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THE WHITE HOUSE 

WASHINGTON 

August 9, 1974 

MEMORANDUM FOR THE WIDTE HOUSE STAFF: 

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

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

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

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

Papers of the White HmtRe Office at the time of President Nixon's 
resignation as well as those enrout.e at that time and intended for 
him shall he considered as belonging to the Nixon Administration 
files. Of con-rse, some Nixon Administration files may be needed 
for future reference. These fileR should he duplicated and placed with 
aJl other papt~rs accumulated after noon today which constitute a 
new set of files for President Ford. 

Specifi-cally, please expedite the return of all withdrawals you 
hav e made from Central Files. On Monday, August 12, archivists 
under the supervision of John R. Nesbitt, Office of Presidential 
Papers. will be availahle to a!ssist in the collection and segregation 
of President Nixon's papers. for shipment. Meanwhile. please read 
the attached instructions. 

<:J~~ tl<Afo~ ("• , .• 1> c:.. 
{derry ti. Jo(ts ~ : 
Special Assistant. to the Presk!ent ;.. J 

, 

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



WHITE HOUSE OFFICE PAPERS 

By custom and tradition, all White House Office 
l11LperH are rcgau·deti ILS t lw pm'lional propmty of 
the PreHident and subj(~ct. to sueh eontrol awl diH
position as he may determine. At the close of the 
Administration, the entire collection of papers now 
being created may be expected to be deposited in 
a Presidential library similar to the libraries that 
preserve the papers of the last six Presidents. To 
provide the President with a complete and accu
rate record of his tenure in office, the White House 
staff must oversee the preservation of the papers 
it generates. 

The procedures set forth in this document rep
resent the collective thinking of many members of 
the staff as to how best to preserve papers and 
documents for the President. Compliance with 
these procedures is an expression of loyalty by the 
staff to the President. For these procedures to be 

effective, it will require cooperation and assistance 
of every staff member. 

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

White House Office Papers: Filing with Central 
Files 

1. It i8 requested that the maximum possible 
use be made of Central Files, and the procedures 
listed belo·w be followed. This will aid in the faster 
and more complete retrieval of current informa
tion, eliminate unnecessary duplication of files, 
prevent excessive xeroxing, and maximize preser
vation of White House papers. 

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

of newspapers or ma~azine clippings; ILlld copies 
of rec~ords of a JM'I'HOIItwl nature t·olo.tiu~ t.o n per
son's employment. or service. Personal files should 
not include any copies, drafts or working papers 

. that relate to official business or any documents or 
records, whether or not adopted, made or received 
in the course of official business. 

3. Each staff office sluill forward regularly to 
Central Files three copies of all outgoing official 
business consil5ting of correspondence and memo
r(J;nda. One copy of all other outgoing related 
materials should also be filed. 

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

5. Each staff office shall forward regularly to 
Central Files any originals of incoming official 
bu.~iness from other White House 8taff offices after 
rwtion, if a;ny, has been taken and ·if such originals 
were not intended to be returned to the 8ender. 
If desired, a copy may be kept for the staff's work
ing files. 

6. Each 8taff office shall forward to Central Files 
at such times as it determines to be appropriate 
all working files of official busines8 which are in
active and no longer needed. These files will be 
stored by office as well as listed by subject matter. 
They will, of course, always be available for later 
reference. 

7. E'ach staff office at it8 own discretion may seg
regate any materials that it believes to be partic
ularly sensitive and ·which 8hould not be filed by 
subject matter. Such sensitive materials should be 
forwarded to the Staff Secretary on the same basis 
as outlined in paragraphs 3 through 6 in an en
velope marked SENSITIVE RECORDS FOR 
STORAGE with the office or individual from 
which they are sent marked on the outside and (as 
appropriate) a list of inventory in genel'al terms 
attached. This list of inventory should also be 
sent to Central Files so that notations can be made 
in subject files that certain material is n1issing from 
the file. These materials will be filed in lo(:ked (;.fJll

tainers and will only be made availa.Lle to the iit': 

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

tive Order No. 105fJJ with a clnssification of TOP 
SE(,'RET or Restr£cted Data under the Atornic 
Hncrgy A r:l of 1954 ,yJwuld be forwarded to Oen
tral Fifr~.~. A II sudt lllttter·ial should be forwttrdecl 
t.o t.lw. Stull' .'•ic•cTc•trli',Y for st.omgc~. 

!). No c;nr:r:ptio'll.~ to t!tc 1Lbm1e 11hall lH! nuulr! 
without the ewpres.~ consent of the Ooun.~el to the 
President. Additional advice on the operation of 
Central Files may be obtained from Frank 
Matthews, Chief of Central Files (Ext. 2240). 

White House Office Papers: Disposition of Papers 
Upon Leaving Staff 

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

2. Personal files include: correspondence unre
lated to any official duties performed by the staff 
member; personal books, pamphlets and periodi
cals; daily appointment books or log books; folders 
of newspaper or magazine clippings; and copies 
of records of a personal nature relating to a per
son's employment or service. Personal files should 
not include any copies, drafts, or working papers 
that relate to official business; or any documents or 
records, whether or not adopted, made or received 
in the course of official business. The White HouSll 
Office of Pre.<;idential Papers, staffed by represen
tatives of the National Ar1~hives, is available to 
assist staff members in the determination of what 
are personal files. Any question in this regard 
should be resolved with their assistance by con
tacting John Nesbitt, supervisory archivist of the 
Office of Presidential Papers (Ext. 2545). 

3. A staff member, upon tennination of employ
ment, may at his discretion make copies for hi.~ 

personal use of a ca1·efully chosen select·ion of the 
following types of documents within his files: 

(A) Documents which embody origina-l intel
lectual thought nont1·ih·nted by tlw staff mmnbe·r, 
HIJCh ILH l'liHIIIi.l't~h Wtll'k ILiltl cimff~IIIILII:1hip of 
~peedw11 and ll'gislltt.ion. 

(B) Documents which might be needed in 
future related work by the individual. 
4. No staff members shall make copies rttJ per

mitted in paragraph three of any dot}Uirnents which 
contain defense material classified as UONF!
DENTIAL, SEORET OR TOP SECRET under 
Executive Order No.10501, Restricted Datn wruler 
the Atomic Ene1•gy Act of 195.1,, or inforrnation 
supplied to the government wndm· statute8 which 
make the disclosure of such inforvw.tion a crime. 

5. Each staff nwmber u_,oho decides to nwk,o. copie.! 
of such documents described in paragmph three 
shall leave a list of allst•.dl. dommwnts copied with 
Central Files. This will enable retrieval of a docu
ment in the event that all other copies of it and the 
original should be later lost. 

6. The discretionary mtthority granted in para
graph three is expected to be exercised 8paringly 
([nd not abused. All White House Office papers, 
including copies thereof, are the personaJ property 
of the President and should be re.spected as sueh. 
Any copies retained by a staff member should 
be stored in a secure manner and maintained 
confidentially. 

7. AU confidential and sensitive mat~Jrials will 
be protected from premature disclosure by specifie 
provisions of the Presidential Libraries Aet of 
1!.155 ( 44: u.s. c. 2108). 

' 
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THE WHITE HOUSE 

WASHINGTON 

August 9, 1974 

~1EMORANDUM FOR THE WHITE HOUSE STAFF: 

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

Prcsi4ent 'Iaft in his book ".Our Chief Magistrate and his 
Powers,'' made the following reference to this practice: 

"The retiring President takes with him all the 
correspondence, o;riginal and copies, which he 
carried on during his Acltninistratioti. •..• " 

In the interest. of continuing_ this practice. it has been directed 
that. so long as President Nixon's files ren1ain in the White House 
Offi cc, · there is to be no inter~ningling of the files of the two 
A<lininistrat.ions. This applies of c-mirse ·hath to the Central Files 
and the files in the offic-es of the various members of the stC!-ff. 

Papers of the \Vhite Honse Offic-e at the time of President Nixon's 
resignation as \vell as those ehrnutc at that time anrl intended for 
hinl ~hall he considered as hclonginr, to the Nixon Arlministration 
filc·s. Of c.mn·se, some Nixon Aclministr<~tion. files may be needed 
for ftttltre reference. These files should he cltlp1icatecl and placed with 

• 

·all other.papnt•s acc.un1nlat-ecl <tfter ·noon ;today v .. ·hich··conslitute a · ": · · :·· ., • ... · • 
riew sci: of files for Pi·cf:iclcnt Forcl. . • 

. , ;;;c ;;. f; ~ ~-,: i .. ~; cil ~ c ,. ;;;c;li ic {;, ~. ~~~,~~~: ~ £. ~~ :<:i;~,c::~ ::: ;~;, .. : ~ .. ; .. :~·:-.:=. , .. 
haYc n"laclc f1·ozn Ccnt1·P.l Files. ()j, :Monday, Angttst 17., archidsts 
imder.the - ~\lperv.ision o.f"_.T"ohrt R • ."Nc,c:bit~ •. O{ficc or."P."i·csidential. : · : . ··. ·.· . . . . . . . . 
Papers, will he availahl~ -to as~ist In the collc~tion a.ncl segregation · · : 
of Presidc.nt Nixon'~ P?-.pQr$ . f~t: ·.~!l!~~ncnt~~·.·¥P<t.mv"hile, please .read 

· .... .,::. ' .. ,·.the :':~~:;~~~!1 instrn~~ipn~_- ., .. ..·;., • : i,•.-·. ~ _.,.· ... _ -~· ~ . .-.·. 
. , (]_(/,.1\2~·.1\01~-tfl 1\ 

. ~ .. : •· . 

. /./Vf-J~ [: "'() yvv.:LJ 
{d crry !l . .T ntcs 
Special Assistant to the President 

• 
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WHITE HOUSE OFFICE PAPERS 

By custom nnd tradition, all ''11ite House Office 
papers are regarded as the personal property of 
the President and subject to such control and dis
position as he may determine. At the close of the 
.Administration, the entire collection of papers now 
being created may be expected to be deposited in 
a Presidential library similar to the libraries that 
preserve the papers of the last six Presidents. To 
provide the President with a complete and accu
rate record of his t~nure in office, the 'Vhite House 
staff must oversee the preservation of the papers 
• •I 
1t generates. · 

The procedures set forth in this document rt>p
resents the c.olledive thinking of many members 
of the staff as to how best preserre papers and 
documents for the President. Compliance with 
these procedures is an expression of loyalty by the 
staff to the President. For these procedures to be 
effectin•, it will require cooperation and assistance 
of every staff member. · 

The security classification of each document 
prepared in the 1Yhite House is determined by the 
individual staff member writing it in accordance 
with Executive Order 10501-or other applicable 
Executive Orders. He is responsible for insuring 
that the classification assigned to his work re.flccts 
the sensitivity of the material concerned, and also 
for making certain that this classification is not 
excessively restrictive. 

White House Office Papers: Filing with Central 
Files 

1. It i:1 reg_uested that the maximum poss-ible 
use be made of Cent.1'al Files, and the p1•ocedlllres 
listed below be fo!lmced. This will aid in the faster 
and more complete retrieval of current informa
tion, eliminate unneeessa.ry duplication of files, 
pre,·ent excessixe xeroxing, and maximize preser
Yation of 'Yhite House papers. 

2. Each staff member shall maintain hi.~ per-
8onal file::; separate from any ·working files he may 
keep on official business and clearly designate them 
as such. Personal files include correspondence un
related to any official duties performed by the £taff 
member; personal books, pamphlets and periodi
ca.ls; da.ily appointment b()(,)ks or log books; folders 

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

3. Each staff office slwll jO'rn·ard ·regularly to 
Central Files th1·ee copies of all outgoing offic-ial 
business consi':lting of corresp(YfiAence and mem~
mnda. One copy of all other outgoing related 
materials should also be filed. 

4. Each staff offir:e shall forl.l:ai'd regularly to 
Central Files any incoming official busines8 from 
sources other than 1V hite I{ ouse staff office-~ after 
action, if any, has been talcen. Each staff office, if 
it so desires, may keep a copy of such incoming 
official business for its own workbg files. 

5. Each .~taff office shall forward 1·egularly to 
· Oent·ral Files any originals of incom.ing offic:iaZ 

busine-38 from other White H ou::;e staff offices after 
action, if any, has been ta.lt·en and ij such original.~ 
·were not intended to be 1'eturned to the sencl.e1·. 
If desired, a copy may be kept for the staff's work
ing files. 

6. Each ,.;ta.jj office shall foru:ard to Central Fz7es 
at such times as it determines to be appropriate 

. all working file8 of official bu8ine8s ·which are in-· 
aeti-1.·e ancl no lon.qer needed. These files will be 
stored by office as well as listed by subject matter. 
They will, of course, always be available for later 

31 

reference. · 
7. E'ael~ staff office at it.<J own disC'retion may seg

regate any mate;•ials that it beliel:e.'J to be pai'lie
ularly sen-9iti~·e and 1vhich sh"o·itld not be filed by 
subject matter. Such £ensitive materials should be 
fonvarded to the Staff Secretary on the same basis 
as outlined in paragraphs 3 through 6 in an en
velope marked SEXSITIVE RECORDS FOR 
STORAGE with the office or individual from 
which they are sent marked on the outside and (as 
appropriate) a list of inventory in general terrns 
attached. This list of inventory should also be 
sent to Central Files so that notations can be made 
in subject files that certain material is missing from 
the file. These materials will be filed in locked con
tainers and will only be made avnihblti•te the in-

' 
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dividual or office from whom they were received. 
8. No defense material classified under Execu

tive Order No. 10501 ·with a classification of TOP 
SECRET Oi' Restricted Data under the Atomic 
Energy Act of 1954 should be fo1'7.cw·ded to Cen
tral Files. All such material should ba forwarded 
to the Staff Secretary for storage. 

9. No exceptions to the abm:e shall be made 
witho-ut the express consent of the Coun.<Jel to the 
President. Additional advice on- the operation of 
Central Files may be obtained from Frank 
Matthews, Chief of Central Files (Ext. 2240). 

White House Office Papers: Disposition of Papers 
Upon Leaving Staff 

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

2. Perso-nal files incl'ttde: correspondence unre
lated to any official duties performed by the staff 
member; personal books, pamphlets and periodi
cals; daily appointment books or log books; folders 
of newspaper or magazine clippings; and copies 
of records of a personal nature relating to a per
son's employment or service. Personal files should_ 
not include any copies, drafts, or working papers 
that relate to official business; or any doctm1ents or 
records, ~hether or not adopted, made or received 
in the course of official business. The '\Vhite House 
Office of Presidential Papers, staffed by represen
tatives of the National Archives, is available to 
assist staff members in the determination of what 
are personal files. Any question in this regard 
should be resolved with their assistance by con
tacting John Nesbitt, superYisory archivist of the 
Office of Presidential Papers (Ext. 2545). 

r a 

3. A staff member, upo-n termination of employ· 
ment, may at Ms di.~cretion make copia jo1' h.i.'J 
penonal use of n ca1'efully chosen selection of the 
follow·ing types of documents within his file.:;: 

I 

(A) Document.s which embody original intel
lectual thought contributed by tlte .staff m.ember, 
such as research work and draftsmanship of 
speeches and legislation. 

(B) Document.<J 1.1.:hwh mlght be needed in. 
future related wm·k by the indiv-idual. 
,4. No staff members shall make copies as per

mitted in paragraph three of any documents 1.cki.ch, 
contai-n defense material classified as COLVFI
DENTIAL, SECRET OR TOP SECRET under 

, Exec:utive 01•der N o.10501, Restricted Data u·nder 
the Ato-mic Energy Act of 1954, o-r information 
supplied to tl!,e go·vernment under statute.'J which 
make the di.<Jclosure of such information a crime. 

5. Each staff member who decides to make cop-ie:t 
of suc.h clocume·nts described in paragraph three 
shalllea/l:e a list of all such documents copiecl1.t:ith 
Central Piles. This will enable retrieval of a docu- · 
ment in the event thut all other copies of it and the 
original should be later lost. 

32 

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

7. All confidential and sensitive materials will 
be protected from premature disclosure by specific 
provisions of the Presidential Libraries Act of 
1955 (44 u.s.c. 2108). 

·/ 
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THE WHITE HOUSE 

WASHINGTON 

August 9, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF: 

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

President Taft in his book "Our Cpief Magistrate and his 
Po,vers," made the following reference to this practice: 

"The retiring President tak~s with him all the 
correspondence, original and copies, which he 
carried on during his Admin.istration .... " 

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

Papers of the White House Office at the time of President Nixon's 
resignation as \vell as those enronte at that time and intended for 
him shall he considered as helonging to the Nixon Administration 
files. Of course, some Nixon AdministraHon files may be needed 
for 'future reference. These files should he cluplicated and placed with 

·all othe1· pap(~rs accumulated after noon today which constitute a 
new set of files for President. Forcl. 

S.::wcifically, please expedite the return of all withdrawals you 
have made from Central Files. On !-.1onday, August 12, archivists 
under the supervision of John R. Nesbitt, Office oJ Presidential 
Papers, \vill be available to assist in the collection and segregation 
of President Nixon's p:'l.pcrs for shipment. Meanwhile, please read 
the attached instructions. 

~if »fa /\ 
~f?IL~~· ['<\·li_Yt~u {J en y !r. J o,.cs 

~· L . <..' 
Special Assistant to the Presidenf <--

,.,_ 

' 



I ... 

. . 

WHITE HOUSE OFFICE PAPERS 

By custom and tradition, all 'Vhitc House Office 
papers arc n~g-arded as the personal propetty of 
the Presidl'Jit and subject. to such control and dis
position as he may dPtermine. At the close of the 
Administration, the entire collection of papers now 
being crcat1•d may he expected to he deposited in 
a PresidPntial lihrar,r simil:tr to the lihmrie..c; tlw.t 
preserve the papers of the last six Presidents. To 
provide the l'rcsid<.>nt. wit It a compleh• and accu
rate recortl of his tenure in office, t.hc 'Vhite House 
staff Jllust. oycrsce the prf•servntion of the papers 
it generates. 

The procedures set. forth in this document l'l'p
resent the collective thinking of many members of 
the staff as to how best to preserve papers and 
documents for the President. Complianco with 
these proct•durcs is an expression of loyalty by the 
staff to the President. For t.hese proceuures to ue 
etfecti\·e, it. will require cooperation and nssistanee 
of every staff member. 

The security classification of each document 
_prepared in the White House is determined by the 
individual staff member writing it in accordance 
with Executt\'e Order lllf)Ol-or other applicahle 
.I-:~ecuti \'c Ordl'rS. He is t·csponsiule for insuring 
that the classifi('ation ns.-;ig-ned to his work rc!leds 
the sensith·ity of the mah·t·ial concerned, and also 
for making eertain that this classifieat.ion is not 
excessil'eh· restrictive. . • 

Whito House Ofilco Pnpor:s: Filino with Conh·cll 
Files 

1. It i.~ requuted that the maxi?nttm possible 
use be made of Oentral FHes, tmd tlw 7n·ocedures 
listed belmc he follou·cd. This will n.id in the faster 
and more complete rctricral of curnmt. informn.
tion, eliminate unnPt~cssary duplication of files, 
prevent cxc(•ssiYc xeroxin:~, and maxitui?.e prcser
\·ation of White House papers. 

2. Eaclt staff member .<~hall m{lirttain his per
soMl file.v uparate f1'om any working files he may 
keep on oflicirtl lmsinc.~s aud clearly designate them 
as such. l't~t'l'ona.l 1ilPs indnde corr1•spondencc un
related to any official (lnt.it•s performed hy the stall' 
member; p(~n;oual books, pamphlets nnd periodi
cals; daily appointment bonks or log hooks; folde.rs 

of newspapers or mngnzinc clippingS; and copies 
of records of a llersounel nature relating to a per
son's employnwut or seni<"e. Personal files should 
not. indude any <~pies, drafts or working papers 
that relate to oliei~l business or u.ny documents or 
rPeords, whcthrT m· not. adopt~d, made or received 
in t.h£\ eourse of oflicinl husincss. 

:t Each stnl office ltlwll jm·warcl r·egulm·ly to 
Centml File., /!tree copies of all outgoing official 
lm8ines.~ t.'OII.~irding of corrcsporuiencc and rncmo
mwla. One mpy of all other outgoing related 
materials slw~tld also be filed. 

4. Each .~laf of/ice 81t.all forward regularly to 
Cm1tral Files •ny incorninr1 official business from 
.wurces of Iter lkan White House staff offices af{er 
a.dion, if any, li.as been tal.:cn. Each staff office, if 
it. ~l desirt.>s, m.:ty keep a copy of such incoming 
oflicial busincs; for its own working files. 

5. Each sblj office shall forward 1·egularly to 
Central Files any originals of incoming official 
bu,~iness frouutiher White /louse staff offices after 
ad ion, -if any, las been tal.·cn and if such originals 
·were rwt i "filled to be returned to the sender. 
If desired, n. oop_ may be kept for the staff's work· 
ing files . 

(). Each .~tal offi.'ce shall forward to Central Files 
at tmch time~ tts it determines to be appropriate 
all ·working jikJt of official lmsincs.~ u:lticlt are in
adii.'C a111l no longer needed. These files will be 
stored hy oflice as well as list~cl by subject matter . 
They will, of rourse, always ho a.mila.ble for later 
rcfcmncc. 

7. Each. stnf office at its own discretion may seg
regate any 11i,Jcrials tlutt. it believes to be partic
ularly sensifi,-e and 'tt'lliclt .~lwuld not be filed by 
811bject malfe.r. Such sensitiye materiais should be 
f<lrw:lrrled to the Staff SPcrdary on the same basis 
ns outlined in prtragraphs :l through G in nn en
wiOJlO lll:trknt SENSITL\"E UECOHDS FOR 
STOllAG g ..-ith t.he office or indh·idual from 
whirh tlu~y :ur snnt. m:\l'kc~1l on t.he outside and (as 
appropriate) :1 ]Ji~t. of inn~ntory in general terms 
attached. This l~st of inYentory should also be 
sent. to Ccntr.d T•'iles sot hat notations can be made 
in suhjcct.liltst hut. certain material is mi;::sing from 
the lik Tlu~ mntl•rials will he filed in locked con
tainers and .-ill only be mfl.de available to the in-

, 
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dh·idual or offire from whom they were received. 
8. No tltfe n.~c 11utfcrin1 rlas.~i"fied under R:eecu

til'e Urdtr .\'o. J(}fjt)J with a clm:sification of TOP 
SHCRET Ot' Re.~tricted Data under the Atomic 
Energy .:lf'f of 19.5!,- should be forwa?'llcd to Oen
tl'lll Filn . . \II such materi:ll !'hould be forwarded 
to the Sttt"ll' St'crdnry for !'rornge. 

9. No eJ'ceptiona to the above shall be made 
without tlte ~;r.p1·est1 consent of the Oounsel to the 
President. Additional nch·icc on tho operation of 
Central l•'i}('S m:\y he oht:\ined from Frn.nk 
)!atthews~ Chief of Central Files (Ext.. :),2,10). 

White House Office Po('crs: Oiz('osi~ion of Pn('ors 
Upon Leaving StafF 

1. Upon termination of employment 'witlt tlu~ 

staff, each. staff member 111ill turn oner his entire 
files to Central Files with the exception of any 
perst;nalfile.<; he might have maintained. 

2. Personal files include: correspondence unre
lated to any offieial duties perfonned by the stuff 
member; pcr:>onal hooks, pnmphlet.s :md periodi
cals; daily appointment hooks or log books; folders 
of newspaper or magazine clippings; and copies 
of records of n. personal nn.turc relating to a per
son's employment or ser\'icc. Personal files should 
not include any copies, drafts, or worUng papers 
that re1atc to official tmsirwss; or any doc:nments or 
records, Y;hether or not adopted, mndc or receivecl 
in the course of officiallm~iness. The 'Yhito Honse 
Office of Pi·e,;idential Pap('rs, staffed hy represen
tatives of the ~~ ational ..:\ rchives, is nrn.ilahlc to 
assist staff memhers in t.hn detenninntion of what. 
aro personal files. Any qnc.c;t.ion in this regard 
should be resoh·ed with their nssi~t:mre hy con
tacting John Xeshit.t., sn}){'rd!'ory nr·chivift of the 
Office of Presidential Pnpt.~rfl (ET-t. ~Mr.). 

3. A staff memher, ttpon termination of employ
ment, may at his db;m·etion make copies for his 
11r.rsmzal1Me nf a carrfully chosen, sdeclion of the 
following types of documents within his files: 

(A) Docmnt'nts which embody original intel
lectual t.lwughl contributed by the staJJmcmber, 
such as research work and draftsmanship of 
speeches and legislation. 

(B) J)ocum.ent.<; 'which m.ight be 11eeded in 
future related worl.: by tl1e individual. 
J,.. No 8taff members shall make copies aJ3 per

mitted in JJaragrapT~ three of any doc-uments wldch
eontain d,~fensr. material cla.<Jsified as C'ONF/
J)fi:NT/AT.,SifORET OR TOP SECRET under 
A'mecntive Order No. 10.501, /lest?ictcd Data u·nder 
t.liC Atomic Em:rrni Act of 1951,., or ittformatimt 
.~u.pplicd tn tlw gove?'llnumt under statute.~ 1vhich 
mal.:e the disclomre of .melt in.forrnation a crime. 

5. Each Rtaf! membm· ·wlto decides to 11Wl.:e copie8 
of such dtwmiU!nts de.'lcrlbed in· p(tragrcqJh three 
.~lwllletu•(! ali.~t of allsudt doc:ume·nts copied with 
Ocntral File.~. This will ~nable retricntl of a docu
nwnt. in the cvc>at that all other copies of it and the 
original should bo Jat.Cr lost. 

G. The discretionary authority granted in para
grn11h thrre ill upected to be exercised sparingly 

. and not n7nw:d.. AU 'Vhito House Office papers, 
inr·lnding {"opit's thereof, a.re t.hn personal property 
of the Prl'.<>ident and should be respected as such. 
Any eopiPB r~taine.d by a staff member should 
hn Rt.ored in a ~cnre manner and mn.intained 
t•onfident.ia lly. 

7. A 11 mnfitlential :\ncl sensitive materials will 
bo protec~h'd fn•m tn·ematm·n disclosure by specific 
provisions of t.ho Prcsident.ial Libraries Act of 
Hla5 (44 u.s.c. 2108) •. 

' 



STAFF ASSIS'r.P-.. .NTS 2\ND ABOVE (DOMESTIC COUNCIL) 

Tod R. Hullin 
228, EOB 

James H. Cavanaugh 
220, EOB 

Glenn Schleede 
187, EOB 

Norm Ross 
187, EOB 

James H. Falk 
231, EOB 

Warren K. Hendriks, Jr. 
West Wing 

Dana G. Mead 
216, EOB 

Goeffrey C. Shepard 
234, EOB 

Roger D. Semerod 
220, EOB 

Michael Raoul-Duval 
216, EOB 

, 



Frederic w. Slight 
19·1, EOB 

Helen N. Smith 
213, East Wing 

Thym S. Smitli 
1st· Flr., w.w. 

Alvin Snyder 
153, ECB 

Larry N. Speakes 
1st F 1 r . , \v. w. 

Beverly J. Splane 
351, EOB 

Brad Patterso:r:r. 
182, EOB. 

Benjamin J. Stein 
118, EOB 

Paul .A. Theis 
. 1.1 :;; PI'YL> 

1_ 

\villiam E. Tirnmons 
1st Flr., \v.w. 

LCDR T. Stephen Todd 
210, East Wing 

Wayne H. Valis 
187, EOB 

Agnes M. .Waldron 
123, EOB 

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

Dr. Chester Ward 
105, EOB 

Charles W. B. Wardell III 
West Wing 

Philip Warden 
125, EOB 

Gerald Warren 
1st Flr., West Wing 

Donald A; Webster 

David I. Wheat 
194, EOB 

George Po Williams 
106, EOB 

Wilbur H. Jenkins 
. 8 t EOB 

. .. ~ ·- ' 

Lucy A. Winchester 
200, East Wing 

I,ionel Olmer 
31.10, EOB 

John C. Vi~kerman 
130, EOB 

William F. Matthews 
68, EOB 

James R. Rogers 
6, EOB 

' 



La'.vrence Adams (Gen. USA) 
590, EO:S 

Hilburn E. Ainsworth, Jr. 
112, East Wing 

Adm. George Anderson 
300, EOB 

Gwen Anderson 
271, EOB 

A..T'lne Armstrong 
West W'ing 

Phillip E. Areeda 

t~est Wing 

Roy Ash 
2nd Floor, w.w. 

Oliver F. Atkins 
West Ning 

Aram Bakshian, Jr. 
118, EOB 

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

i. 

Haj. Robert Barrett 
210, East \'ling 

Judy E. Berg-Hansen 
17, EOB 

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

John L. Berling 
191, EOB 

James Broch 
277, EOB 

Patrick J. Buchanan 
112,- EOB 

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

Dean Burch 
2nd F1r, 1'1. W. 

~fueaton B. Byers 

340 I EOB .. -------------····-····· 

John C. Calhoun 
179,. EOB 

John c. Carlson 
153, EOB 

Dorothy Cavanaugh 
Gr.. F1r. , W. \'l. 

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

Dudley H~ Chapman 
106, EOB 

Ken W. Clawson 
160, EOB 

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

John Coyne 
118, EOB 

Eva A. 

l~t Y-'1. 

Dannenhauer 

' 



Fernando E. DeBoca 
197, EOB 

Thomas P. DeCair 
lst Flr., w.w. 

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

Roland Elliot1: 
94, EOB 

Jeffrey P. Eves 
137, EOB 

Andrew Falkiewicz 
165, EOB 

.Hichael J. Farrell 
100 East Wing 

J. Curtis Fee 
143, EOB 

Hary Alice Fenton 
94, EOB 

Sanford L. Fox 
202, East Wing 

;:;,'l'AFF ASSISTAJ.~TS A-ND ABOVE 

Jay T. French 
lst. Flr., W. W. 

Hax Friedersdorf 
112, East Wing 

Hilton A. Friedman 
114, EOB 

Gertrude B. Fry 
84, EOB 

Leonard Garment 
182~ EOB 

David R. Gergen 
·115, EOB 

Alan Greenspan 
134, EOB . 

Bill Gulley . 
210, East Wing 

Dianna R. Gwin 
Gr. Flr., West Wing 

Robert T. Hartmann 
lst Flr., West Wing 

Eliska A. Hasek 
117, EOB 

William Henkel, .Jr., 

Lawrence M. Higby 
253, EOB 

Anne E. Higgins 
98, EOB 

James R. Holland 
157, EOB 

James H. Holmes 
94, EOB 

John S. Guthrie David c. Hoopes 
16 8! 'RO!! -~-~-~---,------~--------.---•. --~------- ___ ---------··--F·------

' 



~..;. Richard Howard 
197, EOB 

Nancy Hmve 
206, East Wing 

John N. Hushen 
1st Flr. 1 W. ~v. 

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

Sidney L. Jones 
145, EOB 

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

Karen R. Keesling 
196, EOB 

Robert A. Kelly 
157, EOB 

David H. Kennerly 
1st. Flr., i'l.\'7. 

Kennet:.~ L. Khachigian 

STAFF ASSISTAN'l'S fu'1D ABOVE 

Daniel T. Kingsley 
35l,EOB• 

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

Virginig H. Knauer 
6003, FOB #7 

Noel c. Koch 
126, EOB 

Tom Korologos 
107, East Wing 

William M. Lamont, Jr. 
139, EOB 

Gen. Richard L. Lawson 
210, East Wing 

Gregori Ledebev 
139, EOB 

Mildred V. Leonard 
Gr. Flr. 1 W.N. 

Andre Le Tendre 

Charles Lichenstein 
2nd Flr., W.W. 

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

Patricia S. Lindh 
198, EOB 

Vernon c. Loen 
112, East Wing 

Dr. William Lukash 
H.E>3idence· 

Theodore c. Marrs 
103, EOB 

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

Patricia J. Matson 
208, East Wing 

' 



Robert Head 
lst. Flr., 1//.'H. 

Paul A. Hiltich 
160, EOB 

Powell A. Hoare 
1st. Flr., w.w. 

Caron A. 1-icC,_.~"'l.non 

411., EOB 

A..TUl M. Morgan 
114, EOB 

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

Jack Nesbitt 
487, EOB 

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

John E. Nidecker 
346, EOB 

Elizabeth Nolan 
-~] ,__:E03 

STAFF ASSISTA.!.'IiTS AND Jl...BOVE 

Patrick O'Donnell 
107, East Wing 

Terrence O'Donn€11 
1st Flr., W.W. 

Robert-B. Off 
143, EOB 

Frank R. Pagnotta 
281, EOB 

Allen Parmenter 
351, EOB 

Pamela A. Powell 
190, EOB 

Raymond K. Price, Jr. 
170, EOB 

John Ratchford 
1st Flr., West Wing 

John ~'V. Roberts 
1st Flr., W.W. 

Donald Rodaers 
• J 

,,....., 

Eric C. Rosenberger 
348, EOB 

Warren S. Rustand 
171, EOB 

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

William M. Scranton 
West \'ling 

Samuel A. Schulhof 
134, EOB 

Stanley S. Scott 
179, EOB 

Gen Brent Scowcroft 
1st Flr., W.lv. 

L. William Seidman 
268 I EOB. ~ F7j)) . /,.. ~·. ~b 

' ·') (' 
,. r 
-~ v1 

:v 

. "':;-' ,_ ' 

Robert G ~ Shm" 

' 



Kenneth A. Lazarus 
186, EOB 

Kenneth A. Lazarus 
186, EOB 

Richard P. Cheney 
~'lest \'ling 

Donald S. Lowitz 
188-1/2, EOB 

Donald Hurdoch 
l88-l/2, EOB 

· William N. \'lalker 
134, EOB 

Louis M. Thompson 
West Wing 

William W. Nicholson 
174, EOB 

William E. Casselman II 
106, EOB 

' 



THE WHITE HOUSE 

WASHINGTON 

October 30, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM: Philip W. Buchen 1- {J)(i3' 

Most of you have already turned over Nixon Administration materials 
to the Office of Presidential Papers in accordance with Jerry Jones' 
Memo of August 9, 1974. I am now requesting that you make a final 
review of the files and other materials in your custody to insure 
that all Nixon materials have been turned over. As I indicated in 
my Memorandum for the White House Staff of October 24, 1974, I am 
also requesting that each member of the staff who served prior to 
August 9, 1974, certify on the attached form that all Nixon Admin
istration materials in his/her custody have been turned over to the 
appropriate offices. 

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

Thank you. 

' 



MEMORANDUM FOR: 

THE WHITE HOUSE 

WASHINGTON 

Philip W. Buchen 
Room 106, EOB 

I hereby certify that j_n accordance with the instructions contained in 

the Memorandum of August 9, 1974, to the White House Staff from 

Jerry H. Jones, that I have collected and segregated all materials 

which are designated Presidential Papers of the Administration of 

Richard Nixon, as defined in the White House Staff Manual {pp. 31-32), 

and forwarded these materials to the appropriate offices {Office of 

Presidential Papers, White House Central Files, Special Files or 

other location specified by the White House Counsel). 

Signature 

Name (typed) 

Date 

e,, __ ·'. ,. 

' 
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THE WHITE HOUSE 

WASHINGTON 

October 30, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM: Philip W. Buchen 

Most of you have already turned over Nixon Administration materials 
to the Office of Presidential Papers in accordance with Jerry Jones 1 

Memo of August 9~ 1974. I am now requesting that you make a final 
review of the files and other materials in your custody to insure 
that all Nixon materials have been turned over. As I indicated in 
my Memorandum for the White House Staff of October 24, 1974, I am 
also requesting that each member of the staff who served prior to 
August 9, 1974, certify on the attached form that all Nixon Admin
istration materials in his/her custody have been turned over to the 
appropriate offices. 

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

Thank you. 

.. 

' 



MEMORANDUM FOR: 

THE WHITE HOUSE 

WASHINGTON 

Philip W. Buchen 
Room 10 6, EOB 

I hereby certify that in accordance with the instructions contained in 

the Memorandum of August 9, 1974, to the White House Staff from 

Jerry H. Jones, that I have collected and segregated all materials 

which are designated Presidential Papers of the Administration of 

Richard Nixon, as defined in the White House Staff Manual (pp. 31-32), 

and forwarded these materials to the appropriate offices (Office of 

Presidential Papers, White House Central Files, Special Files or 

other location specified by the White House Counsel). 

Signature 

Name (typed) 

Date 

' 

/ 



THE WHITE HOUSE 

WASHINGTON 

October 30, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM: Philip W. Buchen if: (J)(/3' 

Most of you have already turned over Nixon Administration materials 
to the Office of Presidential Papers in accordance with Jerry Jones' 
Memo of August 9, 1974. I am now requesting that you make a final 
review of the files and other materials in your custody to insure 
that all Nixon materials have been turned over. As I indicated in 
my Memorandum for the White House Staff of October 24, 1974, I am 
also requesting that each member of the staff who served prior to 
August 9, 1974, certify on the attached form that all Nixon Admin
istration materials in his/her custody have been turned over to the 
appropriate offices. 

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

Thank you. 

. . 

' 



MEMORANDuM FOR: 

THE WHITE HOUSE 

WASHINGTON 

Philip W. Buchen 
Room 106, EOB 

I hereby certify that in accordance with the instructions contained in 

the Memorandum of August 9, 1974, to the White House Staff from 

Jerry H. Jones, that I have collected and segregated all materials 

which are designated Presidential Papers of the Administration of 

Richard Nixon, as defined in the White House Staff Manual (pp. 31-32), 

and forwarded these materials to the appropriate offices (Office of 

Presidential Papers, White House Central Files, Special Files or 

other location specified by the White House Counsel). 

Signature 

Name (typed) 

Date 

( 

';) 

' 
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THE WHITE HOUSE 

WASHINGTON 

October 30, 1974 

MEMORANDUM FOR PHILIP BUCHEN 

SUBJECT: White House Files 

This memorandum shall certify that the collection and segregation of materials · 
called for in the Memorandum to the White House Staff of August 9 1 1974 1 from 
Jerry Jones I has been completed 1 and that the materials have been placed in 
the custody of the supervisory archivist. 

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

' / 4P Geo~Zd 
Associate Director Domestic Council 

. \.: 
,--· 

c:: . 
[C' : 

_ _{'::: ,} 

~:':// 
·-~,., .............. . 
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THE WHITE HOUSE 

WASHINGTON 

July 28, 1975 

Dear Mr. Chairman 
and Mr. Vice Chairman: 

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

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

The Order enjoins the search, disclosure, transfer or 
disposal of these materials subject to certain excep
tions. The exception which I assume you believe applies 

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

\,\ .. .~ {) !-

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

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

Sincerely, 

z~~~~ 
Counsel to the President 

The Honorable Frank Church 
Chairman, Select Committee To Study 

Governmental Operations With 
Respect to Intelligence Activities 

United States Senate 
Washington, D.C. 20510 

The Honorable John G. Tower 
Vice Chairman, Select Committee To 

Study Governmental Operations With 
Respect to Intelligence Activities 

United States Senate 
washington, D.C. 20510 

' 




