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Digitized from Box 29 of the Philip Buchen Files at the Gerald R. Ford Presidential Library

THE WHITE HOUSE

WASHINGTON
August 9, 1974

MEMORANDUM FOR THE WHITE HOUSE STAFF:

By custom and tradition, the files of the White House Office
belong to the President in whose Administration they are
‘accumulated, It has been the invariable practice, at the end of
an Administration, for the outgoing President or his estate to
authorize the depository or disposition to be made of such files.

President Taft in his book '""Our Chief Magistrate and his
Powers,' made the following reference to this practice:

"The retiring President takes with him all the
correspondence, original and copies, which he
carried on during his Administration. . . ."

In the interest of continuing this practice, it has been directed
that, so long as President Nixon's files remain in the White House
Office, there is to be no intermingling of the files of the two
Administrations. This applies of course bhoth to the Central Files
and the files in the offices of the various members of the staff.

Papers of the White House Office at the time of President Nixon's
resignation as well as those enroute at that time and intended for

him shall be considered as belonging to the Nixon Administration
files. Of course, some Nixon Administration files may be needed

for future reference. These files should he duplicated and placed with
all other papers accumulated after noon today which constitute a

new set of files for President Ford,

Specifically, please expedite the return of all withdrawals you

have made from Central IFFiles. On Monday, August 12, archivists
under the supervision of John R. Nesbitt, Office of Presidential
Papers, will be available to a'ssist in the collection and segregation
of President Nixon's papers.for shipment. Meanwhile, please read

the attached instructions.
Gﬁj&z?(( /@MA 9 “”0
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WHITE HOUSE OFFICE PAPERS

By custom and tradition, all White Ilouse Office
papers are regarded as the personal property of
the President and subject to such control and dis-
position as he may determine. At the close of the
Administration, the entire collection of papers now
being created may be expected to be deposited in
a Presidential library similar to the libraries that
" preserve the papers of the last six Presidents. To
provide the President with a complete and accu-
rate record of his tenure in office, the White House
staff miust oversee the preservation of the papers
it generates. :

The procedures set forth in this document rep-
resent the collective thinking of many members of
the staff as to how best to preserve papers and
documents for the President. Compliance with
these procedures is an expression of loyalty by the
staff to the President. For these procedures to be
effective, it will require cooperation and assistance
of every staff member.

The security classification of each documcnt
prepared in the White Iouse is determined by the
individual staff member writing it in accordance
with Ixecutive Order 10501—or other applicable
Executive Orders. He is responsible for insuring
that the classification assigned to his work reflects
the sensitivity of the material concerned, and also
for making certain that this classification is not
excessively restrictive.

White House Office Papers: Filing with Central
Files

1. It is requested that the maximum possible
use be made of Central Files, and the procedures
listed below be followed. This will aid in the faster
and more complete retrieval of current informa-
tion, eliminate unnecessary duplication of files,
prevent excessive xeroxing, and maximize preser-
vation of White House papers.

2. Each staff member shall maintain his per-
sonal files separate from any working files he may
keep on official business and clearly designate them
as such. Personal files include correspondence un-
related to any official duties performed by the staff
member; personal books, pamphlets and periodi-
cals; daily appointment books or log books; folders

of newspapers or magazine clippings; and copies
of records of o personncl nature relating to u per-
son’s employment, or service. Personal files should
not include any copies, drafts or working papers

- that relate to official business or any documents or

records, whether or not adopted, made or received
in the course of official business.

3. Each staff office shall forward regularly to
Central Files three copies of all outgoing official
business consisting of correspondence and memo-
randa. One copy of all other outgoing related
materials should also be filed.

4. Each staff office shall forward regularly to
Central Files any incoming official business from
sowrces other than White House staff offices after
action, if any, has been taken. Each staff office, if
it so desires, may keep a copy of such incoming
official business for its own working files.

5. Each staff office shall forward regularly to
Central Files any originals of incoming official
business from other W hite House staff offices after
action, if any, has been taken and if such originals
were not intended to be returned to the sender.
I£ desired, a copy may be kept for the staff’s work-
ing files.

6. Each staff office shall forward to Central Files
at such times as it determines to be appropriate
all working files of official business which are in-
active and no longer needed. These files will be
stored by office as well as listed by subject matter.
They will, of course, always be available for later
reference.

7. Each staff office at its own discretion may seg-
regate any materials that. it believes to be partic-
ularly sensitive and which should not be filed by
subject matter. Such sensitive materiais should be
forwarded to the Staff Secretary on the same basis
as outlined in paragraphs 3 through 6 in an en-
velope marked SENSITIVE RECORDS FOR
STORAGE with the office or individual from
which they are sent marked on the outside and (as
appropriate) a list of inventory in general terms
attached. This list of inventory should also be
sent to Central Files so that notations can be made
in subject files that certain material is nissing from
the file. These materials will be filed in locked <on-
tainers and will only be made available to the iz

»



dividual or office from whom they were received.

8. No defense material classified under Execu-
tive Order No. 10501 with a classification of TOP
SECRET or Restricted Data under the Atomic
Fnergy Act of 195} should be forwarded to Cen-
tral Files. Al such material should be forwarded
to the Stall Seeretary for storngre,

9. No exceptions to the above shall be made
without the express consent of the Counsel to the
President. Additional advice on the operation of
Central Files may be obtained from Frank
Matthews, Chief of Central Files (Ext. 2240).

White House Office Papers: Disposition of Papers
Upon Leaving Staff

1. Upon termination of employment with the
staff, each staff member will turn over his entire
files to Central Files with the exception of any
personal files he might have maintained.

2. Personal files include. correspondence unre-
lated to any official duties performed by the staff
member; personal books, pamphlets and periodi-
cals; daily appointment books or log books ; folders
of newspaper or magazine clippings; and copies
of records of a personal nature relating to a per-
son’s employment or service. Personal files should
not include any copies, drafts, or working papers
that relate to official business; or any documents or
records, whether or not adopted, made or received
in the course of official business. The White Iouse
Office of Presidential Papers, staffed by represen-
tatives of the National Archives, is available to
agsist staff members in the determination of what
are personal files. Any question in this regard
should be resolved with their assistance by con-
tacting John Nesbitt, supervisory archivist of the
Office of Presidential Papers (Ext. 2545).

3. A staff member, upon termination of employ-
ment, may at his discretion make copies for his
personal use of a carefully chosen selection of the
following types of documents within his files:

(A) Documents which embody original intel-
leotual thought contributed by the staff member,
such an resenrch work and deaftwnanship of
speeches and legislation,

(B) Documents which might be ieeded in
future related work by the individual.

4. No staff members shall make copies us per-
mitted in paragraph three of any documents whick.
contain defense material classified as CONFI-
DENTIAL,SECRET OR TOP SECREET under
Ezecutive Order No. 10501, Restricted Data under
the Atomic Energy Act of 1954, or information
supplied to the governmeni under statutes which
make the disclosure of such information a crime.

5. Each staff member who decides to make copies
of such documents described in paragraph three
shall leave a list of all svch documents copied with
Central Files. This will enable retrieval of a docu-
ment in the event that all other copies of it and the
original should be later lost.

6. The discretionary authority granted in para-
graph three is expected to be ewercised sparingly
and not abused. All White House Office papers,
including copies thereof, are the persoual property
of the President and should be respected as such.
Any copies retained by a staff member should
be stored in a secure manner and maintained
confidentially.

7. All confidential and sensitive materials will
be protected from premature disclosure by specific
provisions of the Presidential Libraries Act of
1955 (44 U.S.C. 2108).
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THE WHITE HOUSE

WASHINGTON
August 9, 1974

N[TMORANDUM FOR THE WHITE HOUSE STAFF:

By custom and trachhon, the files of the Whlte House Office
belong to the President in whose Administration they are
accumulated. It has been the invariable practice, at the end of
an Administration, for the outgoing President or his estate to
authorize the depository or disposition to be made of such files.
President Taft in his book "Our Chief Magistrate and his
Powers, " made the following reference to this practice:

“The retiring President takes with him all the
correspondence, ongmal and copies, which he
carried on during his Administration. . . ."

In the intcrest of continuing this practice, it has been directed
that, so long as President Nixon's files remain in the White House
Office, there is to be no intermingling of the files of the two
Administrations. This applies of coiirse both to the Central Files
and the files in the offices of the various members of the staff.

Papers of the White House Office at the time of President Nixon's
resignation as well as those enroufe at that time and intended for
him shall he considered as belonging to the Nixon Administration
files. Of course, some Nixon Administration files may be needed

for future reference. These files should bhe duphcated and placed vnth

-all other.papers accumulated after noonitoday which: cnnsﬁtute a8 *r
new qct of files for T‘1c~=1dont FFord. -
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have made from Central Files, On Monday, August 12, arcI11v1sts
under the’ swpervision of John R N(\eb}ft Office of.Presidential .
Papers, will be available to assist in the collection and chregatlon

of President Nixon's p’!pol‘_S.le -shipment.,, Meanwhile, please read
tho a’rtachod in qtructmn :
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' Special Assistant to the President
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WHITE HOUSE OFFICE PAPERS

By custom and tradition, all White House Office
papers are regarded as the personal property of
the President and subject to such control and dis-
position as he may deterinine. At the close of the
Administration, the entire collection of papersnow
being created may be expected to be deposited in
a Presidential library similar to the libraries that
preserve the papers of the last six Presidents. To

provide the President with a complete and accu-

rate record of his tenure in office, the White House
staff must oversee the preservation of the papers
1(: generates.

The procedures set forth in this document rep-

resents the collective thinking of many members

of the staff as to how best preserve papers and
documents for the President. Compliance with
these procedures is an expression of loyalty by the
staff to the President. For these procedures to be

- effective, it will require cooperation and assistance

of every staff member.

The security classification of each document
prepared in the White House is determined by the
individunal staff member writing it in accordance
with Executive Order 10501—or other applicable
Executive Orders. He is responsible for insuring
that the classification assigned to his work reﬂeots
the sensitivity of the material concerned, and also
for making certain that this classification is not
excesswely restrictive.

White House Office Pap.ers: Filing with Cenira!r

Files

1. It s requested that the maximum possible
use be made of Central Files, and the procedures
listed below be followed. This will aid in the faster
and more complete retrieval of current informa-
tion, eliminate unnecessary duplication of files,
prevent excessive xeroxing, and maximize preser-
vation of White House papers.

sonal files separate from any working files he may
keep on official business and clearly designate them
as such. Personal files include correspondence un-
related to any official duties performed by the staff
member; personal books, pamphlets and periodi-

of newspapers or magazine clippings; and copies
of records of a personnel nature relating to a per-
son’s employment or service. Personal files should
not include any copies, drafts or working papers
that relate to official business or any documents or-
records, whether or not adopted, made or received
in the course of official business.

3. Fach staff office shall forward regularly to
Central Files three copies of all outgoing official
business consisting of correspondence and memo-
randa. One copy of all other outgoing related
materials should also be filed.

4. Each staff office shall forward regularly to
Central Files any incoming official business from
sources other than W hite House staff offices after
action, if any, has been taken. Each staff office, if
it so desires, may keep a copy of such inceming
official business for its own working files. '

5. Each staff office shall foreard regularly to

" Central Files any originals of incoming official

business from other White House staff offices after
action, if any, has been taken and if such originals
awere not intended to be returned to the sender.
If desired, a copy may be kept for the staff’s work-
ing files.
6. Each staff office shall forecard to Central Files
at such times as it determines to be appropriate

.all working files of official business which are in-

active and no longer needed. These files will be
stored by office as well as listed by subject matter.

They will, of course, always be available for later
reference.

1. Each staff ofice at its own discretion may seg-
regate any materials that it believes to be partic-
ularly sensitive and which should not be filed by
subject matter. Such sensitive materiais should be
forwarded to the Staff Secretary on the same basis
as outlined in paragraphs 3 through 6 in an en-
velope marked SENSITIVE RECORDS FOR

- STORAGE with the office or individual from
2. Each staff member shall maintain his per- .

cals; daily appointment books or log books; folders
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which they ave sent marked on the outside and (as
appropriate) a list of inventory in general terms
attached. This list of inventory should also be
sent to Central Files so that notations can be made
in subject files that certain material is missing from
the file. These materials will be filed in locned con-
tainers and will only be made amﬂzﬂ)}e h the in-



. dividual or office from whom they were received.

8. No defense material clussified under Ezecu-
tive Order No. 10501 with a classification of TOP
SECRET or Restricted Data under the Atomic
Energy Act of 195} should be forwarded to Cen-
tral Files. All such material should be forwarded
to the Staff Secretary for storage.

9. No exceptions to the above shall be made
without the express consent of the Counsel to the
President. Additional advice on-the operation of
Central Files may be obtained from ZFrank
Matthews, Chief of Central Files (Ext. 2240).

- White House Office Papers: Disposition of Papers
Upon Leaving Staff

1. Upon termidation of employment with the

staff, each staff member will turn over his enfire
fles to Central Files with the exception of uny
persondl files he might have maintained.

2. Personal files include: correspondence unre-
lated to any official duties performed by the staff
member; personal books, pamphlets and periodi-
cals; daily appointment books or log books; folders
of newspaper or magazine clippings; and copies
of records of a personal nature relating to a per-

son’s employment or service. Personal files should

not include any copies, drafts, or working papers
that relate to official business; or any documents or
records, whether or not adopted, made or received
in the course of official business. The White House
Office of Presidential Papers, staffed by represen-
tatives of the National Archives, is available to
assist staff members in the determination of what
ars personal files. Any question in this regard
should be resolved with their assistance by con-
tacting John Nesbitt, supervisory archivist of the
Office of Presidential Papers (Ext. 2545).

> 8

3. 4 stajf member, upon termination of employ-
ment, may at his discretion make copies for his
personal use of a carefully chosen selection of the
following types of documents within his files:

(A) Documents which embody original intel-
lectual thought contributed by the stajf member,
such as research work and draftsmanship of
speeches and legislation.

(B) Documents which might be needed in,
future related work by the individual.

4. No staff members shall make copies as per-
mitted in paragraph three of any documents whick
contain defense material classified as CONFI-
DENTIAL,SECRET OR TOP SECRET under
Executive Order No. 10501, Restricted Data wnder
the Atomic E'nergy Act of 1954, or information
supplied to the government under statutes which
malke the disclosure of such information a crime.

5. Each staff member who decides to make copies
of such documents described in paragraph three
sholl leave a list of oll such documents copied arith
Central Files. This will enable retrieval of a docu-
ment in the event that all other copies of it and the

-original should be later lost.

32

6. The discretionary authority granted in para-
graph three is expected to be exercised sparingly
and not abused. All White House Office papers,
including copies thereof, are the personal property
of the President and should be respected as such.
Any copies retained by a staff member should
be stored in a secure manner and maintained:
confidentially.

7. All confidential and sensitive materials will
be protected from premature disclosure by specifie
provisions of the Presidential Libraries Act of
1955 (44 U.S.C. 2108).



THE WHITE HOUSE

WASHINGTON
August 9, 1974

MEMORANDUM FOR THE WHITE HOUSE STAFF:

By custom and tradition, the files of the White House Office
belong to the President in whose Administration they are
accumulated. It has been the invariable practice, at the end of
an Administration, for the outgoing President or his estate to

"~ authorize the depository or disposition to be made of such files.

President Taft in his book "Our Chief Magistrate and his
Powers," made the following reference to this practice:

"The retiring President takes with him all the
correspondence, original and copies, which he
carried on during his Administration. . . . "

In the interest of continuing this practice, it has been directed
that, so long as President Nixon's files remain in the White House
Office, there is to be no intermingling of the files of the two
Administrations. This applies of course hoth to the Central Files
and the files in the offices of the various members of the staff.

Papers of the White House Office at the time of President Nixon's
rcsignation as well as those enroute at that time and intended for

him shall be considered as belonging to the Nixon Administration
files. Of course, some Nixon Administration files may be needed

for future reference. These files should be duplicated and placed with
‘all other papers accumulatoed after noon todav which constitute a

new set of files for Presidant Ford.

Specifically, please expedite the return of all withdrawals you

have made from Central Files. On Monday, August 12, archivists
under the supervision of John R. Nesbhitt, Office of Presidential
Papei‘s, will be available to assist in the collection and segregation
of President Nixon's papers for shipment. Mcanwhile, please read

the attached instructions.
@/ A ]7 el
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WHITE HOUSE OFFICE PAPERS

By custom and tradition, all White IHouse Office
papers are regarded as the personal property of
the President and subject to such control and dis-
position as he may determine. At the close of the
Administration, the entire collection of papers now
being created may be expected to be deposited in
a Presidential library similar to the libraries that
preserve the papers of the last six Presidents. To
provide the President with a complete and accu-
rate record of his tenure in office, the White ITouse
staff must oversee the preservation of the papers
it generates.

The procedures set. forth in this document rep-
resent the collective thinking of many members of
the staff as to how best to preserve papers and
documents for the President. Compliance with
these procedures is an expression of loyalty by the
staff to the P’resident. For these procedures to be
effective, it will require cooperation and assistance
of every stail member.

The security classification of each document

_prepared in the White Ilouse is determined by the
individual staff member writing it in accordance
with lixecutive Order 10501—or other applicable
Executive Orders. e is responsible for insuring
that the classification assigned to his work reflects
the sensitivity of the material concerned, and also
for making certain that this classification is not
excessively restrictive.

White House Office Popors: Filing with Central
Files

1. It is requested that the maxitnum possible
use be made of Central I'iles, and the procedures
listed below be followed. This will aid in the faster
and more complete retricval of current. informa-
tion, eliminate unnecessary duplication of files,
prevent excessive xeroxing, and maximize preser-
vation of White House papers.

2. Each staff member shall maintain his per-
sonal files separate from any working files he may
keep on official husincss and clearly designate them
as such. Personal files include correspondence un-
related to any official dutics performed by the staff
member; personal books, pamphlets and periodi-
cals; daily appointment hooks or log books; folders

of newspapers or magazine clippings; and copies
of records of a personnel nature relating to a per-
son’s employment or service. I’ersonal files should
not include any copies, drafts or working papers
that relate to official business or any documents or
records, whether or not adopted, made or received
in the course of official business.

3. Each staf office shall forward regularly to
Central Files three copies of all outgoing official
business consisting of correspondence and memo-
randa. One capy of all other outgoing related
materials showld also be filed.

1. Kach staf office shall forward regularly to
Central Files any incoming official busincss from
sources other than White House staff offices after
action, if any, has been taken. Each stafl office, if
it. so desires, may keep a copy of such incoming
oflicial business for its own working files.

5. Each staf office shall forward regularly to
Central I'iles any originals of incoming official
business from ether White Ilouse staff offices after
action, if any, has been taken and if such originals
were not intemded to be returned to the sender.
If desired, a copy may be kept for the staff’s work-
ing files.

6. Fach staf office shall forward to Central Files
at such times as it determines to be appropriate
all working fles of official husiness which are in-
active and na longer necdcd. These files will be
stored by office as well as listed by subject matter.
They will, of eourse, always bo available for later
reference.

7. Lach staf office at its own discretion may seg-
regate any mwderials that.it believes to be partic-
wlarly sensitive and which should not be filed by
subject matter. Such sensitive materiais should be
forwarded tothe Staff Secretary on the same basis
as outlined im paragraphs 3 through 6 in an en-
velope markel SENSITIVIE RECORDS FOR
STORAGE with the office or individual from
which they aze sent marked on the outside and (as
appropriate) a list of inventory in general terms
attached. This list of inventory should also be
sent to Central Files so that notations can be made
in subject lilesthat certain material is missing from
the file. These materials will be filed in locked con-
tainers and will only be made available to the in-



dividual or office from whom they were received.

8. No defense material classified under Fuecu-
tive Order No. 10501 with a classification of TOP
NECRET or Restricted Data under the Atomic
“ Energy Act of 195} showld be forwarded to Cen-
tral Files. Al such material should be forwarded
to the Stafl Secretary for storage.

9. No exceptions to the above shall be made
without the erpress consent of the Counsel to the
President. Additional advice on the operation of
Central Iiles may be obtained from Frank
Matthews, Chief of Central Jriles (Jixt. 2240).

White House Ofilce Papers: Disposition of Papers
Upon Leaving Staff

1. Upon termination of employment with the
staff, each staff member will turn over his enlire
files to Central I'iles with the exception of any
personal files he might have maintained.

9. Personal files include: correspondence unre-
lated to any official duties performed by the staff
member; personal books, pamphlets and periodi-
cals; daily appointment books or log bools; folders
of newspaper or magazine clippings; and copies
of records of a personal naturc relating to a per-
son’s employment or service. Personal files should
not include any copies, drafts, or working papers
that relate to official business; or any documents or
records, whether or not adopted, made or received
in the course of official business. The White House
Office of Presidential Papers, staffed by represen-
tatives of the National Archives, is available to
assist staff members in the determination of what.
are personal files. Any question in this regard
should be resolved with their assistance by con-
tacting John Nesbitt, supervisory archivist of the
Office of Presidential Papers (Ext. 2515).

3. A staff member, upon termination of employ-
ment, may at his diseretion make copics for his
personal use of a carefully chosen selection of Lhe
following types of documents within his files:

(A) Documents which embody original intel-
lectual thought contributed by the stajff member,
such as research work and draftsimanship of
speeches and legislation.

(B) Documents which might be needed in
future related work by the individual.

4. No staff members shall make copies as per-
mitted in paragraph three of any documents which
contain defense material classified as CONFI-
DINTIAL,SECRET OR TOP SECRET under
Fwxecutive Order No. 10501, Restricted Data under
the Atomic Inergy Act of 1954, or information
supplied to the government under statutes which
make the disclosure of such information a crime.

5. Each staff member wwho decides to muke copies
of such documents described in paragraph three
shall leave a list of all such documents copied with
Central Files. This will enable retrieval of a docu-
mont in the event that all other copies of it and the
original should be later lost.

6. The discretionary authority granted in para-
graph three is expected to be exercised sparingly

_and not abused. All White ITouse Office papers,

including copies thereof, are the personal property
of the President and should be respected as such.
Any copies retained by a staff member should
be stored in a secure manner and maintained
confidentially.

7. Al confidential and sensitive materials will
be protected from premature disclosure by specific
provisions of the Presidential Libraries Act of
1955 (44 17.S.C. 2108)..



STAFF ASSISTANTS AND ABOVE

Tod R. Hullin Michael Raoul-Duval
228, EOB . 216, EOB

James H. Cavanaugh
220, EOB

Glenn Schleede
187, EOB

Norm Ross
187, EOB

James H. Falk
231, EOB

Warren K. Hendriks, dJr.
West Wing

Dana G. Mead
216, EOB

Goeffrey C. Shepard
234, EOB

Roger D. Semerod
220, EOB

(DOMESTIC COUNCIL)



Frederic W. Slight

194, EOB

Helen N. Smith
213, East Wing

Thym S. Smith
lst Flr., W.W.

Alvin Snyder
153, ECB

Larry M. Speakes
lst Flr., W.W.

Beverly J. Splane
351, EOB

Brad Patterson.
182, EOB .

Benjamin J. Stein
118, EOB

Paul A, Theis
18 N

William E. Timﬁons

lst Flr., W.W.

LCDR T. Stephen Todd
210, East Wing

Wayne H. Valis

- 187, EOB

o Agnes M. Waldron
. 123, EOB

Henxry F. Wanning IIX
2nd Flr., W.W.

Dr. Chester Ward
105, EOB

Charles W. B. Wardell IIT
West Wing '

Philip Warden
125, EOB

Gerald Warren
lst Flr., West Wing

Donald A. Webster

X ] —_—

David I. Wheat
134, EOB

George P. Williams
106, EOB

- Wilbur H. Jenkins
-8, EOB .

Lucy A. Winchester

- 200, East Wing

' Lionel Olmer

340, EOCB

~John C. Vickerman

130, EOB

William F. Matthews
68, EOB

James R. Rogers
6, EOB



Lawrence Adams (Gen.USA) ‘Maj. Robert Barrett = - John C. Calhoun

590, EOB . 210, East Wing 179, EOB

Wilburn E. Ainsworth, Jr. Judy E. Berg-Hansen ~ John C. Carlson
112, East Wing 17, EOB - 153, EOB

Adm. George Anderson . Lt. Col. Robert E. Blake . Dorothy Cavanaugh
300, EOB : 210, East Wing - Gr. Flr., w.W.

Gwen Anderson ? John L. Borling ' E Byron M.xCavaney, Jr
271, EOB . 191, EOB : _ .. 348, EOB

Anne Armstrong © James Broch ' _ . Dudley H. Chapman
West Wing ' : 277, EOB ’ i 106, EOB

Phillip E. Areeda o 3  Patrick J. Buchanan .+ Ken W. Clawson

West Wing o 112,  EOB : ; 160, EOB

Roy Ash ' ~ Philip W. Buchen B Kenneth Cole, Jr.
2nd Flooxr, W.W. - 1lst Floor, W.W. . 2nd Flr., W.W.
Oliver F. Atkin * . Dean Burch John Coyne

West Wing ’ + 2nd Flr, W.W. 118, EOB

Aram Bakshian, Jr. _ Jane M. Dannenhauer

118, EOB

William J. Barocdy, Jr. Wheaton B. Byers
100, EOB 340, Eom




Fernando E. D=Boca
197, EOB

Thomas P. DeCair
lst FPlr., W.W.

Dorothy E. Downton
lst. Flr., W.W.

Roland Ellioctt
94, EOB

Jeffrey P. Eves
187, ECB

-Andrew Falkiewicz
165, EOB

Michael J. Farrell
100 East Wing

J. Curtis Fee
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THE WHITE HOUSE

WASHINGTON

October 30, 1974

MEMORANDUM FOR THE WHITE HOUSE STAFF

FROM: Philip W. Buchen/(?« w@~

Most of you have already turned over Nixon Administration materials
to the Office of Presidential Papers in accordance with Jerry Jones'
Memo of August 9, 1974, I am now requesting that you make a final
review of the files and other materials in your custody to insure

that all Nixon materials have been turned over. As I indicated in

my Memorandum for the White House Staff of October 24, 1974, I am
also requesting that each member of the staff who served prior to
August 9, 1974, certify on the attached form that all Nixon Admin-
istration materials in his/her custody have been turned over to the
appropriate offices,

Any further questions regarding this matter should be referred to
the Office of Presidential Papers (Extension 2545),

Thank you,



THE WHITE HOUSE

WASHINGTON

MEMORANDUM FOR: Philip W. Buchen

Room 106, EOB
I hereby certify that in accordance with the instructions contained in
the Memorandum of August 9, 1974, to the White House Staff from
Jerry H. Jones, that I have collected and segregated all materials
which are designated Presidential Papers of the Administration of
Richard Nixon, as defined in the White House Staff Manual (pp. 31-32),
and forwarded these materials to the appropriate offices (Office of
Presidential Papers, White House Central Files, Special Files or

other location specified by the White House Counsel).

Signature

Name (typed)

Date



THE WHITE HOUSE

WASHINGTON

October 30, 1974

MEMORANDUM FOR THE WHITE HOUSE STAFF
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THE WHITE HOUSE
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THE WHITE HOUSE

WASHINGTON

MEMORANDUM FOR: Philip W. Buchen

Room 106, EOB
I hereby certify that in accordance with the instructions contained in
the Memorandum of August 9, 1974, to the White House Staff from
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THE WHITE HOUSE

WASHINGTON

October 30, 1974

MEMORANDUM FOR PHILIP BUCHEN

SUBJECT: White House Files

This memorandum shall certify that the collection and segregation of materials -
called for in the Memorandum to the White House Staff of August 9, 1974, from
Jerry Jones, has been completed, and that the materials have been placed in
the custody of the supervisory archivist.

This will also certify that the only copies made of subject matter covered in
the memorandum were my own chron files of which a complete copy was made.

GeoffShepard
Associate Director Domestic Council
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THE WHITE HOUSE

WASHINGTON

July 28, 1975

Dear Mr. Chairman
and Mr. Vice Chairman:

Thank you for your letter of July 23, 1975, inquiring
further about "White House documents and papers re-
lating to certain activities that were conducted in
Chile by the CIA, and possible other U.S. Government
agencies, during the period September 15 to November 3,
1970".

Such documents and papers, insofar as they may exist,
would appear to be part of the Presidential materials
of the Nixon Administration, and I am not able even to
review them for purposes of determining upon a response
to your request for access to them. All Presidential
materials of the Nixon Administration are subject to
the Order of the United States District Court for the
District of Columbia, entered on October 21, 1974, as
supplemented on October 22, 1974, in NixXon v. Sampson,
et. al, Civil Action No. 74-1518. A copy of the ‘
Order is enclosed for your information.

The Order enjoins the search, disclosure, transfer or
disposal of these materials subject to certain excep-
tions. The exception which I assume you believe applies
‘to your request is one made for the "use of said materials
with prior notification to Counsel for Plaintiff Richard M.
Nixon and with consent of Defendant Philip W. Buchen, for
purposes of current government business." However, the
Order also provides that a search for materials to be
produced under this or any other exception must be con-
ducted jointly with Mr. Nixon's counsel and he can raise
objections to the production of any materials. Therefore,
I have referred your request to Mr. Herbert J. Miller, Jr.,
Counsel to Mr. Nixon, for his consideration. This step is
necessary because on an earlier occasion Mr. Miller has
refused to allow a search by me for purposes of finding
and producing similar materials which has been requested
by a Congressional subcommittee under this exception.

- W ‘,")f ‘
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His objection was that the words, "for purposes of current
government business", are not meant to include such re-
quests any more than they are meant to include requests
from the Special Prosecutor, for whom a different exception
is provided in the Order.

We will advise you of the position taken by Mr. Miller on
your request.

Sincerely,

/17% .S ucllo

Buchen
Counsel to the President

The Honorable Frank Church

Chairman, Select Committee To Study
Governmental Operations With
Respect to Intelligence Activities

United States Senate

Washington, D.C. 20510

The Honorable John G. Tower

Vice Chairman, Select Committee To
Study Governmental Operations With
Respect to Intelligence Activities

United States Senate

Washington, D.C. 20510






