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* 
DEPARTMENT OF HOMELAND SECURITY 

UNITED STATES SECRET SERVICE 
WASHINGTON, D.C. 20223 

Freedom of Information Act & Privacy Act Branch 
Communications Center 
245 Murray Lane, S.W., Building T-5 
Washington, D.C. 20223 

File Number: 20140750 

Dear Requester: 

Date: MNl 1 1 2016 

This is the final response to your Freedom of Information Act/Privacy Acts (FOIA/P A) request 
originally received by the United States Secret Service (USSS) on June 23, 2014, for information 
pertaining to a copy of the Secret Service's Style Manual. 

Enclosed are documents responsive to your request. We are granting your request under the FOIA, 
Title 5 U.S.C. § 552 (as amended) and 6 C.F.R, Chapter I and Part 5. After carefully reviewing the 
responsive documents, it has been determined they are appropriate for release. The documents are 
being released in their entirety. No deletions or exemptions have been claimed. 

Provisions of the FOIA allow us to recover part of the cost of complying with your request. In this 
instance, the cost is below the $14.00 minimum. There is no charge. 

If you have any questions or would like to discuss this matter, please contact this office at (202) 
406-6370. FOIA File No. 20140750 is assigned to your request. Please refer to this file number in 
all future communication with this office. 

Enclosure(s) 

· E. Campbell 
Special Agent In Charge 
Freedom of Information Act & Privacy Act Officer 
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PLAIN WRITING GUIDELINES 

Purpose 

The purpose of this policy la ID provide guldafines for United States Secret Service (Secret Service) 
amployeee ID comply with Federal regulations that mandate the use of clea', conciae, and wel organized 
writing on Government printad media and electronic communlcationa. including but not llmit8d to, official 
conespondance documents. pubUc facing Web ailBs, Sec:ret S8IVlca Forms, Federal Reglstllr Notices, 
and lnatructlona. 

Scope 

Thia policy apples to all Secret Service ofllces and personnel. 

Authority 

5 U.S.C. 301 (9The Plain Writing Actof 2010,• Pub. L. 111-274, 124 Stal 2881(October13, 2010)). 

Policy 

In accordance with the Plain Wrtllng Act of 2010 (hereafter, 9Tha Act"), the secret SeMce mandat8a the 
use of plain writing on all new cw rMed covered docwnents. A covered document Is a document that 

• la nacaseary fDr obtaining any Federal Government benefit or service, or for filing taxes; 

• Provides Information about any Federal Oovemmant benefit or service; or 

• Explains to the pubic how ID comply with a requirement the Federal Government administers or 
enforma. 

CCMnd documents inctude the lallara, publicalions, forms, notices, or in8tructions from an agency of the 
Executive Branch, but do not include Agency-enacted regulationa. Secret Service recruitment Ntarature, 
press releases, and instructlonal signs at or ,... proteclad locations ant soma examples of Secret 
Service cav8l9d documents. 
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Reaponslbllltles 

In accanlance with The Act, the Secret~ la reeponsible for: 

1. Designating one or more l8flior offlclafs to oversee the implementation of The Act 

2. Communicating the requftments of The Ad.. to employees. 

3. Training Secret SeMce employees In the techniqua of plain writing. 

4. Establishing a praceu for overseeing the ongoing compliance of the Secret Service With The Act. 

5. Creating a Plain Writing 8ectlorl on the Secret Service's publlc-facing Web site 
(IJtlp://wwwJipatS1rt1ce,qoy>. (See the aaction entitled •Plain Writing on the Secret Service's 
Internet Site• below far details.) 

8. Oelignating one or more poinls of contact to receive and respond to public input on the Secret 
Service's Implementation of The Act, and on the Secret Service's complance reports posted to 
the Secret Service public Internet lite (bllp:/lwww,M'l"'"'Y!re,goy). 

The Management and Orpnllltlon D1vWon (llNO) is responsible for serving aa the Secret Service's 
component rep1'8881itative an the OHS Aak'I Writing Cross-Component Working Group. MNO oversees 
the Secret Sertlce'a complance with The Act, and also produces the required complance repor1s that 
The Ad.. requires. (See Item 3 In the •plafn Writing an the Secret SeMca's Internet stte• aection below for 
detala.) 

The Rowl9y TNlnlng CelDr (RTC) la responalble for coordinating Plain Writing training for Secret 
Service employees,. and for 88llating employees to comply with The Ad. In addition, RTC's Chief 
Knowledge Offtcer (CKO) partlcipatea and represents the Secret Servtce on vartoua OHS commitlaes, 
which include dlacunion of plain writing standards. 

All 8ecNt S.W:. employ... must fala.v the plain writing guldelinea outlined In this policy when 
praduclng covered doalmenll. Al employees who are respanaible for such producing documents must 
attMd any mandatory plan writing lralnlng courses, as designated by RTC. 

Plain Writing on the Secret Service's lntemet Site 

Aa stated In Items 5 and 6 above, The Ad requires the creation of a plain writing section an the Secret 
Service's Web site. This plain wrllng 88Cllon must 

1. Inform the public of agency complance with the 19qUirements of The Act; 

2. Provide a mechanism for Iha Secret Sertlce to receive and nt1pond to public Input on the Secret 
Service's implernentallon of The Act, and an the Secret Service's compliance reports posted to 
lhis Web page (see Item 8 In the prevtoua section); and 

3. Provide an Initial Report delc:ribing Iha Secret SerYice's plan far compliance With The Act; and 
subsequent Annual Compliance Reports an the Secret Servtce's ongoing complance with The 
NA. 
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Appendix A: 
General Guidelines on Plain Writing 

Introduction 

Plain Writing 11 aaential ta achieve a transparent Gavemment that encouragea maximum public 
patticipation and calaboration. M defined in the Plain Writing /td. of 2010, plain writing is •c1ear, concise, 
well-organized, and follows other best practices appropriate ta the subject or ftekt and Intended 
audience.• 

In ltl memorandum entitled, •Ftnal Guidance on Implementing the Plain Writing Ad. of 2010, • the Office of 
lnfarmation and Regulatory Atralrl (OIRA) llsta the benefita of using plain writing, which Include: 

• Giving the public accall:illly ta benefill and services for which they are elgtble; 

• Improving public understanding of Government communications and agency requnmenta; 

• Allilting the public ta comply with applcable Federal requirementl; 

• Reducing reaources spent on enforcamant when the public fals ta comply wfth applicable Federal 
requirements as a result of poor writing; 

• Saving money and lncr98Sing eftlclency; 

• Redudng public requests for clarlflcatlon from agency staff; 

• Improving public underltandlng of agency forms and applications, and thereby 88listing the 
pubic ta complete them; and 

• Reducing the number of errors caused In response ta poor writing, and thus reducing lhe amount 
of time and effort the agency and the public need ta devote ta correc:ting those errors. 

OIRA instructa Federal agenciel to aYOfd using jargon, redundancy, ambiguity, and obscurity on agency 
documents. In addition, OIRA 8lateS that agencies should follow the Federal Plaln Language Guidelines, 
available at http://Www.plltnlangy•up. 

MHO has abllracted OIRA'I and The Pfaln Language Action and Information Network's (PLAIN) 
guidance In this Appendix m1d talarad I for Secret Service employees. These gutdelines are by no 
muns me.rt ta be exhaustive. You are encouraged ta view the entire text of the Federal Plain 
Language Guideffnes, and ta use plain language training 1'810Urces available through RTC. 

Audience 

Plain wrtang Is always applicable ta the audience for which It Is Intended. Your writing should always 
employ tone, styte, and diction that Is appropriate ta your audience. Often the general public Is the 
audilnce of Fedelal Government cammunication, 10 yOur writing will have ta be undenltaod by people 
with varying degrees of knowtldge about the subject. 
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The following guidelines ant euggestad: 

• Be brief, clear, and direct; 

• Keep documents free of jargon and highly technical language that could be unfarniiar to your 
audience; 

• Present information In eye-appeaHng formats such • bulleted lists, graphs, charts, and tables; 

• Avoid the passive voice; and 

• Use the first and second person (I.e., I, we, or you), to speak directly to your audience. 

Don't •dumb c1own• your writing, but rather be succinct. Don't define obvioul terms, or readers may 
percet.ie the tone of your document as overbearing or didactic. In addition, never define a word you don't 
use In your document, and never define a word to mean something other than Its commonly accepted 
meaning. 

Never compose a document for two different audiences. For example, suppose you are responsible for 
writing Instructions for apeclal agents wortdng on a protective detail, and ror agents working on an 
investigative case. The lnmuctiona for both groups are different. so you send separate lnslructions to 
each of these audiences. 

Sentence Structure 

Uee a separate sentence for each Idea (some guidance suggests limiting sentences to about 20 words). 
Al. the same time, you should avoid continuous short, choppy sentences. For example: 

Members below the rank of Csptaln often prepare memoranda and reports. 
These reports may require the llgnatul9 of these members. These members 
shall atlbc their given and surname In full. The middle name should not be written 
out. It may be represented by an lntlial. (These aem.nces .. too aholt and 
choppy.) 

When members below the rank of captain prepare memoranda and reports 
requiring their lignatunt, they shall affix such signature wilh their given and 
surname In fud, and represent the middle name by an Initial. (Thia MldWnce 
~the ,,,..,too much lnfonnatlon all at once.) 

Members below the rank of Captain who prepare memoranda and reports 
raquirlng their signature should lign their fuU names (first and last). Middle 
names may be represented by an initial. (These WlfMCel .,.. not too brlflf 
but ..... ...,..,.. loteechwrtence.} 



Organization 

Secllorl : CQR.08 
Diii : ot/Stl2013 

An organized document will enue the clarity of your message. When preparing to write a document, It 
helps to first organize your thoughts Into an outline. Thia will ensure that the structwe of your document 
II organized In paragraphs that follow a logical order. lndudlng lranlltlon phraaes and words such as 
•aftar thts,• or "finally,• help to IOlldlfy each paragraph Into a dear message. If your document Is lengthy, 
use headings for each sepmate l8dlarl. 

Each paragraph should contain a topic sentence and convey one main Idea to the ntadar. Including mare 
than one topic within a paragraph can overburden your audience and obacure your message. Example: 

The Secntt Service Valor Aw.Id ta presented by the D1ractor to Secret Service 
employees who have demon8tratad an extreme act of herotam while voluntarily risking 
personal safety. Such an act or deed need not occur during the employee'• official duty 
hours. General police aclion8 such as thwarting a robbery or apprehending a felon would 
not nacauarlly qualify • employee for nomination unlea the aboVe criteria were 
Involved. Employees can be nominat8d far the award by their Immediate aupervllor or 
their A11lstant onctor. Supervilans should use the strict.elt lntarpretatlon of the crtterfa 
when determining whether an employee should be nominated. Each nomination must 
clearty ltat8 In detail al faclB and events Indicating the manner and extent to which the 
employee dmtlngulshed himself or herself. 

Thil paragraph combine8 both the topc of who should receive a Secret Service valor award with how 
employees can be nomi'latec:I for this award. Separating this paragraph Into two paragraphs as lllustraled 
below would clarify each topic. 

The Secret Service VtJltor Awlld is prtHnted by the OlredDr to Secret Service 
employees who hlYe demonstrated an extreme act of herallm whle voluntarily rtsking 
pereonal safety. Such an act or deed need not occur during the employee's ofllcial duty 
hours. General police actionl such as thwartilag a robbery or apprehending a felon would 
not neceumty qualify an employee for nomination unlell the above criteria were 
Involved. 

Employees can be nominated fOr the award by their immediate IUpervilor or their 
Atsiltant Dinlctor. SUperaora should use the strictest lnterpi e1a11ot1 of the criteria when 
determining whether an employee should be nominated. Each nomination must clearly 
state In detail al faCl8 and avenll Indicating the manner and extent to which the 
employee distinguished himself or heraelf. . 
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Diction 

One of the moat Important ways of achieving des communication is through appropriate diction, or word 
choice. The Federal Plain Language Guidelines suggest the foflowing: 

Use common, everyday words lnstaad of technical jargon or flowery speech. 

1~now.mt£& 
Sign the document 

Uae the pronoun •you• to addreu your audience. 

I ::;., wn to reaue&t aMUal leave. I :;:-' ~ wilhes to request annual leave. 

Don't tum vmbl Into nouns. 

I :-:. tasked to do this. I :=~. !a!ldng to do this. 

u.e active voice. 

I :8 !UplNi!a!! should attend this meeting. I ;::-' rne!a should be attended by all supeMacn. I 
Use the simplest form of a verb. 

I ::: appropriate for you to attend. 
I lnaffladof 

It would be appropriate for vou to attend. 

u .. ·musr inslltad of .shar or "wllr to lndlcata raquiremants. 

I en:.ov .. must compl!I! Chis form. 

Avoid hidden verbl. 

I :-needed to study the pR>blem. 

U1a contractions when appaprtate. 

I =·t let anxane br98k the rules. 

Omit unnacaaary words. 

1=---,--.. 

I =! wil complete this form. 

I =to carry out a study of the problem. 

I =: not allow anyone to break the rules. 
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Use the same term conslstendy for the same thing. 

tJae 
All Secret Service Forms n saved to the 
Secret Service Fonns Library. The fibrary 
is locllted on the Secret Service Intranet. 

Don't use slashes. 

u.. 
Please call GSA far building or 
maintenance services. 
Plu8e cal GSA far either building or 
maintenance services. or both. 

Abbreviations and Acronyms 

111518adof 

Section : COR-Cll 
om : 0113112813 

All Secret Service Forms are saved to the Secret 
Service Forms Ubraly. The catalogue is located on 
the Secret Service Intranet. 

bm.udof 
Please call GSA for building/maintenance services. 

Pleale call GSA for building and/or maintenance 
services. 

When writing for the general public. minimize your use of abbreviations and acronyms. You may use 
common abbreviations or acronyms without defining them, (e.g., U.S., P.O. Box, ZIP Code). 

Introduce acronyms only If you use them again In the document Define the acronym the first time you 
use It, but do not define it again. When an acronym has not been used for several pages In a large 
document, you may redefine It at your discretion. 

When writing for an Internal Secret SeMce audience, you do not need to introduce certain well-known 
abbreviations. Examplea: 

• State Abbreviations (Ilka VT or AZ) 
• FY 
• OHS 
• Ablnvlalions for Offices staffed by an Assistant Director (e.g., OPO or INV) 
• POTUS and VPOTUS 
• SA. SAIC, DSAIC, ASAIC, or ATSAIC 
• HQ 

When referring to an organizational unit of the Secret Service, use the three-letter otlice codes listed In 
the District DirectDly. For example: 

The U.S. Secret Service's Criminal Investigative Division (CID) irwaetigatel crimes 
invatvlng accaas devices, Inducing debit cards, automated teller rnechN (ATM) cards, 
compular pasawords, personal ldentlftcation numbers (PIN), credit card or debit card 
account numbers, ~iatance acceu codes, and the Subacriber Identity Module (SIM) 
contained within celutar telephones that 11116gn blllitg. CID exercises broad investigative 
jurisdiction over a variety of financial crimes ... 

Note: Since the acronym ·usSS" is generally unknown outside a sma1 circle of Government agencies, 
use ·united States Secret Service. or ·u.s. Secret Service. when initiaUy referring to this agency on 
external documents. For subsequent references, use ·Secret Service. instead at ·usss. · 

7 
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Lists, Tables, and Illustrations 

Using lists, lables, and llustrations apprapriat8ly In a document wiH present your lnbmation with more 
c:larily. This does not mean that a document should consist solely of lists and diagrams, as 
straightforward tmct can sometimes be the bast way to state your Ideas. The fallowing sedlanl give some 
examples where these tac:hniques might be bast employed. 

Lists can convey a good deal of Information au at once. Consider the following text that directs the user 
ttvough a mu1ti-step process: 

To change the privacy selling& far your account, you must first go to the 
lag In acnen In our online system. Once you are at the log In screen, 
type In your usemame and password. Your account lnbmalkln wm now 
appear. Click on •my ~I Information• from the options on lhe left, 
and update your prtyacy settings accordlngly. Then, click on the •save 
my information· butlon. Finally, 1og out of the syetam us1ng the ·1og our 
button on the top right of your screen. 

This information would be more precisely conveyed using a numbenld list 

To chMge the privacy selling& for your account. follow these Instructions: 

1. Go to the log In screen In the onlne system. 

2. Type In your usemame and password. Your account information will appear. 

3. Click on •my penonal infonnatian• from the oplian8 on the left. 

4. Update your privacy settings. 

5. Clck on the •save my Information• button. 

8. Log out of the system using the •1og our button on the top right of your screen. 

In the example above, a numbnd lilt ii appropriate since the steps must be done in an exact order. 
You should use bulleted lists when the sequence of the Information does not matter, either becaule all of 
the items are of equal Importance or because the Items do not constitute a campletlt Hat. 

Be conslltent when using lists. If you use bullts, use the same type of bullet throughout your document. 
Indentation, capltallzation, and punduation should be unlfonn. 

8 
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Tablas 

llClloll : COR-OI 
0.. : OflS1/201S 

Tables can make complex material much easier to understand, and they force you, as the author, to 
elimlnate ambiguity. See In the example below how much easier It 18 to find the information you need In 
the table, and note how the use of headings presents the lnformetion more clearly. 

You are welcome to park In either of our parking lots. If you park in 
Parking Lot A. you must antve before 9:00 a.m. You must shaw a valid 
1.0. ID park in this lot. You may validate your partcing ticket at the kiosk 
marked •Parking Lot A• on concounse 2. If you park in Partcing lot B, 
you must depart prior tD 8:00 p.m. You do not need an 1.0. to park in 
Parking Lot B. You may validate your parking ticket at the kiosk marked 
•partc1ng Lot a· on Concourse 3. 

If you park In Patlrlng Lot A: II you pwk In Patldng Lot B: 

You must antve before 9:00 a.m. You must d9D8lt nrfor to 8:00 D.rn. 
You must lhow a vllld 1.0. You do not need an 1.0. 
You may valldatlt your partdng ticket at the You may valfdate your parking ticket at the 
kiosk marked •Parkina lot A• on Concourse 2. kiosk marked•;---· .. Lot e· on Concourse 3. 

Illustrations and other Visual Alda 

Illustrations, ftaw charts, graphs, diagrams, · and other types of visual aids may praaant relalionlhlpl 
between data In a way that 18 not paesllle using only text. They may also highlight or clarify Information 
that might otherwile be Ignored or misunderstood. 

Poor quality pk:bnl may lnlarfere with the depldian of the appropriate data, so be sure to present 
lllultrations and visual aids accuralaly I using appropriate lizes and pixels. 
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