
The original documents are located in Box 13, folder “Office - Personnel Matters (2)” of the 
Robert T. Hartmann Files at the Gerald R. Ford Presidential Library. 

 
Copyright Notice 

The copyright law of the United States (Title 17, United States Code) governs the making of 
photocopies or other reproductions of copyrighted material. Gerald Ford donated to the United 
States of America his copyrights in all of his unpublished writings in National Archives collections.  
Works prepared by U.S. Government employees as part of their official duties are in the public 
domain.  The copyrights to materials written by other individuals or organizations are presumed to 
remain with them.   If you think any of the information displayed in the PDF is subject to a valid 
copyright claim, please contact the Gerald R. Ford Presidential Library.  



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF 
CORRESPONDENTS OR TITLE DATE 

DOCUMENT 
Form Personnel form for David W. Boorstin, 2 pages 3/26/1976 

F1le Locat1on: 

Robert T. Hartmann Files, Box 13, "Office- Personnel (2)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 

Digitized from Box 13 of the Robert T. Hartmann Files at the Gerald R. Ford Presidential Library



THE WHITE HOUSE 

WASHINGTON 

April 1, 1976 

Dear Mr. Johnson: 

I have been authorized to extend your services as a Consultant through 
J~ly 2 , 1976, with compensation in the amount of $84. 61 per day for 
such services when actually performed. 

Your acceptance of such payment will not cause you to become an 
employee of° the Government. 

If this is agreeable to you, please sign the original and one copy of 
this letter in the space indicated below and send them at your earliest 
convenience to the White House Personnel Office, Room 6, Executive 
Office Building. 

Mr. Michael S. Johnson 
2764 Springer Road 
Galesburg, Illinois 61401 

AGREED: 

Sincerely, 

James E. Connor 
Secretary to the Cabinet 

(Do Not Detach) 

(Da~ 
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MEMORANDUM FOR: 

FROM: · 

SUBJECT: 

THE WHITE HOUSE 

WASHINGTON 

April 15, 1976 

MR. ORBEN 
MRS. ANDERSON 
MR. ELLIOTT 

ROBERT T. HARTMANN 

PERSONNEL ACTIONS 

OFFICE PERSONNEL 

All requests for changes in the status or assignment of 
staff personnel should be directed to my office via your 
respective offices. I should be informed of any recom­
mendations for staff additions, pay raises, changes in 
job title or job assignments and requests for leave or 
vacation requests for in excess of three (3) days. No 
commitments on any of these matters should be finalized 
until I have approved your recommended action. 

I have requested Mr. Smith to make a survey of staff per­
sonnel under my direction and to report to me the accumu­
lated leave and accumulated compensatory time for which 
present personnel are eligible. It is my desire that 
regular rest periods for all personnel be encouraged so 
that everyone will be kept at maximum efficiency during 
the long and difficult election year before us. Each of 
you should attempt to schedule leave and vacation periods 
for your staff so that necessary work can be accomplished, 
at the same time taking into account the need for rest. 
More frequent, briefer vacation periods are encouraged 
and extended leave periods should be avoided where possible. 

As soon as possible you should direct to Mr. Smith your 
recommendations and preferences as to vacation periods. 



MEMORANDUM FOR: 

FROM: 

SUBJECT: 

T 1-: E W H IT E H 0 USE 

WASHINGTON 

April 19, 1976 

MR. ORBEN 
MRS. ANDERSON 
MR. ELLIOTT 

ROBERT T. HARTMANN 

, ,V\tY 
(~~ iCJ 

PERSONNEL GUIDELINES 

Although f have·been successful in retaining an overall 
personnel ceiling for the staff under my superv~sion at 
the present ·figure of 41, it appears unlikely that any 
additions will be approved in the immediate future. 

It is evident to me that workload am~ng the staff sections 
under my supervision is still not equitably divided, and 
that some individuals are working hours well beyond the 
limits of efficient performance. While such dedication 

, . 
I 

to duty is commendable and appreciated, the remainder of 
this year is going to be grueling and difficult and there 
will not be, following the election, the usual holiday lull 
before work begins on a new legislative year. Instead there 
will be the additional burdens of an inaugural. 

For both reasons, it is my policy that regular rest periods 
be scheduled for all personnel throughout the summer a~d 
fall, roughly on the basis of one week per quarter, and that 
leave not be permitted to pile up for prolonged vacations at 
the end of the year, Of course, reasonable exceptions may be made. 

I have asked my deputy, Mr. Smith, to make a survey of each 
individual under my supervision and to report to me the 
accumulated leave and compensatory time currently accrued 
for all eligible personnel. He will work with you in sched­
ulin~ periodic rest breaks for your section with the dual 
purpose of keeping all functions properly manned and main­
taining the health and sustained effort of every individual. 

In this process it will be necessary to maintain for a time 
accurate weekly records of assignments and requests processed 
and individual hours worked, not in the sense of requiring 



- . . •• 

-2-

anyone to punch a time clock but in order to ensure that 
our limited staff is apportioned equitably among the several 
functions for which we have responsibility. 

All requests for changes in the status or assignment of 
staff personnel will be directed to me via the above super­
visory addressees, whose recommendations and/or comments . 
should be added before forwarding. This includes proposed 
additions or replacements, pay adjustments, job titles or 
functions, and requests for leave or compensatory time off 
in excess of one week. No final commitments should be made 
in these matters without my prior approval or, in <my'absence, 
that of my deputy. 

I would like to have a tent~tive schedule of preferred vaca­
tion periods submitted to me through Mr. Smith by May 1. 
Thank you for your cooperation. 
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April 19• 1976 

MEMORANDUM JORI MR. ORBIN 
MRS.· ANDERSON 
MR •. ILLIOT'l 

PlOHI ROBERT T. HAB.TMANll 

SUBJECTS PERSONNEL GUIDELINES 

Although 1· have been aucceaeful in retaining an overall 
peraonoel ceiling for the .ataf f under my auperviaion at 
th• present figure of 41. it appeare unlikely that any 
additions v111· be app~roved in the immediate future. 

It is evident to me ~bat workload among the staff sections 
under my aupervteion ~. atill not equitably divided 1 and 
that some individual• are working hours well beyond the 
limit• of efficient ~erforaance. While aucb dedication 
to duty ia commendable and appreciated. the remainder of 
this year ie going t~ be grueling and difficult and there 
will not be 1 f ollowina the election, the usual holiday lull 

. before work begins on a new legislative year. Instead there 

. will be the addition•l burdens of an inaugural. 

for both reason•• it 1• my policy that regular rest periods 
be ecbed.uled fo·r all ·personnel throughout the euaaer and 
fall, roughly on the~baaLe of one ve~k per quarter• and that 
leave not be permitt•d to pile up for prolonged vacation• at 
the end of the year. Of course, reasonable exceptions may be made. 

I have asked 117 deput·y. Mr. Saith, to aake a survey of each 
· individual under my auperviaion and to report to me the 
accumulated leave and compensatory time currently accrued 
for all eligible personnel. He will work vith you in acbed­
ulini periodic reat break• for your aection with the dual 
purpose of keeping all functions properl1 aanned and aain­
taintng tbe health and euatained effort ot every individual. 

In this process it vill be necessary to maintain for & time 
accurate weekly record• of assignment• and requeata proceaaed 
and individual hours worked• not in the aenae of requiring 
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anyone to punch a time clock but in order to ensure that 
our limited staff i• apportioned equitably among the several 
functions for which we have responsibility. , 
All requests for change• in the status or assignment of 
staff personnel will be directed to me via the above super­
visory addressees. whose recommendations and/or comment• 
should be added before forwarding. Thia includes proposed 
additions or replacements. pay adjustments, job titles or 
functions, and reque~ta for leave or compensatory time off 
in excea• of one weak. No final commitment• should be made 
in these matters without my prior approval or• in my absence. 
that of my deputy. 

I would like to have a tentative schedule of pref erred vaca­
tion periods submitted to ma through Mr. Smith by May 1. 
Thank you for your cooperation. 



April 19• 1976 

MDOli1'DUM JORI o. oa•1• 
Has. ABDl&SOB 
MB.. ILi.IOTT 

rao111 &OlltT T. BAaTK.lltB 

SUIJICTt t1aso•••L GUlDILIMIS 

Al,b••lh l b••• •••• ••c••••ful 1• retaiataa •• o•erall 
f•r•eaael celliaa for tb• etaf f ••••r •7 ••P•••i•toa at 
tb• preaeat f ta•r• of 41. it appear• aaltkel7 tbat ••Y 
••dtttoaa will be appro••4 ta th• iaae41ate fGtare. 

It l• ••ideat to •• ~hat workload aaoa1 tb• ataff ••cttoa• 
••••r •1 ••••r•t•toa te ecill aot •••1ta~17 di•l••d• aad 
tbat aoae ta•t•t•••l• are vorklaa hour• well '•10•• tbe 
ltatt• of efftei••t perforaaace. Vbil• auek 4edieatioa 
to 4ut7 ta coaaeada•l• aad appreatat••• th• r•••i•d•r of 
thta year 1• 1ota1 to be 1ruelta1 aad •tf f iealt aad tbere 
•111 not ••• fo11owtaa tb• eleotio•• th• •••al bo114ay 1•11 
before work beat•• on a aew l•atalatt•• year. Iaetead t'•r• 
will •• tba addtttoaal bur4•a• of aa taauaural. 

· fer both r••••••• tt ta •7 polio7 tbat reaular re•t perlo•• 
•• eebeduled for •11 per•••••l tkr••1'o•t th• auaaer aad 
fall, roaahlJ oa th• ~a•L• of one •••k per •uart•r• aa4 tbat 
l•a•• Dot b• perwaitte4 to pile up for proloaa•• •acattoa• at 
tbe ead of tbe year. Of course, reasonable exceptions may be 

I h••• a•k•• •1 d•P••7• Mr. Salt,, to aake a ••r••7 of aaeb 
ia41•1iua1 uader •7 ••per.tatoa and to report to •• tb• 
aoc•••lated l•••• aad ooap .. eator1 ti•• carreatl7 acer••• 
for all eltat•l• pereoaael. B• will work with you ta ecbe4• 
ultaa pertodlo reet break• for J••r ••ctioa wttb tbe dual 
purpo•• of keap1aa all f uaotioa• P••P•rlJ •••••4 and aata• 
taiataa tbe health aa4 auetaiaed effort of •••r1 1a41•idua1. 

la tbi• proc••• it will be a•c••••r1 to aaiatata for a ti•• 
accurate weekly reeord• of •••i1••••t• aa4 r•••••t• proc••••• 
••• 1a41•1dual boor• work••• aot la tb• ••••• of req•irtaa 

. . 

made . 

' 



aa7one to puaeh a ti•• clock b•t in or••r to enaure that 
our 11a1te4 ataf f i• apport1oaed •q•1tably aaona the ••••ral 
fuacttoa• for which we have reapoaa1b111ty. 

All reque•t• for chana•• 1a the atatu• or •••ia••••t of 
ataff peraoan•l will be directed to •• via th• above auper­
Y1aor1 a•dr••••••• wko•• reco .. eadat1on• aad/or co••••t• 
ahould ba added before forwardtna. Thi• 1ao1•4•• propoae4 
ad41tioae or replaaeaeata, pay adju•t•••t•, job title• or 
fuactio••• aa4 requeata for leave or coapeaaatory ti•• off 
ia eze••• of one week. •o f taal ee .. ttaeat• ahould be •••• 
ia th••• aatter• without •7 prior approval or, tn •7 •••••••• 
that of •7 4epat7. 

I woal4 lite to have a ceatati•• ached•l• of preferr•• vaea­
tioa period• aubattted to •• thro•ah Mr. Saith by May 1. 
Thaak you for your cooperatioa. 

' 



April 19, 1976 

MEMOL\NDUH JORI • O&BBN 
KR.S. A!IDIR.SOH 
HR. BLLIOTT 

FROMI aOBERT T. HARTMANN 

SUBJECTS PBRSONNIL GUIDELINES 

Altbouah I have been succe•aful in rataiuina an oYerall 
personnel ceiling fbr the •taf under ay euperv1aioa at 
the present figure of 41, it appears unlikely tbat &DJ 
additions will be approved in th• iaaediate future. 

It ia evident to me that workload among th• ataff aecttoos 
under •1 auperviaion ia attll not equitably divid•d, and 
that some individuals are working hours vell beyond the 
li•ite of efficient performance. While such dedication 
to duty ia commendable and appreciated, the remainder of 
this year is going to be arueliag aad difficult and there 
will not be, followiu1 the electiou, the uaual holiday lull 
before work begiu• on a new legialative year. ln•tead there 
will ~e th• additional burdens of an iaaugural. 

~or both rea•on•. it i• •Y poliey that reaular rest periods 
be scheduled for all personnel tbrouabout the au .. er and 
fall, roughly on the basis of one week per quarter, and that 
leave not be permitted to pile up for prolonged vacation• at 
the ead of the year. Of course, reasonable exceptions may be made. 

I have asked ay deputy, Mr. Smith, to make a survey of each 
individual under ay superviaiou and to report to me the 
accuaulated leave and coapenaatory ti•• currently accrued 
for all eligible personnel. Ba will work with you in •cbed• 
ulioa periodic rest break• for your ••etion with the dual 
purpose of keeping all function• properlJ manned and aain­
tainin& the health and auatained effort of every indlYldual. 

In this process it will be necessary to aaintain for a ti•• 
accurate weekly record• of aasignaeats and requests proceeaed 
and individual hours worked, not in the aenae of requirina 
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anyone to punch a ti•• clock but in or~er to ensure that 
our limited staff is apportioned equitably aaong the several 
functioue for which we have responsibility. 

All requests for chan1es in the statue or assignment of 
ataf f personnel will be directed to me via the above super­
visory addressees. whose recoaaeudatione and/or comments 
should be added befor• forvardin1. Tbia includes propoeed 
addition• or replaceaenta, pay adjustments, job titles or 
function•, and requeata for leave or compensatory tiae off 
in excess of one week. No final commitments should be .made 
in these matters without ay prior approval or. in ay abs nee, 
that of my deputy. 

I would like to have a tentative schedule of pref erred vaca• 
tion periods submitted to me through Mr. Saith by May 1. 
Thank you for your cooperation. 



Drafted for signature by RTH & GAA. 
(not signed) 

May 10, 1976 

ME~ORANDUM TO: COUNSELLOR ROBERT T. HARTMANN 

VIA: MRS. GWEN A. ANDERSON 
MISS AGNES M. WALDRON 

FROM: GERALD J. POPEO 

I am writing to inform you of my decision to ter­
minate my employment at The White House. 

In an effort to allow for coordination of personnel, 
I am informing you at the earliest possible date 
that my future plans necessitate that I resign from 
my position. As you know, my career objectives re­
quire that I devote my full efforts to a study of 
the law. 

I will always look upon my two years of service to 
the President with great pride. Furthermore, I will 
be forever grateful for the opportunity I have had 
to develop lasting friendships with some outstanding 
individuals at the White House. I am particularly 
honored to have had the good fortune to be profes­
sionally associated with you. 



Ti-~=:: \'/HITE HOUSE 

WASHINGTON 

May 10, 1976 

MEMORANDUM TO: COUNSELLOR ROBERT T. HARTMANN 

VIA: MRS. GWEN A. ANDERSON 
MISS AGNES M. WALDRON 

FROM: GERALD J. POPEO 

I am writing to inform you of my decision to ter­
minate my employment at The White House. 

In an effort to allow for coordination of personnel, 
I am informing you at the earliest possible date 
that my future plans necessitate that I resign from 
my position. As you know, my career objectives re­
quire that I devote my full efforts to a study of 
the law. 

I will always look upon my two years of service to 
the President with great pride. Furthermore, I will 
be forever grateful for the opportunity I have had 
to develop lasting friendships with some outstanding 
individuals at the White House. I am particularly 
honored to have had the good fortune to be profes­
sionally associated with you. 
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May 10, 1976 

I am writing to inform you of my decision to 
terminate my employment at The White Housee:. -
~effee~iu e Juty t6, t9 '6:~/ ff ·;e; r;; """' - .,.. .t' n I?+ 

In.an effort to allow for coordination of personnel, 
I am informing you at the earliest possible date that 
my future plans necessitate that I resign from my 
position. As you know, my career objectives require -
that I devote my full efforts to a study of the law. 

I will always look upon my two years of service to 
the ~resident with great pride. Furthermore, I will 
be forever grateful for the opportUn.ity I have had to 
develop lasting friendships with some outstanding 
individuals at the White House. I am particularly 
honored to have had the good fortune to be professionally 
associated with you. 

Miss Agnes 
· Director of 

The Whit ous e 
Washin on, D. C. 20500 

cc: Dr. or 
Mr. artman 
Mr. Rob rt Orben 
Mrs. wen Anderson~ 

l 
I 
I 
I 

I 
I 
I 

.· 

I 
I 
I· 
I 

I 



THE WHITE HOUSE 

WASHINGTON 

May 10, 1976 

Dear Agnes: 

I am writing to inform you of my decision to 
terminate my employment at The White House, 
ef(ective July 16, 1976. 

In an effort to allow for coordination of personnel, 
I am informing you at the earliest possible date that 
my future plans necessitate that I resign from my 
position. As you know, my career objectives require 
that I devote my full efforts to a study of the law. 

I will always look upon my two years of service to 
the President with great pride. Furthermore, I will 
be forever grateful for the opportunity I have had to 
develop lasting friendships with some outstanding 
individuals at the White House •. I am particularly 
honored to have had the good fortune to be professionally 
associated with you. 

Miss Agnes Waldron 
· Director of Research 
The White House 
Washington, D. C. 20500 

cc: Dr. James Connor ,/ 
Mr. Robert Hartman../ 
Mr. Robert Orben 
Mrs. Gwen Anderson 

~ .t 
Gerald J. 2..o ~ 
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WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF 
CORRESPONDENTS OR TITLE DATE 

DOCUMENT 
Note From James E. Connor to Robert T. Harmann regarding personnel 5/17/1976 

request for Dr. Charles H. McCall, with attachments. (6 pages) 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (2)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF CORRESPONDENTS OR TITLE DATE 
DOCUMENT 

Form Information Needed Concerning New Personnel form for Mary Susan 5/26/1976 
Philpott, 1 page. (Attached to Request for Personnel Assignment 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (2)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



MEMORANDUM 

MEMORANDUM TO: 

FROM: 

SUBJECT: 

THE WHITE HO USE 

WASHINGTON 

June 9, 1976 

ROBERT HARTMANN 

JANET LAWSON f 
Job Status 

As you may be aware, I have been waiting almost three 
months now for a final decision as to a promotion and pay raise 
from clerk to researcher. Since November of 1975, I have 
assumed full researcher responsibilities which have included 
checking speeches, pre-advance trips in and out of town, covering 
the office on weekends and late nights, staff secretary action 
memorandums, and other various office duties . I am 25 years 
old, have a darn good college education, and over a year's ex­
perience researching in this office. 

I would like to make an official request for a Grade 7, 
Step 1 and if possible, for it to be ma.de retroactive since May 1 
of this year. 

I thank you for your consideration. 

. . 

' 



MEMORANDUM 

THE WHITE HOUSE 

WASHINGTON 

REQUEST FOR PERSONNEL ACTION 

June 11, 1976 

; 

FROM: ROBERT T. HARTMANN r COIINSET.I.OR TO THE PRES IDE:NT 
(Name and Title) 

Marilyn A. Meinking 

Requested action: Promotion 
Administrative Pay Increase 

(check one) Change in Title 
_L Reassignment 
__ Quality Increase 

Such action will change 

FRO~: Office of the Press Secretary to the Vice President 

TO: Office of Robert T. Hartmann, Counsellor to the 
President, Speech Communications Office 

Desired effective date: June 21, 197 6 
-----------------~ 

Justification for requested action: Replacement for Kathyrn Wooten, resigned 

Remarks: 

I HEREBY ENDORSE AND AUTHORIZE THE ABOVE 

DESCRI~.;;;r=L A=roN FOR MY OFFICE' 

(Signature of Requesting Official) 

~u~-



THE WHITE HOUSE 
WASHINGTON 

REQUEST FOR PERSONNEL ASSIGNMENT 

Date: June 11, 1976 

FROM: ___ R_O_B_E_R_T_T_._HA __ R_T_MANN _________________ ~--------~ 

(Miss) 
Name of Proposed Employee: (Mrs.) _M......,a ... r_.f .... l...iYf-'D...........,Ao:i...... _M..:.u;;e .... i ..... nu.ik...,i..,.nl..l.!g~----------­

(Mr.) 

Position: (a) Position title: __.S""e;;:.Jc .... r......:;::;e ..... t""a,_..,r-:1y'--------------------­

(b) Grade and Salary: 10/1 $14, 82L 

(e) --- Check if proposed employee's title shall be "Consultant" for temporary period 
until all necessary security clearances are completed. Position title at (a) above 
shall be assigned after clearances are received. 

Payroll (check one): V White House Office (Regular Salary & Expenses) 
--- White House Oflic.e (Consultant) 
--- Other (specify: ) 

Length of Assignment (check one) : 
--- Temporary (No. of Months ___ or 

(Not to exceed _______ ) 

--- Indefinite 
'-" Permanent 

Desiredeffectivedate: .Tqne 21, 1976 

Justification for assignment: ;R.eplacement for Kathyrn Wooten, resigned 

Present place of employment or assignment: Offj ce of the P~~ss ~e§;!i:etary to the 

Vice President 

I hereby endorse and authorize the above 

described~i-4 for m: olli~: 

Attachment(s) needed.-In all cases-"lnformation Needed Concerning New Personnel". 
If to be appointed White House rolls it is desirable to have SF 171 furnished, p.referably attached to this 
request. If the SF 171 is not available as an attachment to this request form, send it t.o the White House 

Personnel Office, Room 6, EOB, when completed. 



THE WHITE HOUSE 

WASHINGTON 

June 11, 1976 

; 

MEMORANDUM FOR: JAMES E. CONNOR 

SUBJECT: Quality Increase for Mrs. Maureen W. Brown 

The Civil Service Regulations provide for the granting of additional within­
grade increases in recognition of high quality performance above that 
ordinarily found in the type of position concerned. 

Mrs. Brown has performed in a most outstanding manner the many functions 
assigned to her. Her work is of a high level of effectiveness and represents 
a devotion to duty that is exceptional. This high level has been sustained 
during her tenure in this office as a Research Aide and is characteristic of 
her day-to-day 'activity. Indeed, her accomplishments substantially exceed 
normal requirements. I am convinced that Mrs. Brown will continue to 
carry on her duties in an outstanding manner and I recommend her for a 
Quality Increase. 

If you approve, this action will raise her from GS-8/4 to GS-8/5. 

//~ ~~· ... - r----
' \-------:-/ ( / --1-.,_ 
·, / \ //.. -~,.;.-v , . ~:::_'(· ·t. <.,.. i. . '-~~--~ ----

Rob er t T. Hartmann 
Counsellor to the President 

Staff Secretary Action: 

Disapproved 
~~~~~~~~~~ 



Jaae 11, 1976 

MEMORANDUM J"OR: JAMES E. CONNOR 

SUBJECTt Quality lacrea•• for Mr•. Ma.ar•ea w. Brown 

Tlle Clvll S.rvlc• Re1\llatloa• provld• for th• 1•aatlal of addtttoaal wlthlD• · 
1rade lacrea••• la recoaaltloa of hl11' qaallty performaace above that 
ortflaarlly found la the type of poeltloa coaceraed. 

Mre. Browa hae performed La a moet oatetaadla1 maaaer the maay fuactloa• 
•••ltoed to h•r. Her work la of a hllh le .. & of effectlftae•• &ad repreaeate 
a •evotloa to daty that le eaceptloul. Tkla 'hllh leftl ha• 1Mtea •••tallled 
durla1 her teaure la thl• offtce a• a Re1earch Aide ... i• cha•acterl1tlc of 
her day .. to ... day actlvlty .. ladeed, her accompllomuta •aataatlally ac.., 
aormal r .. ulrem.eata. I am coa•laced that Mre. Brown will coatlau to 
earry oa Iler •utl•• la aa outataJM!l•I maaner aatl 1 recommend her for a 
Qualtty l.ncreaae. 

U yota approve, thla actloa wUl ralae her bom as.&/• to QS ... 8/1. 

Staff Sectl''!f!X Ac,lonr 
\ 
i 

Appro'9'9d ---------

Dlaapproved --------

/ 



.: 

THE 'WHITE HOUSE 
... 

'WASHl1'CTOM 

.. lIBQu"£ST FOR PERSO:.iNE~ ACTimr 
: 

Date: May 15, ; 197·6 . 
·• : . . · .. -.. 

· FRO)I: ·counsellor Robert· T.. Hartmann 
~--~--~~------------~.(~~~ra-m_A __ a_ru~a-m=~~it~l.~e-).---------------------~-----

·. · ..... -· 
. . -

.; . . ,·.. . :_ 

If ::o~• o~ D::r.;>l.cyee : ---------------------------------------
Maureen Brown 

Requested. actio~: Promotion· 
·. 

. . 
(c!;eck o~) xAdrainistrative Pay Increase· 

_ C~ge in Titl.e .· 
, 

Reasai~nt - .. 
.• 

. . ·. 

Such action vill change . 

FRm.f: ds 8 - 4 

~ . . . 
GS 8 - .5 

De~ired e!fective date: ____ l_m __ m~~-d~i~a_te_.;;..ly.._ ______________________ __ 

Ju.stifica.tioa. t:or ·requested action: performed· well· iri e~ecutiol'l · ~1 
. . 

job 
. . · . 

. her duties 

Re°t!'~.,...ks: 

' 

Has not nad an administrative pay increase since 4-14-74; 

. -.; 

. -. !: :~-. 
: .... 

.... ·--. .. ... ... _ 

. .... - . 

•.· .. ...: . 
·i 

: .... ~--·~ .. '· 
.. -~- - . 

. .. . -·-.·-·:.· ~ . . ~ ':. .·.. . . 
. ·..... '· 

-. .,. 
~ . -.. ... - ... _ . . 

-!" '!: ~--
~- ·"':' --.. · . .,; .. 

-.. 

.. I · HE!boY ENDORSE J..ND AUTRO~IZZ TEZ J..BOl!E . : 
-~-R...._D PERSOmBL ACTIOU FORM~ O~Im:: 



June 22 

THE WHITE HOUSE 

WASHINGTON 

Here is the form that Charlene 
Cozart of the Personnel Off ice 
called about this morning. 

They would appreciate having it 
completed and returned as soon 
as possible. 

Thanks! 

Neta 

June 25 
I called & talked to Jim Rogers. 
Told him this form was ready to be 
returned. He asked me to take it 
down to Dr. Connor's office & they 
can sign off on it and send it over 
to him. ::(nm) 



. . ... 

MEMORANDUM 

THE V-lHITE HOUSE 

WASHINGTON 

~ . 
Jline 22, l976 

MEMORANDUM FOR HON. ·ROBERT T. HARTi:!.tANN 

FROM: James R. Rogers 

Your attention is called to the fact that the appointment of ___ M_r_. __ _ 
George H. Denison is limited to period ending 6/24/76 • 

Please indicate below what you want done about such appointment and 
return this to me as quickly as possible. 

If you indicate that the appointment is to be allowed to end there will be 
additional information needed and we will promptly supply the form(s) 
that will provide what we will need when completed by the employee and 
returned. 

If you. indic~te de sire to have appointment converted to one of indefinite 
duration and we find that the full field investigation has riot been run or 
is not completed, action will be taken to extend the present limited ap­
pointment for a period long enough to allow for completion of the inves­
tigation. 

Please call me if you have any questions. 

Check desi_r-ction - and sign below: 

V Extend appointment for period of ------ one (1) months. 
(Not to exceed 7 /24/76 

------Convert appointment to one of indefinite duration. 

Allow appointment to come to scheduled end. ------

-

) 

) 



THE WHITE HOUSE 

WASHINGTON 

June 22 
11:35 a.m. 

Charlene Cozart in the Personnel 
Office (2260} called and said they 
were sending another form that 
needs to be filled out for George 
Denison, since the time of his 
extended appointment is about to 
expire. She asked if I knew what 
action was going to made on this 
matter and, of course, I did not. 

They would appreciate an early 
reponse on this. 

Neta 



.. • . 
MEMOllANDUM 

THE WHITE HOUSE 

WASHINCTON 

May ll, 1976 
-~-

MEMORANDUM FOR HON •. ROBERT T. HARTMANN 

FROM: James R. Rogers· 

Your attention is called to the fact that the appointment of Mr. -------
George H. Denison is limited to period ending.. 5l25/76 • 

Please indicate below what you want done about such appointment and 
return this to me as quickly as possible. 

If you indic.ate that the appointment is to be allowed to end there will be 
additional information needed and we will promptly supply the form(s) 
that will provide what we will need when completed by the employee and 
returned. 

If you indicate desire to have appointment converted to one of indefinite· 
duration and we find that the full field investigation has not been run or 
is not completea, action will be taken to extend the present limited ap­
pointment for a period long enough to allow for completion of the fo.ves­
tigation. 

Please call me if you have any questions. 

Check desired action - and sign bel~w: 

___ X ___ Extend appointment for period of ( One {1) months 
(Not to exceed 6/24/76 

------Convert appointment to one of indefinite duration •. 

Allow appointment to come to scheduled end. ------

June 8, 197 6 
(Date) 

) 
) 

•I 



.. 
MEMORANDUM 

THE WHITE HOUSE 

WASHINGTON 

~ . 
Jll.ne 22, 1976 

MEMORANDUM FOR HON. ·ROBERT T. HARTMANN 

FROM: James R. Rogers 

Your attention is called to the fact that the appointment of ___ M_r_. __ _ 
George H. Denison is limited to period ending 6/2.4/76 • 

Please indicate below what you want done about such appointment and 

return this to me as quickly as possible. 

If you indicate that the appointment is to be allowed to end there will be 
additional information needed and we will promptly supply the form(s) 
that will provide what we will need when completed by the employee and 

returned. 

If you indic~te desire to have appointment converted to one of indefinite 
duration and we find that the full field investigation has not been run or 
is not completed, action will be taken to extend the present limited ap­
pointment for a period long enough to allow for completion of the inves-

tigation. 

Please call me if you have any questions. 

-------------------------------
Check desired action - and sign below: 

~Extend appointment for period of one (1) months. 
(Not to exceed 7 /24/76 

______ Convert appointment to one of indefinite duration. 

______ Allow appointment to come to scheduled end. 

) 
) 



\'/.11.SHINC:TON 

P.EQu"SS·r FOR PZRSONNE~ ACTimr 

Dzte: 

· FRO)I: Counsellor Robe rt T. Ha:r:trnann 

!I:ar::.e of Et::c?loyee: 

Requested action: 

{check one) 

/-- (:r:~ an:l. Title) 
.• 

Michael Johnson 

'Promotion.· 

Adoinist:r:ativa Pay Increase 

_Change in. Title 

_Reassign::;;ent 

Such action "td.ll. change 

FROM: Conswtant 

·. 

June 24, l 9176 

.... ·. 

·. 

... 

. ; 

...... . . ·. 

... . . .. . 
. .. ... . ... .. . · ... ·: .. ' 

• 'I. ,4. 

. I• . :. .• 
. .. ;l 
~ . ' . ~ 

. . 

. : 

' ·.; .. _... •· .. 

.. •.. . .. .•. 
5;0: Permanent White Hou5 e Office (Regular· Salary & Expenses·1 .. . . :"" . . " ... . ... ..... 

Desired ef~ective date: July i; 1976 
·• ·:. l ••• ;. .. 

. . .. ~ ... • .~·.· 

Justif'icatioa ~or requested action: 

. . 

Re,...""rks: 

. , 

. . . 
To handle greatly int-rease·d "volume ~:f. y· ~ _ 
Presidential mes sag~ s, vice· fy{r.~ .Rous~k: · · .. _ ., 
whose detail te r.rn.\nated. 1 /3i /76. · : .. ~ . 

I 

. . 

AND AUTRO~IZZ 

. . 
:- ":. : ...... ' 

~· .. 

·-

c.--·-;--~' • 

P~~tir!.z Officio.l. 



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF 
CORRESPONDENTS OR TITLE DATE 

DOCUMENT 
Memo Memo from Charles McCall to Dr. James E. Connor via Robert 8/5/1976 

Hartmann and Gwen Anderson regrarding a request for volunteer 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (2)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



The President announced today the appointment of Douglas 

J. Smith of Seattle, Washington as Special Assistant to the 

President. He will serve as Deputy to Counsellor Robert T. 

Hartmann. 

Mr. Smith has served since November, 1975 as a consultant 

and acting deputy to Counsellor Hartmann. 

Starting in July, 1973, Mr. Smith served in the Pentagon 

in the off ice of the Secretary of Defense as Special Assistant 

to the Director, Defense Security Assistance Agency, and as 

Special Assistant to the Assistant Secretary of Defense for 

International Security Affairs. 

Prior to entering government service, Mr. Smith practiced 

law in Seattle, Washington with the law firm of Cartano, Batzer 

and Chapman from 1959 to 1973. He is a graduate of Whitman 

College and the University of Washington Law School. He also 

served as Deputy Prosecuting Atrorney for Yakima County, Washington 

from 1958 to 1959. 

During the Korean conflict, Mr. Smith served with the U.S. 

Navy as a squadron and staff air intelligence officer aboard the 

U.S.S. Boxer and U.S.S. Wasp. He presently holds the rank of 

captain in the Naval Reserve. 

Active in civic and college alumni affairs, he was for 

three years President of the Whitman College Alumni Association 

and member of the Whitman College Board of Overseers. 

He is married to the former Marcia Hinderman of Whitefish, 

Montana. They have four children. 



HARTMANN - OFFICE.PERSONNEL 

CONNOR, JAMES E. 

(re. DJS's pape~s) 

August 6, 1976 

MEMORANDUM FOR JIM CONNOR 

FROMs ROBERT T. HAR'l'MANN 

SUBJECT1 DOUG SMITH 

My off ice is advised by the Personnel Office that 
Doug Smith's papers are being processed for com­
missioning on the permanent White House staff in a 
different form than was approved last February by 
the President and reconfirmed by him at a meeting 
with me and Dick Cheney on April 8. 

We are advised papers are being prepared listing 
Doug as a Special Assistant to the President and 
at his present detail salary of $37,800, which would 
make him equal in title to two other members of my 
department, equal in salary to two, and below one 
in payscale. Thia will not do and I expect you will 
promptly correct the Personnel Office's •misunderstanding.• 

As reflected in my request form sent you on March 1, 
1976 (copy attached) and apparently unacted upon until 
I resubmitted it a month ago today, Doug's approved 
title is to be "Deputy to the Counsellor to the 
President• and his salary $39,400 per annum. Over 
five months' delay so far has coat him aomtt $700 in 
pay and hia increase should be as retroactive as the 
law allows. I cannot tolerate arbitrary changes and 
inordinate delay in conuuitmenta I have made to ffftJ people 
with the express personal approval of the President of 
the United States. 

Your cooperation will be appropriately appreciated. 

RTH:nrn 



Memorandum for Jim Connor 

.t''rom: Robert T. Hartmann 

Subject: Doug Smith 

My office is advised by the ~ersonnel office that Doug Smith's papers 

are being processed for commissioning on the p4thnanent White House 

. . . form !han was _ _!l~proved lastJf:Wfifi~rJtL-
staff in a c;hfferent 11n:xi* •...-.x~ by the President 

reconfirme~~a~1: meeting 
...Sia& with me and Dick Cheney on April s. 

aitxax and 

~. 

,-As reflected in my llllmlEI request form sent you on March 1, 1976 4a••MI••< 

\ 
(copy attached) and apparently unacted upon until I resubmitted it -**ii 

. a month agoJ today. approved . 
--·••twcwt +iaD'-, Dou~'s/titl·e is to be "Deputy to the Counsel_lar 

to the Presidentm and his salary $39,400 pe~· annum. ~ ~~l~ymg~t~:; . . . . 
i · ·· · hi i ·· · ·. · should be~ tmc ti ve ·as the · 1aw 

has cost him some S700 ' pakrruW I .11 u=;;;eirwmmmlftlWll·· 
ellowi.. . ~ aid inordinat~ delay 
M:::Cll" I cannot tolerate\_cha9ges/in commitments I have made to my 

personal . . .. · 
with the express/approval of the President of the UnitedSt"htes •. 

advised papers are being prepa·r· ed .ltstjn~Doug:<1! ~Sbtlsil1 
. . . . "1Uho'1~Milaft«!dl•Hn~·---._ • .,,. 

~Me President and at his present d&tail salary of $37,800, 

elJUal in title ~- · .Lu.e~1;:;;u-#:- e u 1 in 
which would make him/:ja11iesc.to two other members of my~~·M11w 
salary tp two, ~ 
:189aa~a.x and heaeath one in payscale. This will not do and I 

~jJ.l promptly 
expect you W correct the personnel office's "mistanderstanding" • ..,..t11at1r 

Your c 0 operation will be appropriately appreciated. 

.:,'· . 



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF CORRESPONDENTS OR TITLE DATE 
DOCUMENT 

Memo Memo from Charles McCall to Dr. James E. Connor via Robert 8/10/1976 
Hartmann and Gwen Anderson regrarding the access list for volunteer 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (2)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



WITHDRAWAL SHEET {PRESIDENTIAL LIBRARIES) 

FORM OF 
CORRESPONDENTS OR TITLE DATE 

DOCUMENT 
Form Personnel forms for John H. Mihalec, 3 pages 8/30/1976 

. 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel {2)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
{B) Closed by statute or by the agency which originated the document. 
{C} Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 




