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THE WHITE HOUSE 

WASHINGTON 

August 15, 1974 

Memorandum for the Vice Presidential Staff #4 

From: L. William Seidman ~ 
Since the Administration of George Washin&ton, "Presidential 
and Vice Presidential papers have been considered to be the 
property of the men holding these offices. In view of this, 
as well as the particular historical significance of such 
materials, it is extremely important that com:plete papers 
be retained and deposited in the White House Central Files. 

With the various changes in responsibilities at this time, each 
of you should begin to prepare your papers for deposit in 
Central Files, where they will remain avaUable for recall 
as necessary. (To the extent practicable,_ Vice Presidential 
papers will be maintained separately from· Presidential papers). 
Where such materials will be regularly needed in fulfilling 
on-going or new responsibilities, they may be retained for the 
time being within your office. However, it must be remembered 
that all official papers are the property of the President and 
should be treated accordingly. 

The attached memorandum dealing with White House papers 
discusses the disti,1ction between official and personal papers, 
as well as appropriate handling procedures. Should you have 
any questions, please contact the Office of Legal Counsel, ext. 4242. 
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l:iy custon: :u:cl rr:1d!tin11, al! 1.\'hite ll<Ht:'.ll Oii'.ci: 
t"': ~r.:> ar•: l\4g;.trth~d as tln~ p· .. ~l·.:oH.tl pro111~rty of 
ti · l'rc:'i·.!•: nt :t11d su! 1ject to st::.:h contrnl al!<! 1lis­
p1j;:;[tiu:i a,; lw Jtt;ty dr·tcrrninc .. At the clo:;c of rhc 
_\.[min i:~t r•t t i,1!1: the t•nt in· 1:ollccr io!t Of pa pc.:T;; now 
:1l':ng crcat1·:! may In• cxprde1l to !in 1lt>po:;itcc1 in 
:L l'r~:;id1·mi:d li!irary similar tu the li!.r:tri~:; that 
pm.3erve the p:tper-5 of thP. last six Prc::;i11cnts. To 
pnwidc the Pr1!:;ident. wit It n comp bk a11t1 accn­
rate record of Ji i;; tcu 11 rc i 11 or.ice, the 1 \'Ii itc House 
!;taff must. 'ffcr,;1•c thci ·1m·~cnation of tl_:e pn.prrs 
it. generates. . 

The pro1:cdures set forth in this 1locumnnt rt'p­
re~ant the collective thinking of mnny members of 
the sta.ft as to how best to preserve papers and 
documents for the r·resident. Comp liancc with 
thl'so procctlures is an cxpl'ession of loyalty by the 
st:1tI to the Prc,sidcnt.. For thc.se proccctures to be 
effecti\·c, it will rl'quiro coopci·ation n.ncl nssistnnce 
of eYcry it:lff mcmbet·. 

The security classification of each docnme:nt 
prepared in the l\'hito lfot1so is detcnninccl by the 
intli vidu:.il staff member writing it in accordance 
~'ith Execnt i '"' Ortfor io;,01-or othct· applicahlc 
Exccuti,·c Onl1•rs. 1 le i:; n~spousiblc for iu~nring 
th:tt the cfo;;;;ifo·ation assig-nctl to his work rctlcr.ts 
the sen:5iti,·ity of the mat1~rinl conccrncd, and also 
for making- 1·ertain that. this classification is not. 
CXC'CSSi\·cly l'l.'.Strictirn. 

\/fhito House O!J~c Popnr.!: fi!inn with Co:;~mt 

Fi!es 

1. It is r1:quested tliat . the mammgm ;1os:Jible 
'!Se be made of Ocuf.ral Files, a.nrl tlw procedures 
listed below lie jollowerl. This will nia in tho fostet" 
and more complete rcti-ic,·n.l of cnrr~nt. in.formn.­
tion, eliminate m11u~1:cssary duplicat.inn of files, 
prevent. exc(-s:;i\·e xcrnxing, untl m:1~~imizc prcs!~t·­
\·ation of 1rhitn House papers. 

:?. EaelL staff member .<thaU maintain Ids JJer- . 
· .<ro11al filc.v .<;1:parate from any wo1;l.:h1g fi!e,'1 lie may 

keep 011 rJj/ici•t.I. /,u.>inr:.'<.'l aml clem·!y designate tlunn 
a.<: tJUdt. l't~l"!'">H:tl Jill's indnc1c con-r;.;ponrlrnc:c un­
related to an.\· ollieial <lat.iPs porformecl hy the staff 
member; pt:r~oJtal hook~, pamphlets ;illll p~rio<li­
ca ls; daily ai •pointmnnt. I 1<1nks or log hon];-;0;; fol11r.rs 

of lle\\-~pa p!~i'S or JH!l.gnz~ n•.~ , .. ! ! I 'i ::--:~: =-~1<i ~r)pics 
Of l"P.C0rils (} f :t J1{'l':-'Ul\!!1·! rt~•t '.if't: l't:lilt tV!' t • ~ pCr­

l->f.lll ·~ cnq ilny r: t•.~r:t <·~· :;t·n· i,·,·. l 'l•:;;·.>:t.:d Ill·::; :>tl'Juk! 
1101. i1wl111h• any 1«1pics1 .!rafr,.; ut· wvd~in6 !'~1,ers 
that. rclatt~ to of!icial hu."'irn•;-; . ..; i•r ;my 1b·:un11:nts o;: 
n•t•onls, wht'tlit•r cir not. :idr•I•i,·d~ made or t·c<Y-ivetl 
in tiio c·o111sn of ofliri:il !i11 . ..;ine.3:;. 

:t Harli. sfrtJT o/jtr'r. .~1,rdl fm·u:m·d n:gu!ar!!/ to 
r.r.utral Fill'.~ tlm:c CO}'ic:., nf n!t 1Ht9oin[1 official 
busines.~ 1~onsi.><tili.g of ro1·r('.'>pond•;?,:'t and nu:mo­
r1t11ila.: · 011P. r.np.11 of ail other outgoir..!f related 
malerinls sltould al.'>o b1.? filt:d. 

4. ffoc!t. .~lalf offir:e :dutll j1Jru·ard reg1tlarly to 
f.1m1traf. Pile.., cm!/ iiwoming official business from 
;wurces ot!tet tl1an ~Vhilt: llous<:: .<;t11.ff office.<; after 
lr.dion, if any, lws been f11kc:n. En.ch .:;.taff office, if 
it so desires, mny kec.p :L copy · of sueh incoming 
o!licinl bu~iucss for · its own working files. 

5. Eacli. sl11,ff office sl11tll jorward regularly to 
Central Files any ori[1hials of ineow,,;ng official 
business from. otl1er lV!titi.: lluuse staff otiiee.s ajter 
ndimi, ·if any, !tas been lllku1 a.11d if sw;l! oriqinals 
·u:ere not intended to be rdurnal t•> th-! sender. 
If <lcsircc11:i1;opy m:~y Le kc1•t for the shlirs work­
i 11:.; files. 

(i. Each .<;lalf offe.cc sllflll for1r.rcrd fo Central Files 
at 1111ch limes rts ·it detcrmh1r.,'t fQ /.;t> 11pp1·opriate 
alt 'U.:orl.:ing file.> pf offi1·;"af !111.c:(nc.:;~ 11:h.i(·li rue in.­
·artfre a~1d 1w longer i1etdol. These files will be 
st.orcd hy oflir:c l\S well n,.: listed by subj~:t mn.tter. 
Thny "·ill, <?f course, ahni.ys be :t\·a.ibb!c for- later 
rt.~ forencc. · 

T. Rucli .-;faff nfit.'t:e at -it.~ on·;, df.sr:refion niay seg-
1·cgale any 1111ritJi•irds tltat ft '1eli.c1:e.<; fo bs partic­
uforly sensilfre and irltir:/1 .~liodrl 11ot lie filed by 
,'<1ut• ject 11111/lt:r. ~ni:h i::cn;;;itin~ ma.tt-riais should be 
forwn nlr1l to tin~ Staff ~1'1~rl!t:try on chc S!lmc basis 
ns 011tlin~1l in par:!graphs :) through 6 in an en­
n•loJ>c illal"l•Ptl ~Er.;S!Tl\.E UECOHDS FOR 
STOilAGg with. the ofii~o or indi\·idual from 
-whirh th(~.r nr<' sent. m:trkt~cl on the outside :ind {as 
nppropriatr.) a Ji:.t of irtY~ntory in :.,rcn~ml terms 
attadie<l. This list 0£ inYt-ntnn· sl1ould nlso he 
St~nt. to Ccnti"al Files so tl1at n~tations can be made 
in ::;11hjcct file,; th:1t rcrtain n1at1•ria.l i.s ?ai~:;.;ing from 
tin• fil~~. Tlic:"e m:1tl•ria!..- "·ill he filed i!i fod~ccl con­
tainer;:; !11111 ,\·ill only Le m:ulc u\·aifablc to the in-
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·i! ·:idHa! n:· nffirt1 frmn •dinm they n·r.rn rc;·r>irnd. 
.-•. . \-,. i/1 _fr:I •°'' :;1all'riii/ das~if~d 1wrf:~I' },';i:.~r:u ­

:; ,.,. 01·d· r .\' ... 11:,~•Jf witlt n c:l11s.~ifi1•a!im1 oj 'l'OJ> 
_,·/:"( .'/.'El' ,,,. J.'c~frir·tril J>ata, u11dr.r Ilic .:ltomic 
F1«:rr1!J _.[, t 1)j JfJJ .~ .~l1ou!il be fom:an!crl, to Oen­
:,.,,[ Fifr.~ . . \!! :;1td1 111atcrial shonltl he fonrnrdc1l 
t• l th\! ::::it:11r :-:,·,·rda ry for· :-;torngc. 

!) . • Vp t..i'C< ptions to thr. alioue sltall be made 
wi~hout tlw t'J'pn?ss ccrnsenf, of the Oomwal to the 
Preside:i! . .Atlditionnl uch-icn on thf1 opm:ation of 
Central Fi1l's m:i.y b~ obtfl.incrl :from Frnnk 
~.fa.tth{}w:;~ Chief of Cci1tral Files (Ext. 2:HO). 

wh;to House Or.lee Porer:;: Dforo;;i~Jn:i c·~ Ptii'crs 
Upon leaving Slau 

1. Upon termi11atio-n of employment with tlu~ 
sta/i, eaclt. sl,t/i member will turn 011e1· Ms enlfre 
files to Central Pile.~ ·witk the cxc<!ption of any 
perso-nal Jtle.)· he •might have mal,ntaine<l . . 

g. Persona! files i11clwltL' correspondence unre­
lated t.o ~my of.ricial dutie." performed hy the staff 
momber; pcr;;onn.l hooks, ·pamphlets and perioui­
cals; dnily appointment hooks or log h~t1ks; foldcr::­
of newspaper or mngazinc clippings; nncl copil'.s 
of records of a personal nature rcfot.in~ to n per­
.son's employment or scn·icc. Personal .files shonlcl 
not include nuy copies, drafts, 01· worl~ing papers 
thnt relate t.o ollicial ht1~in1~:;s; or nny c10•'.1tments or 
records, ,·.-hcther or not nrloptccl, maclc or recoi ,·eel 
in the com':>c 0£ ofiicin l hH~ines:5. The 1rl1ite l!on:;e 
Ofiice of Pre;.idl:'ntial Papt:'rs, ~~afl'ccl hy re.prrscn­
t:lt.ives of the !'.yutional ..:\rcl1in~s, i;:; :w:>.ilahle to 
{'..SSist staff mcmhers in the <let.erminntic)l\ of wJint. 
u.r:l personal file~. Any cptc:;t.irm in this rl'p;i'.nl 
~hould be re~ol rn<l wit.h their a~-s1:::t:m.~1~ hy l·m1~ 
tacting .John Xeshitt., sttprn·i~ory f'i'<'hi11i:-t of thn 
Office of Prcsidcnti:il Pnper~ (I•~;,t. :~riJ!>) . 

. . 

~.A st(!/f 7J>t'.ml11:r: upon f•Tini!; tfi(.n nf ;: . ..,~p!r;y­
m~: r..t, may nf. 11 is rfi.~1:1dio;i 11!'1.::·1· t.'Of'!·, •. , j,,,. h.i:; 
pr 1·s,,md use: o / ((. f'tlr·'fu!I !I r·ftn.-:1 1;. ,.;,·lo·! ;.,n 1•i l i!!! 

folloi1Jing l?/flCS nf do;;u11!1•n!:;: within /ii,, Ji!e.s: 

(A) I >m~umcnts w/1 ir:lt nn!1vdy 1n·i!JirH?! intel­
lectual tlwuylit mntril1ut1 ii &y tlw .'Sl·iff m1:'.mhe1>, 

· snch as rc~careh work and tlrnft!>u:ur~.::ltip of 
src~chc:-; _mul lcgis!ation. 

(B) ,TJocmnc11t.t ·l!.:hit:li .,,,,fgld be ne·.:der! hi. 
future 1·elatcd worl.; l>!f lite indi>.'idufll. 
4. No .<;~n/i member.; sll!ll/. malce copie,1 as per­

m.itterl in paragraph three of any documents rchicl:.. 
conlrdn (l::fem;c 1nrrforial r.?a.r;sified as ('01.YFI­
nF:N1'1 .AT,, SINJRET OR TOP SECRET l!nder 
F,,;:,~c-utiw3 Order N 0.10.:;oi: Re.~fricte.<l Data. -,.mder 

"tho . .A t.omfo H'l/(:rg!f Ar.t ni J[).jf,1 q-r itifomiation 
.'>upplicrl ft> t!tc go1~ertn11r.nt under statute . ..; which 
mal.:e the di.~r.lmm.re of ~udt injornwtion a· crime. 

5. A'ar.li.-~trefj man'her ·u:lto decides fo 11ull.:e copies 
of .<;1wh rlo1·um1:nt.o; de.~t.·ribNl in. puragrt.tph three 
,'l/w!l lr.1u•c~ 11 li.<:t of all :mdi t!ocunwnls ropied w.ilh.. 
f/n1t.ral Fifr:;;. This will enable retrieval of a. dc>cu­
uwnt. in tlie cn•nt that all other copies of it and the 
ori~in::i.l sh011hl he later lost. 

(i. 1'11e r!i.<JCl'dionar·y authority grrmted in pa.ra­
f/rrrpli tl11w:: i.-: e;t•p1?r./ed to be e • .,.erctjed sparingly 
mu! not 11lm1;r.d. All ·whito House Office pap:?rs, 
. i111'111ding r·opir~s thereof, :tre the personal property 
of the Pn•;.;iclcnt. <en<l shonhl he respected as such. 
A11y c.opic'-s ret.:i.ipNl by :1. staff member should 
hn $t.orc'1 in :t :-ccum manne;:- and m!"t.intained 
1·011 fi1l~mt.i:1 l ly. 

I. All ronlicfontial nrnl se!1!'it.ivC': matc:;:tls will 
hn protecl!-11 from prcm:1h11·1· 1lis•.:losm-c hv specific 
lll'P\"is!ons of t.l1n J.>nsi1lcmt.in.l Librari~ ..:\~t of 
J !I;;;, (-H l}.8.C. 2108)~ 
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