordinator will be responsibie 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 MNQ-07(10), Records Disposition
Schedule for Headquarters Protective Operations and Protective Divisions.
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TERMINATION PROCEDURES

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 AQD to send a representative of AQD to conduct
an inventory of all accountable property issued to the unit.

In addition to this ACD representative, a representative from DPD/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 Service at Locations
Involving Protective Operations, is required to cancel all SSF 1911s 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 ACD-08 {01). Separate SSF
1911s 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 AQD-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 removat of property from residence or command post.
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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 wili be done in conjunction with the supervisor responsible far the accountable property. Any
lost or stolen property should be reported by the accountable supervisor using procedures faund 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 ldentification

Upon termination of a candidate detail or coordinating center, the following procedures will apply for returning
unused identification to the DPD, Credentialing Section:

BNE)
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(BXTHE)

Return to Candidate Nominee Operations Section

(A) If the detail is based in the Washington, DC area, hand delivers the suitcase containing identification,

(B)(6): (B)THC)

(B) If the detail is not based in the Washington, DC area, thg®?® |cantaining the identification
should be locked and sent to thefe)©): ®7)C) |
(0)(6): (BXTHC)

Disposition of Protective Equipment

(b)(TWE
Protective equipment (i [ " will be turned into the DPD/CNOS Equipment

Section or relocated to another detail or coordinafing center as directed by a DPD/CNOS representative
designated to assist in the termination process.

Details Based in Washington, DC

(®)(6): LXTHC)

Details Based Qutside Washington, DC

The on-site AOD representative will make the necessary arrangements for shipment of protective
equipment 10 [b)(6): (0X(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 will assign personnel to remove lacks and alarms. Where appropriate,
form SSF 1911 will be utilized for all repair work to be performed.
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Disposition of Communicatioﬁ Equipment

(b)THE)

The IRM wili supervise the removal and disposition of all radios and 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)THE)

Disposition of Office Supplies

Controlled ltems - 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 AQD 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 AQD and DPD/CNOS in
conjunction with the supervisor who is responsible for the items. All discrepancies if approprlate 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 TSD

representative will ensure that the combination is reset to the factory setting. AOD will cacrdinate 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 DPD/CNOS
representative to ensure that ali 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 {just prior to deactivation) should use the return
address listed below:

[b)(6): (BL)THE)

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
CNQOS for further disposition.
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SUPPORT

(Refer to Protective Operations Manual section OPO-13, Support.)

Candidate/Nominee Staff Advance Office

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
teams). Field office equipment will be used when possible (vehicles, command post, etc).

Intelligence Division

(BXTHE)

Technical Security Division

®UTE)
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Military Support

All military suppert 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)(THE)

Other Federal Agencies

A pool of Special Agents from other Federal agencies has been identified for assignment on[©X7] teams and
residence security. All FSAs have received|®)X(NE) Refer to CNO-086, Federal Special Agents,
for additional information). '

State and City Government Agencies

Palice, fire, and ambulance services of the local jurisdiction should be used whenever feasible to support
candidate/nominee details.
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Subject: Issuance of the 2012 Campaign COperational Guide

‘

To: To Ali Supervisors and All Manual Holders of the 2012 Campaign Operatiocnal Guide

Filing Instructions:
This directive serves to formally issue the 2012 Campaign
Cperational 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 Operations (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,
operaticons offices, coordinating centers, teams, advance-
teams, equipment coordinators, and the utilization of additional
Federal Special Agents from the Department of Homeland Security.

Cffices are requested to make the 2012 Campaign Operational
Guide accessible to all employees, and to encourage them to
become aware cof 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 Campalgn 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 Branch, at[®6:®0N0 Questions
regarding the content of the 2012 Campaign Operaticnal Guide
should be directed to the Dignitary Protective Divisiecn,
Candidate Nominee Operations Section {CNOS), atPX&@XW@

(b)(6): (B)(THC)

AD — Protective Operations

DCP#: CNO 2012-02
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SECTION OVERVIEW

Candidate Nominee Operations Section

The Dignitary Protective Division Candidate Neminee Operations Section (CNOS) plans, organizes, and
supervises protective detalls 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) -
(01/2011 - 12/2012 - at direction of CNOS)

Office Location: - Phone/eTs: [~ @7

(b)(6): (BXTHC)
Router Code:

Office Code:
Mailing Address: '
(B)(6): (B THC) i Fax:
Name Title _ - Phone
(B)(6): (BXTHC)
Vacant
(B)(6): (B)THC) (b)(6); (BXTHC)

(B)(6): (BX)THC)
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CNOS Operations Center

The CNOS Operations Center (CNOS Operations) is responsible for mahaging campaign protecti've detail issues,
residence security coordination, and campaign event security ptanning. :

(b)(6): (BLXTHE)

Location: Phone:

(b)(6): (B)(THC)

(0)(6): (B)THC)
Fax WO LBIIN
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ADVANCE - GENERAL INFORMATION

{Refer to Protective Operations Manual section CPC-03, Advance - General Information.)

Mission

Candidate Nominee Operations Section (CNQS) advance teams are respensible for implementing security
arrangements for the candidates, nominees, and their spouses autheorized 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 cther support units upon
netification of protectee travel. (Trip infarmation is required to be entered into the If the local
SAIC indicates that advance team support is required, advance teams will receive their assignments from
CNQS Cperations. CNOS Qperations, in consultation with the Office of Investigations (INV) and OPQ. will

assign the appropriate advance team personnel from the designated Campaign 2012 f2(0® |

NWOPO will send the initial official message activating the advance team(s). CNOS will be
responsible for 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 field office
counterpart information. CNOS will provide all available information to the Lead Advance Agent for
cocrdination and dissemination to the remainder of the advance team.
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Responsibilities

If a United States Secret Service (USSS) field office is unable to provide the protective advance 0] needed
1o support a candidate/nominee visit to its district, CNOS will assign personnel as required. The dlstrlct SAIC
is encouraged to assign a|®)(7)(E) whenever possible.

The CNOS will assign a|(b)("')® Irm_mJ to support the candldate!nom:nee visit. These members
will be assigned the following advance posmons

®E)
Eo®
o Agent
The®® advance is the responsibility of the|”"®

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.

Q) Agenf
BXOE
Eo® Agent
BOE
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Counter Surveillance Unit (CSU) Advance Agent |

(BXTHE)

~ Special Operations Division (SOD)

Tactical Teams

I/\b: /?: e I - - ,\b P s

BNE)

(L)NE) | Authorization for the deployment of SOD tactical assets will be granted by
CNQOS Operations after consultation with the QPQO.

Any request for SOD tactical assets must be made by the Lead Advance Agent cr field office supervisor to
CNOS Operations. '

Magnetometer Support

When determined to be appropriate, the Uniformed Division {UND} will provide walk-through magnetometer
| : coverage for CNOS visits during the 2012 Campaign. [0)(E) |

(BXTHE)

- 'Pre-Advance

(Refer to Protective Operations Manual section OPQ-03, Advance — General Information )

(BXTIE)

()HE) All pre-advances must be approved by the CNOS,
3 .
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ADVANCE TEAM PROCEDURES

(Refer to Protective Operations Manual sections OP0-03 and OPO-04.)

*

Preliminary Coordination

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 histher 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 whﬁ is respensible for

coordinating all matters regarding the protectee’s itinerary. [D)XDE)

(BXTE)

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 achieve a tlmely exchange of pertinent
information.
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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 infarmation.

BITHE)
Staff/lUSSS Meetings
(B)THE)
Police Meetings
Initial Police Meeting
BITHE)
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Site Security Survey

5)(E)

Equipment/Support Requests

The Lead Advance Agent will coordinate all eguipment, staffing, and cther aperational requests received
from the individual advance members. He/she is responsible for discussing these requests with the
district SAIC or his/her designee, and then submitting these requests to the Detail Operations Center
(DOC) supervisor. Appropriate costs, reporting dates, times, and locations, as well as proposed
scheduling, will be submitted at this time.
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Preliminary Survey

The Lead Advance Agent must submit afb}(?)@ |if possible, 24 hours prior to the visit.

It should be disseminated to the DOC and the traveling detail via the USSS Network, Official Message,
and/or facsimile machine, prior to the visit (refer to the Protective Operations Manual, section OPQO-14,
(0)7)(E) |and Documents).

Note: The Protective Intelligence Situation Reports will be part of the Preliminary Survey Report for
Campaign 2012, [2XDE) |will 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 general briefing for all special agents assigned to assist CNOS
for the visit. If time permits, arked "FOR OFFICIAL USE ONLY/LAW ENFORCEMENT
SENSITIVE", should be prepared for each agent.

BXTHE)

CNOS Detalil Leader or Assistant Detail Leader

(B)(THE)
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CNOS Shift Leader

OXDE)
CNOS Press Agent

®XNE)
Homicide Bomber Briefing

®ITE)

Site Agent Briefing

: t
Site Agents are required to brief the personnel assigned to their site, in detail, regarding all phases of
secunty and operation at the site. Each post stander should have definitive information concerning the
purpose and function of the post hefshe is assigned, as well as a general understanding of the other
posts. Further, when applicable the Site Agent should ensure that the magnetometer deployment and
utilization plan |s understood by all those involved with securing the site.

(BXTHE)

It is the joint responsibility of the Site Agent and Technical Security Division (TSD) Agent to brief the
EOQD/K-9 support person regarding the itinerary, logistics, protective intelligence, and other pertinent
information regarding the site. :
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Public 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 toal, the SSF 4088,
Search Warning Sign for Public Entering Protected Sites, at all protected sites where members of the
general public are being screened by 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
commencemnent of the screening and clearly visible immediately outside of the area where screening of
the general public will occur. In addition, when the SSF 4088 is displayed at a protected site, its
utilization should be documented in the [bXDE) for the visit.

Poster-size copies of the SSF 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 Crganization Division's hcme 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

BMNE)
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FOREIGN ADVANCES

(BXTHE)

Preliminary Coordination

CNOS Operations Office Responsibility

In the event the Secretary of Homeland Security directs the USSS to accompany a CNOS protectee

outside the borders of the U.S. [0)X(DE)

®ITIE)

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 CNOS, with the results being
made available to the Lead Advance Agent and the Detail Leader.

Pre-Advance

(BXTHE)
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(B THE)

Briefings

Internal Briefing

(BXTHE)

Subseq-uent 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. Ambaésador, 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 (ACQ), 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)THE)
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(BXTHE)

Meetings

All meetings referred to in the Protective Operations Manual, section OPQO-05, under "Subsequent
Coordination,” will be attended by advance members.

Reading Files

The Lead Advance Agent will coordinate with the (b)(HE) in establishing the general and
[EXDE) | reading files [BmH®) | Thepp® | is responsible for
reviewing these files daily and remaining current on all teletypes to/from the embassy concerning the visit.

Site Set:urity

CNOS site agents are responsible for establishing a secure environment for CNOS protectees as outlined
in section CNQO-04, Forms and Reports Utilized during Campaign 2012, and Protective Operations Manual
section OPO-06, Site Security.
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COMMUNICATIONS

(Refer afso to Protective Operations Manual section OPO-08, Communications.) '

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 Cantrol Activity (CMCA) teams.

Radio Communications

(BXTHE)
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Telephone Communications

If adequate notice is given {nermally 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:

(X THE)
Command Post (CP)
BXOE '
Qperation
(BXTHE)
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Command Post Requirements

(BTIE)

Radio Equipment

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

Telephone Equipment

(®B)THE)
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Administrative Requirements

Any f0®

BITHE)

The Lead Advance Agent remains responsible for reconciling all ro.om charges associated with the CP/down
room. ; ’

Emergency Action Requiréments

®UTE)

Security Room

(BXTHE)

(b)THE)
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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 Managemént and
QOrganization Division's home page under Keywords and Quick Links, “Forms."

Supervisors

. 88F 1875D, a Protective Operations Activity and Personnel Report (Dignitary Protective Division (DPD)) isto.

be completed by each shift leader and residence supervisor ona daily basis.

Detail Operations and Coordinating Centers

SS5F 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 X

SSF 1994, Requests for Support/Services from Federal Agencies for Protective Operations
SSF 1986, Designation of Non-Governmental Property To Be Secured by the United States Secret Service

S5F 1847, Accountable Property Control Record - Can be used when temporarlly lssumg 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
J o S8F 1961, Record of Name Searches
S8F 1779A, Authorization to Secure Lodging

SSF 4088, Search Warning Sign for Public Entering Protected Sites

Other

- Requests for new/other forms. should be codrdinated through the CNOS Administrative Support Coordinator.
Upon approval by CNOS leadership, a formal request for forms development will be made to the Management and
Organizaticn Division, Forms Managemem Program, via SSF 3328, Request for Form Change {Creation,
Revision, orCanceIIatmn '
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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 Nominee Operations Section (CNOS), based on the information transmitted via official message from
the CNOS and field offices. In some cases, an appropriate CNQS 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.

[DDE | [LO® | lDO® | 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 [0()] team or an advance [mmd [PO®

(BXTHE)
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Candidate Detail (Operations, Traveling Detail, Re'sidence Security)

Detail Operations Center {DOC)/CNOS staff will be responsible for transmitting via official message 'th'e work

schedule information of each employee to his/her office of permanent assignment[®XDE)

(BXTHE)

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 CNOSRXDE)

(BXTHE)

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 [0 agent's post of duty (POD).

Local or Qut-of-District Field Office Support

(B)TIE)

The CNOS will transmit these work schedules via official message to the appropriate offices.

Federal Special Agent (FSA) Personnel

Members/Residence Security/Local FSA Support

®B(NE)
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Scheduled Overtime (SOT) Trackmg in Support of the
2012 PreS|dent|aI Campalgn

In order to track scheduled overtime (SOT) costs assaciated with the 2012 Presidential Campaign, the Office of
Administration reguires all timekeepers for all offices (1o include all USSS field offices, resident offices, and
resident agencies) and divisions (to include the Uniformed Division) to repert 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 regarding this subject may be directed to the main number of the Office of Administration,

Budget Staff at|®)6): G}7XC)
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FEDERAL SPECIAL AGENTS (FSAs)

Utilization

Refer to Protective Operations Auxiliary Manual section CNO-11, Guidelines, and Protective
Operations Manual sections OPQ-11, Support, and OP0-15, Personnel Resources Utilization and Cost
Tracking Procedures.

The United States Secret Service (USSS) utilizes Federal Special Agenté {(FSAs) from Immigration and
Customs Enforcement (ICE) and other Federal agencies to perform certain protective duties.

(B)THE)

= Permanent Protective Detail Support: \

The Lead Advance Agent will request additional support through the CNGS Detail Operations Center
(DOC), while the field office will provide a request to INV. After any reconciliation, INV will coordinate
the manpower response in conjunction with CNOS QOperations.

» Candidate/Nominee Detail Support: .

The Lead Advance Agent will make additional requesté 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 brovide guidelines and establish processing procedures relating to costs incurred by FSAs
during temporary assignment fo the USSS in support of Campaign 2012.

Scope

These instructions apply to all FSA personnel tasked to 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 admlmstratwe requwements
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-USSS personnel allowed to contact(®X(DE) Hirectiy.
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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 that will 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 gn 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 rei:eipts for tickets issued by the USSS be submitted to
the USSS leader, or other supervisar 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. : '

(b)THE)

When an agent has lost an unused ticket, he/she must furnish documentation from the airline carrier or

as evidence of unfurnished services. The USSS supervisors will assist FSAs in these situations.
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Premium C_Iass Airfare

In accordance with Federal Travel Regulations (FTR), regular economy coach accommaodaticns shall be used
for all modes of commercial transportation whenever feasible. Use of premium class accommadations is
prohibited except in certain, limited circumstances and only with prior approval. The FTR identifies premlum
class air travel as first class andfor 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 QPO or CNOS, as well as from LRC.

Note: |f preh'lium class accommodations are utilized, the SSF 3236, Request for Authorization or Approval
of Premium Class Air Accommodations, must accompany the voucher for each traveler. (See sample
at the end of this section.)

Ci'ty 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 GS5A contract city pair must be used unless one of the four exemptions is met:

®TE)

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)

Autharization 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 inte consideration the
availability/desirability of Government transportation.

Use of a POV for official 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, rcad, and tunnel fees are allowed in addltlon to the
mlleage allowance.

Reim bursement for mileage te, and parking at, commaon 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-airpert lots while traveling on extended trips, such as 21-day asmgnments is not permitted unless
comparatively cheaper to round- lrlp 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, including 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 uhllzlng 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
USS3S persannel 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.
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Hotel Accomr'nodatio'ns

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. Onlythe room charge must appear on the hotet

room bill.

Submission of Travel Vouchers

F3A travel vouchers (with exception of in-town per diem vouchers} will be submitted to the FSA’s respective
agency. All relmbursemems 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 distnct in which the protectee typically works or
re5|des .

In-town per diem vouchers (SSF32001, Travel Voucher Warksheet - 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

BUDE)
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Time and Attendance (T&A) Reporting

All FSAs will be paid by their respective agency based upon a USSS/ICNOS generated official and approved
work schedule (vetted through the agency representative assigned to CNQOS).

Financial Codes

The respensible center {(RC) code and the appropriate project code must be included on all trave! related
documents. Sub-program 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:

‘s 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 3200,

» Hotel Bill Folio: The approprlate "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 Qrganization Division’s home
page under Keywords and Quick Links, "Farms.”



- Manual :

RO

2012 Campaign Operational Guide

DPD

Date

Section :

CNO-06

1 12/09/2011

Sample SSF 3236, Request for Authorlzatlon or Approval of Premium
Class Air Accommodations

7. Authorization: ) Date

UNITED STATES SECRET SERVICE
Ths form poxs Eectronicaly producee via GmniFam by LSSSATMINVNOPARS

Request for Authorization or Approval
of Premium Class Air Accommodations

. Office:

. Traveler's Name:

Title or Position:
Divisien or Field Office:

. Origin and Destination or Segméms for Which Premium Class

Accommodations are Requested, period of travel, time and date of flight:

. Additional Cost to the Government for Such Premium Class Over Next Lower

Class Below Premium Class:

. Circumstances Justifying Use of Premium Class Accommodations:

{Provide a description of the circumstances under the regufations justifying use

of premium class accommodations. Also, provide 3 complete and detailed
explanation as to why less than premium class accommaodations could not be used,
the extenuating circumstances as to why an earlier or subsequent flight ceuld neot be
taken including date and time of the next avaifable “less than premium class”
accommuodations hefore or after the proposed flight to be used. Provide all the
ramifications if authorization, or approval is not granted.}

6. Name of Carrier, if Foreign:

S3F 3236 (11/90)
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Sample SSF 3200I, Travel Voucher Worksheet - In Town Per Diem (Front)

TRAVEL VOUCHER WORKSHEET - Protective In Town Per Diem  See mverse site for instaictions.

+ S5N 4, Authorization No. & Date Ooc # ; (FVID Use GIly)
2. Name 5. Mailing Address and Phone Number (A(C} MOTE: {Fa'sifcabon of an ftam in an

£1R3N5E FEeoUNnt works 3 fordeture of cla'm
(28 U,5.C, 22149) and may resy in 2 Roe of|

30, Drganization Cooe 30, Worksheel NG, 0% mosz thes $10.608 o irgstsonent o
for o than 5 years or both (18 4,50
287 100001}
6. CRy'Siate (POD) 8. Froectee(s) Visit
Arrival Departure
Project Code Date Time Daie Tiime

7. Estinated Amour '‘Worksheel

4. Protective Assignmznt 10. Remiained Cvemight (RON) Yes No
Dote Started Time Started MNumber of Room Nights
Protectee’s Name
Dtz Ended Time Endey Hoiel RON Authorized By
Name{File
11, Other Expenses . 100. Hotel PO Number (HT Number) of Cardhoider Rame and OMite (e incutiona)
12 Detgil Assgnmenl {Check one}
1. [ veas Advance 53 5. [] TS0 Coominator
. 2 Site Advance SA 6. Othar
13. Aaditonal Comments D D
3. [ 0 acvance 8A
4. D Molorcarde Advance S4 {Congi with ddminizicative Manos,
Seciton FMD-11{03), and or approved in
advarce by the Offfon of Administation
through ERC).
NOTE: Arach sl reoelps for any ¢apunee exosoding 540.00 and for all lang di: H <alls {regan of amoum). Mo resedpl needs o be aZached for Rzl

L0251 which wara direct biked.

14, | CERTIFY THAT THIS VOUCHER IS TRUE AND CORRECT TO THE BEST OF MY KNCWLEDCE AND BELIEF. AND THAT PAYMENT OR CREDIT
HAS NOT BEEN RECEIVED BY ME. ALL IN TOVWN PER DIER AND HOTEL COSTS WERE AUTHORIZED AND APPROVED. PER DIEM 1S ONLY
CLAIMED FOR THE DAY QR DAYS OF THE ACTUAL VISIT.

Traveler ' ) Date

Sign Here:

[15. This voucher is approved. Long distance phone calls, if any, are cerlilied a5 necessary in the interest of the Govemment {(NOTE: ¥ long dislance phone
calls ara Inciuded, the spproving official must hava been autholized in waiing by the head of the agency (31 US.C. 8680a)). A in tovn per diean and hotet
costs 'were avtharized and approved. Per diem Is only claimed fof the day o days of the aciual visil.

Approving Official Tiile ; Date

Sign Here:

PRIVACY ACT STATEMENT:

In compliance with the Privacy of 1574, the following information 15 provided: Solicilation of the mformation on this form is authorized by U.S.C. Chap. 57 as
implemented by the Federal Travel Reguiations §FTR 304-11), €.0. 11509 of Ay 22, 1971, ang 26 1J.5.C. 6011{%) and 6109. The primary purpose of the
requested information is 1o daterming paymand o reimb i 1o eligible ndividuals for alipwable travel andior mlocalion expenses Incumed under
aporoprate adminisirative authorzation ang to recond and mainiain costs of such rembursemens o ihe Govemment.  The informertion wil be used by
officers and employess who nave a need for the information in Lhe performance of thelr oMleial duties. The Infermation may be disclosed o appropriate
Federa) Siale, lecal or foreign agencies when relevant to civil, ciminal, or requiziory investigations of prosecutions, af when pursesnd 1o a reguirement by this
agancy in connection wilh the hinng or fiing of an emplayes, the issuance of a security dearance, or investigalions of the perfammance of official duty while in
Government service. Your Socia) Security Actours Mumber (SSN} is soliciied under the authordiy of tha Imemal Revenue Code (26, U.S.C. 88 () and 6109}
and E.O. 9387, Navember 22, 1943, o use s 1 tax payel angior emplovee [dentiftcation nunmier, disclsure is MANDATORY on vouchers chkiindng traved
andion relocalion alcwante expense feimbursement which is, or may e taxable income. Disclosure of yeur SSN and other reguesied information is
voiunlary in 2l oher insiances; however faiture 1o provide Whe information (other than SSN) required o suppon the daint may resuil in delay or ss af
reimbursemeant.

UNITED STATES SECRET SERVICE Exception 10 SF 1012 S5F 32001 {Rev, 09/2008;
THL 300wy slecToratnly produced 1ia Cendfom, Approved by GSA/IRMS 293
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‘Sample SSF 32001, Travel Voucher Worksheet - In Town Per Diem (Back)

INSTRUCTIONS FCR COMPLETING THE SSF 32001 - IN TOWN PER DI_EM

1 SSN: Enter employee’s social securty accounl number {SSN). Employee’s travel account information is now based on SSN
identfication. All inquines must eite this identfier. (See the Privacy Act statement on the frant of this fom. )

2. Nome : Enter Iasl name, frst name, and midd|e inilial,

Ja.  Organization Code: Enler the Organization code of the office or division to which you are permanently assigned.

3b.  Worksheer No.: Enter the sequentral number of the worksheet. In order to aid the employee in maintaining contrel of worksheet
submissions, it 1s required (hat the employee sequentially number each worksheet submitted. This number shoutd reflect the fiscal yean
and sequenlial number beginning from ane (e.g. 08-1, 1st worksheet submitted in FY 0B, and 08-2, Znd worksheet submitted in FY 08)
For Pratective In Town Youchers, an 1" should he placed behind the sequential number. These numbers will be reflected on 1hg
completed computer genarated travel voucher returned to the traveler by FMD.

4. Authorization No. & Dote: For temporary duty, enter the appropriate Consolidated Travel Authorzation (CTA) number

and date of issuance (e.g.. CTA 081, 10/01/07}

5 Mailing Address . Enter your office’s physical mailing address.

6. City/State (POD): Enter the city and slate al which per diern is claimed.

i Estimated Amount of Werksheet: Based on your caloufations give an estimate of the amount of your elaim.

;N Protectee(s} Visit: List project code(s) as well as the arrval dale and tme and deparure date and tme for the
appropriale protactee of profectess. The times listed should be no more Lhan one (1) hour before the proteclee amves {(wheels down)
through be no more than one {1) hour after the prolactee departs the locale [wheels up).

9, Protective Assignment: Enter the date and time you began your prolective assignment as well as the dale and time
yaur pratective assignment ended {for per diem purposas only). Hours claimed should not exceed one hour prior to proteciee’s
arrival, or one hour aftar depanure. The time should be continuous. There should be no breaks for investgative or admimstrative
wark and cammuting time shoukd nol ba included.

10.  Remained Cvernight {RON): Check the appropnate block indicating whether you remained ovemnight and incurred
hotel charges. Indicate the number of nights you incurred charges, and the prolectee whose assignment required the
ovarnight stay. Also indicate the name and title of the ASAICIRAIC or above whe authorized you to remain avemight.
MOTE: This biock shou'd be complefed even though hotel charges may be direct billed.

10a.  Hotel PO Number {HT #}: Enter the hotel number (HT Numbar) of the direct billed hotel where the employee stayed. The Hote!
number may be ahtatned from the office manager or administralive support stafl, respansible for obligating and paying Lhe office’s
invaices in TORS, Il a govemment issued credit card was used to pay for the reom, enter the cardholder name and office on Lhis line.

11.  Other Expenses: Enter any items no! included in the per diem alowance and itemize by amount and date of
ineurence {e.g.. laxicab fares, efficial business telephone calls, hotel charges if paid by employee elc.)

12.  Oetall Assignment: Check the appropnate box indicating your assignment while on the protective detail. Refer to the Administrative]
Manual, Section FMD.11(03), far addftional information,

13.  Additional Comments: Enter any inlormation pertinent to the temporary duty assignment which will affect
reimbursement. e.q., scheduled arrival versus actual amval,

14, Traveler Sign Here: Tnly the onginal signature of the employee will be accepted by FHD.

15, Approving Official: Only the onginal signature of the authorized officer (ASAIC/RAIC or above) who has knowtedge of
(he in-town assignment wilf be accepted by FMD. Only ASAIC'/RAIC's or above mav approve S5F 32001, tn Tawn Per
Diem worksheets. Resident Agents-in-Charge (RAIC's) worksheets will be approved by Special Agents-In-Charge
(SAIC’s) of Lheir respective Field Offices. SAIC's and Division Chief's worksheets will be approved by Lhe approprate
Assistanl Diredor (A0 in Headquaers.

UNITED STATES SECRET SERVICE SSF 32001 (Rev. 0L2008)
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DETAIL OPERATIONS GUIDELINES

General

The following guidelines are provided for Candidate Detail Operations procedures. Q'uestions regarding
additional procedures or specific problems should be directed to the Candidate Nommee Operatrons Section
(CNOS). : :

Assignment of Protective StdeSurvey Numbers

®XTE)
Office Classification - Protectee Division ' Fiscal
' Case : Number Trip Year
®XDE)

Monthly Reporting Procedure

At the close of the each month, each DOC wilt summarize the total number of protected visits for their .
respective protectees. These statistics will be reported to CNOS via memorandum by the third working day
following the close of the month.

Detailed Iltinerary

Any information pertainlng to a stop/site should be entered into COLD when received. This will allow CNOS,
Assistant Director — Office of Protective Operations (OPQ), and Assistant Director — Inveshgatlons (INV) to
make more timely decisions regarding staffing resources.
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Operations Office Staffing

Each candidate DOC will consist of:
(b)(T)E)

There will alsc be a representative of the Logistics Resource Center (LRC) housed within CNOS. The LR,
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 modes of travel and toc incorporate cost effective logistical options in supporting travel for CNOS, the
Presidential Protective Division, Vice Presidential Protective Division, and Dignitary Protective Division.

CNOQOS will be Iocated at Fb)@:' ®MNO L!Vashington, 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

(B)THE)

Emergency Purchases

In cases of emergency where immediate purchases are necessary, CNOS should be notified via telephone of
the pertinent infermation. CNOS will then follow the procedures-outlined in the Administrative Manual, section
PRQ-07, Special Types of Acquisitions, to complete the purchase.

In emergency situations after regular duty hours, the DOC must be able to articuiate 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 in I-PRO. ' . '
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Accounting for Assigned Propérty

Each candidate detail will be issued-accountable property. Each candidate detail will have two equipment
handlers per rotation to assist agent personnel with the movement of the issued preperty. 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 ACD-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(NE

Additional vehicles will be assigned based upon the needs of the detail/district (e.q., spouse details, shift
change).

Automobile Accident Requirements and Notification

Refer to section CNQ-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 surveyfstop file will be
established as follows:

(BXTHE)
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The following reports normally will be required to close out a stop file:

(®B)TE)

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 stop number.

Itis important the stop files be complete. They are official documentation.

(BXTHE)

Use of Candidate_'FaciIities

(B)(6): (b)(THC): BXUTHE)
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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 OPQO-15, Personnel Resource and Utilization and Cost Tracklng will
apply. (Refer to CNO-08, Federal Special Agents.) :

1

Hours of Operation

Each candidate DOC will be staffed seven days a week, and will maintain business hours of atleast 7:00 a.m.
—~7:Q00 p.m. Additional hours of operation will be authgrized based on operational needs as determined by the
Detail Leader and operatlons supervisor, in consultation with CNOS.

Each DOC 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 cell phone number of the duty agent will be identified on the answering machinge’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

Coordina_ting- 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. '

(BXTHE)

- 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)ICampaign Nominee Operations
Section (CNOS) Event Coordinator —|*"® |

(BXTHE)
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Date

CNO-08

(BXTIE)

Field Office Coordinator —

(b)(THE)

(BXTHE)

(BXTHE)
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®BNE)

Requireme'nts and Procedures for Campaign Related
Coordinating Centers |

Rental Vehicles

CNQOS, 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), ACD 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 througther Federal agent personnel are not
authorized to contact the LRC oegarding travel tickefing 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 agent will write the authorization number on the rental
agreement and give one copy to the advance agen EXNEf)7 leader. This copy serves as the vehicle
registration and should be retained in the vehicle untirthe vehicle is returned. This copy will then be sent to
CNOS, who will forward it 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 Agenl.l(b)(?)@ Leader is responsible for prompt notification to the affected
coordinating center, candidate DOC or CNOS in the event of cancellation of the rental trﬂeing charged
(b)(T)(E)

for vehicles not used. The affected coordinating center, DOC, or CNOS will notify o cancel the
reservation. '

It is the respensibility of the USSS persennel renting vehicles te 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 to avoid unnecessary charges from the rental company.

Motor Vehicle Accidents
Refer to section CNO-12, Transpertation.

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 cutlined in the Administrative Manual to
complete the purchase.

“In emergency purchase situations after regular business hours, the affected coardinating center or DOC must

be able to justify the purchase and notify CNOS immediately. CNOS will contact the Procurement Division
(PRQ) and the requestor, and then complete 2 TOPS/I-PRQ 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 ove ' RO must be contacted for all emergency purchase order

approvals.

[f available and time permits, the on-site AOD or PRO coordinalor(sj 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 CNO-13, Identification.)
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Hotel Bills

Whenever the coardinating center or DOC needs to obtain hotel raoms, standard billing procedures should be
followed, as outlined in Administrative Manual, section FMD-08(07), Hotel Accommeodations. For additienal
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/CNQOS Event Coordinater 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
Ceputy Chief, FMD for appropriate language content.

PO® | P0® ] Usage

(BXTHE)

FSA Usage (Other Than Teams)

(BTIE)
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'DETAIL GUIDELINES

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:

(BXTHE)

(BXTXE)

®BNE)
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(®B)THE)

Residence Security Guidelines

(BXTHE)
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Aircraft Seating Guidelines

BMNE)
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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. [oX7N(E)

(®BXTHE)

(BXTHE)
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EQUIPMENT COORDINATOR
'GUIDELINES

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:

(BXTHE)

The Equipment Coordinator will be utilized at the direction of the Detail Leader.

®E)

The Equipment Coordinator's work hours will be determined by the Detait Leader and maintained on the work
schedule.

(®B)THE)
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1 1210912011

®BTE)

Shift (standard equipment)

B(NE)

Equipment Coordinator (standard equipment kit)

(BXTHE)

(BXTHE)

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 it to the Special Agent in Charge {SAIC) at his/her post of duty (POD). He/she
~will alsa submit an SSF 3200 to the SAIC at histher 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 (®)6): BXINC)

lorPsT

(b)(6): (B)THC) |if they have any questions or concerns.

(b)(6): (BX(TC)
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BXE) e GUIDELINES

(®BXTHE)

Time and Attendance Reporting |

The operations supervisor within the coordinating center, the field office, or the CNOS wili be responsible for
transmitling via official message the work schedule information for each USSS member to the
office of histher 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 folilowing Monday.

The Leader's SSF 1852, Special Time and Attendance Worksheet, will be signed by his/her
respective Special Agentin Charge (SAIC)/Resident Agent in Charge (RAIC), or appropriate detail supervisor.

FSAs assigned tc:|(b)(?)(E) tuill be paid by their respective agency based upon a USSS/CNOS generated
official and appro 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 travet 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 L.S5.
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.)

[b)(6): (B)(THC)

If a problem arises at the rental counter, the rental agent should cal (OXTXE) \immediately at BEE

Travel Vouchers

All FSAs will submit their trave) 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 ta 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 o CNOS.
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TRANSPORTATION

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, OPQ-06, Site Security, OPO 07, Motercades, and
CNO-02(01), Advance — General Information}.

Route Security

‘Presidential Nominee

®BMNE)
All Others

®BNE)
Motorcade Alignment

BNE)
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Candidates or Vice Presidential (VP) Nominees

: CNO-12
1 12/09/2011

[B))E) Car
L)DE)
LI DE) car
®XTE)
e Vehicle
®XTE)
e Vehicle
BXNE)
TR Vehicle
OXNE)
O] )
e Vehicle(s)
®XTE)
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(LY THE) .
Vehicle(s)
BXTHE)
(B)(THE)
®TIE)
(0)(THE) Car
(X THE)
Presidential Nominee
(b)Y THE) :
Car
®ITHE)
(®)(7)E) '
Car
BXTHE)
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(b)7)E)
Car
(®)TIE)
(0)7)E) Vehicle
(bYTIE)
[eo® VehiCIé
(bYTHE)
(e Vehicle
(®)TIE)
(OXE) Vehicl'e(s)
(bYTHE)
®XTXE) Vehicle(s)
(b)THE)
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(B)(TIE)

Section :
1 12/08/2011

Date

CNO-12

BUTHE)
Spouse Detail
(B)THE)
BTE)
(b)(TXE) Car
®TIE)
(B)TIE) .
Vehicle

®BMNE)
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Motor Vehicle Accidents

(Refer to Investigative Manual section ISD-21, Accident and Tort Claim Investigations. )

Guidance
The following DPD/CNOQS procedures will provide guidance to all personnel on reporting motor vehicle
accidents.
In the glove compartment of éach DPD/CNOS vehicle are the following required maotor vehicle accident i‘orms:
= SSF 3164, Motor Vehicle Accident Report; |
= SF 94, Statem_ent of Witness;
¢ S5SF 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 éupervisor in whose district the accident occurred’

must be noftified. In addition, a copy of the SSF 3164 should be transmitted by facsimile to the DPD/CNQS
within 24 hours of the acmdentrb)kﬁ) ®(THC)

(b)(6): (BXTHC)

Any questions regarding motor vehicle accidents should be directed to the DPD/CNOS at
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IDENTIFICATION

Campaign 2012 Identification

- ldentification for Campaign.2012 falls into two categories:

: CNO-13
: 12/09/2011

BXDE)
[0 Systuti, ahd T
BXDE)
Permanent BNE
OXDE)
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Temporary

Section
1 12/08/2011

Date

CNO-13

(bLXTIE)
Press/Media Passes and|”"®"

(BXTXE)
Identification Kits

BUTHE)
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B(NE)

| Credentials

(BXTHE)

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.

(®BXTXE)

Credentialing and Access Control

(BXTHE)
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Sample Hard ID[""® Color Combinations

(I THE)

(BXTXE)




Manual : 2012 Ca'mpaign Operational Guide

RO : DPD

Sample Hard ID

(b)(THE)

Color Combinations

Section :
¢ 12/09/2011

Date

CNO-13

(BXTE)

®BNE)
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Sample [P7® Color Combinations

®TE)

(BXTHE)
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Sample

(bXTHE)

Color Combinations

Section :
: 12/09/2011

Date

CNO-13

(b)(T)(E)

®BUTE)
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RO : DPD

Protectee

(b)(THE)

Section : CNO-13

Date

1 1240912011

®BNE)
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Staff and Press

(LXTHE)

Section :
: 1210912011

Date

CNO-13

BXTE)

®BME
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Federal Special Agent

Guide

(b)(THE)

Section -
: 1210912011

Date

CNO-13

BMNE)
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PRESS

Credentials

(Refer to section CNO-13, Identification, for examplés of press credentials.)

The following credentialing procedures have been adopted for the 2012 Campaign:

BMNE)

Press Agent.

DPD/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 controt 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. BITNE)

(B)THE) |
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EQUIPMENT

General

Each detail will be responsible for assigned accountable property. The Detail Leaders and Equlpment
Coordmators shall be the accountable property officers.

Equipment Issued

Issued to Traveling Detail

Shift (Standard Equipment)

(BXTHE)

“To be requested through Candidate Nominee Cperations Center {CNOS) Operations
Issued to Equipment Coordinators

Equipment Coordinator (Standard Equipment Kit)

B(NE)
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Issued to Advance Teams

®BMNE)

Note:  All the above items will be loaded in a specially designéd hard case.

In addition to the above listed equipment,[®®  Will be available to the advance teams (from the Dignitary
Protective Division (DPD)) as needed. : -

Issued to[”"®

Leader

®BME

- CNOS

Equipment Inside DPD/CNOS Vehicles

BE)

®BXTHE)
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CNOS Follow Up

(B)(THE)

Placed in Command Post/Security Room at Protectee's Permanent
Residence '

(B)TIE)

Available at Each RON Site

BMNE)

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.

(BXTHE)

TSA Security Regulations

(B)THE)




Manual :

RO

2012 Campaign QOperational Guide

: DPD

Section : CNO-16

Date

© 1240872011

(BXTHE)

(B)THE)




Manual : 2012 Campaign Operational Guide Section : CNO-16
RO : DPD : ) Date 1 12/09/2011

(BXTHE)

®BNE)

FAA Aircraft Inspections

(BXTXE)

CNQS will provide Liaison Division with the above information. Liaison Division will make the request to
FAA and advise CNOS of the results.

(BXTHE)
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Charter Aircraft

General Policy

®BNE)

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 |(b)(?)(E) Fhould immediately
submit the names of replaceme 5

FAA Air Taxi and Commercial Operator's Certificate

(B)TE)

Co-Pilot Requirement

All aircraft chartered by the USSS must have a licensed co-pilot. The co-pilot must meet the same
minimumn standards wlth regard to type of ||cense and appllcabfe ratings as the pllot in command Slnce
this is n 3 3 3

USSS,

[ )(E)

(BXTHE)
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General Procedures for Chartering Aircraft

Generally, aircraft are chartered for the USSS by the LRC through (XDE W SSF 3037, Charter Usage
Report, must be completed at the time the charter request is maue—Refer also to the Protective
Operations Manual, section OP0O-14, Protective Survey Reports and Documents.

Use of Chartered Aircraft by Protectees

Initial Protectee Briefing for Use of Charter Aircraft

(BXTHE)

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 Commiltee {Report No. 96-471) directed the USSS to:

..encourage protectees to prowde for agent air travel at na 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 praviding air

travel to Secret Service employees protecting pre3|dent|al candidates no later than 15 days prior to the
preadent:ai 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.
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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 5|gned by the candldate or by his/her duly
authorlzed 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:

Unique invoice number;

Date of Invoice;

Leg-by-leg breakout of charter,
o point to point;
o costof Ieg- portion to committee;
o number of seats 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): (BXTHC)

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 Ope_rations Manual section QFQ-12, Aviation
Policies and Procedures.)
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MANAGEMENT OF CAMPAIGN RECORDS

| Introdudtion

In addition to their operational value to United States Secret Service (USSS) officials and planners of future
protective events, USSS campaign records may alsc 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 protocels related to managerhent of campaign records, and
supplements the general records management policies and procedures housed in the Professional
Responsibility Manual, sections MNQ-06, Records Management, and MNO-07, Records Disposition
Schedules. -

Campaign Records Retention

Government records, including campaign records, are stored, retained, and transferred in accordance with
established records disposition "schedules.” Arecords 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 nc longer needed for current
agency business. '

Once each schedule is reviewed and approved by NARA, itis incumbent upan all USSS employees to ensure
that records placed in their custody are managed according to the pravisions of the applicable schedule.

The major classes of records created during a presidential campaign, their descripticns, and their

correspanding disposition schedules are summarized in the paragraphs belcw (The applicable NARA
schedule citation number appears in parentheses.)

Campaign Files

(BTHE)
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(BXTHE)

inaugural Activities Files

Cantain originals and/or official file copies of correspondence, reports, photograph, maps, and other
documentation accumulated in connection with protection afforded during inaugural activities.

a. Records maintained in Headquarters as project files |

Dispositicn: TEMPORARY. Cut off at the end of inaugural activities and send to MNQ for destruction
when 5 years cold. (N1-87-89-1)

b. "Information only" records maintained in Headquarters and field offices

Dispesition: TEMPORARY. Cut off at the end of the calendar year. Destroy when 5 years old.
(N1-87-89-1)

Establishing Local Filing Systems

Cam p'aign records are divided into twe categaories: Administrative Files and Protective Survey;‘Stop Files.
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Establishing Administrative Files

MNO will provide each candidate detail and cocrdinating center with pre-printed Master File Classification
Codes (MFCC)file folder labels for establishing administrative files. Blank labels will be prowded for additional
cades and file folders as required. :

Using the set of MFCC labels, create file folders for each of the pre-printed administrative file codes. Position
labels on file folders (top or side) according 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 tob 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. '

Classification Protectee Division Fiscal

Office Case . Number Trip Year
I THE)
BXTNE)
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(BXTHE)

Disposition of Administrative and Protective
Survey/Stop Files '

BMNE)

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

Inventory Records

®TIE)
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CNO-17

BUTE)
Packaging Records
I BUTE)
Shipping
BITHE)
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All administrative and closed protective survey/stop files will be shipped to the address below:

(B)(6): (BXTHC)

All open stop files will be shipped to the address below:

(B)(E): (B)THC)

Shipment of these boxes will be coordinated by AQD.

: CNO-17
: 12/08/2011

(BXTHE)
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Sample SSF 3283 - Records Inventory Sheet

1 12109/2011

- RECORD INVENTORY

Office: ' Total Boxes Shipped:

Accession Number: Centre Pointe _ FRC _  Other

File fMFCC

Box Number Number Subject

110.000 Secret Service Recurring Reports

110.040 Monthly Reperts (To include S5F 1823}

115.000 Statistics

136.000 Conperations/Liaison with State & Local Govts,
131.000 Cocperation/Liaison with Federal Agencies
175,000 Public Relations

176.000 Press, Radio, Televisien, Movies, and Videos
176.000 Official nppreciation!Commendatioﬁ & Sympathy
200,030 Manpower Strength and Distributieon

200,040 Job Related Injuries of Secret Service Empl.
200.100 Employee Attendance and Absence

233 .061 Promotion of Special Agents

203.080 Temporary Assignments [To include temporary

assignment replacements)

203,081 Temporary Assignment Evaluation (SSF 1B99)
203,090 Reassignments

204.000 Pay Administracion

204.030 Qvertime Work 1PBil Series

204.040 Overtime Work Nen-1811 Series

207.000 Ratirements

A03.022 Imprest Fupd {Third Party Orafts)

303.101 S5F 1911 - Report of Oblig. Apprawved for the

the Acquisition of Space, Alt, Equip and

Services at Loeations Involving Prot Oper

400.030 Governmen:t Transportatieon Request

400.120 Accommodation, Billing and Certificatien

[Hotel /Mocel Accounts)

- 800,000 Procurement Requests and Requisitions

UNITED STATES SECRET SERVICE SSF 3283 (04/94)
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Sample - Assembling of Federal Records Center Carton

ASSEMBLY INSTRUCTIONS

STEP 1. Square up box on its side, STEP 2. Fold extensions over on flap B,
and fold flap A inside. -

and fold 1o closed positicn.

STEP 3. Lift flap A 1o vertical position, : STEP 4. Lower flap A 1o bottom of box.
then lift and fold extensions of {lap B )
up against end walls of box.

" STEP 5. Fold al) flaps in
(small flaps first, large Naps las1).
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Stapled Side

Box Number

ADMINISTRATIVE FILES

> 1 of 3

MFCC Code (first and last file in box})

\ p 100,000~ 120,000

\ Fhila.Coor.Ctr.

Name of Operation
Year of Campaign

N\ 3 Campaign 2000

.PROTECTIVE STOP/SURVEY FILES

Stapled Side =
Box Number 3 1 of 2
\ Clooed Trip Fllex
Trip Number N e s o
Name of Gperation \ 2 Iowa Coor. Ctr.
Year of Campaigr = Campaign 2000

Firstiast file in box

Firstflast file in box
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TERMINATION PROCEDURES

Termination activities will be coordinated by the Dignitary Protective Division (DPD)/Candidate Nominee
Operations Section (CNCS) and the Administrative Operations Division {AOD) with administrative support
teams assisting with all termination activities.

Preparation for Termination

Prior to the termination of operations at coordinating centers, operations coffices, and residence security
secticns, DPD/CNOS will notify the Assistant Director (AD)-Administration (ADM} and ACD to send a
representative from AOD 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 consotidated SSF 1911, Request for Space, Alteration, Equipment, and Service at Locations
Invalving Protective Cperations, is required to close out the protectee's residence. This SSF 1911 is to recerd
final disposition of security modifications and devices, the owner/pratectee’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 closecut SSF 1911 describes which devices are being
removed (copy of installation inveices 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
inflicted by either installation or removal. TSD 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 te remave the
devices and restore the facility (when the owner/protectee consents o the abandonment of the devices), or b)
the value of the items being left behind and the cos! 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
madifications add to the owner/protectee’s property. ACD, in cocrdination with the Detail Leader, CNOS,
T8D, 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 (OPQ), and then (3.) AD-ADM. AQD 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 1911s should be prepared for other rentals, repairs,
purchases, etc., associated with the protectee’s owned or leased residence. These SSF 1911s 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 detall, the Detail Leader will prepare a summary memeorandum,
"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 dlstrlbute 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'maove of the property will be coordinated by AOD unless otherwise instructed
by DFD/CNOS. DPD/CNOS will also notn‘y the termmatmg unit regarding the dlsposmon of any protective
equipment.

Disposition of Vehicles

Upon termination of protective details and coordinating centers, instructions for dlsp05|t|on of vehicles WI|| be
the responsibility of DPD/CNQS.

Disposition of Records

The disposition procedures for adm|n|strat|ve flles and stop files are specn‘lcally addressed in CNO 07, Detall
QOperations Guidelines and CNQ-17, Management of Campaign Records.
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Disposition of Campaign ldentification

Upon termination of a candidate detail or coordinating center, the following procedures will apply for returning
unused identification to the DPD Credentialing Section: :

®BME

Return to Candidate Nominee Operations Section

If the detail is based in the Washington, DC area, hand deliver the suitcase containing identification, to:

(B)(6): (BX(THC)

If the detail is not based in the Washington, DC area, the suitcase containing the identification should be
locked and sent via FedEx to: ;

(b)(6): (BX)THT)

NOTE: When possible, identification should be. hand delivered to DPD.
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Disposition of Protective Equipmént

Proteétwe 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): (BX)THT)

Details Based Outside Washington DC

- The on-site AQOD representative will make the necessary arrangements for shipment of protective equipment
to:

(B)(6): (BX(THC)

Disposition of Technical Equipment
» Coordinating Centers - The TSD coordinator will be responsible far removing and returmng this
eguipment to TSD.
¢ Detail Operations - TSD Operatlons Sect|on 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
residence. .

Disposition of Communication Equipment

IRM will supervise the removal and disposition of all radios and cther 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 1o be followed with regard to the disposition of
weapons assigned to that detail:

(BXTHE)

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 responsiblé CNQOS representative.

Disposition of Office Furniture

Prior to termination of operations at coordinating centers, detail operaticns, or residence security details, an
inventory of accountable property will be conducted by a representative of DPD/CNOS and AQD in conjunction
with the supervisor who is responsible for the items. All discrepancies if appropriate, signed by the
DPL/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 TSD
representative will ensure that the combination is reset to the factory setting. AQD will coordinate the physical
move of furniture, etc. '

Disposition of Office Equ'ipment

Prior to termination, an inventory of office equipment will be conducted by the DPD/CNOS and AQD
representatives 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

Carrespondence that is prepared and dispatched from coordinating centers, detail opérations centers, and
residence security details during the last week of the operation.(just prior to deactivation) should use the return
address listed below:

(®)(6): BITHC)

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 ACD Mail Communications Center (AOD/MCC) will be
processed and forwarded to the CNOS for further disposition.
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SUPPORT

(Refer to the Protective Operationé Manual, section CPC-11, Support.)

Candidate/Nominee Staff Advance Office

'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 assi_gn the appropriate staff advance personnel and coordinate the staff support units.

USSS Support

Field Office

Field offices wil 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
teams). Field office equipment will be used when possible (i.e., vehicles, command post, etc).

Protective Intelligence and Assessment Division

(BXTE)

Technical Security Division

(BXTHE)
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Mail Screening

BDE)

Military Support

All mititary support requests should be made through the CNOS or the appropriate coordinating center.

Department of Defense

®BMNE)

Explosive Ordnance Disposal (EOD) Teams

(BXTHE)

- Other Federal Agencies

As in previous presidential campaign cycles, USSS special agent staffing may be supplemented by Federal
Special gents (FSAs) from other Federal agencies, who may be utilized forM®  hnd residence
security. All FSAs utilized will have received eight hours of orientation. {Refer to CN 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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