
The original documents are located in Box 29, folder “Nixon - Papers Court Cases - Nixon 
v. Sampson (2)” of the Philip Buchen 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 R. 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States of America his copyrights in all of his unpublished writings in National Archives collections.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.  



THE WHITE HOUSE 

WASHINGTON 

October 24, 1974 

l~MORANDUM FOR THE WHITE HOUSE STAFF 

SUBJECT: Court Order Regarding Presidential 
Materials of the Nixon Administration 

Attached is a copy of a Supplemental Order of the United 
States District Court for the District of Columbia, by 
Judge Charles R. Richey~ issued October 22, 1974. The 
Defendants are: Arthur E. Sampson, Administrator of the 
General Services Administration; Philip w. Buchen, Counsel 
to the President; and H. Stuart Knight, Director of the 
Secret Service. 

Please note: 

1) The order en]o~ns "the Defendants, their superiors, 
agents, and assigns" against certain acts. 

2) The order applies to "the materials, including 
documents, tapes and other papers, known as the 'Presidential 
materials of the Nixon Administration' that are presently in 
the custody and control of the Defendants." 

3) The order enjoinsthe persons affected "from dis­
closing, transferring, disp0sing or otherwise.making known 
to any person, be he/she private citizen or public official, 
the materials." The order does not prohibit use of the 
papers for court, prosecutorial or grand jury matters, or 
for purposes of current government business. 

Although the order by its terms does not apply to all 
members of the White House staff, all White House staff per­
sonnel are expected to act as if they were bound by it. 
Similarly, all materials and papers prepared during the 
Administration of President Nixon should be regarded as 
actually or potentially subject to the order. 
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Attached also is a copy of an August 9, 1974, memo­
randum from Jerry H. Jones on the subject of collecting and 
segregating "papers of the White House Office at the time of 
President Nixon's resignation as well as those enroute at 
the time and intended for him." 

Based on the August 9, 1974, memorandum and the printed 
attachment to it, and in accordance with Judge Richey's order, 
I have notified counsel to Mr. Nixon and pereby give my con­
sent that: 

(i) The rema~n~ng papers in the files of the White House 
Office which have not yet been segregated and placed in 
storage may be used to complete implementing the August 9, 
1974, memorandum. 

(ii) Papers necessary for purposes of current govern­
ment business shall be .. used for such purposes if practi­
cable in the form of duplicated files as provided in 
the memorandum, and a listing of any files so duplicated 
shall be supplied to me. 

Implementation of the August 9 memorandum shall be completed 
by November 1, 1974, except that no papers will be prepared, 
as provided in that memorandum, "for shipment." To this end, 
each member of the White House staff subject to the August 9 
memorandum shall certify in writing to this office, by November 1, 
that the collection and segregation called for have been com­
pleted, and that the materials have ·been stored within the 
White House complex as designated by the Office of Presid~ntial 
Papers. 

John Nesbitt, supervisory archivist of the Office of Presidential 
Papers (Extension 2545) and his staff will be calling on you 
and will be available for assistance. 

0~···W~ 
Phi ip . Buchen 
Couns to the President 

Enclosures 
.j .:~'i)"'~ ..• _ 
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COPY -
UNITED STATES DISTRICT COURT 
FOR THE DISTRICT OF COLUMBIA 

RICHARD M. NIXON . . 
Plaintiff : 

v. : c.A. No. 74-1518 

ARTHUR F. SAMPSON, et al !' , 

Defendants 

and 

THE REPORTERS COMMITTEE FOR FREEDOM 
OF THE PRESS, et al., 

Plaintiffs 

v. 

. ARTHUR F. SAMPSON, et al. 1 

Defendants 

SUPPLEMENTAL ORDER 

. . 

. . 

. . 
: 

. . 
: 

: 

. . 

C.A. No. 74-1533 

Upon consideration of the Temporary Restraining Order 
issued yesterday, dated October 21, 1974 at 4:20p.m., and 
upon consideration of the parties' requests for certain 
modifications thereof, and it appearing that the parties 
consent to said modifications and that the same are con­
sistent with the ends of justice, ·and it appearing that the 
aforesaid Order as well as this Supplemental Order are 
necessary to preserve the status quo in the above-entitled 
litigation, it is by the Court this 22nd day of October, 1974, 

ORDERED, that the Court's Order of October 21, 1974, be 
and the same is hereby amended and supplemented as follows: 

ORDERED, that the Motions for a Temporary Restraining 
Order be, and the same are hereby granted in part and denied 
in part, and it is 
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FURTHER ORDERED, that the Defendants, their superiors, 
agents and assigns are, subject to the conditions hereinafter 
described in the balance of this Order, hereby enjoined from 
disclosing, transferring, disposing or otherwise making 
known to any person, be he/she private citizen or public 
official, the materials, including documents, tapes and 
other papers, known as the "Presidential materials of the 
Nixon Administration", that are presentl¥ in the custody and 
control of the Defendants1 and it is 

.FURTHER ORDERED, that the Defendants' are hereby enjoined 
from effectuatingthe terms and conditions of the "Agreement" 
entered into by Richard M. Nixon and Arthur F. Sampson, on 
or about September 6, 1974, and it is 

FURTHER ORDERED, that the injunction shall not serve as 
a bar to the production of said materials pursuant to a validly­
issued subpoena, disco~ery demand, or court order in any civil 
or criminal case, either outstanding or while this injunction 
is extant1 or to the production of said materials in regard 
to the ongoing Watergate'criminal trial before Unj,ted States 
District Judge John Sirica; or to the production of said 
material pursuant to requests by the Special Prosecutor, or 
to a validly issued subpoena by a Grand Jury; or to the use 
of said materials, with prior notification to counsel for 
Plaintiff Richard M. Nixon and with the consent of Defendant 
Philip w. Buchen,.for purposes of c:urrent government business, 
and it is 

FURTHER ORDERED, that Plaintiff Richard M. Nixon, or 
his attorney, shall be afforded access to said materials under 
current access procedures established by Defendants for the 
sole purposes of. preparing to testify in the Watergate trial 
and determining whether to raise any privil.eges or defenses 
he believes he might have in opposition to production of said 
materials for current government business or pursuant to 
requests by the Special Prosecutor or to validly-issued sub­
poenas, discovery demand ora court order, and if Plaintiff 
Richard M. Nixon shall be unable to physically do so, the 
government Defendants shall provide copies of·said materials 
for such use, but he shall not disclose or divulge the contents 
thereof except in. regard to his testimony or in response to 
validly-issued subpoenas, and said copies shall be returned 
promptly. to the Defendants when such purposes have been;-s~~d; 
and it is ... ?\;·· I);~ 
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FURTHER ORDERED, that any person either now or 
previously a member of the White House staff shall be 
afforded access under current access procedures established 
by Defendants, with or without his/her attorney present, 
to said materials which comprise or comprised his/her files 
while a member of the White House staff, and be allowed to 
take notes regarding the same, but not to make copies thereof, 
all the above solely for any purposes relating to criminal 
investigations or prosecutions~ and it is 

FURTHER ORDERED, that any search conducted for purposes 
of producing or using said materials as provided in this 
Order shall be conducted jointly by Defendant Philip w. Buchen, 
or his agent, and counsel for Plaintiff Richard M. Nixon, or 
his agent, and said persons shall take such steps as are 
necessary to assure that the search for and copying of said 
materials will in no way destroy or affect the original charac­
ter of any of the materials, including tapes, documents or 
other papers referred to herein~ and it is 

FURTHER ORDERED, that the Plaintiffs shall not be 
required to post any bond; and it is 

FURTHER ORDERED, that this injunction shall be effective 
for ten (10) days and shall be renewed upon proper application 
of the parties. 

United States District Court 
for the District of Columbia 

A TRUE COPY 

JAMES F. DAVEY, CLERK, 

By /s/ ESTHER E. CREIDEN 
October 22, 1974 
Time 2:35 E·m· 

/sf CHARLES R. RICHEY 
Charles R. Richey 

United States District Judge 

' 
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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 .•.• 11 

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 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 enrnute at that time and intended for 
him shall he considered as belonging to the Nixon Administration 
files. Of conn:;e, some Nixon Administration fi1es may be needed 
for future reference. These fileR should he duplicated and placed with 
an other pap(~rs accumulated after noon todav which constitute a 
new set of files for President Forcl. 

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. 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. 

(]~1(q)t~ 
{# erry &r. J o(cs · 
Special Assistant. to the Presklent 

' 



WHITE HOUSE OFFICE PAPERS 

By custom and tradition, all White House Offire 
fJILperH an\ rcgurded ILH ll1t\ flt\l'Honal pmpmty of 
the PreHident and Mubjt~d. to such control and diH­
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 lJiust 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 document 
prepared in the White House is determined by the 
individual 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 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 i8 reque&ted that the maxi1111Um possible 
use be made of Central Files, and the procedures 
listed belmo be followed. This will aid in the faster 
and more complete retrieval of current informa­
tion, eliminate mmecessary duplication of fJes, 
prevent excessive xeroxing, and maximize preser­
vation of White House papers. 

2. Each staff rnember shalt 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 rec~Mcls of a Jll'rHOurwl naturo n,Jating t,o IL por· 
son's employment, or Sl~rviee. 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 ou.tgoing official 
business consiHting of correspondence and memo­
randa. One copy of all other outgoing related 
materials should also be filed. 

4. Each staff office slw,ll forward regularly to 
Central Files any incoming official business from 
smtrces other t/w,n White House staff offices after 
action, if any, has been taken. Each staff office, if 
it so desires, may keep 'R t;Opy of such incoming 
official business for its own working files. 

5. Each 8taff office shall forward regularly to 
Central Files any originals of incoming official 
business from other WhiteHouse .~taff offices after 
action, if any, has been taken and if such origirtal8 
were not intended to be returned to the sender. 
If desired, a copy may be kept for the staff's work­
ing files. 

6. Each 8taff of/ice shall forward to Central Files 
at such times as it deterrnines to be appropriate 
all working files of official business which are in­
active and no longer needed. ThP..se 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 rnaterials tha,t. it belie·ves to be partic­
ularly sensitive and which 8hould not be filed by 
subject matter. Such sensitive materials 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 lilissing from 
the file. These materials will be filed inloeked con­
tainers and will only be made a,vailabie&tpthe in-

' 



dividual or office from whom they were received. 
8. No defen.~e material classified under Execu­

tive Order Xo. 10501 with a classification of TOP 
SEf/RET or Restricted Data under the Atomic 
Hncrgy Ar:t of 1954 8/wuld be forwarded to Cen­
lrol Filc8. A II sw~h llltltm·ial should be forwarded 
f,o tlu\ StniT SP•~r••ltli',Y for· sf.ot·n.~l\, 

!). No c;cr:r:ptiorut to tlw (Lbove s/,a/l 1)(: -rruulo 
without the express consent of the Ooun.<Jel 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 ent'ire 
files to Central Files with the exception of ciny 
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 House 
Office of Presidential Papers, staffed by represen­
tatives of the National Archives, is available to 
assist staff members in the determination of what 
arn 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 Ms discretion make copies fm• hi..~ 

personal use of a carefully chosen selection of the 
following types of documents within his files: 

(A) Documents which embody original intel­
leotual thought nontribu,ted by tlw .~ta.ff mfltnbe·r, 
HIICh ILH l'liHt~lll'nh Wm•J< ltllll .J t•r\fl~llliLIIHfl ip of 

!4pooehes and legislnLion. 
(B) Documents which might be needed in 

future related work by the individual. 
4. No staff members shall make oopies as per­

mitted in paragraph three of any documents which 
contain defense material classified as CONFI­
DENTIAL,SECRET OR TOP SECRET under 
Ea:eautive Order No.10501, Restricted Data under 
the Atomic Energy Act of 1954, or information 
supplied to the government wnder statutes which 
make the disclosure of such information a crime. 

5. Each staff ·rnember who dec-ides to make copies 
of such documents described in paragraph three 
shalllea-ue a list of all such 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 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 maintainBd 
confidentially. 

7. All confidential and sensitive materials will 
be protected from premature disclosure by specific 
provisions of the Presidential Libraries Act of 
1!.155 (44 u.s.c. 2108). 

' 



THE WHITE HOUSE 

WASHINGTON 

October 24, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

SUBJECT: Court Order Regarding Presidential 
Materials of the Nixon Administration 

Attached is a copy of a Supplemental Order of the United 
States District Court for the District of Columbia, by 
Judge Charles R. Richey~ issued October 22, 1974. The 
Defendants are: Arthur E. Sampson, Administrator of the 
General Services Administration; Philip w. Buchen, Counsel 
to the President; and H. Stuart Knight, Director of the 
Secret Service. 

Please note: 

1) The order en)Ol.ns "the Defendants, their superiors, 
agents, and assigns" against certain acts. 

2) The order applies to "the materials, including 
documents, tapes and other papers, known as the 'Presidential 
materials of the Nixon Administration' that are presently in 
the custody and control of the Defendants." 

3) The order enjoinsthe persons affected "from dis­
closing, transferring, dispGsing or otherwise.rnaking known 
to any person, be.he/she private citizen or public official, 
the materials." The order does not prohibit use of the 
papers for court, prosecutorial or grand jury matters, or 
for purposes of current government business. 

Although the order by its terms does not apply to all 
members of the White House staff, all White House staff per­
sonnel are expected to act as if they were bound by it. 
Similarly, all materials and papers prepared during the 
Administration of President Nixon should be regarded as 
actually or potentially subject to the order. · 
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Attached also is a copy of an August 9, 1974, memo­
randum from Jerry H. Jones on the subject of collecting and 
segregating "papers of the White House Office at the time of 
President Nixon's resignation as well as those enroute at 
the time and intended for him." 

Based on the August 9, 1974, memorandum and the printed 
attachment to it, and in accordance with Judge Richey's order, 
I have notified counsel to Mr. Nixon and pereby give my con­
sent that: 

(i) The remaining papers in the file'S of the White House 
Office which have not yet been segregated and placed in 
storage may be used to complete implementing the August 9, 
1974, memorandum. 

(ii) Papers necessary for purposes of current govern­
ment business shall be used for such purposes if practi­
cable in the form of duplicated files as provided in 
the memorandum, and a listing of any files so duplicated 
shall be supplied to me. 

Implementation of the August 9 memorandum shall be completed 
by November 1, 1974, except that no papers will be prepared, 
as provided in that memorandum, "for shipment." To this end, 
each member of the White House staff subject to the Augnst 9 
memorandum shall certify in writing to this office, by November 1, 
that the collection and segregation ,called for have been com­
pleted, and that the materials have been stored within the 
White House complex as designated by the Office of Presidential 
Papers. 

John Nesbitt, supervisory archivist of the Office of Presidential 
Papers (Extension 2545) and his staff will be calling on you 
and will be available for assistance. 

r:e~,~~ 
Couns~ to the President 

Enclosures 
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UNITED STATES DISTRICT COURT 
FOR THE DISTRICT OF COLUMBIA 

RICHARD M. NIXON 

Plaintiff 

. . 
• . 

v. : C.A. No. 74-1518 

ARTHUR F. SAMPSON, et al~, 

Defendants 

and 

THE REPORTERS COMMITTEE FOR FREEDOM 
OF THE PRESS, et al. , 

Plaintiffs 

v. 

ARTHUR F. SAMPSON, et al., 

Defendants 

SUPPLEMENTAL ORDER 

: 

: 

. . 
: 

. . 
: 

: 

. . 

. . 

C.A. No. 74-1533 

Upon consideration of the Temporary Restraining Order 
issued yesterday, dated October 21, 1974 at 4:20p.m., and 
upon consideration of the parties' requests for certain 
modifications thereof, and it appearing that the parties 
consent to said modifications and that the same are con­
sistent with the ends of justice, and it appearing that the 
aforesaid Order as well as this Supplemental Order are 
necessary to preserve the status quo in the above-entitled 
litigation, it is by the Court this 22nd day of October, 1974, 

ORDERED, that the Court's Order of October 21, 1974, be 
and the same is hereby amended and supplemented as follows: 

ORDERED, that the 
Order be, and the same 
in part1 and it is 

Motions for a Temporary Restraining _/,"'_.....Fo 
are hereby granted in part and denie~~,) ,... lrGI ~\ 

! "1: a:Jl.· 
:c.-: .:0' 
~' \~:') ..:ta.'/' 

't--'<> ', / 
-..........._....,-~, .... 
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FURTHER ORDERED, that the Defendants, their superiors, 
agents and assigns are, subject to the conditions hereinafter 
described in the balance of this Order, hereby enjoined from 
disclosing, transferring, disposing or otherwise making 
known to any person, be he/she private citizen or public 
official, the materials, including documents, tapes and 
other papers, known as the "Presidentia'l materials of the 
Nixon Administration", that are presently in the custody and 
control of the Defendants~ and it is 

.FURTHER ORDERED, that the Defendants· are hereby enjoined 
from effectuating the terms and conditions of the "Agreement" 
entered into by Richard M. Nixon and Arthur F. Sampson, on 
or about September 6, 1974, and it is 

FURTHER ORDERED, that the injunction shall not serve as 
a bar to the production of said materials pursuant to a validly­
issued subpoena, disco~ery demand, or court order in any civil 
or criminal case, either outstanding or while this injunction 
is extant~ or to the production of said materials in regard 
to the ongoing Watergate'criminal trial before Uni;ted States 
District Judge John Sirica; or to the production of said 
material pursuant to requests by the Special Prosecutor, or 
to a validly issued subpoena by a Grand Jury~ or to the use 
of said materials, with prior notification to counsel for 
Plaintiff Richard M. Nixon and with the consent of Defendant 
Philip w. Buchen, for purposes of c:urrent government business, 
and it is 

FURTHER ORDERED, that Plaintiff Richard M. Nixon, or 
his attorney, shall be afforded access to said materials under 
current access procedures established by Defendants for the 
sole purposes of preparing to testify in the Watergate trial 
and determining whether to raise any privileges or defenses 
he believes he might have in opposition to production of said 
materials for current government business or pursuant to 
requests by the Special Prosecutor or to validly-issued sub­
poenas, discovery demand or a court order, and if Plaintiff 
Richard M. Nixon shall be unable to physically do so, the 
government Defendants shall provide copies of said materials 
for such use, but he shall not disclose or divulge the contents 
thereof except in. regard to his testimony or in response to 
validly-issued subpoenas, and said copies shall be returned 
promptly to the Defendants when such purposes have been sezrv.:ed; 
and it is · ~\ 

~; 
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FURTHER ORDERED, that any person either now or 
previously a member of the White House staff shall be 
afforded access under current access procedures established 
by Defendants, with or without his/her attorney present, 
to said materials which comprise or comprised his/her files 
while a member of the White House staff, and be allowed to 
take notes regarding the same, but not to make copies thereof, 
all the above solely for any purposes relating to criminal 
investigations or prosecutions~ and it is 

FURTHER ORDERED, that any search conducted for purposes 
of producing or using said materials as provided in this 
Order shall be conducted jointly by Defendant Philip w. Buchen, 
or his agent, and counsel for Plaintiff Richard M. Nixon, or 
his agent, and said persons shall take such steps as are 
necessary to assure that the search for and copying of said 
materials will in no way destroy or affect the original charac­
ter of any of the materials, including tapes, documents or 
other papers referred to herein~ and it is 

FURTHER ORDERED, that the Plaintiffs shall not be 
required to post any bond1 and it is 

FURTHER ORDERED, that this injunction shall be effective 
for ten (10) days and shall be renewed upon proper application 
of the parties. 

United States District Court 
for the District of Columbia 

A TRUE COPY 

JAMES F. DAVEY, CLERK, 

By /s/ ESTHER E. CREIDEN 
October 22, 1974 
Time 2:35 p.m. 

/s/ CHARLES R. RICHEY 
Charles R. Richey 

United States District Judge 

' 



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, 11 made the following reference to this practice: 

"The retiring President takes with him all the 
correspondence, original and copies, which he 
ca rricd 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 both to the Central Files 
and the files in the offices of the vat'ious members of the staff. 

Papers of the White House Office at the time of President Nixon 1 s 
resignation as well as those enroute at that time and intended for 
him shall he considered as belonging to the Nixon Administration 
files. Of cout·se, some Nixon Administration files may be needed 
for future reference. These file!=! should he duplicated and placed with 
all other pap1~rs accumulated after noon todav which constitute a 
new set of files for President Forcl. 

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. Nesbitt, Office of Presidential 
Papers, will be available to a!ssist in the collection a.nrl segregation 
of President Nixon 1 s papers. for shipment. Meanwhile, please read 
the attached instructionR. 

::--r0~ .... / '.i v 
.. J ~ 

--~ 0:> 
,J ;.~""~ 
) ~ 

-t,-l 
'to/' 

~pedal Assistant. to the Presi<ient _ __... 
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WHITE HOUSE OFFICE PAPERS 

By custom and tradition, all White Honse Offire 
paperH un\ rcgurded ILH t !11\ pm·H<mal propmty of 
the President and subject. to such contro!u1Hl diH­
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 lllust 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 document 
prepared in the White House is determined by the 
individual 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 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 i8 requested that the maximum possible 
use be made of Central Files, mul the procedures 
listed belmo be followed. This will aid in the faster 
and more complete retrieval of current informa­
tion, eliminate unnecessary duplicaticn of filP.s, 
prevent excessive xeroxing, and maximize preser­
vation of -White House papers. 

2. Each staff rnember shall 7lULintain his per­
sonal file8 separate frorn any working files he 71ULY 
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 mag-azine clippings; a.nd copies 
of reeordH of a JH'rHolltwl nn.tum n,Ja.ting- to ~~ por· 
Hon's employment, m· serviee. l'orsonal Iiles should 
not indude 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 (dl outgoing official 
bu8iness consi~Sting of corre8pondence and memo­
ra·nda. One copy of all other outgoing related 
materials 8hould also be filed. 

4. Eaoh staff office shall forward regularly to 
Central File8 any incom:ing official bu8iness from 
sources other than White Ilouse 8taff offices after 
action, if any, ha.~ been taken. Each staff office, if 
it so desires, may keep a (;opy of such incoming 
official business for its own working files. 

5. Each 8ta!f office 8haU forward regularly to 
Central Files any originals of incorning official 
bu8ine8S frorn other White House .~taff offices after 
action, if any, has been taken (]jnd if 8Uch original..~ 
were not intended to be returned to the sender. 
If desired, a copy may be kept for the staff's work­
ing files. 

6. Each 8taff office shall forward to (}cntrnl Files 
at such times as it determine.~ to be appropriate 
all working files of official busin.ess whirh are in­
aotive and no longer needed. Thr.se files will be 
stored by office as well as listed by subjed matter. 
They will, of course, always be available for later 
reference. 

7. E'aoh staff office at its own d'".scretion rnay seg­
regate any materials th(d it believes to be 11artic 
ularly sensitive and 'which shmtld not be filed by 
subject matter. Such sensitive materials should be 
forwarded to the Staff Secretary on the same basis 
as outlined in paragraphs 3 through 6 in an en­
velope marked SENSITIVE HECORDS 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 cau be made 
in subject files that certain material is Jidssing from 
the file. These materials will be file-d in lof:kefi con­
tainers and will only be made ~v~ilable to theiu-
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dividual or office from whom they were received. 
8. No defen.~e material classified under Execu­

tive Order No. 105UJ with a cl(lssificativn of TOP 
SEf/RET or Restricted Data under the Atomic 
/~'ncrgy Ar:t of 1954 8/wuld be forwarded to Cen­
tral Fi!r~H. A II stwh malet·ial :-;hould be forwarded 
Lo t.lw St nfl' s('('J'Pflti',Y fol' stni'U.g"l\. 

!) . No e;rf'C ptiorM to tlw above ll hall l)(! tnfUlfJ 

without the ewpres.~ consent of the Ooun.~el 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 (tny 
personal files he might have maintained. 

2. Personal files include: correspondence unre­
latsd 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 
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 hi.~ 

personal use of a carefully chosen selection of the 
following types of documents within his files: 

(A) Documents which embody original intel­
lectual thought oont1·ihnted by the .~ta.ff me·mber, 
HllClh ILH l'liHtltLl'!'.h Work lttlll llmfii'III\IUIHhip of 
F!peeeltes and legislnlion. 

(B) Documents which might be needed in 
future related work by the 1'ndividual. 
4. No staff member.~ shall make copies as per­

mitted in paragraph three of any documents which 
contain defen$e material classified a8 OONFI­
DENTIAL, SECRET OR TOP SECRET under 
Executive Order No.10501, Restricted Data under 
the Atomic Energy Act of 1954, or information 
8upplied to the government under statutes which 
make the disclosure of such information a crime. 

5. Each staff rnember who decides to makp, copies 
of such document8 described in paragmph three 
shallleat•e a list of all st• ... :h docutnents 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 exerci~ed 8pa1'ingly 
and not abused. All ·white House Office papers, 
including (:opies thereof, are the persona.l property 
of the President and should be respeded as such. 
Any copies retained by a staff member shou Jd 
be stored in a secure manner and maintairwd 
confidentially. 

7. All confidential and sensitive materials will 
be protected from premature disclosure by specific 
provisions of the Presidential Libraries Aet of 
l!j55 (44 u.s.c. 2108). 

' 



THE \VH!TE HOUSE 

October 24, 1974 

HEi>lOR.."l\NDUH FOR THE t'f".t:IITE HOUSE STAFF 

SUBJECT: Court Order Regarding Presidential 
Materials of the Nixon Adffiinistration 

Attached is a copy of a Supplemental Order of the United 
States District Court for the District of Columbia~ by 
Judge Charles R. Richey, issued October 22, 1974. The 
Defendants are:. Arthur E. Sampson, Administrator of the 
General Services Administration; Philip W. Buchen, Counsel 
to the President; and H. Stuart Knight, Director of the 
Secret Service. 

Please note: 

1) The order enJ01ns "the Defendants, their superiors, 
agents, and assigns" against certain acts. 

2) The order applies to "the materials, including 
doc~~ents, tapes and other papers, known as the 'Presidential 
materials of the Nixon Administration' that are presently in 
the custody and control of the Defendants." 

3) The order enjoins the persons affected "from dis­
closing, transferring, disposing or otherwise making known 
to any person, be he/she private citizen or public official, 
the materials." The order does not prohibit use of the 
papers for court, prosecutorial or grand jury matters, or 
for purposes of current government business. 

Although the order by·its terms does not apply to all 
members of the White House staff, all ~fuite House staff per­
sonnel are expected to act as if they were bound by it. 
Similarly, all materials and papers prepared during the 
Administration of President Nixon should be regarded as 
actually or potentially subject to the order. 
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Attached also is a copy of a~ August 9, 1974, memo~ 
rand~~ from Jerry H. Jones on the subject of collecting and 
segregating "papers of the t\Thi te House Office at the time of 
President Nixon's resignation as well as those enroute at 
the time and intended for him." 

Based on the August 9, 1974, memorandum and the printed 
attachment to it, and in accordance with Judge Richey 1 s order, 
I have notified counsel to ~tr. Nixon and pereby give my con­
sent that: 

(i) The remaining papers in the files of the White House 
Office which have not yet been segregated and placed in 
storage may be used to complete implementing the August 9, 
1974, memorandum. 

(ii) Papers necessary for purposes of cur~ent govern­
ment business shall be used for such purposes if practi­
cable in the form of duplicated files as provided in 
the memorandum, and a listing of any files so duplicated 
shall be supplied to me. 

Implementation of the August 9 memorandum shall be completed 
by November 1, 1974, except that no papers will be prepared, 
as provided in that memorandum, "for shipment." To this end, 
each member of the White House staff subject to the August 9 
memorandum shall certify in writing to this office, by November 1, 
that the collection and segregation called for have been com­
pleted, and that the materials have ·been stored.within the 
White House complex as designated by the Office of Presidential 
Papers. 

John Nesbitt, supervisory archivist of the Office of Presidential 
Papers (Extension 2545) and his staff will be calling on you 
and will be available for assistance . 

. Y~~~ 
Couns~ to the President 

Enclosures 
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UNI'rED STATES DISTRICT COURT 
FOR THE DISTRICT OF COLUHBIA 

RICHARD M. NIXON 

Plaintiff . . 

.· 

v. : C.A. No. 74-1518 

AR'l'HUR E'. SAHPSON 1 et al. , 

Defendants 

and 

THE REPORTERS COMMITTEE FOR FREEDOM 
OF THE PRESS, et al., 

Plaintiffs 

v. 

AR'rHUR F. SAJI1PSON, et al., 

Defendan-ts 

SUPPLEMENTAL ORDER 

.. 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

C.A. No. 74-1533 

Upon consideration of the Temporary Restraining Ordea 
issued yesterday, dated October 21, 1974 at 4:20p.m., and 
upon consideration of the parties' requests for certain 
modifications thereof, and it appearing that the parties 
consent to said modifications and that the same are con­
sistent with the ends of justice, and it appearing that the 
aforesaid Order as well as this Supplemental Order are 

.necessary to preserve the status quo in the above-entitled 
·litigation, it is by the Court this 22nd day · o_f October, 197 4, 

ORDERED, that the Court's Order of October 21, 1974, be 
and the same is hereby amended and supplemented as follows: 

ORDERED, that the Motions for a Temporary Restraining 
Order be, and the same are hereby granted in part and denied 
in part; and it is ~0~L 

"'i." 
't-

''-,..._ _ _:.. _____ ,..Y_~ .. l .. 
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FURTHER ORDERED, that the Defendants, their superiors, 
agents a.nd assigns are, subject to the conditions hereinafter 
described in the balance of this Order, hereby enjoined from 
disclosing, transferring, disposing or otherwise making 
known to any person, be he/she private citizen or public 
official, the materials, including·documents, tapes and 
other papers, known as the "Presidential materials of the 
Nixon Administration", that are presently in the custody and 
control of the Defendants; and it is 

FURTHER ORDERED, that the Defendants are hereby enjoined 
from effectuating the terms and conditions of the "Agreement" 
entered into bv Richard 11. Nixon and i\rthur F. Sampson, on 
or about Septenilier 6, 1974, and it is 

FUR'l'HER ORDERED, that the injunction shall not serve as . 
a ba~ to the production of said materials pursuant to a validly­
issued subpoena, discovery demand, or court order in any civil 
or criminal case, either outstanding or while this injunction 
is extant; or to the production of said materj.als in regard 
to the ongoing \vatergate criminal trial before United States 
District Judge John Sirica; or to the production of said 
material pursuant to requests by the Special Prosecutor, or 
to a validly issued subpoena by a Grand Jury; or to the use 
of said materials, with prior notification to counsel for 
Plc::.illti[f Richu.:;:d Ivl. Nixon and with the consent of Defendant 
Philip H.. Buchen, -for purposes of current government business, 
and it is 

FURTHER ORDERED, that Plaintiff Richard M. Nixon, or 
his attorney, shall be afforded access to said materials under 
current access procedures established by Defendants for t~e 
sole purposes of preparing to testify in the Watergate trial 
and determining whether to raise any privileges or defenses 
he believes he might have in opposition to production of said 
materials for current government business or pursuant to 
requests by the·special Prosecutor or to validly-issued sub­
poenas, discovery demand or a court order, and if Plaintiff. 
Richard M. Nixon shall be unable to physically do so, the 
government Defendants shall provide copies of said materials 
for such use, but he shall not disclose or divulge the contents 
thereof except in regard to.his testimony or in response to 
validly·-issued subpoenas, and said copies shall be returned 
promptly to the Defendants when such purposes have been served; 
and it is 

' 
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FURTHER ORDERED,.that any person either now or 
previously a member of the White House staff shall be 
afforded access under current access·procedures established 
by Defendants, with or without his/her attorney present, 
to said materials which comprise or comprised his/her files 
while a member of the White House staff, and be allov1ed to 
take notes regarding the same, but not to make copies thereof, 
all the above solely for any purposes relating to criminal 
investigations or prosecutions; and it is • 

FURTHER ORDERED, that any search conducted for purposes 
of producing or using said materials as provided in this 
Order shall be conducted jointly by Defendant Philip W. Buchen, 
or his agent, and counsel for Plaintiff Richard M. Nixon, or 
his agent, and said persons shall take such s·teps as are 
necessary to assure that the s~arch for and copying of said 
materials \vill in no way desJcroy or affect the original charac­
ter of any of the materials, including tapes, documents or 
other papers referred to herein; and it is 

FURTHER ORDERED, that the Plaintiffs shall not be 
required to post any bond; and it is 

FURTHER ORDERED, that this in:\ unction shall be effective 
for· ten ( 10) days and shall be rene\ved upon proper application 

. of the parties. 

United States District Court 
for the District of Columbia 

A TRUE COPY 

JAMES F. DAVEY, CLERK, 

By /s/ ESTHER E. CREIDEN 
October 22, 1974 
Time 2:35 p.m. 

/s/ CHARLES R. RICHEY 
Charles R. Richey 

United States District Judge 

-::--
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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 A'dmini stration, for the outgoing President or his estate to 
authorize the depository or disposition to be made of such files. 

President Taft in hi_s 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 Adrninistration .... " 

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 inte1·minr.;linJ; of the files of the two 
Aclrninistrations. This applies of course 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 enronte at that time and intended for 
him shall he considered as belonging to the Nixon A<'!ministration 
files. Of course, some Nixon AdrninistraHon files may be needed 
for future r~ference. These files shoul~ he rluplicaterl and placed with 
all other papc~rs accnmnlated aftcl' noon todav whi.ch constitute a 
new set of files for Prcddent Fonl. 

Specifically, please expedite tlw return of all withdrawals you 
have made £1-om Central Files. On 1\1onday, August 17., archivists 
under the supervision of John R. Nesbitt, Office of Presidential 
Papers, will he availahle to assist in the collection anrl segregation 
of President Nixon's p::1pers for shipment. Meanwhile, please read 
the attached instructions. 

q 1~Vt~ tl0t'>16 
6erryf:L Jo .. es 
Special Assistant to the President 

' 



.• 
WHITE HOUSE OFFICE PAPERS 

By custom and tradition, all "White Honse Office 
papers are n•gardcd as the personal prope1ty of 
the Presidc>llt and subject to such control and dis­
position as he may d<'termine. At the dose of the 
Administration, the <•ntire collection of papers now 
being c'·cat<•d may IH' exJH'ctcd to lm deposited in 
;t Presid••nt ia I I i hrary similar to tltc libraries that 
preserve the papers of tlw last six Presidents. To 
pro\·ide the 1 'n·sidrnt \Yit h a completP :m<l accu­
rate record of hi;; tenure in ofllce, t.ht~ 'Vhitc IIou~c 
staff lllUSt. on:rsPe the pn·~ervation o£ the paprrs 
it generates. 

The proeednres f:Pt forth in this document rrp­
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 JHOct>Jures is an expression of loyalty by the 
?taif to the President. For these procedures to t>e 
e1fectin·, it will require cooperation uml assistance 
of every stall' member. 

The security classifieation of each documc·nt 
prcparrd in tl:e White House is determined hy the 
inuiviclual strdl' mrmiH•r writinrr it. in accordaliC~e 
with Exeenti\"<' Onlcr lO:•lll-or other appiicabie 
Executi,·e Unh·rs. lle is l'l'Sponsihln for insnring 
that the classifi('at ion assigned to his work rcflt•ds 
the sensitiYity of the matl•rial conc(~rned, and also 
for making <·ertain that this clas~ifieation is not. 
excessively rest riet.ivc. 

Whito House Office l"oflNs: r:mnn ,.,;rh Ccr.~ral 

Files 

1. It is requested that the maximum possible 
u8e be nwde of Ccnt.ral Files, and the proce(htrt~s 
li,~ted below 1Je folloU"cd. This will ai<l in the faster 
and more complete rctrieYal of curr~nt informa.­
tion, eliminate mmPn·ssa1·y duplicnt.iPn of files, 
prevent exc('ssi,·c xcroxii1:~, an<l ma':_imi?.e preser­
\·ation of "\Yhite House papers. 

~. Eaclt staff member shall m-nintain kis per­
sonal files scj'arate f,·om any working file.~ lw may 
keep on ojfin",tf 1Jit8im·ss and clearly de8ignate tlwm 
as suclt. l'Pn-:oual filPs irwlndc corn•spowlcnr:e un­
related t{> auy ollicial <lntit•s performccl hy theftall' 
member: pt>r:-:ona l hook:-:, pamphlets :111<l p~rimli­

cals; daily a1•pointmrmt J>q()],s or lot; hooks; folclers 

of newspapers or magazine clippings; and copies 
of records of a persmmel nature relatiug to a per­
son's employment or senice. Personal Jiles should 
not. inclwk any copies, drafts or working papers 
that. relate to otlicia.l business or any do,·umcnts or 
n•t·onls, '"hetlH·r or not. adopt{ld, made or received 
in thP. c:ourse. of ofiicial business. 

:\. Fach staff oJJir·c shall jorwa1Yl regularly to 
(!rntml Files three copies of a.ll outr;oin[t official 
lmsines8 consistiny of ro?'l'csponde!li'C and rru:mo­
randa. {hw COJI,II of all other outyoing related 
materia1s should also be fil('.d. 

4. Each staff office shall forward regularly to 
Central Files any incominf! ojJicial Dusiness from 
smn·rcs other than lVhitc /louse slt7Jl o;ffh·es after 
adion, if any, ltas bern taken. Each staff office, if 
it. so desin•s, may keep :t copy of such incoming 
oflieial business for its own workillg ftle.s. 

5. Each slaJJ ojfr.'ce slwll forward l'cgularly to 
Central Files any ort(!inals of incom,ing official 
business f mm other 1V hitc !louse staff of!ices after 
action, if rmy, lws been tal·cn and 'if such originals 
u•cre not intended to be returned to the sender. 
If (lr::-)!rcd, ~ c.ory r~;.a.y be l-:~~pt fo!~ th~ ~t~i!~s ,~~ork­
in:~ files. 

(i. Fach staff ofl(ce sltall forward to Central Files 
at surlt times as it dc!Cf'm.incs to be appropriate 
a1l1corldng jz'les of offl'r·iallm8incss n·ltirh are in­
arfi1•e awl no lon,r;er needed. These Jiles will be 
stored by oilice m; well as listecl by subject matter. 
Tlwy will, of eourse, always be a.n1.ilable for later 
refcrcnc.e. 

7. Each daff office at its own discretion may seg­
Tcgotc any materials that it believes to lJe partic­
ularly sensifil'e and v·hidt should not be .filed by 
subject nuttier. Such sensiti\·o ma.tz•rials should be 
forwn r<led to t IH' Sta 11' SPcretary on the same basis 
as ontlillC•<l in paragraphs :~ through () in an en­
n•lopn mark!'(! ~iEK:--liTIYE HECOHDS FOR 
STOJL\GE "·ith the office or indiddual from 
which thP\" arP FPnt. marked on th'l outside and (us 
appropriate) a Jist. of inv0ntory in general terms 
ntta<"hed. This list of inwntory :.;lwuld also be 
sent to Centra 1 Files so that notations can be made 
in snhjec·J Iiles th:1t cPrtainmatcrinl is mi:=sing from 
tlw fik. Thefc lll:ltPrials will he filed in locked con­
tainers awl will only be nw.de a\a·i·ht~l-c!<•t_o the in-

' (. •. 
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dh·idnal or offire from whom they were received. 
8. :Yo df'fensc matrrial dassified undflr Execu­

tii'C Urdtr Xu. J()fitJJ u•it/, a. r:lossifir'ation of J'()l' 
.":!'FOJ:I,'T Ol' Hestrictrd /Jata urtdcr the Atom£e 
l~·nergy .ctd of J.rJ,).~ should be forll'arded to Ocn­
tr.,z Files. _\ll such material should be forwarded 
to the StaJl' ;-;,•crl'tary for Ftomgc. 

9. No aceptions to the above .~hall be made 
without the N'prcss consent of the f!mmsel to the 
President. A1ldit.ionrtl ad,·icc on th~; operation of 
Central Files mn.y be obtained. from Frank 
~fatthews. Chief of C'c•ntral Files (Ext.. 22ci0). 

White f·iouse Of.lco PC'lrorr;: nir.ro5;Cion of Pnrcrs 
Upon Leaving Stctlf 

1. Upon termiJwtinn of employment 11Jith tlw 
staff, each staff mr:mher 1nill turn OI'CT his entire 
files to Central Files 1oith the cxcrption of any 
personal p.?es he might have maintained. 

2. Persona! files i-nclude: correspondence unre­
lated to any oflkial dl;t.ie,.; performrd by the staJi' 
member; per,.;onal hooks, pamphlet.s and periodi­
cals; d:1..i!y appeinti~H 1 !lt b~~nks or lc~ honks; fo!de!,.:-~ 
of newsp:{per or magazine clippings; and copies 
of record.s of a personal nature rclr.tin.r; to a per­
son's employment. or service. Pcrsonnl files should 
not include :llly copirs, drafts, or worLing paprrs 
that i·clatC' to ofiiciallm>·inPss; or any do:~nments or 
records, ,~·hcthcr or not. adopted, mallc or received 
in the Nnn~c of oJlicia l lm>'iness. The 'Yhitc HonsC' 
Ofilce of Pre:-;idcntial Paprrs, staffrrl hy rc.prcsen­
tat.ivcs of the :r-.·ational ArchiYc<>,.is nxnilahle to 
assist sbff memhcrs in thn detrrminn.tion of whnt. 
arn personal files. l\ny · qucst.inn in thi!c: r<'ga.nl 
should bn rrsoh·e<l "·it.h their m·si,tnn."e hy eon­
t.acting .John Xesbitt, snywn-i::=ory f'l·chivift of the 
Office of Presidenti:tl PaperB (E~t.. :~fiE,). 

3. A staff member, upon terminaNon of e·rnploy­
ment, may at Ids discrl'tion rnal.:e COJJics for hi,~ 

pasonal·usc of a carr•full!f chosen selection of the 
following types of documents within his files: 

(A) Documents 1.ohich embody original intel­
lectual thmtght contJ•ilnt!cd by the sta]J member, 
such ns research work and draftsmanship of 
speeches nnd legislation. 

(B) /)ocmncnts 1ohich might be needed in 
future related 1.vork l1y tlie individual. 
4. No staff members shall malce copies a.s per­

mitted in parayraph three of any do("uments wldch 
contain d,~fenBc material cla.ssified as CONFI­
JJR'NTIA !,, SECRET OR TOP SECRET under 
F::r:ccntiur: Order No. 10501, Hestrictcd Data. under 
the A tom :r: Fnagy Act o I 1954, or h1 I m·mation 
snpJ!licrl to the gone1·nmr;nt unde1· statute8 which 
make the disdosure of such infoNn<.ltion a crime. 

5. Each staff 11u:mbC1' ll.'ho decides to ?lutke copies 
of such dru•unwnts dcsn·ibcd in pamymph three 
N!willr.ai'C 11 list of all ,mch dor·unwnts f'Opiccl with 
(Jentml Files. This will rnahle retrie\'al of a. docu-
IH(':llt. in tLt'- c-\.·,·nt that nll c1thef cvpies uf iL itJ.1J tltc 
original should he later lost. 

G. The rl is(')'i?lionary authority granted in para­
_qmph thr,'r is expected to be exerciBcd sparingly 
and not rdmsr.d. All '\Yhite House Office papers, 
induding <"npies thereof, a.rP the personal properly 
of the PrPsident and should be respected as such. 
Any copirs ret.nined by a staff memb('r should 
be stored in a secure manner and maintained 
('(mli<lrntially. 

7. All r·nnfi1lrntial and se11sitive materials will 
he prnte<:h·cl from premature\ disclosure by :-:;pecific 
pn)visions of tho Presi<lcnt.ial Libraries Act of 
1 !l55 ( H TJ.S.C. 2108). 

' 



STAFF P.SSISTANTS AND ABOVE (DOMESTIC COUNCIL) 

Tod R. Hullin 
228, EOB 

James H. Cavanaugh 
220, EOB 

Glenn S~hleede 
187, EOB 

Norm Ross 
187, EOB 

James H. Falk 
231, EOB 

Warren K. Hendriks, Jr. 
West Wing 

Dana G. Head 
216, EOB 

Goeffrey C. Shepard 
234, EOB 

Roger D. Semerod 
220, EOB 

Michael Raoul-Duval 
216, EOB 

' 

' 



Frederic W~ Slight 
194, E03 

- Helen N. Smith 
213, East Wing 

Thym S • Smith 
1st· E'lr., w.w. 

Alvin Snyder 
153, EOB 

Larry M. Speakes 
1st Flr., W.W. 

Beverly J. Splane 
3.51, EOB 

Brad Patterson_ 
182, EOB -

Benjamin J. Stein 
118, EOB 

Paul A. Theis 
1 1 :; _ ";:'nr:t 

William E. Tim.rnons 
1st Flr. , lv .lv. 

LCDR T •. Stephen· Todd 
210, East Wing 

Wayne H. Valis 
187, EOB 

Agnes M. Waldron 
123, EOB 

Henry F. Wanning III 
' 2nd Flr~, W.W. 

, Dr. Chester Ward 
105, EOB 

Charles W. B. Wardell III 
West Wing 

Philip Warden 
125, EOB 

Gerald lvarren · 
1st Flr., West Wing 

Donald A. Webster 

David I. Wheat 
194, EOB 

George P. WilliauJS 
106, EOB 

Wilbur H. Jenkins 
8, EOB 

Lucy A. Winchester 
200, East Wing 

Lionel Olmer 
340, EOB 

John c. Vickerman 
130, EOB 

William F. Matthews 
68, EOB 

James R. Rogers 
6, EOB 

; . 

' 



Lar.vrence Adams (Gen. USA) 
590, EOB 

Wilburn E.· Ainsworth, Jr. 
112, East Wing 

A~m. George Anderson 
300, EOB 

Gwen Anderson 
271, EOB 

Anne Armstrong 
West Wing 

Phillip E. Areeda 

~vest Wing 

Roy Ash 
2nd Floor, W.W. 

Oliver F. Atkins 
\•lest \'ling 

Aram Bakshian 1 Jr. 
118, EOB 

Hillia.-n J. Baroody, Jr. 
100, EOB 

Maj. Robert Barrett 
210, East \'ling 

Judy E. Berg-Hansen 
17, EOB 

Lt. Col. Robert E. Blake 
210 1 East Wing 

John L. Berling 
191, EOB 

James Broch 
277, EOB 

Patrick J. Buchanan 
ll2 1 ·EOB 

Philip W. Buchen 
1st Floor, W.W. 

Dean Burch 
2nd Flr 1 W.W. 

\fueaton B. Byers 

340, EOB 

John c. Calhoun 
179,. EOB 

John C. Carlson 
153, EOB 

Dorothy Cavanaugh 
Gr. Flr. 1 W. W. 

Byron M~ Cavaney, ... Tr 
348 I. EOB 

Dudley H~ Chapman 
106, EOB 

Ken W. Clawson 
160, EOB 

Kenneth Cole, Jr. 
2nd F1r., W.W. 

John Coyne 
118 1 EOB 

Jane M. Dannenhauer 
43 I EOB , 

... :: .. ~ .-. v ~ru 

\) ..!,'_~ 

'l-

Eva A. ··naughtrey 
1st- v, .. - ~-·-_ ... __ • __ , ~--•·t __ , ____ -

' 
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Fernando E. DeBoca 
197, EOB 

Thomas P. DeCair 
1st Flr., W.W. 

Dorothy E. Downton 
1st. Flr., W.W. 

·Roland Elliott 
94, EOB 

Jeffrey P. Eves 
187, EOB 

Andrew Falkiewicz 
165, EOB 

.Hichael J. Farrell 
100 East Wing 

J. Curtis Fee 
143, EOB 

Mary Alice Fenton 
94, EOB 

Sanford L. Fox 
202, East Wing 

STAFF ASSIST&~TS A..l\ID ABOVE 

Jay T. French 
1st. Flr., W. W. 

Max Friedersdorf 
112, East Wing 

Milton A. Friedman 
114, EOB 

Gertrude B. Fry 
84, EOB 

Leonard Garment 
182, EOB 

David R. Gergen 
·115, EOB 

Alan Greenspan 
134, EOB . . 

Bill Gulley 
210, East Wing 

John s. Guthrie 
168, EOB 

Dianna R. Gwin 
Gr. Flr., West Wing 

Robert T. Hartmann 
1st Flr., West Wing 

Eliska A. Hasek 
117, EOB 

William Henkel, Jr~ 
340, EOB 

Lawrence M. Higby 
253, EOB 

Anne E. Higgins 
98 I EOB 

James R. Holland 
157 I EOB 

James H. Holmes 
94, EOB 

David C. Hoopes 
.. ~ -

' 



~v. Richard Howard 
197, EOB 

Nancy Howe 
206, East Wing 

John W. Hushen 
1st Flr., W. W. 

Jerry H. Jones 
Gr. Flr. , West Wing · 

Sidney L. Jones 
145, EOB 

George A. Joulwan 
1st, Flr., West Wing 

Karen R. Keesling 
196, EOB 

Robert A. Kelly 
157, EOB 

David H. Kennerly 
1st. Flr., w.w. 

Kenneth L. Khachigian 

STAFF ASSISTANTS AND ABOVE 

Daniel T. Kingsley 
351, EOB 

Henry A. Kissinger 
1st. Flr., w. W. 

Virginig H. Knauer 
6003, FOB #7 

Noel c. Koch 
126, EOB 

Tom Korologos 
107, East Wing 

William M. Lamont, Jr. 
139, EOB 

Gen. Richard L. Lawson 
210, East Wing 

Gregori Ledebev 
139, EOB 

Mildred v. Leonard 
Gr. Flr., W.W. 

Andre Le Tendre 

Charles Lichenstein 
2nd Flr. 1 W.lv. 

Robert D. Linder 
Gr. Flr. , W. W. 

Patricia s. Lindh 
198~ EOB 

Vernon C. Loen 
112, East Wing 

Dr. William Lukash 
Residenc::'!· 

Theodore c. Marrs 
103 1 EOB 

John 0. Marsh, Jr. 
1st. Flr., w.w. 

Patricia J. Matson 
208, East Wing 

Nancy Lammerding 
200 1 East:.~Wim9'\ 

,, -_} . ·~. \ 

' 



Ro'bert Nead 
1st. Flr., W.N. 

Paul A. Hiltich 
160, EOB 

Powell A. Noore 
lst. Flr., w.w. 

Caron A. McCru;non 
411, EOB 

Ann 1-1. Morgan 
114, EOB 

Ronald J. Naples 
2nd Flr., W.W. 

Jack Nesbitt 
487, EOB 

Ron Nessen 
1st. Flr., W.W. 

John E. Nidecker 
346, EOB 

Elizabeth Nolan 
17 EOB -~- .. 1 

STAFF ASSISTA.!.~TS AND ABOVE 

Patrick O'Donnell 
10 7, East t·Ving 

Terrence O'Donnell 
ls t Flr. , W. W. 

Robert.B. Off 
143, EOB 

Frank R. Pagnotta 
281, EOB 

Allen Parmenter 
351, EOB 

Pamela A. Powell 
190, EOB 

Raymond K. Price, Jr. 
170, EOB 

John Ratchford 
1st Flr., West Wing 

John W. Roberts 
1st Flr., W.W. 

Donald Rodgers 
,.,.,.., 

Eric C. Rosenberger 
348, EOB 

l'Varren S. Rustand 
171, EOB 

Michael A. Sammuels 
2nd Flr. , lv. w. 

· William M. Scranton 
West ~ving 

Samuel A. Schulhof 
134, EOB 

Stanley S. Scott 
179, EOB 

Gen Brent Scowcroft 
1st Flr. , lV. N. 

L. William Seidman 
268, EOB 

Robert G. ShaT,., 

' 



Kenneth A. Lazarus 
186, EOB 

Kenneth A. Lazarus 
186, EOB 

Richard P. Cheney 
West Wing 

Donald S. Lowitz 
188-:-1/2, EOB 

Donald Murdoch 
188-1/2, EOB 

· \\Tilliam N. Walker 
134, EOB 

Louis M. Thompson 
\'lest \'ling 

William W. Nicholson 
174, EOB 

William E. Casselman II 
106, EOB 

' 
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Thu r•day 10/24/7 4 

11:15 Another medq on the Judae Richey order. etc. will 
be held at 11:30 -- tryiq for the Roo•evelt Room. 

Meetiq actually helcl ln the Situation Room. ConfereDCe Room. 

Meetlq 
10/2414 
11:30 a.m. 

' 
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MEMOW.UtDUM FOR 'l'HE WHI'l'E HOUSE STAFF 

SUBJEC'rt Cour~ Order Reqardinq Presidential 
Materials of the Nixon Administration 

Att~ched 1• a copy of a Supplemental Order of the United 
States District Court for the District of Columbia, by 
Judge Charles R. Richey, issued October 22, 1974. The 
DafQnd~nts are: · Arthur E. Sampson, Administrator of· the 
~n.eral services Administration, Philip w. Buchen, Counsel 
to the President, and H. Stuart Knight, Director of the 
Sacret Service. 

Please note; 

1) The order enjoirts "the Oetendantra, their superiors, 
agents, and assignsM against certain acta. 

2) ~he order applies to •the materials, including 
doc~nt.c, tape and ot.h r. papers known as the 'Prer·~.cential 
mat~-ri · n~ f;t__ Mi~~ 1-td!!!!ni~trat~cn' th:t~ ~=~ p:-c:;~~tly !:.;. 
the custody and control of the Defendants. u · 

3) The order enjoins the persons affected "from dis­
closing, tranaferrinv, disposinq or otherwise makinq known 
to any person, bo he/she private citizen or public official, 
the materials.u The order does not prohibit use of the 
papers for court, prosecutorial or-grand jury matterA, or 
for purpose• of current government business. 

Although the order by its terms doea not apply to all 
naembera of tha White Houae staff, all White House etaff pesr ... 
connel are expected t.o act aa if they were .bound by it. 
Similarly, all materials and papers prepared durinq the 
Administration of President lU.xon should be reqarded as 
act\lAlly or potentially subj~ct to the order. 

... 

' 



•) 

' . 

I 
I 

I 
I 

r·--

[:'"'"" 
I 
I 

I 
' 

l 
I 

2 

Attached also ia a oopy of an August t, 1974, memo­
ra."ldum from Jerry n. Jones on the s~bject of collecting and 
segregating "papers of the \\"'hite House Office at the time of 
President Nixon's reai9nation as well as those enroute at 
the time And intended for him.• 

Ba~ed on the August. 9, 1974, memorandum and the printed 
attachment to it, and in accordance with Judge Richey's order, 
I have notified counsel to Mr. Nixon and hereby give mt con­
sent that: 

(i) The remaining papers in the files of the White House 
Office which have not yet been segregated and placed in 
atoraga may be used to complete implementing the August 9, 
1974,· memorandum. 

(ii) l?apera necessary for purposes of current govern­
ment busineas shall be used for such purposes if praoti• 
aahle in the orm of duplicated files as provided in 
the memorandum, and a listing of any files so duplicated 
shall be supplied to me. 

Impl~ntation of the August 9 memorandum shall be completed 
by November 1, 1974, except that no papers will be prepared, 
au· provided in that. memorandum, "for shipment . t: To this end, 
each member of the White House staff subject to the August 9 
memorandum shall certify in writing to t.hia office, by 1-Tovember 1, 
that the collection and segregation called for have been co~­
pl~ted, and that ~~ =:teri~l~ have ~~a« a~r~d within th~ 
Wh.ite House complex as designated by the Office of Presidential 
Papers . 

John Nesbitt, supervisory aroh!viat of the Office of Presidential 
Papers (Extenaion 2545) and his staff will be callinq on you· 
and will be available for assistance. 

Philip W. Buchen 
Counael to the President 

Enclosures 

'· 

. \ 
. 
' 
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UNI'l'ED STATES DISTRICT COURT 
FOR THE DISJRICT OF COLUMBIA 

RICHARD M. NIXON 

Plaintiff 

v. 

ARTHUR E'. SAHPSON, et al., 

Defendants 

and 

THE REPORTERS COMMITTEE FOR FREEDOM 
OF THE PRESS 1 et al., 

Plaintiffs 

v. 

ARTHUR F. SM1PSON, et al. , 

Defendants 

SUPPLEMENTAL ORDER 

, 

: 

. . 

: 

. . 

. . 

C.A. No. 74-1518 

C.A. No. 74-1533 

Upon consideration of the Temporary Restraining Order 
issued yesterday, dated October 21, 1974 at 4:20p.m., and 
upon consideration of the parties' requests for certain 
modifications thereof, and it appearing that the parties 
consent to said modifications and that the same are con­
sistent with the ends of justice, and it appearing ·that the 
aforesaid Order as \•Tell as this Supplemental Order are 

.necessary to preserve the status guo in the above-entitled 
litigation, it is by the Court this 22nd day qf October, 1974, 

ORDERED, that the Court-, s Order of October 21 , 19 7 4 , be 
and the same is hereby amended and supplemented as follows: 

ORDERED, that the Motions for a Temporary Restraining 
Order be, and the same are hereby granted in part and denied 
in part; and it is "'() 

' 

<'" 
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FURTHER ORDERED, that the Defendants, their superiors, 
agents and assigns are, subject to the conditions hereinafter 
described in the balance of this Order, hereby enjoined from 
disclosing, transferring, disposing or otherwise making 
known to any person, be he/she private citizen or public 
official, the materials, including documents, tapes and 
oth~r papers, known as the "Presidential materials of the 
Nixon Administration", that are presently in the cust.ody and 
control of the Defendants; and it is 

FURTHER ORDERED, that the Defendants are hereby enjoined 
from'effectuating the terms and conditions of the "Agreement" 
entered into by Richard M. Nixon and Arthur F. Sampson, on 
or about September 6, 1974, and it is 

FURTHER ORDERED, that the injunction shall not serve as 
a bar to the production of said mat~rials pursuant to a validly­
issued subpoena, discovery demand, or court order in any civil 
or criminal case, either outstanding or while this injunction 
is extant; or to the production of said materials in regard 
to the ongoing Watergate criminal trial before United States 
District Judge John Sirica; or to the production of said 
material pursuant to requests by the Special Prosecutor, or 
to a validly issued subpoena by a Grand Jury; or to the use 
of said materials, with prior notification to counsel for 
Plaintiff Richu.:::-d M. Nixon and with tne consent of Defendant 
Philip w~ Bucheni ~or purposes of current government business, 
and it is 

FURTHER ORDERED, that Plaintiff Richard M. Nixon, or 
his attorney, shall be afforded access to said materials under 
current access procedures established by Defendants for the 
sole purposes of preparing to testify. in the Watergate trial 
and determining whether to raise any privileges or defenses 
he believes he might have in opposition to production of said 
materials for current government business or pursuant to 
requests by the· special Prosecutor or to validly-issued sub­
poenas, discovery demand or a court order, and if Plaintiff 
Richard M. _Nixon shall be unable to physically do so, the 
government Defendants shall provide copies.of said materials 
for such use, but he shall not disclose oJr-divulge the contents 
thereof except in regard to.his testimony or in response to 
validly-issued subpoenas, and said copies shall be returned 
promptly to the Defendants when such purposes have been served; 
and it is · 

' 
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FURTHER ORDERED, that any person either now or 
previously a member of the White House staff shall be 
afforded access under current access· procedures established 
by Defendants, with or without his/her attorney present, 
to said materials which comprise or comprise¢1._his/her files 
while a member of the White House staff, and be allowed to 
take notes regarding the same, but not to make copies thereof, 
all the above solely for any purposes relating to criminal 
inv~stigations or prosecution~; and it is 

FURTHER ORDERED, that any search conducted for purposes 
of producing or using said materials as provided in this 
Order shall be conducted jointly by Defendant Philip W. Buchen, 
or his agent, and counsel for Plaintiff Richard M. Nixon, or 
his agent, and said persons shall take such steps as are 
necessary to assure that the s~arch for and copying of said 
materials will in no way destroy or affect the original charac­
ter of any of the materials, including tapes, documents or 
other papers referred to herein; and it is 

FURTHER ORDERED, that the Plaintiffs shall not be 
required to post any bond; and it is 

FURrrHER ORDERED, that this iniunction shall be effectivP 
for- ten (10) days and shall be renewed upon proper application 
of the parties. 

United States District Court 
for the District of Columbia 

A TRUE COPY 

JAMES F. DAVEY, CLERK, 

By /s/ ESTHER E. CREIDEN 
October 22, 1974 
Time 2:35 p.m. 

/s/ CHARLES R. RICHEY 
Ch~rles R~ Richey 

United States District Judge 

--

-----------------~=-~- . ---·-· 
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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 Administrp.tion 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. 

Presiden1 Taft in his book "Our Chief Magistrate ?-nd 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 .... 11 

In the interest of continuing this practice, it has been directed 
that, so long as President Nixon's files remain in the White House 
Of.fi cc. there is to be no intern1ingling of the files of the two 
Administrations. This applies of course 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 enroute at that time and intended for 
hin1 shall he considered as belonging to the Nixon Administration 
files. Of course, some Nixon Administre~Hon files may be needed 
for future reference. These fil~s shou)d he cl.uplicated 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 Files. On 11onday, August 12, archivists 
under the supervision of John R. Nesbitt, Office of Presidential 
Papers, will he availahle to assist in the collection and segregation 
of President Nixon's p<lpers for shipment. Meanwhile, please read 
the attached instructions. 

Special Assistant to the President 

' 
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WHITE HOUSE OFFICE PAPERS 

By custom ·and tradition, all White House Office 
papers are n~gardcd as the personal propetty of 
the Presidl•Jit and subject. to such control and dis­
position as he may dt•termine. At the close of the 
Administration, the <'ntir<' collection of papers now 
being creat<'d may h~ exp<'ctcd to he deposited in 
a Presid<'ntial lihrnry similar to the libraries that 
preserve the papers of th~ last six Presidents. To 
J>rovide the President. ''"it h a complch~ and accu­
rate recortl of his tenure i11 office, t.hc 'Vhitc House 
staff umst. overst•e the pn·Ecrvation of the papcrs 
it generates. 

The proe('dures set. forth in this documcnt t"('p­
resent the collective thinking of many members of 
the staff n~ to how best to preserve papers and 
documents for the President. Compliance with 
these proct•dures is an expression of loyalty by the 
staff to the President. For these proceliurcs to L>c 
effective, it will n•quirc cooperation and assistnnee 
of every stn1f member. 

The security classification of each docttment 
prepared in the White House is determined by tho 
individual sta1f member writing it. in accordance 
with .Exccutm~ Ordt•t· 10:-•0l-or other applicahle 
Executh·c Onh·rs. lie is t·t•sponsiblc for insuring 
that the clussifil-ation nssi~necl to his work rcfled~ 
the sensith·ity of the mah·rial concerned, and also 
for making <"ertain that- this cln.ssifieation is not 
excessh·ely rl'strict.ive. 

VJhito House Office Pnpnrs: r:ilino \•Jith C'cntrnl 
Files 

1. It i,, rcqueBted tlwt the maximum possible 
use be made of Central Files, a.nd the Jn·oced11.res 
listed below lJe followed. This will aid in the faster 
and more complete ret.ric,·al of current informn.­
tion, elimitmte nnnee<'ssary duplicat.ion of files, 
pre\·ent excl•ssi,·e xeroxing, and maximize prcscr­
\"ation of "'J1ito House 11apcrs. 

2. Eaclt slajf member shall m.nintnin his per­
soual file.or 8f'}'arate from any working fi!e.'l lw may 
keep 011 of!irirtl ll!t~i1w.«s and cl.early designate them 
(Uf such. l'et~ona.l fil<'s iw·lnde c.orr('spowlcnco un­
related to any ollicial rlutit's performed hy thestalr" 
member; pm1>onal books, pamphlets :ttul periodi­
cals; daily a1•pointmcnt honks or log hooks; !olrle.rs 

of newspapers or mngazine dippings; n.nd copies 
of records of a personnel nature relating to a per­
son's employment. ot· seniee. Personal files should 
not. inc.iude any l~pies, drafts or working papers 
that relatn to ofli<"i:tl business or any doeuments or 
l"''I'Ords, whethl'l" or 110t adopted, made or received 
in t.ho eonrsc of oflkial lmsiness. 

:\. Eacl1 81aff offire .~llall fm·ward 1·egularly to 
f!entmlJr'ilrR three copies of all outgoing official 
bu.<~ines.'l t:onsi.~t.ing of corrcsponden('e and nwmo­
ramla. One copy of all otlter outgoing related 
materials .<~ltould abo he filed. 

4. Each .~taft office .<~lwll forward regularly to 
Central Files any incoming oflicial business fro1n 
.wmrrcs other tlwn lVllile House sta.ff offices after 
af'fion, .if any, ltas been tala! II. Each staff office, if 
it. so desires, may kct~p :L copy of such incoming 
o/li('ial busint'SS for its own working files. 

5. Each .<~tajf offiee shall forward regularly to 
Central Files any originals of incoming official 
business from other lV hite II ouse staff offices after 
ad ion, -if a.11y, has been taken and if suelt origirudi~ 
·were not intended to be 1·eturned to the sender. 
If desired, a eopy may be kept for the staff's work­
in:~ files. 

(i. Eacll, .<;taft offi'ee slwll forward to Central Files 
at· such iimes a~ ft dctami11es to be appropriate 
all working file~; of offidal lm.«incs.~ u:lticlt are in­
actil·e awl 110 longer needrd. These files will be 
stored hy oflicc as well as listed by subject matter. 
Th~y will, of course, always bo amil:~ble for later 
n•fcrence. 

7. E'a.c/,. staff of/ice at it.~ own discretion may aeg­
?'cgate a?l.!f t1wtaials thftt. it believes to be partic­
ularly .~e11sifire and ·wlliclt .~/wuld 110t be filed by 
suhjr.ct 1/lttftel'. Snch Sl'nsitivc matRriais should be 
fm·wnrclc<l to tlw Stn.fl' St•crctary on the snmc basis 
as ontlinr.d in parngraphs :J through 6 in an cn­
wlopo markl'1l :OiKN:-iiTl\"E UECOHDS FOH 
STORAGE with t.hc office or individual from 
whi<'h they arC' F•~nt. m:u·kc<l on the outside nnd (as 
nppropriato) :t Ji!'>t. of innmtory in gcneml tenus 
attached. This list. of irn-entory should also be 
sent. to Central Ji'iles so that notations can be made 
in suhject.lilcs that certain tuatcrial is missing from 
tiH: fill~. Thc~e m:~tt>rials wifl he filc~iJi'iio<;j~{i con­
tainer:; and will only be mndc av'lliluble to tJi~ in-

-
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dh·idnal or offire from whom they were received. 
8. No tlr.frusr. matc1·ia.l elas.~ifiad under Execu­

til'e Urda .\·o. /O:ifJ/ IIlith a. classification of TOP 
SECRET or Ne.~tricted J>ata 1mder the Atomic 
Energy ..:lf•f of 19.5.f should be forwm·ded to Ocn­
tMl File.y. ~\II such 1i1nterial should be forwarded 
to the Stall' Sl'<.'rdnry for storage. 

9. No e.ueptions to the above shall be made 
without tlte eJ'press consent of the (!oumel to the 
President. Additional ndYice on tho operation of 
Central Fil<'s may be obtained from Frnnk 
)fatthews, ( 'l1ief of Central Files (Ext. 22·10). 

White House Orilco Parers: Disposition of Po!')crs 
Upon Lcavir1 StCJff 

1. Upon termination of employment 'With tlw 
staff, each. staff mmnber 111ill turn oner Ms entire 
files to Oentral F-iles with the exception of any 
personal file.Y he might have maintained. 

2. Personal files include: correspondence unre­
lated to any otlicial duties perfonn<'d by the stn1f 
member; pcr,;onal hooks, pamphlets nnd periodi­
cals; daily appointment hooks or log bool~s; folder::; 
of newspaper o1· mar,azinc clippings; and copies 
of records of a personal nature relatinr, to a per­
son's emplo~·ment or service. Personal files should 
not include any copies, drafts, or working papers 
that relate to olliciallmsin<'ss; or any doeumcnts (ll' 

records, v;hether or not adopted, m:Hlc or rcech.-e<l 
in the course of ollicin 1 hn~iness. The White H (lllSe 

Office of Presidential Pap<'rs, !;tn.'1Terl by re.prcscn­
tat.ivcs of the ~~ ational A rchiycg, is :wnilahlo to 
assist staff memhers in the determination of what. 
am personal files. Any question in t.his rcgnrtl 
should be rt'soh·cd wit.h their :m;:i:::t.nnC'c hy con­
tacting John Xeshit.t., snpt'rl'i!'ory nl'chiviFt of t.hc 
Office of Pt·esidcntin.l PapN"ff (ET-t. ~5J5). 

3. A staff member, u.pon termination of employ­
ment, may at his di.~crction mal.:c copies for hi.s 
1'tmwnal uRe of tt cart'fully chosen selection of the 
folloWing types of documents within Ids files: 

(A) Documents 1vliich ernbody original intel­
lectual t.ho1tght contrilmtctl by tl~e staJJ member, 
such .as research work and draftsmanship of 
speeches nnd legislation. 

(B) Documcnt.c; 1vhich 11'bight be needed in 
fttture 7·elatefl1oorl.: by tl1e individual. 
4. No staff members shall malce copies as per­

m.itted in paragraph three of any dotJuments which, 
contain dr.fmUJe matm·ial classified as OONF'l­
Dfi:NTIAT-, SEORE1' OR TOP SEORET under 
Emcc1ttive Order N o.10501, lle.c;trictetl Data under 
the Atomic lfnm·rni Act of 1954, or information 
"supplied fn the go11ernmcnt u.ndcr statutes 1vhich 
make the di.~closw·e of 8Uclt inform<ztion a crime. 

5. Each .<~taffmcmbcr ·u:lto decides to nwke copiea 
of such dorm1wnts de.'lcribed in paragraph three 
H!wllll'.twc! ,, li.<~t of all :suclt doc:uments copied with 
Ocntral Files. This will r.nablc retrien\.l of a docu­
nwnt. in thn cwut that a II other copies of it and the 
orig-inal should- he· later lost. 

6. Tl!e discretionary authority granted in para­
graph thrt'e is expected to be exe1•cised sparingly 
fmd not abused. All 'Vhitc House Office papers, 
indndinrr c·opics t.hereof, :tre t.hc personal property 
of the Pm<>idcnt and should be ·respected as such. 
Any r.opi<'s ret.ainc{l by a. staff member should 
be !'t.orccl in a secure manner and maintained 
~~on lidcnt.ially. 

7. A 11 r.onficlcntin 1 :HHl ~cnsit.ivc ma tcria.ls will 
he prott~dt•cl frmn prcmatum clisclosurc by specific 
provi~ions of l.ho Prcsitlent.ial Libraries Act of 
}!)55 (4·:1 u.s.c. 2108). 
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STAFF ASSISTANTS &~D ABOVE (DOMESTIC COUNCIL) 

Tod R. Hullin 
228, EOB 

Jaues H. Cavanaugh 
220, EOB 

Glenn Schleede 
187, EOB 

Norm Ross 
187, EOB 

,James H. Falk 
231, EOB 

Warren K. Hendriks, Jr. 
West Wing 

Dana G. Mead 
216, EOB 

Goeffrey C. Shepard 
234, EOB 

Roger D. Semerod 
220, EOB 

Michael Raoul-Duval 
216, EOB 

- --- ---- --- - -- - - --~ ·-----------------·----------- --- ----

- . 
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Frederic W~ Slight 
194, EOB 

Helen N. Smith 
213, East Wing 

Thym S • Srni th 
1st. :E' 1 r • , W. W. 

Alvin Snyder 
153, EOB 

Larry M. Speakes 
1st Flr., w.w. 

Beverly J. Splane 
3.51, EOB 

Brad Patterso.n. 
182, EOB. 

Benjamin J. Stein 
118, EOB 

Paul A. Theis 
1 1 ~ -.:>r. n 

William E. Tinunons 
1st Flr:, ~v.w. 

LCDR T. Stephen· Todd 
210, East Wing 

Wayne H. Valis 
187, EOB 

Agnes M. Waldron 
123, EOB 

Henry F. Wanning III 
2nd Flr. , W. W. 

Dr. Chester Ward 
105, EOB 

Charles W. B. Wardell III 
West Wing 

Philip ~varden 
125, EOB 

Gerald l'larren · 
1st Flr., West Wing 

Donald A. Webster 

David I. vfueat 
194, EOB 

George P. Willi fu-ns 
106, EOB 

Wilbur H. Jenkins 
8, EOB 

Lucy A. Winchester 
200, East Wing 

Lionel Olmer 
340, EOB 

John C. Vickerman 
130, EOB 

William F. Matthews 
68, EOB 

James R. Rogers 
6, EOB 

.. 
~ ... ·,, 

- I 
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Lmvrence Adams (Gen. USA) 
590, EOB 

';•lilburn E. Ainsworth, Jr. 
112, East Wing 

Adm. George Anderson 
300, EOB 

Gwen Anderson 
271, EOB 

A.rme Armstrong 
West ~ving 

Phillip E. Areeda 

~\Test Wing 

Roy Ash 
2nd Floor, w.w. 

Oliver F. Atkins 
Hest lving 

Ararn Bakshian, Jr. 
118, EOB 

Hillia.-n J. Baroody, Jr. 
100, EOB 

Maj. Robert Barrett 
210, East ~·ling 

Judy E. Berg-Hansen 
17, EOB 

Lt. Col. Robert E. Blake 
210, East Wing 

,John L .. Berling 
191, EOB 

James Broch 
277, EOB 

Patrick J. Buchanan 
112,- EOB 

Philip W. Buchen 
1st Floor, W.W. 

Dean Burch 
2nd Flr, W.W. 

Wheaton B. Byers 

340, EOB 

: . 

John C. Calhoun 
179,. EOB 

John C. Carlson 
153, EOB 

Dorothy Cavanaugh 
Gr. Flr., W. W. 

Byron M. Cavaney, ~rr 
348, EOB 

Dudley H .. Chapman 
106, EOB 

Ken W. Clawson 
160, EOB 

Kenneth Cole, Jr. 
2nd Flr., w.w. 

John Coyne 
118, EOB 

-:~::-:~ 
Jane M. Dannenhauer 
43, EOB ;,,·· 

I 
c) 

Eva A. Daughtrey 

lst P1 ,. 
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Fernando E. DeBoca 
197, EOB 

Thomas P. DeCair 
1st Flr., W.W. 

Dorothy E. Down ton 
1st • F 1 r • , W. ~-v • 

Roland Elliott 
94, EOB 

Jeffrey P. Eves 
187, EOB 

Andrew Falkiewicz 
165, EOB 

Hichael J. Farrell 
100 East Wing 

J. Curtis Fee 
143, EOB 

Mary Alice Fenton 
94, EOB 

Sanford L. Fox 
202, East ~ving 

~TAFF ASSISTA..N'TS &"lD ABOVE 

Jay T. French 
1st. Flr., W. W. 

Max Friedersdorf 
112, EastWing 

Milton A. Friedman 
114, EOB 

Gertrude B. Fry 
84, EOB 

Leonard Garment 
182, EOB 

David R. Gergen 
·115, EOB 

Alan Greenspan 
134, EOB . . 

Bill Gulley 
210, East Wing 

John S. Guthrie 
168, EOB 

Dianna R. Gwin 
Gr. Flr., West Wing 

Robert T. Hartmann. 
1st Flr., West Wing 

Eliska A. Hasek 
117, EOB 

William Henkel, Jr. 
340, EOB 

Lawrence M. Higby 
253, EOB 

Anne E. Higgins 
98, EOB 

James R. Holland 
157, EOB 

James H. Holmes 
94, :eos,,,~ . 

{::\ 

"''' 
I 

David C. Hoopes 
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\'1. Richard Howard 
. 197, EOB 

Nancy Hmve 
206, East Wing 

John H. Hushen 
-1st Flr., W. W. 

Jerry H. Jones 
Gr. Flr., West Wing -

Sidney L. Jones 
145, EOB 

George A. Joulwan 
1st, Flr., West Wing 

Karen R. Keesling 
196, EOB 

Robert A. Kelly 
157, EOB 

David H. Kennerly 
1st. Flr., W.W. 

Kenne~~ L. Khachigian 

STAFF ASSISTANTS AND ABOVE 

Daniel T. Kingsley 
351, EOB 

Henry A. Kissinger 
1st. Flr., W. W. 

Virginig H. Knauer 
6003, FOB #7 

Noel C. Koch 
126, EOB 

Tom Korologos 
107, East Wing 

William M. Lamont, Jr. 
139, EOB 

Gen. Richard L. Lawson 
210, East Wing 

Gregori Ledebev 
139, EOB 

Mildred V. Leo'nard 
G r . F 1 r . 1_ W • 'v. 

Andre Le Tendre 

Charles Lichenstein 
2nd Flr., W.W • 

Robert D. Linder 
Gr. F lr. , W. W. 

Patricia s. Lindh 
198, EOB 

Vernon C. Loen 
112, East Wing 

Dr. William Lukash 
Residence· 

Theodore C. Marrs 
103, EOB 

John 0. Marsh, Jr. 
1st. Flr., w.w. 

Patricia J. Matson 
208, East Wing 

Nancy Lammerd·i·n'g''"'~' 
200, East W~ng ' 

f::'):, 

' 



Rooert !-!ead 
1st. Flr., W.W. 

Paul A. Hiltich 
160, EOB 

Powell A. Moore 
1st. Flr.; w.w. 

Caron A. McCannon 
411, EOB 

Ann M. Morgan· 
114, EOB 

Ronald J. Naples 
2nd F 1r. , W. W. 

Jack Nesbitt 
487, EOB 

Ron Nessen 
1st. Flr., w.w. 

John E. Nidecker 
346, EOB 

Elizabeth Nolan 
__ !}, EOB 

STAFF ASSISTfu'iTS A-~D ABOVE 

Patrick O'Donnell 
107, East Wing 

Terrence O'Donnell 
1st Flr., W.W. 

Robert-B. Off 
143, EOB 

Frank R. Pagnotta 
281, EOB 

Allen Parmenter 
351, EOB 

Pamela A. Powell 
190, EOB 

Raymond K. Price, Jr. 
170, EOB 

John Ratchford 
1st Flr., West Wing 

John W. Roberts 
1st Flr. I w.~'l. 

Donald Rodgers 
,,.. .... 

Eric C. Rosenberger 
348, EOB 

Warren s. Rustand 
171, EOB 

Michael A. Sammuels 
2nd Flr., W.W. 

William M. Scranton 
l\'est Wing 

Samuel A. Schulhof 
134, EOB · 

Stanley S. Scott 
179, EOB 

Gen Brent Scowcroft 
1st Flr. , tv. tv. 

L. Willic:trfi·7~eidman 
268 EOB ~-\, I - ,._,.u \' 

r~ f 
'\-- ,. 

Robert G. Shai.v 

' 
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Kenneth A. Lazarus 
186, EOB 

Kenneth A. Lazarus 
186, EOB 

Richard P. Cheney 
~vest Wing 

Donald S. Lowitz 
188-:-1/2, EOB 

Donald Hurdoch 
188-1/2, EOB 

· ~villiam N. t'lalker 
134, EOB 

Louis M. Thompson 
\vest Wing 

William W. Nicholson 
174, EOL 

\'lilliam E. Casselman II 
106, EOB 

' 
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October Z4. 1974 

YE:MOllANDU:M FOR 

The HoaoraWe Laueace H. SUbe rman 
DeP'*f Atter .. , a ... nl 

AU.Checl are two cepl .. of the October U awrnol'aad.am 
for the WhUe Heue Staf.f which bu 10ae oa&. 

1 UD61rataacl .,.. will adYlae Jack M!Uer of tbia 
memoru.clwn aad fuabh him a m py premptlr. 

Tbaak yoa for ycMll' •• •lataac:e. 

PWBuchen:ed 

PbiUp w. Bachea 
CoGMel to t1M Pl'eeid•t 

' 



THE WHITE HOUSE 

WASHINGTON 

October 24, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

SUBJECT: Court Order Regarding Presidential 
Materials of the Nixon Administration 

Attached is a copy .of a Supplemental Order of the United 
States District Court for the District of Columbia, by 
Judge Charles R. Richey, issued October 22, 1974. The 
Defendants are: . Arthur E. Sampson, Administrator of the 
General Services Administration; Philip w. Buchen, Counsel 
to the President; and H. Stuart Knight, Director of the 
Secret Service. 

Please note: 

1) The order enJ01ns "the Defendants, their superiors, 
agents, and assigns" against certain acts. 

2) The order applies to "the materials, including 
documents, tapes and other papers, known as the 'Presidential 
materials of the Nixon Administration' that are presently in 
the custody and control of the Defendants." 

3) The order enjoins the persons affected "from dis­
closing, transferring, disp0sing or otherwise making known 
to any person, be he/she private citizen or public official, 
the materials." The order ¢ioes not prohibit use of the 
papers for court, prosecutorial or grand jury matters, or 
for purposes of current government business. 

Although the order by its terms does not apply to all 
members of the White House staff, all White House staff per­
sonnel are expected to act as if they were bound by it. 
Similarly, all materials and papers prepared during the 
Administration of ~resident Nixon should be regarded as 
actually or potentially subject to the order. 

' 
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Attached also is a copy of an August 9, 1974, memo­
randum from Jerry H. Jones on the subject of collecting and 
segregating "papers of the White House Office at the time of 
President Nixon's resignation as well as those enroute at 
the time and intended for him." 

Based on the August 9, 1974, memorandum and the printed 
attachment to it, and in accordance with Judge Richey's order, 
I have notified counsel to Mr. Nixon and .hereby give my con­
sent that: 

(i) The rema~n~ng papers in the files of the White House 
Office which have not yet been segregated and placed in 
storage may be used to complete implementing the August 9, 
1974, memorandum. 

(ii) Papers necessary for purposes of current govern­
ment business shall be used for such purposes if practi­
cable in the form of duplicated files as provided in 
the memorandum, and a listing of any files so duplicated 
shall be supplied to me. 

Implementation of the August 9 memorandum shall be completed 
by November 1, 1974, except that no papers will be prepared, 
as provided in that memorandum, "for shipment." To this end, 
each member of the White House staff subject to the August 9 
memorandum shall certify in writing to this office, by November 1, 
that the collection and segregation called for have been com­
pleted, and that the materials have ·been stored within the 
White House complex as designated by the Office of Presidential 
Papers. 

John Nesbitt, supervisory archivist of the Office of Presidential 
Papers (Extension 2545) and his staff will be calling on you 
and will be available for assistance. 

~~· ·-W~ 
Phi ip . Buchen 
Couns to the President 

Enclosures 

' 



COPY -
UNITED STATES DISTRICT COURT 
FOR THE DISTRICT OF COLUMBIA 

RICHARD M. NIXON . . 
Plaintiff : 

v. : c.A. No. 74-1518 

ARTHUR F. SAMPSON, et al~, 

Defendants 

and 

THE REPORTERS COMMITTEE FOR FREEDOM 
OF THE PRESS, et al., 

Plaintiffs 

v. 

ARTHUR F. SAMPSON, et al., 

Defendants 

SUPPLEMENTAL ORDER 

. . 
: 

. . 

. . 

. . 
: 

. . 

. . 
: 

C.A. No. 74-1533 

Upon consideration of the Temporary Restraining Order 
issued yesterday, dated October 21, 1974 at 4:20p.m., and 
upon consideration of the parties• requests for certain 
modifications thereof, and it appearing that the parties 
consent to said modifications and that the same are con­
sistent with the ends of justice, and it appearing that the 
aforesaid Order as well as this Supplemental Order are 
necessary to preserve the status quo in the above-entitled 
litigation, it is by the Court this 22nd day of October, 1974, 

ORDERED, that the Court's Order of October 21, 1974, be 
and the same is hereby amended and supplemented as follows: 

ORDERED, that the Motions for a Temporary Restraining 
Order be, and the same are hereby granted in part and denied · 
in part; and it is 

' 
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FURTHER ORDERED, that the Defendants, their superiors, 
agents and assigns are, subject to the conditions hereinafter 
described in the balance of this Order, hereby enjoined from 
disclosing, transferring, disposing or otherwise making 
known to any person, be he/she private citizen or public 
official, the materials, including documents, tapes and 
other papers, known as the "Presidential materials of the 
Nixon Administration", that are presently in the custody and 
control of the Defendants1 and it is 

.FURTHER ORDERED, that the Defendants· are hereby enjoined 
from effectuating the terms and conditions of the "Agreement" 
entered into by Richard M. Nixon and Arthur F. Sampson, on 
or about September 6, 1974, and it is 

FURTHER ORDERED, that the injunction shall not serve as 
a bar to the production of said materials pursuant to a validly­
issued subpoena, disco~ery demand, or court order in any civil 
or criminal case, either outstanding or while this injunction 
is extant1 or to the production of said materials in regard 
to the ongoing Watergate criminal trial before United States 
District Judge John Sirica; or to the production of said 
material pursuant to requests by the Special Prosecutor, or 
to a validly issued subpoena by a Grand Jury1 or to the use 
of said materials, with prior notification to counsel for 
Plaintiff Richard M. Nixon and with the consent of Defendant 
Philip W. Buchen,_for purposes of current government business, 
and it is 

FURTHER ORDERED, that Plaintiff Richard M. Nixon, or 
his attorney, shall be afforded access to said materials under 
current access procedures ·established by Defendants for the 
sole purposes of preparing to testify in the Watergate trial 
and determining whether to raise any privileges or defenses 
he believes he might have tn opposition to production of said 
materials for current government business or pursuant to 
requests by the Special Prosecutor or to validly-issued sub­
poenas, discovery demand or a court order, and if Plaintiff 
Richard M. Nixon shall be unable to physically do so, the 
government Defendants shall provide copies of said materials 
for such use, but he shall not disclose or divulge the contents 
thereof except in. regard to his testimony or in response to 
validly-issued subpoenas, and said copies shall be returned 
promptly. to the Defendants when such purposes have been seryed~;, 
and it is ~ 

\ .. 
C.J' 
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FURTHER ORDERED, that any person either now or 
previously a member of the White House staff shall be 
afforded access under current access procedures established 
by Defendants, with or without his/her attorney present, 
to said materials which comprise or comprised his/her files 
while a member of the White House staff, and be allowed to 
take notes regarding the same, but not to make copies thereof, 
all the above solely for any purposes relating to criminal 
investigations or prosecutions' and it is 

FURTHER ORDERED, that any search conducted for purposes 
of producing or using said materials as provided in this 
Order shall be conducted jointly by Defendant Philip w. Buchen, 
or his agent, and counsel for Plaintiff Richard M. Nixon, or 
his agent, and said persons shall take such steps as are 
necessary to assure that the search for and copying of said 
materials will in no way destroy or affect the original charac­
ter of any of the materials, including tapes, documents or 
other papers referred to herein~ and it is 

FURTHER ORDERED, that the Plaintiffs shall not be 
required to post any bond~ and it is 

FURTHER ORDERED, that this injunction shall be effective 
for ten (10) days and shall be renewed upon proper application 
of the parties. 

United States District Court 
for the District of Columbia 

A TRUE COPY 

JAMES F. DAVEY, CLERK, 

By /s/ ESTHER E. CREIDEN 
October 22, 1974 
Time 2:35 p.m. 

/s/ CHARLES R. RICHEY 
Charles R. Richey 

United States District Judge 

' 



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 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 1 s 
resignation as well as those enroute at that time and intended for 
him shall he considered as belonging to the Nixon Administration 
files. Of course, some Nixon Administr<ltion fiJes may be needed 
for future reference. These files sfwuld he duplicated and placed with 
aJl other papf~rf! accnmnlettcd after noon todav which constitute a 
nc''' set of files for President 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. Nesbitt, Office of Presidential 
Papers, will be available to alssist in the collection anrl segregation 
of President Nixon 1 s papers. for shipment. .Meanwhile, please read 
the attached instructionR. 

(J~!? tl<f),~/J 
{derry f:I. J o{es · 
Special Assistant to the Presi<lent 

' 



WHITE HOUSE OFFICE PAPERS 

By custom and tradition, all White House Offire 
papers ILI'l~ regurded ILH tltt~ pm·sonal propmty of 
the PreHidcnt and su1Jj1~d to such control awl diH­
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 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 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 
individual 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 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 i,~ requested that the maxinvum possible 
use be made of Central Files, and the procedures 
listed bel01o 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 rnember shall maintain his pe1'­
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 m· ma~azine clippings; n.nd copies 
of rec~ords of a ))('rHOIIJHll nn.turc rcln.tin~ to ~~per· 
Hon's employment, or service. Personal files should 
not include any ropies, 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 consi~Sting of correspondence and memo­
r(J;nda. 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 
smtrces other than White House staff offices after 
action, if any, has been taken. Each staff office, if 
it so desires, may keep a eopy of such incoming 
official business for its own working files. 

5. Each staff office shall forward regul(J;rly to 
Central Files any originals of incoming official 
bu,~iness from other White !1 ouse staff offices after 
action, if any, has been taken and if such originals 
were not intended to be ret,urned to the sender. 
If desired, a copy may be kept for the staff's work­
ing files. 

6. Each 8taff office shall forward to Centra) Files 
at such times as it deterrnines 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 subjeet matter. 
They will, of course, always be available for later 
reference. 

7. Each staff office at its own di.sc1'etion rnay seg­
regate any materials that it belie,ves to be partic­
ularly sensitive and 'Which 8hould not be filed by 
subject 1natter. Such sensitive materials 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 inYentory in general terms 
attached. This list of inventory should also he 
sent to Central Files so that notations can be made 
in subject files that certain material is n1issi ng from 
the fil,~. These materials will be filed in loeked r;on­
tainers and will only be made available to the in-

' 



dividual or office from whom they were received. 
8. No defen.~e material classified under Execu­

tive Order No. 10501 with a classification of TOP 
SE(,'RET or Restricted Data under the Atomic 
/~'nr;rgy Ar:t of 19&4 8hould be forwarded to Cen­
frol Fih~s. :\II sw~h mate•·ial ,.,hould be forwarded 
to tlu~ St n tl' SPcTPf ar.v for sl.ot'ILg"l~. 

!1. No c;cr:cption.y to the <Lbove shall 7/(~ mrufr, 
'Without the express consent of the OounMl 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 ciny 
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 IIous{~ 
Office of Presidential Papers, staffed by represen­
tatives of the National Archives, is available to 
assist staff members in the determination of what 
am 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 rnake copies for hi.~ 

personal use of a cai·efully chosen selection of the 
following types of do(!Ume,nts within his files: 

(A) Documents which embody original intel­
lectual thought (Jontribttted by tlw .~ta.tf mMnbe·r, 
KliCh ILK l'-IHI"Ll'(',h wm•k 1\llll lll'ltfl~llliLJII{hip of 
!4peeehes and legisltttion. 

(B) Documents wh-ich m£ght be needed 1·n 
future related work by the individual. 
4. No staff members shall make copies as per­

mitted in paragraph three of any do(!Uments which 
contain defense. material classified as CONFI­
DENTIAL, SECRET OR TOP SECRET under 
Executive Order No.10501, Restricted Data wnder 
the Atomic Energy Act of 1954, or information 
supplied to the government under statutes which 
make the discwsure of such information a crim-e. 

5. Each staff rnember who decides to make copies 
of such do(!Uments described in paragraph three 
shalllemJe a list of allsuc·h do(!Uments copied with 
Central F£les. 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 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 maintttined 
confidentially. 

7. All confidential and sensitive materials will 
be protected from premature disclosure by specific 
provisions of the Presidential Libraries Act of 
1U55 (44 U.S.C. 2108). 

~, . .... 
,. •, 

, 
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October 30, 1974 

Herbert J. ~tiller, Jr. , Esq. 
Hiller, Cassidy, Larroca & Lewin 
1320 19~~ Street., N. H. 
Washington, D. c. 20036 

P..e: Richard M. Nixon v. Arthur F . Sampson, et al . , 
C .. A. No. 74-1518; and The Reporters Committee 
for Freedom of the Press , et al. v . Arthur F. 
Samgson, et al., C.A. No. 74-1533 

Dear Ur. ~·iiller: 

Enclosed find a copy of a Memoranduru J?or The t~hite Hou!"., 
Staff dated October 24, 1974 with Judqe Richey•s Suppleaentd~ 
Order and August 9, 19 7 4 !·!emor andum For Tha t"lhi te House s ta I !' 
attached. He are advised that the enclosed r<temorandum was 
distribut~d to the Hhite House Staff on October 24, 1974. 

' ,. 

CAH:bp 
Enclosure 

Your3 truly, 

Carla A. Hills 

cc: Hr. Laurence H. Silberma..&'l 
Deputy Attorney General 

Philip w. Buchen, Esq. ~ 
Co~~sel to the President ' 



•) 
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October 30, 1974 

Herbert J. Miller, Jr., Esq. 
1iller, Cnssidy, Larroca ' Lewin 
1320 19th Street, ~ .w. 
~ashington, D. c. 20036 

Re: Richard M. Nixon v. Arthur F. Sampson, e1: al., 
C.A. No. 74-1518; and The Reporters Committee 
for Freedom of the Pres•, et al. v. Arthur F ~ 
Sampson, et al., C.A. No. 74-1533 

ar 1-"&r. Miller: 

Enclosed find a copy of a l~randum For The White House 
Staff dated October 24, 1974 with Judge Richey• s Supplemental 
Order and August 9, 1974 Memorandum For The White House Staff 
attached. We are advised that the enclosed Memorandum was 
distributed to the White Bouae Staff on October 24, 1974. 

CAH:bp 
Enclosure 

Yours truly, 

carla A. Hills 

cc: ltt. Laurence H. Silberman 
Deputy Attorney General 

Philip w. Buchen, Esq. / 
CounHl to the President 

) 
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