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

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States of America his copyrights in all of his unpublished writings in National Archives collections.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



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

CABINET ROOM

OVAL OFFICE

RONALD
NESSEN
Hall PRESIDENT’S
Asst. Sec. Hal | ROOSEVELT ROOM STUDY
Asst. F(Q:ICHARe
HENE
Cabinet Secretary
N
Er?{g‘nce ’ LOBBY
Foyer Sec.
L. Sec.
Receptionist
BRENT |— P
SCOWCROFT r
Sec. Hall ]
Hall - Sec. Asst.
Sec.
Sec.
HENRY A. ROBERT DONALD
KISSINGER HARTMANN RUMSFELD
Asst.

FIRST FLOOR PLAN—WEST WING



MAX
FRIEDERSDORF CAVANAUGH Sec. COLE
Asst. Asst.
Asst. Sec.
Utility Area g LEONARD
5
Qo
JOHN
MARSH Asst. Sec.
Sec.
Sec. Asst. AREEDA BUCHEN

SECOND FLOOR PLAN—WEST WING




COUNSELLOR HARTMANN

MISSION

' Provide the President with excellent material for his
important speeches and formal communications so that his
views are correctly and properly stated thereby enhancing
his ability to lead the Executive Branch, the Congress
and the public. Assist the President to maintain a close
relationship with the various Republican Party organizations
and to provide leadership to the Party.

FUNCTIONS
Write and/or edit major Presidential speeches.

“Bign off on all Presidential speech material and formal
statements, messages and proclamations. :

Oversee the substantive activities of the Editorial
Office.

Advise the President on issues, problems, solutions,
and decisions involving the Republican Party leaders an
organizations. -

Serve as the senior White House liaison officer with
the National and State Republican Parties and Organizations.

Oversee the activities of his Executive Assistant who
will provide day to day liaison with the Republican Party
leaders and organizations and will perform the staff work for
the President's use in his role as Party leader.

WORKING PHILOSOPHY



ORGANIZATION (See Tab A)

MANNING REQUIREMENTS (See Tab B for January 1 Manning Table)

Position

Commissioned officers
Other Professionals

Secretaries

Total -

August 1

1

1

January 1
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COUNSELLOR HARTMANN

MANNING TABLE

NAME TITLE

Robert Hartmann Counsellor to the President

Nita Messersmith Personal Secretary to the Counsellor
Jo Ann Wilson ‘ Personal Assistant to the Counsellor
Gale ’ Raiman | Secretary |
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THE WHITE HOUSE

WASHINGTON

December 9, 1974

ADMINISTRATIVELY CONFIDENTIAL

MEMORANDUM FOR THE PRESIDENT
FROM: Robert T. Hartmann

Subject: Reorganization of White House Editorial and Political Staff.

1. The reorganization of the Editorial staff is virtually completed
and is briefed in attachment "A" by Paul Theis. If Pat Buchanan

and Ray Price and their personal staffs' salaries are added to this
function (and my personal staff is equated with Dean Burch's) the
approximate reduction in personnel is 10 and in dollars $199,403.

2. There are only two top-level individuals from the previous Ad-
ministration remaining in the Editorial Operation: Aram Bakshian,
speechwriter with the title Deputy Special Assistant to the President
($27,500) and Roland Elliott,; head of the Correspondence Section

who holds a Presidential appointment as Special Assistant to the
President ($34,000). Bakshian, who is Bill Timmons' brother in law,
is the best of the old speechwriters (Atlantic City) and is coopera-
tive, not very costly, but somewhat set in the o0ld mold and more
leisurely in his work habits than our new crew. I don't feel that
his replacement is a matter of urgency but Paul and I may so recom-—
mend when we find someone better and with a fresh approach. Paul

and I also agree that Roland Elliott's performance is merely adequate
and that this key position should be filled by a person of demon-
strated Ford allegiance and sensitivity.

3. As we discussed, it is my recommendation, Theis and Jack Marsh
concurring, to replace Elliott with Frank Pagnotta, for whom we have
had difficulty finding a proper slot. He has handled the Correspond-
ence for the Vice President's Office very effectively and I credit
him with many "saves" in stopping letters which should not have gone
out over your signature. In my judgment, the assignment obtained
for him as Liaison with Former Presidents will not be a full-time
burden, as it is already being primarily performed by the Legal
Counsel., Jack and I believe Frank could do this "on the side"” as
well as heading the Correspondence Section and routine paperflow
within the Editorial operation and this would eliminate one whole
position and keep him busy in a job more suited to his abilities

and familiarity with your style.

Sy e
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4,2 The reorganization of the Political Liaison staff is less finalized
because I have had no opportunity to confer with Dean Burch and Jack
Calkins is not yet aboard. It is my intention, however, to have Theis
and Calkins as my two principals and equally-ranked assistants with
Calkins serving as my Deputy in my absence. Theis would continue to

be designated Executive Editor and Calkins Executive Assistant for
Political Liaison. Both absolutely, in view of his responsibilities

and high degree of devotion to duty already demonstrated, and rela-
tively with respect to other 2nd level assistants, I recommend that
Theis be given a Presidential Appointment and pay somewhere between

his present $36,000 and $38,000. While Calkins pay has not been firmly
agreed to, he wants $38,000 and I suggest that both be compensated at
$37,500, with commissions. Calkins has independent income while Theis
has been obliged by his White House job to give up outside work which
previously brought him about $4,000 per year, so he is taking a net
loss.

5. For the time being, Calkins has agreed to have Gwen Anderson as
his assistant providing he is permitted, eventually, to have a male
assistant in a salary range of about $25,000., I believe this would
provide useful continuity for me in the political part of my overall
assignment but that Calkins may eventually have to choose between Gwen
and a male assistant of about the same salary, or less. There should
be two secretaries provided for his operation, not counting my per-
sonal staff. This will increase personnel in this area by 4 at the
clerical level since two of my girls are still carried on the Vice
President's payroll.

6. I believe that I need a young administrative adide but have not
vet located exactly the right person, and would like to reserve this
slot on the future organization plan until I see how the delegation
of responsibility between Calkins and Theis actually works out. This
would leave a net reduction of 6 individuals and at least $115,000
per year from the Editorial and Political Liaison areas from the sta-
tistics of August 9, 1974,

7. With respect to office space, other than my own, the Editorial
section would remain wholly in EOB and the Calkins office, which is
much smaller, could go in the Ground floor area formerly occupied by
Mildred, as you proposed, or on the 2nd floor of the White House if
space 1is available there after present occupants vacate and shift
around. I would like him in the building if he is to act as my deputy.

Copies: Mr., Marsh
Mr. Rumsfeld
Mr. Theis



THE WHITE HOUSE
WASHINGTON

December 5, 1974

MEMORANDUM FOR: ROBERT T. HARTMANN
FROM: PAUL A, THEIS
SUBJECT: Editorial Staff

At present, there are 34 full-time staff members and one part-time
messenger in the editorial operation (which includes speech writing,
research, correspondence and presidential messages). Total annual
salary: $640,787. This does not take into account the two persons

on detail and one consultant (who will be leaving by the end of the

year) nor does it take into the account the possible addition of one more
speech writer (at approximately $30, 000 salary) to bring the staff up to
full strength. A current salary schedule is attached.

This compares with a staff of 37 at a total annual salary of $661, 434
as of August 9, 1974, when Mr. Ford became President. This was
also prior to the government-wide pay raise of 5.5 percent which went
into effect October 1, 1974,
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THE WHITE HOUSE

WASHINGTON ‘r)\ln/';lf

B -
T0: ob Hartmann

FROM: PAUL THEIS

For your files or whatever,..attached
is the Editorial staff organization
which is slightly revised from the
earlier one issued by Jerry Jones,

It Iists Milt as deputy executive
editor and Cgsserly as senior editor,
It also reflects a transfer of Jill
MacAuley to the PresidentbMessages
division under Eliska (which may or

may not work oup<=ye'll just have to
wait and see)./
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EDITORIAL OFFICE

COUNSELLOR TO THE PRESIDENT
Robert T. Hartmann

 EXECUTIVE EDITOR

Theis

~ Paul A,

DEPUTY ZDITOR |

M. Friedman
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T | | 1 ]
SPEECHWRITING | RESEARCH DIVISION " CORRESPONDENCE PRESIDENTIAL
DIVISION - DIVISION MESSAGES DIVISION

J. Casserly, Sr
. R, Orben ——
. A Bakshian
. K. Pullen
. Vacant _

. Vacant

Secretaries: o
. J. Morton '
. K. Wooten . =~
. J. Walker:

C. Ford

Vacant -

. Editor

A, Waldron, Director
. T. Rhodes
. S. Gregory
. L, Durfee
. M, Brown
M. Hartford, Sec.

L}
« P. Petrone ‘
» G. Popeo, Messen,

R. Elliott, Director
. A, Higgins
. P, Strunk
M., Herst((Bocek)

B. Bolvesky
J. Holmes -

M. Fenton

C. McConnon
J. Berg-Hansen
J, Hamburger
B. Nolan

P, Byrne -

M. Stevenson
E, Peruso

A, Yarjan

B. Hicks

Vacant
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R. Zeeman (volunj:eer} '

. J. McAulay

E, Hasek, D1rector

. S. Rock, Sec.
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FOR IMMEDIATZ RELEASE December 18, 1974

Office of the White House Press Secretary
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THE WHITE HOUSE

The White House staff organization announced in today's
briefing has been evolving since August 9. The working style
of this President is reflected in this arrangement. It im-
plements his concept of leadership and management of the Executive
Branch, and conforms to the way President Ford operates.

The President designed the organization with several
important objectives in mind:

1) To provide the Cabinet Officers, Agency Heads,

Members of Congress and Senior Staff members with access
to the President.

2) To 1limit the White House staff function to those
that must necessarily be performed within the White House.
The Cabinet and Agency heads will be relied upon to perform
all appropriate functions best performed by theilr organizations.

3) To achieve a clearly defined White House organization
in which staff responsibilities and nctions are specifically

assigned.

4) To assure high ethicai Sfﬁndards and behavior by his
staff. .

5) To see that the White House 1is an effective working
part of the total governmental process and not unduly separated.

To accomplish these objectives, the President today is
making several announcements concerning the organizational
structure and procedures for the White House staff and those
staff bodies in the Executive Office of the President:

First, there are four Cabinet rank advisors who will be
avallable to the President on the full range of policy 1issues.
Each will also have staff responsibilities.

Second, nine key staff officers will report directly to
the Presldent. They are:

;ﬁf An Assistant to the President for Management and Budget,
- and Director of OMB;

An Assistant to the President for Economic Affailrs, and
Executive Director of the Economic Policy Board,
L. William §eidman,

~ s
An Assistaht to the President for Domh v Ko Affairs, and
Executlve Director of the Domestic Council

R

B

more

BE




2

An Assistant to the President dealing with national
security affairs, Henry A. Kissinger;

An Assistant to the President heading the White House
Operations Office and with responsibility for coordina-
tion of White House staff operations, Donald Rumsfeld;

A Counsellor to the President principally responsible for
congressional relations and public liaison, John O. Marsh, Jr.;

The Press Secretary to the President, Ronald H. Nessen;

A Counsellor to the President principally responsible for
the Editorial Office and political affairs, Robert T.
Hartmann; and

The legal Counsel to the President, Philip W. Buchen.

Third, other staff members will, of course, also work
directly with the President.

These officers include the Assistant to the President for
Legislative Affairs, Max L. Friedersdorf; the Assistant to the
President for Public Liaison, William J. Baroody, Jr.; as well
as the Special Assistant to the President for Minority Affairs,
the Special Assistant to the President for Human Resources,
the Special Assistant to the President for Hispanic Affairs,
the Special Assistant to the President for Consumer Affairs,
and the Special Assistant to the President for Women's Affairs
among others.

Fourth, key staff members will have a deputy authorized to
act for him. It is hoped that this will allow the work at the
White House to go forward even though one or more senior
officlals may be away from their office. Thus, no one individual
will be "indispensable® and this approach should help to
alleviate the excessively long hours which can prevent White
House staff members from leading reasonably balanced lives.

Fifth, titles of the White House staff positions have been
adjusted so that they will more clearly identify the function
performed by that position.

Sixth, the size of the White House Office 1s being reduced
by approximately ten percent.

Seventh, support services to the White House staff will be
reduced as appropriate to reflect the staff size and
responsibilities.

Eighth, the President's schedule 1s belng arranged to
provide broad access to him by Cabinet members, agency heads,
members of the House and Senate and the public on matters in
which he 1s personally involved.

Ninth, the number of Presidential commissions 1issued will
be 1limited to staff members heading key offices or key functions.

These arrangements have been decided upon with the aim of
facilitating an orderly Presidential decision making process
while assuring the President of multiple sources of information.
Of course, the White House organization will continue to evolve.

###F#
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Office of the White House Press Secretary
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THE WHITE HOUSE

FACT SHEET

COMMISSIONED WHITE HOUSE STAFF

(Excludes Commissioned Officers whose resignations have

been announced)

Philip W. Buchen

Robert T. Hartmann
Henry A. Kissinger
John O. Marsh, Jr.

Donald Rumsfeld

P LT T

Ronald H. Nessen

L. Willlam Seidman

William J. Baroody

Max L. Friedersdorf

Phillip E. Areeda
Richard Cheney

Jack Hushen

Brent Scowcroft

William Casselman
Robert Goldwiln

Jerry Warren

Counsel to the President
Counsellor to the President
Assistant to the President
Counsellor to the President
Assistant to the President

Asslistant to the President
for Management and Budget

Press Secretary to the President

Asslistant to the Presldent
for Economlic Affalrs

Asslstant to the President
for Domestic Affailrs

Asslstant to the President
for Public Lilaison

Assistant to the President
for Leglslatlve Affalrs

Counsel to the President
Deputy Assistant to the President

Deputy Press Secretary
to the President

Deputy Assistant to the President
for National Security Affairs

Counsel to the President

Special Consultant to the President

Deputy Press Secretary
to the President

Deputy Assistant to the President
for Leglislative Affairs (Senate)

Deputy Asslistant to the President
for Legislative Affairs (House)

more



Fernando DeBaca

Jerry Jones

Virginla Knauer

Richard Lawson
Kenneth Lazarus

Patricia Lindh

Theodore Marrs

Paul Miltich

Stanley S. Scott

Paul Thels
Willllam Walker

2

Speclal Assistant to the President
for Hispanlc Affalrs

Staff Secretary

Speclal Asslistant to the President
for Consumer Affalrs

Military Assistant to the Presldent
Assoclate Counsel to the Presldent

Speclal Assistant to the President
for Womenis Affalrs

Speclal Assistant to the President
for Human Resources

Assistant Press Secretary
to the President

Speclal Assistant to the President
for Minority Affairs

Executlve Editor

Director, Presidentlal
Personnel Offlce

Cabinet Secretary

# ¥ # #
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THE WHITE HOUSE

FACT SHEET

PRINCIPAL FUNCTIONS OF MAJOR OFFICES
SHOWil ON ORGANIZATION CHART

CAEINET RANK ADVISERS

Consult with the President on the full range
of policy issues as requested.
. . Participate in Cabinet meetings.

CFFICE OF MANAGEMENT AND BUDGET*
ECONOMIC POLICY BOARD*

DOMESTIC COUNCIL*

NATIONAL SECURITY COUNCIL*
WHITE rOUSE OPERATIONS OFFICE

Ferforms the staff functions directly sunrorting
the President's day-to-day activities

OFFICE OF TRE CABINET SECRETARY

Serve as Secretary to the Cabinet

Assist the President in schedule planning
llake advance preparations for Presidential
travel

OFFICE OF TiiE STAFF SECRETARY

Assist in ensuring a smooth flow of
copriinated information and decision

papers to the President

A3sgistg in communicating Presidential decisions
and requests to the staFf

Act as administrative officer of the VWhite
House Cffice

CFFICE OF WHITE HCUSE VISITORS

Supervise arrangements for group and
putlic tours of the White llouse

PRESIDENTIAL PERSONNEL OFFICE

Provide staff assistance to the President

as requested in the exercise of his e
authority to nominate and appoint rﬂrSOﬂnrl
to Federal office

HILITARY ASSISTANT TO THE PRESIDEWT

Provide operatiounel surport to the
President in uis role as Tomrander in Chief

*See United States Goveruu:ent :lanuval (1974-75) and
governing statutes and Lxecutive Crders.

Lore
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OFFICE OF COUNSELLOR TO THE PRESIDENT JCEN O. MARSE, JR.

Assist the President in his relations with
Congress and oversee the Congressional
Relations Office

Assist the President in his relations with
non-governmental individuals

iMonitor preparations for the Bicentennial
for the President

OFFICE OF CONGRESSIONAL RELATIOHS

Assist the President in maintaining clear
twvo-way conmunications with the Congress

OFFICE CF PUBLIC LIAISON

Assist the President to maintain contacts
with non-governmental organizations

CFFICE OF THE PRESS SECRETARY

Assist the President in presentation of his
views to the national and foreign press and
through them to the public.

OFFICE OF COUNSELLOR TO THE PRESIDENT RCBERT T. HARTMAMNN
Assist the President in his preparation of
materials for speeches and formal cormunications
Oversee the Editorial Office for the President
Advise the President on political matters

EDITORIAL OFFICE

Assist the President in preparation of
his speeches and formal communications

OFFICE OF TiE COUNSECL

Provide legal counsel to the President on
matters involving the conduct of his office

# # # #



TELEPHONE DIRECTORY

This directory includes a list of selected personnel in
the Executive Office of the President and their office
telephone numbers. Individuals or offices not listed
may be reached through the White House switchboard =--
telephone number 456-~1414.

December 18, 1974

Note: Corrections, additions, or deletions should be
made by telephoning Dr. David C. Hoopes, 456-2943,
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WHITE HOUSE OFFICE SERVICES

Administrative Officer
Chief Executive Clerk
Curator's Office
Doctor's Office

East Wing Lobby

Executive Office Building Manager
and GSA Representative

Executive Protective Service

Presidential Documents,
Weekly Compilations

Press Office

Press Release Office

Receptionist's Desk, West Lobby

Secret Service, Special Agent in Charge
Social Office

Usher's Office, Residence

Visitor's Office

456-6417
456-2594
456-2550
456-2182

456-2867

456-2348

395-2020

456-2121
456-2100
456~2692
456-2605
456-2534
456-2510
456-2650

456-2200



SELECTED OFFICES WITHIN THE
EXECUTIVE OFFICE OF THE PRESIDENT

Office of Management and Budget

ASH, Roy L. Director of OMB and Assistant

to the President for Manage-

ment and Budget 456~6500
O'NEILL, Paul Deputy Director 395-4840
———— Associate Director for Natural

Resources, Energy & Science 395-6180
OGILVIE, Donald Associate Director for National

Security & International

Affairs 395-3864
————— Associate Director for Human

& Community Development 395-4742
SCOTT, Walter Associate Director for Economics

and General Government 395-4844
————— Asgsociate Director for Manage-

ment and Organization 395-4747
McOMBER, Dale Assistant Director for

Budget Review 395-4630
ROMMEL, Wilfred Assistant Director for

Legislative Reference 395-4864
PRESTON, Edward Assistant Director for

Executive Development

& Labor Relations 395-4704
----- General Counsel 395-4550
BONATATI, Robert Assistant to the Director for

Congressional Relations 395~3381
BALDWIN, Velma Assistant to the Director for

Administration 395-4790
LAITIN, Joseph Assistant to the Director for

Public Affairs ' 395-4854
JOHNSON, Edward Assistant to the Director for

Federal Drug Management 395-3574
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Economic Policy Board

SEIDMAN, L. William

EBERLE,

William

Executive Director and
Assistant to the President
for Economic Affairs

Deputy Director for
International Economic
Affairs

Deputy Director for Domestic
Economic Policy

Staff Coordinator for Domestic
Economic Policy

456-2335

456-2694



Domestic Council

COLE, Kenneth R., Jr.
CAVANAUGH, James H.
RAOUL-DUVAL, Michael
HULLIN, Tod R.
SHEPARD,,Geoffrey
FALK, James

HENDRIKS, Warren, Jr.
ROSS, Norman, Jr.
SCHLEEDE, Glenn

NEEDHAM, Pamela
SEMERAD, Roger
BUCKLES, Andre

MAY, F. Lynn

Executive Director & Assistant
to the President for
Domestic Affairs

Deputy Director

Associate Director for
Natural Resources

Associate Director for
Community Development

Associate Director for
General Government

Associate Director for Inter-
governmental Relations

Deputy to the Director
Assistant Director
Assistant Director

Staff Assistant to the -
Deputy Director

Staff Assistant to the
Deputy Director

Staff Assistant
(Community Development)

Staff Assistant
(General Government)

456-6515

456-2861.
456-6560
456-2384
456~2562

456-6250
456-6570
456-6554

456-6556
456-6776
456~-2743
456-6233

456-6437



National Security Council

KISSINGER, Henry

SCOWCROFT, Lt. General

Brent

FAZIO, James
DAVIS, Jeanne ‘

KENNEDY, Richard
HORMATS, Robert D.
LODAL, Jan

HORAN, Harocld

‘CLIFT, Dennis

OAKLEY, Robert B.
ELLIOTT, David D.

LOW, Stephen

SMYSER, Richard
SOLOMON, Richard

JANKA, Leslie A.

Assistant to the President
Deputy Assistant to the
President for National
Security Affairs
Director, Situation Room
Staff Secretary

Director for National Security
Planning

Director for International
Economic Affairs

Director, Office of
Program Analysis

Area Director - Africa and
UN Affairs

Area Director - Europe
\

Area Director - Near East
& South Asia

Staff Director - Scientific
Affairs

Area Director - Latin America

Area Director - East Asia
& Pacific

Area Director - Peoples
Republic of China

Press Liaison Officer

456-2235

456-2235
456-2291
395-3440

395-4996
395-3393
395-4985

395-5022
395-5607

395-3330

395-6965

- 395-5004

395-3345

395-3505
456-2255



White House Operations

RUMSFELD, Donald H. Assistant to the President 456-6797
CHENEY, Richard B. Deputy Assistant to the
President 456-2147

Office of the Cabinet Secretary

————— Cabinet Secretary

RUSTAND, Warren S. Director, Scheduling Office 456-6754
'NICHOLSON, William Deputy Director,

Scheduling Office 456-2638
CAVANEY, Byron M., Jr. Director, Advance Office 456-2535
O'DONNELL, Terrence Aide to the President 456-2168

Office of the Staff Secretary

JONES, Jerry H. Staff Secretary 456-2206

HOOPES, David C. Deputy Staff Secretary 456-2943
FARRELL, Michael dJ. Director, Visitor's Office 456-2322



Presidential Personnel Office

WALKER, William N.
WOODS, M. Alan

SPLANE, Beverly

Director
Deputy Director

Associate Director
(Recruitment)

Associate Director
(Human Resources)

Associate Director
(Natural Resources)

Associate Director
(National Security)

Associate Director
(Economic Affairs)

Assistant Director
(Administration)

Assistant Director
(Boards and Commissions)

456-2996
456-2794

456-2785

456-2343

456-2804

456-2950
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Counsellor to the President (Marsh)

MARSH, John 0., Jr. Counsellor to the President 456-6585

----- Executive Assistant to the
Counsellor

----- Director, Office for Liaison
with Former Presidents

Office of Congressional Relations

FRIEDERSDORF, Max L. Assistant to the President

for Legislative Affairs 456-2591
KOROLOGOS, Tom C. Deputy Assistant to the

President for Legislative

Affairs (Senate) 456-2711
----- Deputy Assistant to the

President for Legislative
Affairs (House)

O'DONNELL, Patrick Special Assistant for Legislative
Affairs (Senate) 456~-2757

AINSWORTH, Gene Special Assistant for Legislative
Affairs (House) 456-2140

LOEN, Vernon C. Special Assistant for Legislative
Affairs (House) 456~2717

----- Staff Assistant to
Mr. Friedersdorf



Office of Public Liaison

BAROODY, William J., Jr.

WEBSTER, Donald

MARRS, Theodore C.

SCOTT, Stanley S.

LINDH, Patricia

DeBACA, Fernando E. C.

KNAUER, Virginia H.

POWELL, Pamela

VICKERMAN, John
)

EVES, Jeffrey

VALLIS, Wayne

KEESLING, Karen

Assistant to the President

for Public Liaison

Deputy Director, Office
of Public Liaison

Special Assistant to the
President for Human
Resources

Special Assistant to the
President for Minority
Affairs

Special Assistant to the
President for Women's
Affairs

Special Assistant to the
President for Hispanic
Affairs '

Special Assistant to the
President for Consumer
Affairs

Director for Youth Affairs

Director for Business and
Trade Associations

Director for White House
Conferences

Director for Planning
and Research

Director for Women's
Programs
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456-6413

456-6246

456-2735

456-2587

456-2715

456-2701

456-2645

4566767

456-6441

456-6454

456-2133

456-2663



Office of the Press Secretary

NESSEN, Ronald H.

HUSHEN, John W.
WARREN, Gerald L.
MILTICH, Paul A.
CARLSON, John
SAVAGE, Ed

DeCAIR, Thomas P.
SPEAKES, Larry
ROBERTS, John

THOMPSON, Louis
KENNERLY, David H.

KELLEY, Robert
WARDEN, Phil
ROSENBERGER, Efic
SMITH, Thym
COLLINS, Helen

O'NEILL, Elizabeth

Press Secretary to the President 456-210¢(

Deputy Press Secretary to the

President

Deputy Press Secretary to the

President

Assistant Press Secretary to

the President

Assistant Press Secretary

(Domestic)

Assistant Press Secretary

(Foreign)

Assistant Press Secretary
Assistant Press Secretary
Assistant Press Secretary

Assistant Press’Secretary’

(Administration)

Personal Photographer to the

President
Staff Assistant

News Summary Editor

Staff Assistént (Advance)

Staff Assistant

Staff Assistant

456-210C
456-6623
456-2906
456-2517

456-6594
456-2100
456-210¢C

456-2100
456-210C

456-2531
456-2876
456-2739
456-281¢6
456-210¢C

456-652¢C

Staff Assistant (Correspondence) 456-2890
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Counsellor to the President (Hartmann)

HARTMANN,

ANDERSON,

Editorial Office

Robert T.

Gwen

THEIS, Paul A.

FRIEDMAN, Milton A.

ELLIOTT, Roland L.

WALDRON, Agnes

HASEK, Eliska

Office of the Counsel

BUCHEN, Philip W.

AREEDA, Phillip E.

CASSELMAN, William E.

LAZARUS, Kenneth A.

CHAPMAN, Dudley

I1

Counsellor to the President

Executive Assistant to
Counsellor Hartmann

Deputy Assistant to
Counsellor Hartmann

Executive Editor
Deputy Executive Editor

Senior Editor

' Director of Correspondence

Director of Research

Director, Office of
Presidential Messages

Counsel to the President
Counsel to the President
Counsel to the President

Associate Counsel to
the President

Associate Counsel

456-2299

456-6024

456-6573
456-2810

456-2276

456-6507

456-~-2108

456~-2632
456-6611
456-2293

456-6297
456-6725



Other White House Offices

Office of the First Lady

HOWE, Nancy Personal Secretary to the

First Lady
LAMMERDING, Nancy Social Secretary

WEIDENFELD, Sheila Press Secretary to the

First Lady

PORTER, Susan Appointments Secretary

Office of the Military Assistant

LAWSON, Major
General Richard

Military Assistant to
the President

GULLEY, William Executive Assistant to
the Military Assistant

BLAKE, Lt. Col.

Robert Air Force Aide

BARRETT, Major

Robert Army Aide:
TODD, Lt. Commander
Stephen Naval Aide

SARDO' Lt. COl’.

America Marine Corps Aide

Office of the President

LEONARD, Mildred Personal Assistant to

the President

DOWNTON, Dorothy Personal Secretary to

the President
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456-2207

456-2927

456-2164

456-2850

456~-2150
456-2150
456~2150
456-2150
456-2150

456-2150

456-6210

456-2573



Office of the Vice President

Executive Office Building Office
Capitol Office

Senate Office
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OTHER COMMISSIONS AND COUNCILS

Advisory Commission on Inter-governmental Relations

ANDERSON, Wayne Executive Director

Citizen's Action Committee to Fight Inflation

BLOCK, Edward Executive Director

Council of Economic Advisors

GREENSPAN, Alan Chairman
FELLNER, William Member
SEEVERS, Gary Member

Council on Environmental Quality

PETERSON, Russell Chairman
BUSTERUD, John Member
WiLLARD, Beatrice Member

Council on International Economic Policy

EBERLE, William D. Executive Director and Special
Representative for Trade
Negotiations

DUNN, John M. Deputy Executive Director
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382-4951

456-6466

395-5042
395-5036
395-5046

382-5949
382-1415
382-1415

456-2694
456-6435



Council on Wage and Price Stability

REES, Albert Director

BLUM, James Deputy Director

President's Foreign Intelligence Advisory Board

ANDERSON, Admiral Chairman
George W., Jr.

BYERS, Wheaton Executive Secretary

Presidential Clemency Board

GOODELL, Charles Chairman

HORN, Robert Executive Director

Special Action Office for Drug Abuse Prevention

DuPONT, Robert Director

Special Representative for Trade Negotiations

EBERLE, William D. Executive Director and Special
Representative for Trade
Negotiations

MALMGREN, Harold Deputy Special Representative

for Trade Negotiations
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456-2306
456-~6566

456-2215

456-2533

456-2135
456-2954

456-6620

456-2694

395-3206
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PUBLIC INFORMATION OFFICES IN SELECTED
EXECUTIVE DEPARTMENTS AND AGENCIES

Agriculture

Commerce

Defense

HEW

HUD

Interior

Justice

Labor

Transportation

Treasury .

State Department

ACTION

Agency for International
Development

Bicentennial Commission

Cabinet Committee on
Opportunities for the
Spanish Speaking

Civil Service Commission

Consumer Affairs

Council on Environmental
Quality

Environmental
Protection Agency

Federal Aviation Agency

Federal Energy
Administration

General Services
Administration

NASA

National Endowment for
the Arts

Office of Economic
Opportunity

Office of Management

. and Budget
USIA
Veterans Administration

447-5247;

967-3263
697-9312
245-1850
755-6688
343-6416
739-2028
961-2024
426-4570
964-5252
632~9606
254-8388

632-8628
254-8007

382-6601
632-4588
245-6975
382~-6173

755-0700
426-3883

961-6172;

343-7221
755-3828

382-6064-
254-5840
3954854

632-4963;

389-2443
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447-6311

or 51

or 76

961~-6171; 961-6003

632-4958



- SENIOR STAFF

THE WHITE HOUSE

WASHINGTON

"January 22, 1976[r

MEMORANDUM TO THE SENIOR STAFF

FROM: ROBERT T. HARTMANN

This memorandum is to 1nform you of changes approved by
the President in the staff under my superv151on.--

HARTMANN - MEMOS TO & FROM

1. Douglas Smith will serve as ny Actlng Executlve’Assistancu .

and Deputy in the West Wing in the place of Jack Calkins,

who has resigned in wview of his nomlnation ‘as Republlcan_ﬁi%fd,fd

candidate for- Congress in New York.

2. Robert Orben has been app01nted Special Assistant to the'
'Pre31dent and Edltor of . the Speech Communlcatlons office.‘

3. Milton Fr1edman, the President's senior speechwrlter,l R

will continue as Deputy Editor of that office. 1In addltlon;
he will serve as my spec1a1 assistant. R

4., Gwen Anderson will contlnue as my Deputy. Assistant‘andrw'
will have administrative responsibility for ‘the Research
- and Presidential Message offlces.

5. Roland Elliott will conmtinue to have respon31b111ty forfff;fis"“

the Correspondence sectlon.ry

In order to'achieve greater ‘coordination, all requests and o
interoffice memoranda should be addressed to me at ny West -
Wing office and will be forwarded to the appropriate office
for action. One exception to this will be urgent communica=-
tions regarding Presidential speeches which may be directed ’
to Mr. Orben in the EOB with an information copy to me,

cc: Mr. Cheney
" Dr., Connor
Mr. Nessen
All staff members concerned



'HARTMANN - MEMOS TO & FROM
| SENIOR STAFF

THE WHITE HOUSE

WASHINGTON

' January 22;'19761}

MEMORANDUM TO THE SENIOR STAFF

FROM: ROBERT T, HARTMANN

This memorandum is to 1nform you of changes approved by
the President in the staff under my Supervision,T\;;,

1. Douglas Smlth will serve as ny Actlng Executlve Assistant S
and Deputy in the ‘West Wing in the place of Jack Calklns,s' s
who has resigned in view of his nomination as Republlcan'
candidate for- Congress in New York. e ,5“- f?{f'f'i.r}

2. Robert Orben has been app01nted Special A581stant to the
'Pre51dent and Edltor of . the Speech Communicatlons office._tv

-_3. Milton Frledman, ‘the Pre51dent s senior speechwrlter,"_ o i
will continue as Deputy Editor of that office.,_In_addltlon, T
he will serve as my spec1a1 assistant. S e L
4, Gwen Anderson w1ll continue as my Deputy. Assistant and |
will have administrative responsibility for the Research ‘

" and Pre31dentlal Message offices, - :

, 5. Roland Elllott will contlnue to have respon31b111ty for e
" the Correspondence sectlon.-'_ : : 3

SL o

In order to achieve greeter codrdlnatlon, all requests and
interoffice memoranda should be addressed to me at my West .

Wing office and will be forwarded to the appropriate offlce

for action. One exception to this will be urgent communica- ‘
tions regarding Presidential speeches which may be directed .;_ii T
to Mr. Orben in the EOB with an information copy to me. o SR

cc: Mr. Cheney
' Dr. Connorx
Mr. Nessen

All staff members concerned




OFFICE PROCEDURES

Murphy, Jack - NSC

February 3, 1976

MEMORANDUM TO13 JACK MURPHY, NSC
FROM: DOUG SMITH, MR, HARTMANN'S OFFICE

SUBJECY!: Proposed Revision to NSC Staff
Frocedure...

It is suggested that subpsvragraphs "d" and "e™ be revised
as followsi

d. All memoranda to the Secretary and the President
must have the statement! "Counsellor Hartmann has
cleared the text of the prepossd letter (message/
statement) ,”™ enly 1f Counsesller Hartmann has pex-
sonally cleared the letter. If someone im Coumseller
Hartmann'e office has cleared the letter, the state-
ment should read: " of Counsellor Hartmann's
office has sleared the text of the preoposed letter
(nessage/statement).” Mr., Orben, Mr, Smith and Mr.
Priedman are authorized to clear ian My, Hartmana's
absence. The simple statement, "Counsellor Hartmanan
coneurs™ is unacceptable.

e. The above doss not apply to Presidential messages
going to domestie (ethnic) organisations and groups.
Raquests for sueh messages ordinarily come into
Gwen Anderson's office and are routad to Stats for
s draft message, The draft meesage is thean sent
to the NSC Ssecretariat who forwarde them to the
sppropriate NSC Staffer for review. After an ex-
paditious review the NSC Staffer should prepare a
Davis to Anderson memo forwarding the draft nmessage
for Presidential signature. These draft messages
need pot be cleared with Counsellor Hartmann or his
office, Mrs. Anderson will determine whether or
not a Hartnmann elearance is neceesary.

DJS:nm




- N Al :
1  NATIONAL SECURITY COUNCIL

Jan 28, 1976

MEMORANDUM FOR:  ROBERT ORBEN

o

FROM

SUBJECT: Proposed Revision to
NSC Staff Procedure...

We are redoing our staff procedure on
clearances. Please look this over, &
especially the attachment which came

via Mr. Hartmann's office. You may

have made/or are making changes we should
be aware of before issuing new staff
instructions. :

Return to me in Room 385. Thanks.

oK. @;o .




 NSC/SP-12D
August 1, 1975

STAFEF PROCEDURE

Clearance Procedures for
Letters, Messages, Statements
Submitted for Presidential Signature

Material submitted for the President's signature must be }:'lsg.a.zg_e ‘by T
the President's editorial staff prior to submission to StaryK T.
The following procedures apply:

a. Please note the attached White House memorandum on requests
for editorial office material. The form provided should be used
to the maximum extent possible. Talking points for private
meetings should not be cleared with the editorial staff. The
following categories should be submitted for clearance:

Speeches

Toasts

Public remarks
Letters

Proclamations
Messages to Congress

b. However, in lieu of the above, 2 double-spaced draft will be
submitted by the drafter, covered by a brief chit giving the
drafter's name and telephone number. This chit should indi-~
cate whether a telephone clearance is required. Copies of .
the original or other backup correspondence need not be pro-
vided unless they are considered essential. This package need
not go through #k oourrent-ContTo=Uaik-ef the Secretariat unless
for some reason the entire file is referred.

c. The cleared draft will be returned to the drafter with the clear-
ance indicated unless telephone clearance has been requested.

#~ &
Y, /g d. All memoranda thy and the Pregident must have
(a' 2 ’_) the statement: ''Palil-Theis has cleared the/text of the proposed

letter (message/statement), ' only if rs has personally
cleared the letter. If someone in Fheis' office has cleared the
letter, the statement should read: "B €is' office has cleared
the text of the proposed letter (megfage/statement). " The simple
statement, ! - 7e1s concursYis unacceptable,

| o Connn 5 _off <
Ctir Bt Yo, W?Z&Mymmiﬁy
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e. The above does not apply to Presidential ssages going to

~  domestic (ethnic) organizations and groupé. Requests for
such messages ordinarily come into 5 's office
and are routed to State for a draft message. The draft mes-
sage is then sent to the NSC Secretariat who forwards the
to the appropriate NSC Staffer for review. After an expéditous
review the NSC Staffer should prepare a Davis to emo

forwarding the draft message for Presidential signature. These

draft messages d not be cleared with s or his .
. k will determine whether o1 not MWW

office.
is necg¢ssary.
Qevs A l

clearan
Yws A

Attachment




" Thanks.

THE WHITE HOUSE

WASHINGTON

March 20, 1975

MEMORANDUM TO: Lt. GENERAL SC OWCROFT

: FRO\'I- . - - ROBERT T. H.ARTM_ANN :
SUBJECT: Requests for Editorial Ouf1ce

. Material

The attackel form is designed to expedite requests by staff
members for material to be used by the Pre51dent in either
spoken or written form. )

If the President is scheduled for remarks or needs talking points.

.or other material for an event in which you are involved, please
‘complete this form and get it into the hands of Paul Theis in"

Room 115 OEOB as far in advance of the date of Presidential usage

" as possible.

Please feel free to Xerox additional copies of this form so you will
have a supply on hand to use as the need arises. Or call extension
6573 and we'll send you over a supply to use. ‘

Attachment




REQUEST FOR EHITORIAL OFFICE ACTION

/@/”ﬁ' 72@/3@?\)

~ TO:

FROM:

- ACTION R  EQT JESTED:;

) Speech () Brief remarks = ( ) Talking points
1 Article () Séript ( ) Toast ]

Message () Other

Event or publ. -: f.ibn for which Presidential material is requestea

N -

- Date, time and place of use

Time /word length of re,questedA material

Sug.ge sted theme

Basic research/speéch material furnished with this requestA (please attach)

Persons to contact for additional information

Additional commments




February 17, 1976

MEMORANDUM TO: ROBERT T. HARTMARN

FROM: DOUGLAS J, SMITH

This is to report and summarize may efforts to get answvers
to the matters addressed by your memorandum of February 5,
1976,

On February 5, copiles of your memo were delivered to Mr.
Cheney and Dr, Connor. Dr., Conmmer read it in my presence -
and immediately commentad that he could not agree to the
requested salary inersasse for Gwen. He felt that the
$10,000 increase was too large. I responded that I was
merely delivering Mr. Hartmann's memo and that 1 was not
authorized to bargainm on the matter. However, I pointed
out that the increased respousibility and comparable salary
levels would certainly justify the increase. After some
more discussion, Dr. Connor said, "I'll tell you what, I'l1l
go $33,500" (which amount would raise her $103,00 above the
salary of Agnes Waldron, whom Gwen is supervisiag).

1 expressed some concern that this would amount to mere
tokenism, when in fact the thrust of Mr, Hartmann's memo
was to point out that Gwen's responsibilities, sxperience
and ability justified the salary level requested., After
some more good-natured banter, Dr. Connor asked what else

I had, I mentioned two other personnel regquests, one for

a8 position change for Gail Raiman and the other a pay grade
iancrease for Elizabeth Nolsn which had been requested by
Roland Elliott and approved by Mr. Hartmann,

The next day I saw Dr. Connor regarding an unrelated per-
sonnel matter. Apparently assuming that I was inquiring
further on the promotion for Gwen, he said "$33,500 and not

a penny more,” adding later, "I can wrap it up for $33,500
and we von't have to go any higher up."™ I said I would pass
the information on to Mr. Hartmann. While we were on the
subject, I asked about the various other matters raised in
Mr. Hartmann's request. Dr. Connor said that all of the
persons involved had adequate titles, that "they" were trying



to refrain from issuimg further titles such as "Special
Assistant to the President™, and that the actual number of
Presidential Commissions outstanding was bdeing reduced rather
than increased., I pointed out that your memo did not re-
quest s specific title but merely one that was mutually con-
sidered "appropriate.”

On Yebruary 9, Dr. EHEoopeas mentioned to me that he had been
asked by Dr, Comnor to implement the decision on Gail Raiman
but stated thaet the title of Staff Assistant as requested
wae imapprepriate decause only persoms of GS-12/13 level or
higher were assigned that title, I said I was not awvare of
that and, in: fact, Miss Raimen was being givenm a vacant
"Staff Assistant” position (dut not the full pay) of a staff
member (Miss Hosmer) who resigned. I explained then that
the purpose of the request was to bstter reflect a change

in functiom and status rather than an attempt to obtain a .
pay raise. However, he suggested that some other title might
be more appropriate. Two or three other posaible titles were
suggested as possibilicies, and I told him to proecess it and
I would talk to Mr, Hartmann.

On February 11, a series of short memos were received from
Dr., Hoopes® office indicating that for varioms techniecal
reasons regarding Civil Service regulations the step in grade
increase rsquested for Gail could not be effected.

On February 11 I talked again with Dr. Conmor. I indicated
that in view of the obviocus problems of contiauing a manasge-
ment situation where the two psreons supervised had higher
salaries than did Cwen, Mr. Hartmana would like teo get that
point settled and thus would accept the minimum pay increase
which bhe had suggested. I further mentioned that as to the
other matters dealt with in My, Hartmamn's memo, ve could
defer counsideration of those for now., He responded that he
would "brimg 1t up.”™ I said we would like to have an answer
soon since another pay period had gome by.

Attempts to discuss the matter further with Dr. Connor were
unavailiang until Febrwary 16 at 5145 p.m. when I called him
out of Mr, Cheney's office and asked him about Gwen's pay
raise. He said, with sad face, that the answer was "no."”

I asked him "what did he mean no?" He said he would explain
later after the meeting, which he said should be 15 or 20
misutes. I indicated that I would wait, which I did for
2«1/2 hours.

(MORE)
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At 8:15 p.m. I met Dr. Counor in his office. After exchanging
brief pleasantries, 1 asked him about Gwen's raise. He said
the raise for her was not approved, I expressed dismay in-
asmuch as he had agreed readily to the lesser figure. I asked
him what eould be the reason for his change of mind. He said
"Hio reason was given bdut I'm told that it had been disapproved
at the highest leval.” I reiterated it was very bad poliecy

to have a supervisor paid less then those supervised. He dias-
agreed with that propositionm and asked whether that vas ths
right job for Gwean. I indficated that was Mr. Hartmann's
business and he evidently felt that it was. I ssked why the
query. He mentioned that he thought there was some friection
fover there." 1 said do you mean between Eliska and Gwen

snd betwesn Agnes aand Gwen? He said "Well, those are the

tvo she supervises.” 1 iandicated that such an eventuslity
would not be a surprise since one purpose of the reorganiszation
was to improve thes services for which Eliska and Agnes had
previcusly been responsible. I suggested the problem might

be with them rather than with Gwen, to which he replied “Well
then, you should have gotten rid of thes before this.” 1 ended
this counversation by saying that I balieve Mr. Hartmann had
confidence in Gwen's ability. I then changed the subject to
the request for Gail's change in status. He expressed sur~
prise that there had been any problem, indicating that he had
approved that on February 5. I told him thet Dr. Hoopes had
found some difficulties with the title and other technical
problems with the change. He expressed surprise at that,
stating that there would bs no probleam im straightening the
matter out,

I then asked him about the pay raise for Elisabeth Nolam ia
the Correspondence Unit. He said he was not aware of any
prodlea, and said that 1f I had heard nothing from his office
then the pay raise had baen approved,

I twice asked him if he would respoad to Mr, Hartmana's written

nenmo in writing. He avoided a direect veply and suggested I
relay the decision to you as it had been relayed to me.

DJS:nm



February 17, 1976

MEMORANDUM TO:2 ROBERT T, HARTMANWN

FROM: DOUGLAS J. SMITH

This is to report and summarise mny efforts to get ansvers

to the matters addressed by your memorandum of February 5,
1976.

On Pebruwary 5, copies of your memo were delivered to Mr.
Cheney and Dr, Coemnor. Dr. Commor read it inm my presence
and immediately conmented that he could not agree to the
requested salary incresse for Gwen, He felt that the
$10,000 increase was too large, I responded that I was
merely delivering Mz, Hartmann's memo and that I was not
eauthorized to bargain on the matter, However, I pointed
out that the increased reesponsibility and comparable salary
levels would certainly justify the increase. After some
more diecussion, Dr. Comnor said, "I'11 tell you what, 1I'11
go §33,500" (vhich amount would raise her $103 aBeve the
highest salary of the personnel Gwen is supervising).

I axpressed some concern that this would amount to mers
tokenisn, when in fact the thrust of your memo was to point
out that Gwen's responsibilities, experience amnd ability .
Justified the salary level requested. After some more good-
natured banter the discussion endad.

The next day I talked to him regarding an unrelatad per-
sonnel matter, Apparently assumiag that I was inquiriag
further on the promotiom for Gwen, he said "$33,500 and

not a penny more,” adding later, "I can wrap it up for |
$33,500 and we won't have to go any higher up.” 1 said

I would pase the information on to you. While we were on
the subject, I asked about the various other matters raised
ia your memorandum., Dr. Coannor said that all of the per~
sons involvaed had adequats titles, that they wvere trying

to refrain from issuing further titles such as "Special
Assistant to the President™, and that the actual number

of Presidential Commissions ocutstanding was being reduced
rather than increased. I pointed out that your memo did
not request & specific title but merely one that was mutwally
considered "appropriate.”

_
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On Pebruary 11, I talked ageain with Dr., Commor, I indicated
that in view of the obvious problams of continuing a manage~
ment situation where the two persons supervised had higher
salaries than did Gwan, you would like to get that point
settled and thersfore would accept the pay inerease which

he had suggested, I further mentioned that as to the other
matters dealt with in Mr. Hartmann’s memo ecusideratios of
those could be deferred for now. He responded that he would
"pring 1t up." I said we would like to have an ansver soon,
since another pay period had gone by.

Attenpts to discuss the matter further with Dr, Comnor vere
unavailing until February 16 at 5:45 p.m. when I called him
out of Mr, Cheney's office and asked him about Gwen's pay
raise., He said, with sad face, that the answer was “nmo."

I asked him "what did he mean no?!™ He said he would explainm
later after the nmeeting, which he said should be 15 or 20
minutes, I iandicated that I would wait, whieh 1 did altheugh
the meeting lasted until after 8 p.m,

At 8115 pem. I met Jim 4in his office, After exchanging brief
pleassantries, I asked him about Gwen's raise. He said the
raise for her was not approved., I expressed dismay inasmuch
as he had himself suggested the figure, I asked him what
could be the reason for hie change of mind, He said "no
reason was given but I'm told that it had been disapproved
at the highest level." I reiterated it was very bad peliey
to have s supervisor paid less than thoss supervised. He
disagreed with that proposition and asked whether that was
the right job for Cwen, I indicatead that you had carefully
considered the matter and svidently felt that it was, I
asked why the ancry. He mentioned that he thought thars was
some friction "over there."” I asked whether he meant frigctiom
batween Eliska and Gwen and/or between Agnss and Cwen? His
reply was "Wall, those are the two she supervises.” Without
exploring the factual truth of his assertion I indicated
that such en eventuality would not dbe a surprise since one
purpose of the rsorganisstion was to improve the services
for which Bliska and Agnes had previocusly bean responsible,
I also suggssted that if there was such a problem it might
be with them rather than with Gwen, to which he replied
®Well, then you should have gotten rid of them defore this.”
I ended this conversation by saying that I believed you had
full confidence in Gwen's abilicy.

I then asked him 1f he would respoad to Mr, Hartmanma's
written memo in writing. He avoided a direct reply and




suggested 1 rvelay the decision to you as it had been relayed
to mes, I took this to mean orally, but theught it would be
helpful to put down a running asccount of the slightly myetify~
ing train of events.

DJS:nm
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MEMORANDUM FOR ROBERT T. HARTMANN | ' y? /,./"j

FROM: GWEN ANDERSONW’

SUBJECT: INFORMATION RETRIEVAL

Looking ahead, I think there's a lot we can do to beef up our
research/information retrieval operation here at the White House.
As you know, the Republican National Committee has an
information retrieval system. Basically, the system permits

the filing of information on microfilm with a machine-readable
code that can make the data immediately and accurately retrie-
vable (either for viewing on a big screen or for print-out
purposes on paper).

At the moment, the RNC has about two million items on film,
mostly concerned with the opposition. There is a backlog of

one million items that are currently being processed and will be
on film within the next two or three months. Once the Committee
has completed this, it expects that its turn-around time on
clipping, xeroxing, coding, filming and development will be one
week or less.

For the most part, the material presently put into the information

retrieval system is from newspapers (the Committee subscribes to

80 newspapers, including at least one from each of the 48 mainland
States), magazines, the Congressional Record, press releases

and transcripts of such TV interview programs as Meet the Press.
But other information can be added, of course.

At the moment, the RNC has two copies of the microfilm made up --
one for day-to-day use and one as a safety copy that is stored in

a bank vault. The RNC is willing to arrange for a third copy for
our use of already filmed material and material yet to be filmed.

All we need to become involved is the equipment.

ADMINISTRATIVELY CONFIDENTIAL
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The following is the itemized cost of the equipment:

N = fa— [ —
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Miracode II Microfilmer
Column Extension Kit, Model 2
Miracode II Encoder

Extension Shelf

TOTAL:
P. P. $891.00 per year

Miracode II Retrieval Terminal
(with printer adapter)
Miracode Mod 18 Controller
Miracode II Response Monitor
21 - 28X Lens Kit

Recordak Microstar Zoom Kit
Printer, Model ERG

Print Platen

Retrieval Station Console
Retrieval Station Shelves (side)
(at 61.10 each)

Retrieval Station Shelf-Front with

clear insert
Access File Console
Access File Base & top

Access File Modules, Type 16-60

(at 35.70 each)
TOTAL:
P. P. $1,342.60 per year

Prostar /w Double Speed Kit
VRU Rack

Thermostatic Mixing Valve
Cabinet Sink

Cabinet Stand

Processed Film Inspection Kit

TOTAL:

GRAND TOTAL:

ADMINISTRATIVELY CONFIDENTIAL

$12,079. 00
479.40
4,982.00

_108.10

$17,648.50

7,379.00
11,891.00
700. 30
117.50
258.50
1,377.10
- 126.90
244, 40

122. 20
61.10

98.70
49. 80

214,20

$40, 289. 20

5,155.°90
159. 80
296. 10
639. 20
239.70

258. 50

$ 6,749.20

$49,272.00
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The film and film magazine costs between $6.00 and $7.00.
There is approximately 100 feet of film on the film magazine,
and each magazine carries roughly 1,500 - 2,000 frames.

CN CLUSION: At this time, with things rather hectic around
the White House, I feel that it is not feasible to make the
transition to Micracode II. To adopt such a system would
require an orchestrated educational process of our research
staff and volunteers on coding and the use of the equipment.
Such a process would take time as well as create confusion.

Thus, I feel that we should consider Miracode II or a

similar system around the first of the year (January, 1977)
because now it would be too disruptive and not enough time to
make it an effective system between now and the election.
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MEMORANDUM FOR THE PRESIDENT ONLY

From: Robert T. Hartmann

Subject: Reorganization of staff under my supervision.

is almost complete ®xcept for some inexp /ggble

Ve encountered over

s I apologize for !

ve deliberately Feﬁ

S have reluctantly
uded that thedii}(’ successfully with

r assistance an‘ d¥rection, and féﬁi you should be aware of &1l

T—
he factors involved a

-2 -

In my judgment few things are more important to your success as Pres-
ident and as a candidate for a full four-year mandate than the words
you speak and your success in communicating your convictions and pur-
poses to the American people., I have made this my priority concern
from the moment you were nominated to be Vice President and I will

give it my best ability and utmost effort as long as you want me to x

—and—J=have—the—SSalth to {Mrtinuwe

Last November 3, in fact the morning after you made major changes in

your "team'", I told you I had been inspired by your decisive example

to undertake a reorganization of thatbportion of the White House staff
assigned to my supervision, with which we had both become increasingly
unsatisfied, I outlined the general changes I deemed necessary to produce
higher quality drafts of speeches and Presidential papers during the crit-
ical upcoming year, within the severe constraints of a personnel cutback

that was putting increasing pressure on me personally,

From a Nixon Administration total of over 60, I had cut personnel back to
an overall total of 50 allocated by Don Rumsfeld at the start of 1975, and
50 was where we stood at midyear when you directed a further cut to 41. We

reached that figure by November, though only by keeping 5 people on detail
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or per diem status. It was apparent to me that we could not carry

the increased workload of an election year within a ceiling of 41
unless, as you suggested, we depend to some extent on detailees and,

in addition, I changed the staff structure to divide the workload

more equitably and a3so made personnel changes to eliminate the drones,
replacing them with new and eager recruits, We discussed some areas of

weakness and you directed me to go ahead.

On your return from Paris November 18, I showed you a rough chart
(Chart "A", attached) which I had worked out to provide a single chain
of responsibility instead of the two-headed deputy system of Calkins
and Theis, I told you of my selection of Doug Smith for the AA position
under Calkins as a single Deputy, my intention of putting Gwen Anderson
in charge of Research and Written Messages, which had little policy
supervision previously but functioned as independent little fiefdoms,
and of making Bob Orben, as soon as a place could be found for Paul
Theis, the editor of the spoken word working much more closely with me
on future speeches. We would also gradually replace allrthgnwriters éﬁd/of
ed¢tors except Milt Friedman and Pat Butler with new writefs on a tg;ouf
basis. You agreed with this course and told me to diseuss it with Dick
Cheney which I promptly did, keeping him and 5%; Connor faldy advised of
details as they developed. They appeared to be thoroughly in accord and

completely cooperative, which was most encouraging to me,

Doug Smith came gver from the Pentagon on Nov, 26 in a detail status,
pending his security clearance. During the Thanksgiving weekend and

our China trip, I told him to make an outsider's unbiased survey of all

the people and functions in my shop, ostensibly for familiarization, but

in fact to give me his independent recommendations on what needed to be
done before acquiring mine or any other in-house prejudices. His conclusions
were very similar to our suspicions, but he did discover the immense volume
of written stuff upon which Theis had imposed only cursory editorial or
policy judgment, as a result of which much was poorly written and some-
times potentially embarassing., He felt this area needed strengthening,

but that speechwriting had to be our first priority. I set up a
screening committee of Smith, Orben and Friedman to slect and interview

new writers for my final approval, I worked with Jim Connor to find
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places for Theis, Casserly and the others who were leaving. I advised
the department heads of the new organization (Chart "A") to take effect
after Christmas, with Calkins shown as my single Yeputy Theis still
as speech editor. Everything seemed to be working out fine, and I turned
my attention to the State of the Union and resting up for it,

When you returned from Vail and I got back from the Virgin Islands
on January 6, we discussed the progress of reorganization in the light of
Jack Calkins probab;‘?}eslgnat1on to run for Co ess, Primarily concen-
trating on the State of the Unlon,EK:Lhecided/bnly that Doug Smith would
function as my Acting Depiaty until Jack made up his mind and that Bob
Orben, as soon as he returned from hisl -;don holiday which—had-&ang;peen~
planned. would take over the speech office from Paul Thels at the same pay
and status; Iiii!iﬁiill I so advisé%?gﬁéney and Connor and!i~“fush1ng off
to Williamsburg, made the mistake of jissuing my order!gzﬁ:ng?“
people not to discuss the reorganization with anybody until it was final-
ized. There ensued a great spate of leak stories about a big purge of the
speechwriter§>éii>the downgrading of Hartmann, €§§b coinciding withgd the

Rog Morton appointment which, as you know, I heartily welcomed.,

= In an attempt to clarify things, the day after the State of the
\M/Un1on ordeal was over I you have Ron Nessen/announce Bob
Orben's new assignment, which had become generally known by the staff
at a farewell party I gave in the Mess for Calkins and Theis on Jan, 16,
I also prepared a memo to the Senior Staff (Jan, 22 memo, attached) which,
with your advance approval, was distribute;migzzf;ay. During the rest of
January Milt Friedman sought, and got, a new titlejyam# Kaye Pullen, Jack
Casserly and Bob Roussek left, more or less happily, to other jobs, David
Boorstin reported Feb, 1 and Bill Selover on Feb, 5 on two-month trial
periods in the speech office, and we were able to keep up with the some-

what light speech schedule of that period.,

Up to this point the cooperation of Dick Cheney and Connor had
been complete and even enthusiastic, as I fired some old friends and ad-
vanced others, I had purposely left the personnel details to Doug Smith,

: ) oA Yo j;&:‘
who worked with Jim Connor, to concentrate on)speeches also
because he got along well with everybody and I wanted to avoid any temper-
amental tests of strength that would spoil the cordial relations I thought
\

LQQQMvCheney and I had mutually embarked upon. But when I turned my attention
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from the speech shop to the mtimr neglected areas of research and messages,
the atmosphere abruptly changed. My memorandum of Feb, 5 to Cheney and Con-
or (Copy attached, with revised organization Chart "B") relating to inequities
in the positions of Gwen Anderson and Roland Elliott, has never been @
®T—even acknowlddged except orally by Connor to Smith, as related in Smith's
memo to me of Feb, 17 (Copy attached.)

In addition, noyf action was taken M on other personnel
papers submitted to H early in February, and no satisfactory explanation

could be obtained from him in a discussion I had in my office (with Doug

Smith present) on March l, in an effort to break the impasse. In the meantime,
Gy g s

) | people under my supervision were encouraged to be

insubordinate and somebody went so far as to instruct the security guards to

refuse admission to the EOB to persons we had told to report for work and g

assumed onnogwg}%roved. This was repeated almost daily and resulted in

such embarassment that I hwme suspended further commitments to applicants

ve FOASUSANET Y rer B dad b .
I will not burden you with Mtw

serve as examples.

1 - Bob Orben's promised pay increase has not yet appeared on his
paycheck. He blames me for this and told Doug that if it wasn't there next
time he wouldn't grotest -=[ just -l-eamr:x.

2, When Sgsan Hosmer resigned at the end of January to pumsue her

career in photograph Me(she was physically exhausted after
working%wsince you became Vice Presidept) I gave Gail

Raiman her more prestigious title as Siaff Assistanty,"t no increase

in pay except to compensate w’for the overtime she would noj¥ longer be
eligible to earn,’ Gail is tremendously dedicated and has grown rapidly in
responsibility, % fully merits promotion from secretary status, But the
sectetariat has thrown up numerous technicalities to prevent this, and
%\ Connor twice agree to put it through, nothing has happened yet,

3. Highly recommended by Bob Michel, as I mentioned to m

Editor of the Galesburg, Il1l, daily paper, was offered a 90-day tridl as
!editor and rewriter of documents and messages., He quit his job and came

down in a hurry at our request, for a per diem equivalent of $229000 a year,

only to be turned away at the EOB entrance because Connorjis stiil sitting

on his papers. ﬂd‘.‘ nsaigro LnArtesloed
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I have already taken far too much of your time with
this for which I again apologize. You may recall that when
we first discussed this reorganization last November I asked

o~

for very explicit assurance of your backiﬁg vefore I started
so that I could go all the way withwthe rulesiz

eing changed

on me in the middle of the game., I believe that is what is

now being tried, and while I appreciate Dick Cheney's dilemma

it comes a little late to mmwkxkm solve it solely at my expense.
What this ald boils down to is whether I can continue to

ualit people

upgrade the 533833121 and prodmet of/the area ass1gngd to me in

my own way, subject to your overall direction ang>zhf§xed quota,

and excercise the nemessary discipline in my area by rewarding

those who perform well and getting rid of the drones, without khmx

being obstructed or overruled by those who disagree with my re-

organization gxam decisions, I am.appealing, therefore, for your

genera restructlng\as shown on the master chart andths
reaffirmation of the/ T number of 41 under which I have proceded

in good faith thus far, ERAXFEHXXFRPEXEXIIXEE

~ I believe it is also urgent that Doug Smith be brought on

board without further delay, with the same status and salary as
I understood you to agree
Jack Calkins as wmxxxrEe® in January. This is required to give

him the authority as a regular Deputy on the White House staff

‘ on my behalf the functions that are m
to administer EMYXEEEXINNXXAXBAXBEL responsibility and free me for

concentration on the things I do best in the coming campaign/ year,
Your guidance is respectfully requested for the early
resolution of the impasse on Gwen Anderson's pay,¥&X

set forth in detail in my memo to Dick Cheney and Jim Connor and
Althou.h Connor apoeared to

Doug Smith's gsubsequent memo to me,
first agree to compromise this and then to flatly reject it, Dick

Bheney assured me the question is still open and I told him the
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original compromise was still accepftable, I have been very
gratified by Gwen's performance in her new responsibility and
the quality of work from that part of my staff has greatly im-

proved, but morsle cannot be maintained much longer unless it is

made clear that my ¥¥EE¥E direct] 8yed through Gwen are to be carried

outs

Finally, I need your clear authority to hire and fire and
ma&e ersonnel adjustments withih my total quota in the future,
if my reorganization B results are not to stop with the speech
department., Mz/reques s of this kind have »imsmmpe been processed almost
automatically in the past, even by Haig and certajnly by Don Rumsgaid.

I am hopeful that Dick Cheney and T continue to work smoothly
I L3 -
together, as I haye told yous < Sl have no wish to build an

emplre of my own /but only to run my shop in my own way VFEEGRED

/i%kb ett 2
serveé your interests.
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Mareh 16, 1976

MEMORANDUM TO THE PRESIDENRT
FROMs ROBERT T. HARTMANN

SUBJECT: REORGANIZATION OF STAFY UNDER MY SUPERVISION,

I had hoped, bafore leaving for Califoraia to have the
first phase (Spaech 0ffice) of my reorganisatien completed sand
the second phase (Written Messages and Research) well aloang so
that administrative details could be bandled by my Deputy, Doug
Smith, during my absence. I had also hoped to acecomplish all
of this reorgasization, under the general guldance aand autherity
you had given me, without botharimg you further with specifiec
parsonnel shifts, pay adjustments, and such detail, Cextainly
I have avoided taking your time during this iateanse sarly Primary
period with my personnel prodlems.

Dick Cheney has just come to me, however, with the astonish~

ing propesal that decause the politiecsl functions of my office,
formerly handled by Jack Calkins, Gwen Aunderson, Susan Hosmer,
aud one or two secretaries have been taksan over by Rog Mortomn,
5 personnel posttions would have to be taken away from my total
ceiling of 41 leaving me enly 36,

S8inece I had just achieved a reduction to 41, the figure
fixed last Hovembar when we first discusssd this reorganization
and reconfirmed by you im January when Rog Morton's asddition to
the White EHouse staff was already well underway, 1 teld Dick that
I did not bdelieve it possible to carry out my responsibilicies
with any fewer than 41, and indesd had been considering requesting
one or two more people in ovder to provide gquarterly %rest and
rehabilitation™ periods for the speschwriters to prevent creative
comubat fatiguae,

He countered that the political functioas formerly performed by
Calkins, et al were mow Rog Morton's, and that ha already had a
staff of 7 and these numbers would have to be taken away from
other staff departments, adding that I would have to make =y case
to the President Aif I 30 desired, I said that I had beaen trying
to avoid burdening the President with this, indeed trying to leave
the details to Doug Smith and Jim Connor, and hoped the matter
could be resolved by reasonable discussion and compromise at the
staff level., He said he thought the Fresident would have teo make
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the decision because he was under pressure from all areas of

the staff and faced a danger of runaing short of money by

June 30th, (The reorganizatien I have made so far will save

an eatimated $100,000 plus anmnually in the payrell, which

should help some.) After some more conversation, which was
civil but brought us nc nearer to agresment, I said I would
plead mny case with the President and supply him (Cheney) with
the geaneral outline of my staff setup as it now stands, although
I thought he had been kept fully abreast of developments by

Jim Comnor through Doug Smith,

I am snclosing a diagram showing the 41 people presently
working under my supervision and the changes effected since
last November. I will supply a copy of this memorandum and
chart to Dick Chensy and to Doug Smith who will be ia charge
in my absence.

First, allow me to recapitulate howv this reorganiszation
began and relate some of the progress and problems which I have
encountered, I apologisze for the length of this paper but I
believe it invelves fundamental questions of crucial importance
not merely to my ability to serve you well but primarily te
your own future.




In my judgment few thiangs are more important to
your success as President and as a candidate for a full
four~-year mandate than the werds you speak and your succees
in communicating your convictions and purposed to the
American people. 1 have made this my prierity concern
from the moment you were nominated to be Vice President
and I will give it my best ability and utmost effort as
long as you want me to.

Last November 3, in fact the mornimg after you
made major changes in your "team”, I told you I had been
imspired by your decisive example to undertake a reorgan-
ization of that portion of the White House staff assigned
to my supervision, with wvhich we had both become increasingly
unsatisfied. I outlined the general changes I deenmed
necessary to produce higher quality drafts of speechas and
Presidential papersdduring the eritical upcoming year,
within the severe constraints of a personnel cutback that
was putting increasing pressure on me personally.

From a Nizon Administration total of over 60, I
had cut personnel back to an overall total of 50 allecated
by Don Rumséfield at the start of 1975, and 50 was where
we stood at midyear when you directed a further cut te 41l.
We reached that figure by November, though only by keeping
5 people on deteil or on per diem statua. It was apparent
to me that we could not carry the increased workload of an
elettion year within a ceiling of 41 unkess, as you suggested,
we depend to some extmnt on detailees and, in addition, I
changed the staff structure to divide the workload more
equitably and also made personnel changes to elimimaeethhe
drones, replacing tham with new and eager recruits. We'
discussed some avreas of weakness and you directed me to go
ahead.

On your return from Paris November 18, I showed you
a rough chart (Chart "A" attached) which I had worked out
to provide a single chain of responsibility instead of the
two-headed deputy system of Calkins and Theis. I told you
of my selection of Doug 8Smith for the AA position under
Calkins as a single Deputy, my intention of putting Gwen
Anderson in charge of Research and Written Messages, which
had little policy supearvision previcusly but functioned as
independent little fiefdoms, and of making Bob Orben, as soon
as & place could be found for Paul Theis, the editor of the
spoken work wokking much more closely with me on future
speeches. We would also gradually replace all the wiiters
and/or editors except Milt Friedman and Pat Butler with new




writers on a tryout basis. You agreed with this course and
told me to discuss it with Dick Cheney which I promptay did,
keeping him and/or Jim Connor advised of details as they
developed. They appreared to be thoroughly in accord and
completealy cooperative, which was most encouragiédg to me.

DoughSfiith came over from the Penaagon on November 26
in a detail statue, pending his security clearance. During
the Thenksgiving weekend and our China trip, I told him to
make an outsider's unbiased survey of all the people and
functions in my shop, ostensibly for familiarization, but
in fact te give me his indepsndent recommendations on what
needed to be done before acquiring mine or any other in-house
prejudices. His conslusions were very sdmilar to our sus-—
picions, but he did discover the immense volume of written
stuff upon which Theis had imposed emly cursory editorial
or poliey judgment, as a result of whieh much was poorly
written and sometimes potentially embarmassddpg He felt this
area neaddd strengthening, but we agreed that speechwriting
had to be cur first priority. I set up a screening committes
of Smith, Orben and Friedman to select and interview new
writers for my final approval. I worked with Jim Connom to
find places for Theis, Casserly and the otherswhbowusuelbawidygs -
I advised the department heads of the new organizatiom (Chart
"A") to take effect after Christmas, with Calkins shown as my
single Deputy but Thels still listed as speech editor. Every-
thing seemed to be working out fine, and I turned my attentien
to the State of the Union and resting up for {it.

When you returned from Vail and I got back from the
Virgin Islands on Januvary 6, we discussed the progress of
reorganization in the 1ight of Jack Calkins probable resig-
nation to run for Congress. Primarily concentrating om the
State of the Union, you decided at that meeting okly that
Doug Smith would function as my Acting Deputy until Jack nmade
up hie mind and that Bob Orben, as soon as he reéturnsed from
his longwplannad London holiday, would take over the speech
office from Paul Theis at the same pay and status as Thelis.
I 8o advised Dick Cheney and Connor and in rushing off to
Williamsburg, made the mistake of issuing my unfortunate
Jaguary 6 memo (copy attached) ordering my people not to
discuss the reorganization with anybody until it was finalized.
There ensusd a great spate of leak stories about a big purge
of the speechwriters, the downgrading of Hartmann, coinciding
with the Rog Morton appointment which, as you knmow, I heartily
walcomed.
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In an attenpt to clarify things, the day after the
State of the Union ordeal was over, I urged that you have
Ron Nessen promptly announce Bob Orben's new assignment,
which had become generally known by the staff at a fawewell
party I gave in the Mess for Calkins and Theis on Jaauary
16, I also prepared & memo to the Senior Staff (January 22
memo, attached) which, with your advance approval, was
distributed the next day. During the rest of January Milt
Friedman sought, and got, a new title. Kaye Pullen, Jack
Casserly and Bob Rousek left, more or less happily, to
other jobs. David Boorstin reported February 1 amd Bill
Selovar on February 5 on twommonth trial periods in the
apeech office, and we were Bble to keep up with the somewhat
l1ight speech schedule of that period,

Up to this point cooperation of Dick Cheney and Comner
had been complete and even enthusiastic, as I fired some old
friends and advanced others, I had pupposely left the
perseonnel deteils to Doug Smith, whe worked with Jim Connor,
not only to congentrate on your speeches but also because
he got along well with everybody and I wanted to aveid any
tempermental tests of strength that would spoil the cordial
relations I thought Dick Chmney and I had mutually embarked
upon. But when I turned my attention from the speech shop
to the neglected arees of research and messages, the atmos=~
phbuze abmuptly chaunged. My memorsndudk of February 5 to
Chaney and Connor (copy attached, with revised organization
Chart “B3") relating to inequities in the positions of Gwen
Anderson and Roland Elliott, has never been acknowledged
except orally by Connor to Smith, as related in Smith's memo
#0 ma of February 17 (copy attached).

In addition, no action was taken on other personnel
papers submitted to Jim Connor early im February, and no
satisfactory explanation could be obtained from him in a
discussion I had in my office (with Doug Smith present) on
Mareh 11 in an effort to beeak the impasse. In the meantime,
I am told that people under my supervision were encouragedteo
be insuborfinate and somabody went so far ae to instruct the
sescurity guards to refuse admission to the EOB persons we had
told to report for work and asgumed Connor had routinely
approved. This was repeated almost daily and resulted in
such ambarasement that 1 suspended further commitments to
applicants we are considering.

I will not burdentyou with all my dad ssdedes, but
three will serve as examples.



1. Bob Orben's promised pay increase has not vet
appesred on his paycheck. He plames me for this and told
Doug that 1f it wasn't there next time he wouldn't protest --
he would just quit.

2. When Susan Hosmer resigned at the edd of January
to pursue her career in photography (she was physically ex~
hassted after working beyond her strength ever since you
became Vice President) I pave Gail Raiman her most prestig-
ioua title of Staff Assistant. Gail got no increase in jay
except to cmmpensate her for the overtime she would no longer
be eligible to earm: Gail 1s tremendously dedicated and has
grown rapidly in responsibilicty. She fully merits promotion
from secretary status. But the secretsriat has thrown up
numnbssus technicalities to prevent this, and while Connor has
twice agreed to put it ghrough, nothing has happened yet.

3. Highly recommended by Bob Michel, as I mentiemned
to you, Mike dohnson, Editor of the Galeshurg, Illinkds daily
newspaper, was offered a 90-day trial as editor and rewriter
of documents and messages. He quit his job and came down
in a hurry at our request, for apper diem equivalent of
$22,000 a year, only to be turned away at the EOB entrance
because Connor apparently is still sitting on his papers.
This remains unresolved.

I have already taken far too much of your time with
this for which I again applogize. You may recall that whhn
we firat discussed this reorganization last November, I
asked for very explicit assurance of your bakkhgg before I
started so that I could go all the way withothethelwalbeihging
changed on me in the middle of the game. I believe that is
vhat is now being tried, and while I appreciate Dick Cheney's
dilemma it comes a littlelldteetgogsifue QtlD!Q!’YIthlyllﬂﬂl!"'

Whet this all boils down to 1s whether I can cotitinme
to upgrade the quality and product of people im the area
assigned to me in my own way, subject to your overall direction
and within 2 fixed quota, and exercise the nemessary discip-
line in my area by rewvarding those who perform well and
getting rid of the drones, without being obstructed or over~
ruled by those who disagree wthh my reorganization decisions.
I am appealing, therfore, for your reaffirmation of the
general restructing as shown on the master hhart and the total
number of 41 udder which I have proceaded in good faith thus
far.



I believe it i3 also urgenttthat Dcocug Smith be
brought on board without further delay, with the same status
and salary as Jack Calkins as I understood you to agree
in January. This is required to give him the suthority
a8 a regular Deputy on the White House staff to administer
on ny behalf the functions that are my responsibility and
free me for concentrating om the things I do best in the
coming year.

Your guidance is respectfully requested for the
early resodutuion of the impasse on Gwen Anderson's pay,
set forth in detail in my memo to Bick Cheney and Jim Connor
and Doug Smith's subsequent memo to me. Although Déako€
appeared to first agree to compromise this and then to
flatly reject it, Dick Chenay assured me the question is
8till open add 1 told him the original compromise was
atill acceptable. I have been very gratified by Gwen's
performance in her new wmesponsibliity and the quality of
work from that part of my staff has greatly improved, but
morale cannot be maintained much longer unless it is made
clear that my directions as relayed through Gwen are to be
carried out.

Finally, I need your clear authority to hireaand fire
and make other personnel adjustments withinm my total guota
in the future, if my reorganization results are not to stop
with the speach department. My routine requasts of this
kind have been processed almost automatically in the past,
sven by Haig and certainly by Don Rumefeld. I am hopeful
that Dick Cheney and I will continue to work smoothly
together, as I have told you. I have no wish to build an
empire of my own or intrude in others but only to run my
shop dn my own way to better sarve your intaearests.
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By

March 16, 1976

MEMORANDUM TO0 THE PRESIDENT
FROM3 ROBERT T. BARTMANN

SUBJECT REORGANIZATION OF STAYY UNDER MY SUPERVISION,

I had hoped, dafore isaving for Califeraia to have the
firvet phasa (Spesch 0ffice) of my reorganisation completed and
the seecond phase (Vritten Messages and Researsh) well alomg se
thet adaiasistragive details could bde handled by my Deputy, Doug
Snith, during my adbsence. I had also heoped to ageemplish all
of this reovgenization, under the generel guidanees asnd authoerity
you had given me, witheut botheviag you further with specific
personnel shifts, pay adjustunents, and such detail, Certainly
I have avoided taking your time durimg this intenss early Frimary
period with my persennel problans.

Diek Chsney has just come teo me, howaver, with thes estonish-
ing preposal that bdesavse the political funcetiows of my offiee,
formerly handled by Jack Calkias, Gwen Andersou, Susan Heawmer,
and one or two seacretaries have been taken over by Rog Mortonm,

S persesael pesttioans would have to bs taken away from my total
asiling of 41 lsaviag me emly 36.

8ince I had just achieved a reduction teo 41, the figure
fizned last November whan we firvet discussed this resergsnisation
and resonfirmed Dy you inm January wheu Rog Merton's addictien teo
the White Kouse staff was alveady well underwvay, 1 told Diek that
I did not baliave it possidble te carry out my responsidilities
with any fewver than 41, and indeed had been conesidering vrequestiag
one oY two more peaeple inm ordar te preovide quarterly "rest and
rehadbilitation™ pericds for the speschvritare to prevasnt creative
conbat fatigwe.

He counterxed that the politisal funetiens formerly performed by
Calkins, et &l were now Rog Norton's, and that he already had s
staff of 7 and thase numbers weuld have to be taken away from
other staff deparvtments, addiag thet I would have to maks my cass
te the President £if I so desired. I said that I had been trying
to avoid burdeniag the Presideat with this, indeed tryisg to lsave
the details to Doug Smith and Jim Conner, and hepsd the matter
eould bs resolved by reasonable discussion and compremise at the
staff level, He said he thought the President would have to make
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the decision because he was under pressure from all areas of

the staff and faced a danger of runnimg short of monay by

June 30th, (The reorganization I have made so far will save

an estimated $100,000 plus annually in the payrell, which

should help some.) After some more conversation, which was
civil but brought us no nearer to agreement, I said I would
Plead my case with the President and supply him (Cheney) with
the general outline of my staff setup as it now stands, slthough
I thought he had bean kapt fully abzraast of developmants by

Jim Commor through Deoug Smith,

I am enclesing a diagram showing the 41 peseple presently
workiag under my supervision and the changes effected since
last November., I will supply a ecopy of this memorandum and
cehart to Dieck Cheney end to Doug Smith who will be in charge
in my absence.

Pirst, allow me to recapitulate how this reergamization
began and relate some of the progress and problems which I have
encoustered. I apologise for the length of this paper but I
believe it involves fundamental questions of crucial importance
not merely to my ability to serve you wall but primarily to
youx own future.
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In uy judgment few things are more important to
your success as President and as a candidate for a full
four~year mandate than the werds you speak and your success
in communicating your comvictions and purposed to the
American psople. I have made this mny prierity eoncernm
from the moment you were nominated to be Vice President
and I will give it my best ability and utmost effort as
ieng as you want me to.

Last November 3, in fact the moruning after you
made major changes im your "team”, I told yeu I had been
imspired by your decisive exsmple to undertake a reorgan-
ization of that portion of the White House staff asaigned
to my supervisien, with which we had both become increasimgly
unsatisfied. I cutlined the general changes I deemed
necessary to produce higher quality draftes of spesaeches and
Presidential papersdduring the critical upeoming year,
within the severe constraints of a persomnsl cutback that
was putting incressing pressure on me personally.

From a Nixon Administration total of over 60, 1
had cut persomnel back to an overall total of 50 allecated
by Doen Rumsfeld at the start of 1975, and 50 was where
we stood at midyear whem you direscted a further cut to 41.
We reached that figure by Rovember, though only by keeping
5 people on detail or on per diem status. It was apparesat
te me that we eould not carry the increased workload of an
elettion year within a ceiling of 41 unkess, as you suggested,
we depend to some extant on detailees and, in addition, I
changed the staff structure to divide the workload more
equitably and also made personnel changes to esliminseetdhe
dromnes, replacing them with nev and eager recruits. Ve
discussed some areas of weakness and you dirgcted me to go
ahead.

On your return from Paris Kovember 18, I showed you
a rough chart (Chart "A" attached) which I had worked out
to provide a single chain of responsibility instead of the
twvo~headed deputy system of Calkins and Theis. I told you
of mny selection of Doug Smith for the AA pesition under
Calkins as a single Deputy, my intention of puttimg Cwen
Anderson in charge of Research and Written Messages, which
had little peolicy supervision previously but funmetioned as
independent little fiefdoms, and of making Bob Orben, as soon
as a place could be found for Paul Theis, the editor of the
spoken work wokking much more closely with me on future
speeches. We would also gradually replace all the wiiters
and/or editors except Milt Friedman and Pat Butler with new




writers on a tryout basis. You agreed with this course and
told me to discuss it with Dick Cheney which I promptdy did,
keeping him and/or Jim Comnor advised of details as they
developed. They apprearsd to be thoroughly in aceord and
completely coeoparative, vhich was most encouragiig to me.

DoughSfiith cams over from the Penadagon on Nevember 26
in a detaill stitus, pending his security clearance. During
the Thanksgiving weskend and our China trip, I told him to
make an outsider's unbiesed survey of all the people and
funetions in my shop, ostensibly for familiarization, but
in fact to give me his independent recommendations on wvhat
needed to be done before acquiring minme or amy other in-house
prejudices. His conslusions were very sdmilar to our sus-
picions, but he did discover the immense volume of writtea
stuff upon wvhich Theis had impesed only cursory editorial
or policy judgment, as a result of which much was poorly
written and sonetimes petentially embarmasddigg Fe felt this
area nseddd strengthening, but we agreed that speechwriting
had to be our first priority. I set up a seresning committes
of Smith, Orben and FPriedman to select and interview new
writers for my final approval. I worked with Jim Conmnem to
find places for Theis, Casserly and the otherswhbowesseldawdigs-
I advised the departmeant heads of the new organizatien (Chart
"A") to take effect after Christmas, with Calkins shown as my
single Deputy but Theis still listed as speech editor. Every-
thing seemed to be workimg out fine, and I turned my attention
to the State of the Uniom and resting up for it.

WVhen you returned from Vail and I got back from the
Virgin Islands on January 6, we discussed the progress of
reorganizsation in the 1ight of Jack Calkins probdbable resig-
nation to run for Congress. Primarily conecentrating on the
State of the Union, you decided at that meeting odly that
Doug Smith weuld function as my Acting Deputy until Jack made
up his mind and that Bob Orben, as soon as he reéturned from
his lomg=planned London holiday, would take over the spesech
office from Paul Theis at the same pay and status as Theis.
I so advised Dick Chemey and Connor and in rushing off to
VWillismsburg, made the mistake of issuing my unfortunate
Jaguary 6 memo (copy attached) orderimg my people not to
discuss the reorganiszation with anybody until it was finalised.
There ensumd a great spate of leak stories about a big purge
of the speechwriters, the downgrading of Hartmana, ceineiding
with the Rog Morton appointment which, as you know, I heartily
welcomed.




In an attempt to clarify things, the day after the
State of the Union ordeal was over, I urged that you have
Ren Nessen promptly announce Bob Orben's new assigament,
which had become generally known by the staff at a faeewell
party I gave in the Mess for Calkins and Theis on Jassary
16. I also prepared a memo to the Seanior Staff (January 22
meme, attached) which, with your sdvance approval, was
distributed the next day. During the rest of January Milt
Friedman sought, and got, a2 new title. Kaye Pullen, Jack
Casaerly and Bob Rousek left, more or less happily, teo
other jobs. David Boorstin reported February 1 and Bill
Selever on February 5 on two=month trial perieds in the
spesch office, and we were Bble to keep up with the somewhat
light speech schedule of that period.

Up to this peint ceoperation of Dick Cheney and Conmer
had been complete and even enthusiastic, as I fired some old
friends and advanced others. I had pupposely left the
personnel details to Doug Smith, who worked with Jim Conmor,
not only to cencentrate on your speeches but also because
he got along well with everybody and I wanted to avoid any
tempermental tests of strength that would spoil the ecordial
relations I thought Dick Chmney and I had mutually embarked
upoen. But when I turned my attention frem the speech shop
to the neglected areas of research and messages, the atmoe-
phhuee abuuptly changed. My memorandulh of Tebruary 5 to
Chaney and Connor (eopy attached, with revised organmization
Chart "B") relating to inequities in the positions of Cwen
Anderson and Roland Elliett, has never beem acknowledged
except orally by Cemnor to Smith, ss related in Smith's memo
40 me of February 17 (ecopy attached).

In addition, no action was taken on Other personnel
papers submitted to Jim Connor early in February, and no
satisfactory explanation could be obtained from him in a
discussion I had in my office (with Doug Smith present) on
Marech 11 in an effort to bmeak the impasse. In the meantime,
1 am told that people under my supervision were esnecouragedtéo
be insubordiinate and somebody went so far as to imstruct the
security guards te refuse admission to the EOB persons we had
told to repert for werk and assumed Connor had routinely
approved. This was repaated almost daily and resulted in
such ambarassment that I suspended further commitments to
applicants ve are considering.

I will not burdentyou with all ny ded sadedes, dut
three will serve as examples.




1. Bobd Orben's promised pay increase has not yat
appesred on his paycheck. He plames me for this and told
Doug that if it wasn't there next time he wouldn't protest --
he would just quit.

2. VWhen Susan Hosmer resigned at the edd of January
to pursue her career in photography (shs was physically ex~
haasted after working beyond her strength ever since you
became Vice President) I pave Gail Raiman har most prestig-
ious title of Staff Assistant. ©Cail got no increase in jay
except to emmpenaate her for the overtime she would no longer
be eligible te ears: Gail is tremendously dedicated and has
grown rapidly in respounsibility. She fully merits promotion
from secretary status. But the secretariat has throwa up
nunbseus technicelities to prevent this, and while Connor has
twice agreed to put it ghrough, nothing has happened yet.

3. Highly recommended by Bob Michel, as I mentionmed
to you, Mike dohason, Editor of the Galeshurg, Illindés daily
nevapaper, was offered a 90~day trial as editor and rewriter
of documents and messages. He quit his job and came down
in a hurry at our request, for spper diem equivalent of
$22,000 a year, only to be turned awvay at the EOB entrance
because Connor apparently ie still sitting on his papers.
This remains unresoclved.

I have already taken far too much of your time with
this for which I again applogize. TYou may recall that whhn
we first discussed this reorganisation last Noveaber, ¥
asked for very explicit assurance of your bakk#pg before I
started so that I could go all the way withothethaluaslbeibging
changed on me in the middle of the game. I balieve that is
vhat is now being tried, and while I appreciate Dick Cheney's

dilemma it comes a lictleldegessossimeitcasdidsyattnyprenpinsee-

What this all beils down to is whether I can cofitinme
to upgrade the quality and product of people in the area

assigned to me in my own wvay, subject to your overall direction

and within a fixed quota, and exerciss the anexessary discip-
line in my area by rewarding those whe perform well and
getting rid of the drones, without being obstructed or over-
ruled by those who disagree wihh my reorganization decisions.
I am appealing, therfore, for your reaffirmation of the
general restructing as shown on the master hbart and the total
number of 41 udder which I have proceeded in good faith thus
far.,




I balieve it is also urgenttthat Doug Smith de
brought on beard without further delay, with the same status
and salary as Jaek Calkins as I understood you to agree
in January. This is required to give him the authority
as a regular Deputy on the White House staff to administer
on my behalf the functions that are my responsibility and
free me for concentrating on the things I do best im the
coming year.

Your guidance is respectfully requested for the
early resobutuion of the impasse on Gwan Anderson's pay,
set forth in detail im my memo to Hick Cheney and Jim Conmer
and Doug Smith's subsaquent memo to me. Although Dénho€
appeared to first agree to compremise this and them to
flatly reject it, Dick Cheney assured me the question i»s
#etill open add I told him the origimal compromise was
still acceptable. I have been very gratified by Gwen's
performance in her nev sesponsidiiity and the quality of
work from that part of my staff has greatly improved, but
morale cannot be maintained much lenger unless it is made
clear that my directioms as relayed through €wen are to be
carried out.

Finally, I nesd your clear authority to hireaand fire
and make other personnel adjustments within my total gquota
in the future, if my reorganizatios results are not to step
with the speesch department. My routine requests of this
kind have been processed almost automatically im the past,
even by Haig and certainly by Dom Rumsfeld. I am hopeful
that Dick Cheney and I will continue to work smoothly
together, as I have told you. I have no wish to build an
enpire gf my own or imtrude in others but omly te rumn my
shop dn my own way to better serve your interests.



THE WHITE HOUSE

WASHINGTON

August 31, 1976

MEMORANDUM TO WHITE HOUSE STAFF

FROM: ROBERT T. HARTMANN

1. In order to coordinate fully the work of

the Speech, Research and Presidential Messages
and Correspondence sections, I have designated
Mr. Douglas J. Smith as my Deputy with authority
to act on my behalf in all matters except those
personally assigned me by the President. To

the extent this enables me to concentrate on

the President's priority needs the cooperation
of all members of the staff with Doug will be
deeply appreciated.

2. A current organization chart is attached.
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