
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 3/28/2025 NC1-087-78-01 

 

Schedule Number: NC1-087-78-01 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 3/28/2025 

 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 
 

Items not listed below remain active. 

 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy.  Some items listed here may have been previously 

annotated on the schedule itself. 
 

Item 000 rule 06, Organization Charts and Functional Statements official copy, are  superseded by N1-

087-96-001 item 1. 

Item 000 rule 06 is superseded by DAA-0563-2019-0008-0004. 

Item 000 rule 07, Organization Charts and Functional Statements all other copies only, is superseded by 

N1-087-96-001 item 2. 

Item 200 rule 11 is superseded by DAA-0087-2021-0001-0012. 

Items 300 rule 04, and 800 rule 05 are superseded by DAA-0563-2019-0008-0004. 

Item 500 rule 7 is superseded by DAA-0087-2021-0001-0012.

 



•REQUEST FOR AUTHORITY 

TO DISPOSE OF RECORDS 
(See Instructions on Reverse) 

LEAVE BLANK 

DATl. RECEIVED 

i 6 MAK 
JOB NO 

TO GENERAL SERVICES ADMINISTRATION NCl 
1978 

87 1 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 NOTIFICATION TO AGENCY 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provIs,ons of 44 U S C 3303a the dtS-

-~D~e=..~a_r~t~m~e~n~t~~O~f_t_h_e_~T~r_e_a_S_U_r~--------------1 posal request, including amendments, IS approved except for 
2 MAJOR SUBDIVISION items that may be stamped "disposal not approved" or "with­

drawn" In column 10 

e 
3. MINOR SUBDIVISION 

arters and Field Offices 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT 

Arch1v,st of the United States 

I hereby certify that I am authorized to act for this agency In matters perta1nIng to the disposal of the agency's records, that the records proposed for disposal m this Request of 
--13...:.._ page(s) are not now needed for the business of this agency or will not be needed after the retention periods spec1f1ed 

~-/to-78 chief, Management & Organization 
Date (Signature of Agency Representative) (Title) Division 
7. 

ITEM NO 

1. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Attached herewith are copies of the proposed 
United States Secret Service Disposal Schedule, 
for Series indicated below, as shown in our 
Administrative Files classification Code 
(AD.MFCC) : 

000 GENERAL (2 pages) 

200 PERSONNEL (3 pages) 

300 FINANCE AND ACCOUNTING (2 pages) 

400 - TRANSPORTATION, TRAVEL AND 
SUBSISTENCE (1 page) 

500 - EQUIPMENT, SUPPLIES, SPACE AND 
SERVICES (2 pages) 

800 - PUBLIC RELATIONS (3 pages) 

9 
SAMPLE OR 

JOB j'lO 

10 
ACTION TAKEN 

c-.~TANDARD FORM 115 
"7?'Rev1sed January 1973'J-- Prescribed by General Serv1ces/-

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 . . ,·, , 

.:.:...... 

https://4,J~9':'.l~a,.Ja


---------------------------------------

---------- ------------------------

I 

I
I ·-,__--J1-----------,i-------------------_....l______________ 

TAilLE 000 - GENERAL 

n 
r. B Ci 

.....--_________________ 
l 1. ! Genera] corresoondence, mcmonind:i, hro- nff Leia] or office file cut off at the end o( each

!Corr..cspondcnce cllun's, pcr1od1cc1J~. ,rnd ollic•r .copt1.:<, m.:iintc1i.necl in c,i]cnd.:ir V~dr: ho]cl 0'1L' ,,cldi-
1 records \vhlch provide g0ne1·.il !lhlladquat·Lers ::incl/or fiel<l tion.11 yenr, tlwn dest1·ov 

informntion on histories (oLltcr riff ices 
than U.S. Secret Service) 1 cliart-
ties, benefits, government (red- I 
eral, local, foreign), organi~n- I 
tions and/or persons not covered 
elsewhere in this schedule. 
(Include "The Police Chief" and 
other law enforcement reading

I material in this category) 

I
2. 1-iistory, l!. S. docuncnts, photographs (inc.lud:ing official file copies cut off at the end of edc1i 

[ecret Service ncg~1Livt::s), anJ vc1rious other m::nntained in hec1uquar­ calendar ye<1r; hol,1 five: dl..iJ.­

records collected for historical ters tional years, then offer to the 
purposes, at the request of a National Archives. P[R'. 1 \'.\E:-.:T 

I higher agency or official for use- I 

I in preparing historical studiesI
3. of Secret Service activilies office file copies maln­ cut off at the en<l of L~.1ch 

t.:11ned in headquarters calendar yea1·; hold one .:idcl 1-I nnd/or field offices tional year, then dehtro~I
I 

copies of documents collected and~ official file copies d~stroy when supcrseJed or 
!'I : maintained for research or in the 111..1intnined in heado_unr­ ! obsolete, whichever is soonL;ri preparation of periodic hlslorles, tcrs 

--, 
i I 

occnsionnl monographs, studJ c"..;, 
I 

lI 

,ind tcporls [or Lile• purpor.;e of 
5. continued historical reference office file copies main­ destroy Bfter six ll'oncfi,.; 

t,1 tned in la~ndquarter.s..,I 
I 

,1nd/or ftl1 ld of[Jc.:cs 

https://offici.11
https://c;i]end.1r
https://g0ne1�.il
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TABLE 000 - GENERAL 

n 
u 

E 

6. 

, 

7. 

. 
A 

If documents are 
or pertain to 

Secret Service 
Policies and 
Management Pro-
grams 

B 

consisting of 

. 
documents reflecting policies, 
procedures, precedents, instruc­
tions, examples of typical cases, 
and similar data within the same 
organization, except publications 
and other records covered else­
where 

C 
which are 

official file copies 
maintained in headquar­
ters 

office file copies main­
tained in headquarters 
and/or field offices 

. l1_....,!______-1..___________...,!________ 

D 
then 

cut off at the end of each 
calendar year; hold five addi­
tional years, then offer to the 
National Archives, PERMANENT 

destroy when superseded or 
obsolete, whichever is sooner 

_!__________ 



ITABLE 200 - PERSONNEL 

1. 

3. 

4. 

A 

Ir docc.1m-;:-nts ETe 

or Dertain to 

Personnel -
General 

Laws, Regulations 
and Decisions 

1 (Related to Per­
sonnel) 

fraining Pro­
cedures and Tech­

' niques 

HI. 5, 

B 

of 

letters, reports, memor.:indn nud I 
reldted records invoJ vi11g n v.ir i ctyl 
of subjects: i.e.: personue L 
security, recruitment, employment, 
training, promotion, compensation, 
attendance and absence, separations 
retirement, and maintained in ac­
cordance with the Secret Service 
AD}IFCC, and not covered elsewhere 
in appropriate schedules. INCLUDE 
Labor-Nanagement Relations here. 

manuals, reguJations, plans, and 
other records pertaining to, or 
reflecting policies and/or pro­
cedures developed in the adminis­
tration and direction of personnel 
programs. (Included in this area 
is Civil Service Commission, 
Treasury and Secret Service 
material.) 

record sets of specialty training 
standards, course training stand-
ards, course syllabi, pJans of 
instructions, course charts and 
comparable guidelines 

l1__.J...__________L __________________ 

C 

o([Jclal file copies 
m.ilnt.:iined in head­
quarters 

office file copies main­
tained in headquarters 
and/or field offices 

official and/or office 
fiJe copies maintained 
in headquarters or field 
offices 

official file copies 
maintained in headquar-
ters for discontinued 
courses 

office file copies main-
tained in headquarters 

D 

cut off at the end of each 
c.'.llendar year; hold t1,;,o ndJ:i­
tional years, then destroy 

cut off at the end of each 
calendar year; hold one addi­
tional year, then destroy 

destroy when super~e<lcd or 
cancelled 

retain discontinued copies fo~ 
two yea~s, then offer to the 
National Archives,PERMANENT 

destroy when superseded or 
revised 

_.,!_r_o_r__c_u_r_r_e_n_t_c_o_u_r_s_e_s___...,!.._________________ 

I 

https://n[[Jci.'.ll
https://CO!:S2.Sl.in


TABLE 200 - PERSONNEL 
R IA u 

If dccw:-.ents e..r2L 
or pertain toC 

Training Pro­
cedures and Tech­
niques 
(continued) 

6. 

7. Training Facili­
ties 

8. 

9. 

10. Physical Examina­
tions 

' I• 

DB I C 

thencor.sisting of ,vhich are 

record sets of training pl~ns, 
technical training writing pro­
duction plans, evaluation plans, 
and instructional materials, in­
cluding lesson plans, texts, 
,films, charts, recordings, student 
study guides, student workbooks, 
student texts, programmed instruc­
tional material (tests, tapes, 
film strips, slides, scripts for 
live presentations, etc,) test 
materials, miscellaneous handouts 
and comparable data 

maJnLained at headquar­
Lcrs for current or dis­
continued courses 

destroy when revised, obsolete, ! 
or upon discontinuance of the ' 
related course '! 

I 
I 
1 
i 
I 

I 
I 
I 
! 
I 
I 
j 

PROPERTY RECORDS: See General ~~intained by the custo­ Follow disposition outlined 
Records Schedule (GRS) 4, Iten 7. dian of the facility, in cited GRS. 

correspondence, memoranda, reports 
and various other records pertain­
ing to the administration, opera­
tion and utilization of Secret 

official file copies 
Maintained in headquar­
ters 

Service Training Facilities 
office file copies main­
tained in headquarters 
and or field offices 

copies of physical examinations 
and/or raedical history, including 
all related documents, reflecting 
physical examinations performed for 
duty per fo rm.:rnce. (This is exclu-

official file copies 
maintained in headquar• 
ters 

cut off at the end of each 
calendar year; hold two addi­
tional years, then destroy 

cut off at the end of each 
calendar year; hold one addi­
tional year, then destroy 

maintain current and five previo 
physical examinations so as to 
have six year's records on file 
destroy all other copies 

l__..!.___________J_~s2;i:::v:.:e;...J;O!.!f~O:!,;l~)F!:.'_r£..!:.e~c~o.Er~d:..::s:...1r:J:e::.!a~u~i~r~e~m:!!.Se!!n.!:.t~s..!...J.)....!.______________:.._________________ 

https://v~e~o~f~O;:P1:F.....!r~e~c:..!o~r~d~s~Er~e~o~u2i;1rJ;e:.:!m~e:2n~t:.cs


TABLE 200 - PE~SONNEL I \ 

-1-\R IL__ _!:_A__ ______:_B:-_-::----+-l--~-:-;c:-:::-:----i\____~D;:-;:--___r lIf dOCUJ"''2nts are consisting of which are then 
or ner:a.in toE. 

cut off at the end of each 
and Distn.bution 

official or office fileXanpower StrengtJ studies, reports, letLers, sur­11. 
veys and various other records copies maintained in calendar year; hold and des­
re~ating to manpower strength headquarters and/or field troy at any time after five 
and distribution Iof fices years at the discretion of 

those holding the material 
I 

\ 
NOTE: Dispositi)n criteria for all other records lirted in the 200 Series of he Secret Service 

\ 

Administr1tive Files Classification Code (AD~tcc) may be found in the fc llowing listed 

II 
GSA - Gen~ral Records Schedules, as appropriafe: 

\ 

GRS 1 - Civilian Personnel RecotdsI 
I 
I GRS 2 - Payrolling and Pay Admiristration Records 

GRS 14 - Informat~onal Services Records 

GRS 18 - Security and Protective Services Records 

I 
I 
I 

I 
I 
I 

I 
I 
I 

I 
I 

I
1._J_\______!___________2-._______2_________ 

https://ner:a.in
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TABLE 300 - FINANCE AND ACCOUNTING 

rt 
u 

l:' 

1. 

3. 

A 

If documents are 
or pertain to 

Finance and 
Accounting -
General 

Budget and Ac­
counting Laws, 
Regulations and 
Decisions 

B I C D 

consisting of which are then 
I 
! 

letters, memoranda, reporti; ,1ml official fi.le copies cut off at the end of each cal-' 
d d . . 1 !various other records involving a maintaincd in h eadquar- endar year; hold two a .ition~ , 

1variety of subjects, i.e. budget, ters years then destroy 
appropriations, accounting, claims,1--------------+----•---------------11 

contracts and maintained in accord- I 
,~nee with the Secret Service office file copies main- cut off at the end of each cal-; 
ADMFCC and not covered elsewhere tained in headquarters endar year; hold one additional i 
in this schedule and/or field offices year, then destroy 

manuals, regulations and other official and/or office destroy when superseded or 
records (created outside of the file copies maintained cancelled 
Secret Service), pertaining to in headquarters and 
policies and procedures developed field offices 
for subject programs 

4. 

-
s.· 

manuals, regulations and policy 
and procedure records developed 
within the Secret Service, per­
taining to administration and 
direction of subject programs 

6. Estimates and See General Records Schedule (GRS) 
Justifications 05, Item 2 for description of 

records involved, 

official file copies 
maintained in headquar­
ters 

office file copies main­
tained in headquarters 

official file copies 
maintained in headquar­
ters 

cut off at the end of each cal­
endar year; hold five additional 
years, then offer to the 
National Archives, PERH.\NENT 

bring forward into the new 
active files each year and 
destroy when superseded or can­
celled 

retain as reference material 
and destroy when purpose for 
which they were created has beer 
served, or no longer needed, 
whichever comes first 



L 

TABLE 300 - FINANCE AND ACCOUNTING (continued) 
ri IA B C D u 

If documents are consisting of \·1hich are 
or pertain tos ' 

NOTE: All oth,=r records accumulated in acconl.mce wlth the Secret Service ADMFCC, 300 Series will be 

dispose~ of as indicated in GSA, General Re~ords Schedules: 

.. 
GRS 113 - Procurement, Supply, a1'd Grant Records 

GRS (15 - Budget Preparation, Pre entation, and Apportionme nt Records 

GRS fl 6 - Accountable Officers' ~ecords 

GRS 117 - Expenditure Accounting Records 



TABLE 400 - TRANSPORTATION, TRAVEL AND SUBSISTENCE 
. I 

D 'CA BI Ti ' 
IU Tl' then I

doc1.urcnts ?_-re consisting of which 2.re~· I.IL 
!or pe~ain to I .E 

I 
hold until purpose has beenofficial and/or officeTransportation, letters, memoranda, reports, book­1. 

' served or one year, whichever Ifile copies maintainedTravel and Sub- lets, brochures and various other 
' Iis sooner, then destroy 

I 

s1s tence - General records pertaining to a variecy in headquarters and 

.I 
' field of fices 

travel, subsistence 1 and not 
of subjects, i.e. transportation, 

• i 
Ibeavered elsewhere in this schedule I 
I 
I 
I 

2. JTransportation, manuals, regulations, policy and official and office file bring forward into the new 
I 

Travel and Sub­ procedure records pertaining to copies maintained in files each year and destroy I 
I 

sistence Regula­ the administration and direction headquarters and/or when superseded or cancelled I 

l
tions of subject programs field offices 

I 
l 
I 

I 
I 

NOTE: All othe records accumulated in accordance ,•ith the Secret Service AD}FCC, 400 Series, will be I 
disposed of as indicated in GSA General Recolds Schedule - g (Travel and Transporation Records) 

I 

I • 

I 
I 

l---1.!______L.________,!______!_______ 



L 

TABLE 500 - EQUIP~NT, SUPPLIES, SPACE AND SERVICES I--------.------._..;.-------,---------------,-
R DCBA u thenwhich are 

or pertain to 
consistir.g ofIf doc\.l!:"'ents a..r-e 

E 

cut off at the end of each cal­
plies, Space nnd 

letters, memoranda, rcporls, forms o(tlcial file copiesEquipment, Sup­1. 
endar year; hold two a<lJitionnl 

Services - General 
and other records covcrine n mainlnine<l in headquar­

years, then destroy 
ment, supplies, space and ser­
vices, maintained in accordance 

v<111iety of subjects, 1. e, equip­ ters 

• 
with the ADMFCC and not appropri­ cut off at the end of each cal­
ate for filing with other records, 

office file copies main­
tained in headquarters endar year; hold one additional 

or covered elsewhere in this and/or field offices year, then destroy 
schedule (INCLUDE REFERENCE 
MATERIAL HERE) 

3, Disposition of See description of records as official and office file cut off at the end of the cal­
Equipment and outlined in General Records copies maintained in endar year in which the item(s) 
Supplies Schedule 4, Items 1, 2, and 3. heGdquarters and/or field had been sold; hold two addi­

offices tional years, then destroy 

4, Credit Cards all credit cards issued to Secret maintained in headquar- disposition of this type of 
Service offices ters and/or field offices item will be determined by the 

issuin2 firm or office 

5. Automated Account­ Monthly print-outs provided official file copies maintain each print-out for two
able Property by headquarters to all Secret maintained in ADD, head­ years, then destroySystem Service of fices quarters 

6' office file copies main­ retain each copy for two years,, 
tained in headquarters then destroy
and/or field offices 

----·· -----



TABLE 500 - ZQUIPMENT, SUPPLIES, SPACE AND SERVICES 

R A B C D
II u 

If dOCLl.P"(;nts are consisting of which are thenL 
O!' pertain toE- 1-----------1-----------------~--1--------------1-------:---------

7. Special Purpose certifications of briefinc, pro­ o([icial and office file destroy when obsolete or wh.c11 
Law Enforcement cedure records, and v.:irious other copies maintained in purpose for which they were 
Equipment records dealing with the use and headquarters and/or field prepared has been served, 

"operation of subject equipment offices whichever comes first • 

NOTE: All othe .- records accumulated in accordance f}ith the Secret Service ADlrFCC, 500 Series, will be 

disposed of as indicated in GSA, General Rcc>rds Schedules: 

GRS 113 - Procurement,. Supply and Grant Records 

GRS ll4 - Property Disposal Recor,~s 

GRS /110 - Motor Vehicle Maintenan,:e and Operations Records 

GRS fill - Space and Maintenance R ~cords 



______________ 

' ! 

TABLE 800 - PUBLIC RELATIO~S~.:::::.::_.:::.::.:::__:_.:.:.:::.::.._::=-::;;,::.:::..::..:.:..:.._________..:____--i_____,.:.______-,---------------, 
~i' I 

A I B C DlI 'l 

.,. 

I 
' _, I !f dOCll'T'12nts are C0!1S1Stl!1[l; Of which are then , 

O!' per:;ain toE II 
'-

l 
' 

l. Public !lelc1.tions correspondence files relalinc to official file copies cut off at the end of the cal- \ 
adMinistration and operation ot m::dn\ainec.! in headquarter~ endar year; hold two ac!ditionaJ-\ 
public relations Matters, i.e. years, then destroy 
pu~lic relations - general, con-
gressional T'latters, press, radio, 

I television, movies, public infor- office file copies main- cut off at t~e end of the cal-
!\ M.at~on and education , and not tained in headquarters enc!ar year; hold one additional\ 

j covered elsewhere in this and/or field offices year, then destroy 
I i-=-s~c~h~ec!~u~l~e=------------+------------+l j 
~ 

I 

, (See description of records 
I :isted in General Records 
I Schedule 14, Item l.) 

pu!::>:ic relations laws, regulations 
and policy material reflecting 
procedures and policy developed 
in ~~e administration and direc-

I. ! 1 tion of the public relations---j 
' program 

! 6. lI 
I 

' i
i ! , 

1official file copies cut off at the end of the cal-
maintained in headquarter£ endar year; hole five addition­

al years, then offer to the 
National Archives, PER.'-1,\~1-:~T 

office file coptes main­ hold until no longer required 
tained in headquarters for reference purposes, then 
and/or field offices destroy 

I 

official file copies c'ut off at the end of each cal­
maintained in headquar­ endar year; hold five addition-· 
ters al years, then offer to the 

National Archives. PER_"!.\.\!E~T 

office file copies main- bring forward into the current 
1tained in headquarters year files until superseded or 
land/or field offices cancelled, then destroy 

i-: 
I • 1-------------------1--------------.-----------------. ' 
I I I 

; I ; I I• 
__.:_.._________________________!____________..:,_______________l j I 



I 
I lPUBLIC RELATIO~S ITABLE 800 -

r\ D[\ ! CBA:u thenw::ic:: a.i--econsisting of\;; c.oci..:..rrent s a.i--eL 
pertain toE 

' I official file copies i cut off at the end of eachnews media records, i. e, cl.lp-
maintained in headquar- caJ.endar year; ½old two at'di~

7. I Public Relations 
pings, e..'<erpts, etc., extractedI (continued)I 

I ters tional years, then destroy~from various papers, books, 
periodicals and ot 11cr pub lica- I 

-,I Itions concerning activLties and/or 
'' . I personnel assigned to or under office file copies main-\ cut off at the end of each 

the protection of the U.S. Secret tainec! in headquarters calendar year; hold one addi-
\ and/or field offices tional year, then destroyService 

I'j 
I 

cut off at the end of each calofficial file copiescorresponc!ence, photographs, re-
I endar year; hold two additiona 

mulated in connection with the 
maintained in headquar-I ports and all other records accu-

years, then destroytersI 
Icompilation, printing anc! dis-I 

tribution of the Secret Service 
10. 
--i 

cut off at the end ()[ eacf)_ cal 
tained in headquarters 
office file copies main-Star anc1 the News Digest 

endar year; hold one additiona 
and/or field offices year, then destroy 

I 

' 
C).lt off at the end of each calofficial file copiescorrespondence, forms, messages 

Appearances 
11. Personal/Public•·1 

and al.l other records accunula- maintained in headquar- endar year; hold two ac!ditiona 
ted pertaining to personal or ters years, then destroy 
public appearances jy Secreti 

~ Service employees. cut off at the encl of each caloffice file copies main-,12. I 
I 

i 
tained in headquarters endar year; hold one adc!it:!,onD 

I I and/or field offices year, then destroyI 

iI 

I 
' 
I I
I 

I1:3. I Public Informa- I correspondence, forms, messages, cut off at the end of each calofficial file copies 
' ' . maintained in headquar- endar year; hold two additiona, tion and Educa- I ?:1ocograp:1s and other records 

I . I! . : t:!.On pertaining to displays and ex- ters and/or field offices years, then destroy 
I I hibits of t!"ie U.S. Secret Service' ' I \ I 

' 



I 

I 

TABLE 800 - P).JBLIC RELATIONS I 
S ) A B C D 
lj .----------;--------------------;--------------t-----------------

then1 : -_'!: c.ocW"::nts are consisting of \•:h:.ch a_r•eL 
E 10 • • pertai.ri to 

I 

14. I Public Informa- office file copies main­ cut off at the end of each cal­
I~ion and Educa­ tained in headquarters endar year; hole! one ace::. tion:11 I~1on (continued) and/or field offices year, then destroy
I,--r--------,--------------j------------,----------------

1 
~. I Freedom of Infor- (See description of records as I office file copies main-I follow disposition instructions 

I !"at::.on and the outlined within General Records I tained in headquarters I as set forth by GRS lll4 Infor­
1 Privacy Act I Schedule /114, items 16 through and/or field offices. mational Services Records. 
I 20 and i terns 25 through 30) j 
1 

~or,: All othlr records accumulated in accordance with the Secret Service A'l~FCC, 800 Series, 

will be,disposed of as indicated in GSA, Ge1eral Records Schedule - 0!14, Informational 
1 

Service~ ~ecords. 

I 
I 
I 

I 

https://pertai.ri



