
•• REQUEST	 FOR AUTHORITY 

TO DISPOSE OF RECORDS 
(See Instructions on Reverse) 

1TO GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1.	 FROM (AGENCY OR ESTABLISHMENT) 
In accordancewIth the provrsrons of 44 USc 3303a the drs-
posal request. Including amendments. IS approved except for 

2-M---"'AJ"-'0"'R~S"-U"'-B-'D::.!IV!.'-IS-"""'-0"-N",,--==--=.o.==---=-="-...-:===-L--------------1 Items that may be stamped "dIsposal not approved" or "wIth· 
drawn" In column 10 

3. MINOR SUBDIVISION 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I herebycertIfy that I am authomed to act for this agencyIn maHerspertarnmg to the disposal of the agency's records. that the recordsproposedfor drspesa] In thIs Requestof 
-13....:..- pagels) are not now neededfor the businessof this agencyor WIll not be neededafter the retenlton pertodsspecmed 

~-lto-7g Chief, Management & Organization
Date (SIgnature of Agency RepresentatIve) (TItle) Divlslon 

97. 8. DESCRIPTION OF ITEM	 10SAMPLE ORITEM NO (WIth lnclusrve Dates or Retentron Periods)	 ACTION TAKENJOB l'l0 

1.	 Attached herewith are copies of the proposed

united States Secret Service Disposal Schedule,

for Series indicated below, as shown ln our
 
Administrative Files Classification Code
 
(ADMFCC) : 

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) 

c-_~TANDARD FORM 115 
"/?'RevIsed January 1973 

/ ./ ./ 'J- Prescribed by General servlces/.
Adrrurustratron 

FPMR (41 eFR) 101-11 4. " , 

/VC V	 NNC- N.lVLJ #2::.-

~ 



------------------------------------------------------------------------------
TABLE 000 - GENEr~ 

i -, ) A ~--------------------I-3------------------~-------------C--------------r_--	 ;) _
I [. .:: 

I~ -:. •• ~ _ ...... -I -- I ;~. '~.:rr: :::.i -. :.,0i 
I 

l. ! Genera] I	 c o r r e s o ond enc e , mcrno rnnd a , h r,,- official or office file cut off at the end of eachI 
I I Co r r c s pond cnc e c liu r o s , p c r t od r cu l e, .in d o t h o r cup 1(:<> mn Lnt a incd in cil]end.1r\,0.1)": hold O'1~ addi-

II I records wh Lch provide gone r.i I 1H~ac1qU.1rlerSand/or field tional ye ar , t hcn d es t rov 
I Lnf orrnat Lon on histories (o t.her o I Li c es 

i than U.S. Secret Service), ch ar i » 

I	 1 ~ 'r ,	

I 
I ties, benefits, government (J'ed-

I eral, local, foreign), organi~3-
I tions and/or persons not covered
 

elsewhere in this schedule.
 
(Include liThe Po lace Chief II and
I I other law enforcement reading
I 

I	 I material in this category)
! 
I 

I
2. Ha s t o ry , u. S. docul1ents, photographs (inc.ludjng official file copies cut off at the end of edCll 

I fecret Service nc gn t ive s I , and va r Lous other ma i n t ained in hc.idnuu r> calendar y ear ; ho Lc' t ivc <1"'-'1.-

i records collected for historical ters tional years, then offer to the 
I purposes, 'It the request of a Nat LonaL Archives. P[K:!\:\E~T
I I higher agency or official for use ,--, 

, i	 in prepnrlng historical studies 
of Secret Service activiljes office file copies main- cut off at the enJ of c.lch 

1 3. I t~~ned in headquarters calendar year; hold one ~d(11-
nnd/or field offIces tional year, then dc~troy

I ! 

l~ copies of documents collected and official file copies I de st roy wh en superseded o r , I maintained [or research or in tite ma iut a ined in headqua r, !	 
«i I obsolete, wh i.chevc r is sooner 

i , preparation of periodic hislorIes, ters I 

I I occasional monogruphs, stucijeo.;, 1-------.--- --------t----------------- ----and r epo rt.s [or t ho pu rpose of! II	 continued historical reference office file copies main- d es troy after six mon t hs I 5.
 
rn inud i n he ad qu a r t e r s
 -I I	 

<1 nd / IIr f il' 1d 0r I J c (''' 

I I	 I'I
1_. I -"-- ~ ~_.	 -



TABLE 000 - GENERAL. 
n A
U 

If documents are L 
or pertaJn toE 

6. Secret ServiceI Policies and 
Hanagement Pro-

, grams 

7. 

B 

consisting of 

. 
documents reflectlng 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 rile copies main-
tained in headquarters 
and/or field offices 

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 

,.I-~-----.!...------------!.--------!.---------



rI ~ABLE 200 - PERSONNEL 

A B c	 D 

rr oocum-nt.s are CO!:s2.sl.in[ of I v.hlc: 1 a!'2 I ~):cn 
~ 01' oertam to :~~~.~--~------~-------------------------+----------------~r----------------------! 
1.	 Personnel- letters, reports, mcmo randa nud I o Lf J cLa I file copies cut off at the end of each 

General re t ed records invoJving Ll v,lricly! t a ed in head- cnLend ar year; hold two add f -La	 m.i Ln Ln 

of subj ects: i.e ,: personue L quarters tional years, then destroy 
security, recruitment, employment,
training, promotion, cornp ensat i on , I 
attendance and absence, separations office file copies main- cut off at the end of each 
retirement, and maintained in ac- tained in headquarters calendar year; hold one addi-
cordance with the Secret Service and/or field offices tional year, then destroy 
ADNFCC, and not covered eLsewhere 
in appropri.1te schedules. INCLUDE 
Labor-Management Relations here. 

3.	 Laws , Regula tions manuals, rcgu]ations, plans, and official and/or office destroy when super~eded or
and Decisions other records pertaining to, or fiJe copies maintained cancelled
 
I (Related to Per- re[lect~ng policies and/or pro- in headquarters or field
 

sonnel)	 cedures developed in the admlnlS- offices
 
tration and direction of personnel

programs. (Included in this area
 
is Civil Service Commission,

Treasury and Secret Service
 
material.)
 

4. fraining Pro- record sets of specialty training retain discontinued copies f'o.r . cedures and Tech- standards, course training stand- two yea~s, then offer to the, niques	 ards, course syllabi, p]ans of National Archives,PER}~ENT
instructions, course chaits and 
co~parable guidelines 

http:CO!:s2.sl.in


-----

TABLE 200 - PERSONNELI~~~--~~~~~------------------------,-------~--------~-----------------------R A
U If dccurrent s areL or Pertain toC 

6.	 Training Pro-
cedures and Tech-
niques
(continued) 

7.	 Training Facili-
ties 

8. 

9. 

10.	 Physical Examina-
tions 

I 
li ~	 _1Js~1~·v~e~o~f~O~P~F_1r~e~c~o~r~d~s~rr~esq~u]ilr~e~m~e~n~t~s~.L)~ ~ 

:, 

B 

cor:sisting of 

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, 
f1lm strips, slides, scripts for 
live presentations, etc.) test 
materials, miscellaneous handouts 
and comparable data 

PROPERTY RECORDS: See General 
Records Schedule (GRS) 4, IteM 7. 

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

copies of physical examinations 
and/or Qedical history, including
all related documents, reflecting
physical examinations performed for 
duty performance. (This is exc Lu-

1
c 

malnlained at headquar-
Lers for current or dis-
continued courses 

~!aintained by the custo-
dian of the facility. 

official file copies
Maintained in headquar-
ters 

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

official file copies
maintained in headquar-
ters 

D 

then 

Idestroy when revised, obsolete, 
or upon discontinuance oE the 
related course 

Follow disposition outlined 
in cited GRS. 

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 previa 
physical examinations so as to 
have six year's records on file 
destroy all other copies 



-
-

__ 

TABLE 200 - PE~SONNEL 

G IL-__~A~ ~\	 ~~B~~------~I----~~c~=-----t\--------~th~~~n--------
L \If doc~ents are consisting of	 which are 

E	 or Der:aL~ to --------~-----------------------~r_---------------------------~~~----------rl------------~,-----
11.	 Xanpower Strength studies, reports, letLers, sur- official or office file cut off at the end of each 

and Distr1bution veys and various other records copies mainta1ned in calendar year; hold and des-
re~ating	 to manpower strength headquarters and/or field troy at time after five 

distribution the discretion 
any

I
I
 

and ofoffices atyears
those holding the material 

I 

\ 
\ 

NOTE: Dispositi )n criteria for all other records li~ted in the 200 Series of he Secret Service 

Administr tive Files Classification Code (AD~tCC) may 

appropriafe:II

\ 

be found in the f(llowing listed 

.
 GSA - Gen ~ral Records Schedules, as 
\ 

I
I
I

GRS 1 - Civilian Personnel RecordS 

GRS 2
 Payrolling and Pay Admilistration Records 

Informat~onal Services RecordsGRS 14


GRS 18 - Security and Protective Services Records 

I
I
I 

I
I
I

I
I
I

I
I

I 
~I
 L- ~	 ------~--------------I 



L 

TABLE 300 - FINANCE 

ri A
U If documents are 
1:' or pertain to 

1.	 Finance and
 
Accounting -
General
 

3.	 Budget and Ac-
counting Laws,
Regulations and 
Decisions 

4. 

-
5: 

6.	 Estimates and
 
Jus tif ica tions
 

AND	 ACCOUNTING 

B 

consisting of 

letters, memoranda, repor t s and 
various other records involving a 
variety of subjects, i.e. budget,
appropriations, accounting, Claims,~ 

contracts and maintained in accord-
.ance with the Secret Service 
ADMFCC and not covered elsewhere 
in this schedule 

manuals, regulations and other 
records (created outside of the 
Secret Service), pertaining to 
policies and procedures developed
for	 subject programs 

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

See General Records Schedule (GRS)
OS, Item 2 for description of 
records involved. 

c 
vlhich are 

official f t Le copies
maintained in headquar-
ters 

~ 

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

official and/or office 
file copies mainta1ned 
in headquarters and 
field offices 

official file copies
maintained in headquar-
ters 

office file copies main-
tained in headquarters 

official file copies
maintained in headquar-
ters 

"' . 

D 

then 

I 
I cut off at the end of each cal- 1 

endar year; hold two additiona~ : 
years then destroy

' ~ 
II 

. ! 
cut off at the end of each cal- I 
endar year; hold one additional 1 

year, then destroy 

destroy when superseded or 
cancelled 

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



TABLE 
1\ 

U 
L If 
E or 

300 - FINANCE 

A 

documents are 
pertain to 

AN]) 
, 

ACCOUNTING (continued) 

B 

cO!1sisting of 
C 

\,lhich are 
, 

D 

th~n 

I 

NOTE: All othar records accumulated in acco rdanc e v Ltb the Secret Service ADHFCC, 300 Series will be 

dis?ose~ of as indicated in GSA, General ReFords Schedules: 

.. 
GRS 1/3 - Procurement, S"pply, "1 Grant Records 

GRS 115 - Budget Preparation, Pre entation, and Apportionme fltRecords 

GRS 116 - Accountable Officers' ~ecords 

GRS It 7 - Expenditure Accounting ~ecords 



I 

L 

TABLE 400 - TRANSPORTATION, TRAVEL AND SUBSISTENCE
 

Ti 
UI
 c
 D
B
 ,,A
 

consisting of \':hicl1are	 thenIf doc~~nts ?_ne
IE or per-cain to \ 

I
I

1.	 Transportation,
Travel and Sub-
s~stence - General 

2.	 Transportation,
Travel and Sub-
sistence Regula-
tlons 

letters, memoranda, reports, book-
lets, brochures and various other 
records pertaining to a variety
of subjects, i.e. transportation,
travel, subsistence, and not 

hcovered elsewhere in this schedule 

manuals, regulations, policy and 
procedure records pertaining to 
the administration and direction 
of subject programs 

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

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

hold until purpose has been 
served or one year, whichever 
is sooner, then destroy 

bring forward into the new 
files each year and destroy
when superseded or cancelled 

, 
I,
I, 

I,
i,
I
I 
I
I,
I

I
I
I

I 
I

,

I 

.

\ 
I
I 

NOTE: Allothe records accumulated in accordance vith the Secret Service AD} FCC, 400 Series, will be 

disposed of as indicated in GSA General Recoids Schedule - 9 (Travel and Transporation Records) 

I
 

\ 

I
I
I
I 
I 

I 
I • 
I 

I
I
I 

\ 

I~!------~------------~--------~----------



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

L 

TABLE 500 - EQUIP}~NT, SUPPLIES, SPACE AND SERVICES	 I 
R	 ----------~----------~-----------,--------------------------~--

A B	 c D
U If docU!.ents are consisting of which are "Chen
 

or pertain to
E 

1.	 Equipment, Sup-
plies, Space and 
Services - General 

3.	 Disposition of 
Equipment and 
Supplies 

4.	 Credit Cards 

5.	 Automated Account-
able Property
System 

6. 

letters, memoranda, rcporl~, forms 
and other records covcrin~ n 

vdriety of subjects, i.e. equip-
ment, supplies, space and ser-
vices, maintained in accordance 
with the AD~ITCC and not appropri-
ate for filing with other records, 
or covered elsewhere in this 
schedule (INCLUDE REFERENCE 
HATERIAL HERE) 

See description of records as 
outlined in General Records 
Schedule 4, Items I, 2, and 3. 

all	 credit cards issued to Secret 
Service offices 

Monthly print-outs provided
by headquarters to all Secret 
Service offices 

o[ftcial file copies
mainLained in headquar-
ters 

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

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

maintained in headquar-
ters and/or field offices 

official file copies
maintained in ADD, head-
quarters 

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

cut off at the end of each cal-
endar year; hold two additional 
years, then destroy 

, 
cut off at the end of each cal-
endar year; hold one additional 
year, then destroy 

cut off at the end of the cal-
endar year in which the item(s)
had been sold; hold two addi-
tional years, then destroy 

disposition of this type of 
item will be determined by the 
issuing firm or office 

maintain each print-out for two 

years, then destroy 

retain each copy for two years,'
then destroy 



..
 

TABLE 500 - ~QUIPMENT, SUPPLIES, SPACE AND SERVICES 

H A B c	 o
U
 
L If doc~ents are consisting of whf.ch are then
 
E or pertain to
-=~-f-------------------+----------------------------------------------------------------~------------~----------------
7.	 Special Purpose certifications of b rLe ILng , pro- official and office file destroy when obsolete or \"hCII 

Law Enforcement cedure records, and various other copies maintained in purpose for which they were 
Equipment records dealing with the use and headquarters and/or field prepared has been served,

Qoperation of subject equipment offices	 whichever comes first . , 

NOTE: All othe records accumulated in accordance pith the Secret Service ADtrFCC. 500 Series. will be 

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

GRS 03 - Procurement,. Supply and Grant Records
 

GRS 04 - Property Disposal Recor s
 

GRS 1110 - Hotor Vehicle Ha tn tenane e and Operations Records
 

GRS 1111 - Space and Haintenance R cords
 



,
 
I
 

TABLE 800 - PUBLIC RELATIO~S 
I S I	 II 

I
i

Tl I A B	 C D 
r !f docurrent s are CO!1S1Stl!1C; of \\'];:!.ch are	 then 

I 

....J 

or pert ain toEI 
'-	

I I
I 

. 
1.	 Pu,:)lic!Zelations correspondence files relalin~ to official file copies I cut off at the end of the cal- \ 

adMinistration and operation ot majntainec in headquarter~ endar year; hold two additiona~\ 
r public relations Matters, i.e. , years, then destroy I 

pu~:ic relations - general, con-
I gressional Matters, press, racio, .~ 

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

covered elsewhere in this and/or field offices year, then destroyi~s~ch~e~d~u~l~e~ -4 ~I~	 I 
I1---1
II 3. !	 (See description of records iofficial file copies cut off at the end of the cal-
I :isted in General Records lmaintained in headquarter~ endar year; hold five addition-

I : I Schedule 14, Item 1.) al years, then offer to the
 
I Ii National Archives. PE!\.~\~r:~T
I' 
: I

H
I 

i I office file cop~es main- hold until no longer required 4. 

1_\
tained in headquarters for reference purposes, then 
and/or field offices destroy

I 
I 
I	 pu~:ic relations laws, regulations official file copies cut off at the end of each cal-I 

and policy material reflecting maintained in headquar- endar year; hold five addition-' 
?rocedu~es and policy developed ters	 al years, then offer to the 

i in	 t~e administration and direc-
I National Archives. PE!\....!.\.\1E~T tion of the public relations--1 program 

office file copies main- bring forward into the current 
,tained in headquarters year files until superseded or 

: I and/or f~eld off~ces cancelled, then destroy I 1 
I r--, I 



TABLE 800 - PUBLIC RELATIO~S 

R ! A B T c \ D 
U ' thenconsast mg of L 'o::_~ CLY'€	 Icoc~~~ts " pertain to E \ 

7. i Public Relations news media records, i.e. cl.lp-
I (continued) pings, exerp t s , et c ., extracted 
I fr6m various papers, books, 
I periodicals and o t uer pub Lf.c a+ -, tions concerning activLties and/or
I personnel assigned to or under'" 1 

I \	 the protection of the U.S. Secret 
Service---J 

9. I	 correspondence, photographs, re-
I ports and all other records accu-

mulated in connection w i t h the 
\ compilation, printing and dis-I 

~	 tribution of the Secret Service 
10.	 Star and the News Digest 

, 

11.	 "IPersonal/Public correspondence, forms, messages 
Appearances and a~l other records accumula-

ted pertaining to personal or 
i public appearances jy Secret
 

--"l Service employees
 

',12. ! 
I	 : 
I	 I

, 
I 

1:3.	 ;Public Informa- I correspondence, forms, messages, I 

I:tion and Educa-	 ?~ocogra?hs and other records 
I •	 ,! . : t i.on pertaining to displays and ex-

,, ,
\

I 

\ hibits of t~e U.S. Secret Service 

official file copies 
!I	 cut off at the end of each 

calendar year; ~old two a~dl-::!:taincd in headquar- \ tional years, then destro~ 

I 

office file copies main-I	 cut off at the end of each 
tained in headquarters	 calendar year; hold one addi-
and/or field offices I	 tional year, then destroy 

official file copies cut off at the end of each cal 
mainta~ned in headquar- endar year; hold two additiona 
ters years, then destroy 

office file copies main- cut off at the end of eac~ cal 
tained in headquarters endar year; hold one additiona 
and/or field offices year, then destroy 

official file copies c~t off at the end of each cal 
maintained in headquar- endar year; hold two additiona 
ters years, then destroy 

office file copies main- cut off at the end of each cal 
tained in headquarters endar year; hold one additionn 
and/or field offices year, then destroy 

official file copies cut off at the end of each cal 
maintained in headquar- endar year; hold two additiona 
ters and/or field offices I years, then destroy

I 



I 

I , 
TABLE 800 - P)JBLIC RELATIO~S	 I 

S ! A B	 C D
, 

TJ
 
c.oclJJ"'::ntsare consisting of \·:h:"ch are then
L I:~o!' pe rta;n toE . 

14. I Public Ln f o rma+	 office file copies main- cut off at the end of e.3ch c.11-, 
Ii ~::"onane Ec.uca- I	 t.1ined in headquarters endar year; hole! one add ; t Lon a L i	 \ I~lon (continued)	 and/or field o Lf Lc e s year, then destroy

I	
,I I I	 -

I
~ I	 

I 

II . I Freedom of Infor- (See description of records as office file copies main-! follow disposition instructions: 
I fT'at::'onand the outlined within General Records I tained in headquarters I as set forth by GRS 1114 Infor-i	 IPrlvacy Act	 Schedule 1114, ltems 16 through and/or fleld offlces. matlonal Services Records. 

20 and items 25 through 30) 

~OTE: All other records accumulated in 

will bel disposed of as indicated 

accordance with 

in GSA, Ge1eral 

the Secret Service 

Records Schedule -

IA~~FCC, 800 Series,
I 

0:14, Informational 
I 

service~ Records. 

I 
I 
I 

1 

~. 


