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---- --:-:-:_-·-:-::--::--:-:=--::-I-::-.-.---THE-ViC-If--:PifESIDENT' S SECRETARIAT· 

1. The Vice President has asked that, in order to 
ease and speed communications to, from, and within his 
office, the following staff members constitute the Vice 
President's Secretariat: -

Susan Herter 
Dick Allison 
Kathy Huldrum 
Nancy Towell 

x2143_..: 
x7056 
x7045 
x7046 

2. The Secretariat is located in Rooms 270 and 
272 OEOB (entrance through Room 270). 

3. The Secretariat is responsible for coordinating 
the following per~onal arrangements for the Vice President: 

-Schedule- (including "advance"); 
-Appointments; 
-Telephones; 
~Mail and Correspondence. 

4. T-he Vice President's Secretariat also coordinates ~-- .,.., 
the following: 

-representation at White House 
staff meetings; 

-meetings of the Vice President's 
senior staff; 

-scheduling meetings; 
-all correspondence; 
-all files and records; 
-office procedures. 

..... 
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--- ~-~----~--~---.-.. ::::-::~~---__ J:_I~::--- ADMINISTRAT~IVE FUNCTIONS 

(_~ 

The Assistant to the Vice President for Administration 
(x6400) is responsible for the following (except as noted); 
staff requests and questions should be referred as indicated 
below: 

Budget 

.... Central Files* 

Classified Materials·** 

Correspondence Control Unit* 

Gift Unit 

Library 

Library~of Congress 

Mail Room* 

Messenger and Miscellaneous Services 

Payroll 

Personnel (except Military Office**) 

Press Releases*** 

Security 

Supplies 

Telegrams 

Telephone Service 

Transportation 

Travel 

x6400 

x4198 

x4223 

x4140 

x6400 

x6400 

224-0636 

x4173 

x4173 

x64oo 

x6400 

x6303 

x6400 

x4165 

x6400 

x6400 

x4165 

x6400 

* Also see Vice Presidential Staff Memorandum on Correspondence 
Procedures (October 30, 1975). 

** A responsibility of the Military Assistant td the Vice President. 

*** A responsibility of the Assistant to the Vice President and 
Press Secretary. 

-
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III. OTHER SERVICES AND PROCEDURES 

1. Appointments with the Vice President 

Schedule Information 
The Vice President's daily schedule will 

be distributed by the Vice President's Secretariat late in 
the-afternoon of the previous day. This schedule is .for 
office use only. Whenever possible, the Secretariat will 
·inform appropriate staff members of subsequent last-minute 
daily schedule changes. 

Schedule Proposals 
Requests for meetings with the Vice Presi­

dent will be made through the Vice President's Secretariat. 
For requests by staff members for Vice Presidential appoint­
ments with non-staff individuals or groups, a schedule proposal_ 
may be submitted~to the Vice President's Secretariat. (A 
sample is attached.) No scheduling commitment is final without 
the Vice President's approval. 

Meeting Briefing Papers 
. When schedule proposals are approved, the 

Vice P·resident • s Secretariat will advise the appropriate staff __ 
member to prepare a meeting briefing p.ap.er for delivery to the ____ . __ 
Secretariat ··before. 4:00. p.m. on the day preceding the meeting, ..- '"''-'"=' 

unless other instructions have been given-.··· .·:~~=- ·: 

The same or another staff member may also be 
asked to accompany the Vice President or to serve as greeter or-~ 
substitute, as the occasion warrants. 

A sample Meeting Briefing Paper is attached;,. 
the following.should be noted concerning the format: 

Purpose should be a brief sentence 
describing the reason for the meeting. 

Background should be a brief three or 
four sentence summation of what led up to the meeting, an 
insight into the organization or personalities represented 
in·the meeting, and the·date th~ Vice President last met with 
the organization or persons. 
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- ---- ·-- --·····-· ......... ---- --·- -- __ .,. _________ - - -- ·--.- - - ---- --
Participants should include the names 

and titles of meeting attendees. (Titles of Vice Presidential 
staff members qttending need not be listed.) If the meeting 
will include five or fewer attendees, they may. be listed in 
this section. If more than five attendees are planned, they 
should be listed by name and title on a separate sheet of 
paper, and this section should read "See TAB A" . 

.. _ _ Press Plan should always be coordinated 
with the Press Seciretary's Office (x6303)A. 

Talking Points should be brief. 

. .2. Appointments with Staff Members -. Staff .Members 
w_ill cle·ar outside visitors in accordance with the procedures 
established in the White House Office Handbook; in addition,_ 
visitors' birth dates and Social Security numbers must be 
provided. 

3. Attendance 

a. Formal office hours are 8:30 to 5:30, Monday 
through Friday; each office will be manned . a.t .all times 

·during office hours; 

b. ·Attendance monitoring is the responsibility 
of supervisory personnel, who will report all absences each 
workda~ morning to .the Assistant to the Vice President far 
Administration . (x640.(}) , ·who, in turn,· wilL maintain a daily 
attendance record for the Vice President's Secretariat and 
for leave and payroll purposes; 

. c. Each senior staff member will insure that 
personnel under his or her supervision are-available at all 
times to discharge-duties that the Vice President may require; 

d. Supervisors will insure that telephones in 
their areas are always covered; -~-

e. Leave and other planned al;lB:ences -will be­
coordinated with the Assistant to the Vice President for 
Administration and the Vice President Is Sec·retariat; all 
requests for leave will be submitted on Standard Form 71 
and forwarded for concurrence, as follows: supervisor; 
Assistant to the Vice President for Administration (for 
determination of payroll status); the Vice President's 
Secretariat. 

~...··:...···J. 1,._-.. 

-- :.·. :-
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--. ---=-- -::-:-::--:::-·::--:::--:.-::::-::::--::-·-, .. --:f·~-:- -All -personnel- wil-l . insure that,. i:E--they ___ are __ ._:_.;_::=._ 

away from office or horne for any significant time, they leave 

( ) . 

·~ 

phone numbers where they may be reached with the Administrative 
Office (x6400). 

4. Autograph Requests - Requests for the Vice Presi­
dent's autograph will be referred to the Assistant to the 
Vice President for Administration (x64QOl ;_except for requests _____ _ 
by.Sen~tors and Representatives, which-are referred to the • 
Administrat·ive Assistant to the President-~of the Senate (224- :."o=-->-t.r. ~=-
0636) and forwarded .. to the Vice President'.s . .Secretariat. 

S. Ceremonies - See the White House· Office Handbook. 

6. Communications Equipment (including television 
sets, dictating equipment, radios, and pageboys) - Requests 
will be referred to the Assistant to the Vice President-for 
Administration (x6400) . 

. 7; Confer~nce Facilitie·s (West Wing, OEOB, Office of 
the Vice President} -.Requests will be referred to the Assistant __ 
tothe Vice President for Administration (x6400). Staff 
members using conference facilities will be responsible for 
clearing visitors (with a copy of the visitors' list to be· 
sent.to the Assistant to.the Vice President for Administration)·­
and for coordinating stationery supplies and other equipment 
with the Supply Office (x4165) at least three. business days in-- __ ,_ 
advance of the scheduled meeting. . . 

8. -'~redi t Union - See the Whi te.r!Heuse Office Handbook~-t-t-~: 'n 

·9. ·ouplicating Facilities (MimeogJ;aphing and Xeroxingl:·--::_,: 
·If nearby equipment is inadequate, requests~ for additional .. --······"'·.::-~-~ 
.services will'be re£erred to the Assistant to the Vice President~-­
_for Administration (x6400). Major duplication requests should-:,;_:: __ ~:-
be made as far as possible in advance.T ~s ~ 

10. Eating~acilities- See the_White House Office 
Handbook. 

11. Ernerge·ncy Secretarial Assis-tance - Requests will_· .:;:1 s.tat~ 
be made.to the·Assistant to the Vice President for-Administration·:. 
(x6400). 

12. Employment - See Personne~;-below. 

13. Equipment/Supplie~-- x4165. Note that members of -
the Vice President's staff do not have personalized official 
stationery. 

-
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14 ~ · · E-~~-;~t·-s;·~~i~~ -~£ ~ th~Ex;;~Jt:t~-~p-~~-~t~€-s~vTci~- .:-·--
The Executfve Protective Service provides an Escort Service for · 
women who work late and who park at the Ellipse, State .Place or 
the New Executive Office Building - on fifteen minutes notice 
to the Executive Protective Service Duty Officer (x4336). 

15. Executive Briefing Room - See the White House 
Office Handbook. Requests will be referred to the Assistant 
to the Vice ~resident for AdministratLon-~6400). 

1·6 ~ - Fire Alarm System - The· General Service~ Adminis-'- --­
·tration recently completed.the·installa.tTon- of a new Fire Alarm~.,." ... 
System for the OEOB. See the Vice Presidential Staff Memoran­
dum on the Fire Alarm System (July 3, 1975). 

17. -_Gifts to the Vice President and his Family- Staff 
gifts are·prohibited by statute. For otner gifts, see the 
White House Office Handbook and other policy ·guides. 

18. Gifts between Staff Members and Acceptance of 
Other Gifts ~ See the White House Office Handbook. 

.. 19 •.. Insuranc.e -.:For information or questions_, contact. 
·the Assistant to the Vice President for Administration (x6400). 

20. Invitations to Official Wh·i.te House Functions - · 
Staff members who may wish to suggest that someone be invited 
to an official activity at the White House will send their . :'"' ~ .. 
·suggestions to .. the-Vice President's Sacr.et_ariat ·on the form-­
specified in -,the White House Office Handbook. 

21. : :. Leave - See Number 3, abo~ei., __ 

22. Legal ·Matters - -see the White House Office Hand:---,·.,_, 
book. For information or que·stioris, c_oiita~C:t the Counse·l to . 
the Vice President (x4242) . 

23 ~~-~Letters and Other Mail ~ See. _the Vice Prec:;iden_tials'..o~:.. 
Staff Memorandum on Correspbndence Proc-edures ·(October 30 ,.l.915.h~~:uG 

· ·24~ -~ Library - The Vice President's Libr~ry is located·-:::'.".:· 
in Room 285-0EOB and has a limited number of reference books ~:.::.':-;' _; 
and numerous magazines, newsletters and periodicals available .. ::o- -~-·"-· ~ 
for research ··work. Other requests· for. reference sources ·?hould :..·:.~ r:-.. 
be directed to the Administrative Office (x6400) with the ___ d 

exception of inquiries of the Library !Of Congress, which are .. 
haridled by applic~tion- when possible, ih ~riting~~ to.~he 

. f0~-
4• .. ( 

~ 
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~dmini~rat.-ive Assis-ta-nt- ~o_ th~_ Pr.esident . .....o£_ the .. Senate--~------ __ - - . -- . ·---- -- --. - ------------------ -- --------- ------
{224-0636). 

25. Maintenance - All requests will be referred- to 
the Assistant to the Vice President-for Administration (x6400). 

26. Medical Facilities - The Offi-ce of the White .. 
House Physician and the White House Medical Unit are located 
on the 1st Floor of the OEOB, Room 105, x2182 . 

.. 
27. Messenger Service - x4173_. __ _ 

·~- · • --~zg- • ~.·-Moving--~ Requests will be· made to .the Assistant~~--~.-:~ 
to ·the Vice President for Administration (x6400). 

29. Newspapers and Periodicals- Requests will be· 
made to the Assistant to the Vice President for Administration · 
{x6400), who will-coordinate distribution with the Vice Presi­
dent's Secretariat. 

30. Parking - Requests will be referred to the 
·Assistant to·the~Vice President for Administration (x6400). 

- 31. --Pay - Questions will be referred.to the .Assistant 
to :the Vice President· for Administration· -(x6400). 

· 32. Personnel - Records are maintained by the Ass is-:,.~::-.:. 
tant to .the Vice President for Adminis.t:r;-at-ion (x6400) , who -also_;+->~-; 
·receives and c:processes requests for pe_r:s.-onn_el actions and. ·_-r ::·<.::!.··so~!' . 
processes incoming ·personnel,· in coord.in.at.ion with- ·the Vice __ -~..J.i.ii..-i..-c .... 
President's Secretariat. No employment _commitments of any.:,:,·;:--<e;:L :;::x:::­
kind will be made without ·coordination~ith·the Assistant to 
the Vice President .for Administration Jx64-:00) and .the V.i~e:.:..o-:: 
President's Secretariat. 

33. -~~_Postage Rate and ZIP Code· .Information X 417 3 ._ ::;::tee ~n.: 

34 •. ; ... Press-Inquiries All inqui:~;ies from· the press . _ .J,.~L.::.<_.__., 
:will be referred immediately to the Press Secretary (x630J-)., :c·::-e-s-.5 :::., · 

·. ·-who will .be kept. informed of and coordinate all contacts wi-t.h: c·n.nat:.e 
the press. 

35 .. · Questions - All questions regarding informati_Qn ::~ -::-::-=-· 
and procedures will be referred first to the Assistant to the 
Vice President for Administration (x6400). _ ~r::_;.: -~· 

36. Security 

a. Access See the procedures established in 
the 11 Appointments" section of the White House Office-Handbook; 
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b. Classified Materials .,.. Fo:r; general procedures · · ···· -~ 
- . - ·-pertaining to"·:'sec'urity and to . the handlfng'o£·--c:~-:-~s'slfi"ecr--:--=-:-:--=-==-~-=-; 

mater-ial-s; · see the Vice Presidential Staff Memorandum .on · . ~ .·. 
·security Procedures _(forthcoming}; 

c ·. Clearances - .A list of security-cleared 
·. · ·· personnel is mairitained . by the Assistant . to the Vice President .. 

. --for -Administration (x6400)'; a list of personnel with special.:_ ::.-.::-:.:.~..: . 
::.'i • · ~!:.::.c-:::=access :·is ~ maintained ~:by -the Staff Securri-t.y . ..Officer;. · •• .. n t: i.·. Secul;l::li~; ,·, 

:- . .:»-r'"~~e a-""' _...,;,. :. :;-.. s ...... - . .:,,~ ~·· .. ,..., · .... ' ·mh S t~s ·· ·d th .%:' . .... .. .... __ ... ......... ..~ •··· ~<~-- .... _ . .:. ~u ... ·-' --"'ove.rage - .. ..... e ecre . erv1.ce an e. ... .l;o~c ._:.Ser 

. ~~'t"eraqe ~:t:V'e tP-tc~.ive Service · .. provide ··security coverage :for .. the: ::Vice~-.. ·cc 
;:~ ~·=~c :-~Went:-.a.nd:hts· ·famil-y .tmd.;:.for the Whi·.te j{ouse and:. E.Olt - ~~-e~-\".:n:. ~-e 

premises; 

_., .·::-:-- .. -- - - '·.·.... . .. , · e. Roster- A roster. of all-personnel employed···-~ .. ·.--J--·-. 
in · all offices of the White House and the .· EOB ·is :maintained: :'~-'."=. .. >.' .. ·.·.;:-!". 
by ·the White House · Executive . Protective Service; ·."' ·. ~ ·. -= .=::. -~·-:.:-· i'"::_,;:.o;.,::: ,.,._-~ 

· · . ·· ·' . . ' · .. ·· .... · f • . ·Waste Material ·- All .waste · paper collected · . · . . · 
-::.:. :--~::.:·,.:-.;.: from · the Office· .of the V1.ce President by custodi·aL-personnel--;·:.._ ::::.s--.=·· 

·- • . . _ .... ' .. "'.-· -i·s ···b\irned. · Spec:j,ai · burn bags are also .available front -Vi-ce -: ; .,-.. --==···--

(

. ···-:··:. ::· Pres~c:ent~al Supplies ~x4~65} ... for. the des~r':l~tion o~ C::lassif-ied· - .. --.--­
rna ter~als under . Executl. ve. -Protect~ ve Serv~ce- supervrs·ron:.;_~:::{S.ee.::~~~..:.~· · 

· ·. ·.·: vice· Presidential ·staff ~Memorandum ·on Security :·Procedu:i;'es. )-': .. .-~· .,. >:.. .. ,'· .. 
'-" . 

. · . : ... : .· .. 37. · · Telegrams · - -Se_e · the White Hause Corresponden·ce ::--.=.:.~:. . ....:t..' = 
~-....... '04,,_ ____ Manual· for format and other detailed information. -~- The~·c.d.i.S:-.:..: '·:::-r-~..: .::·.: ·- . 
E>essa~es ~tc!¥t;o:6~~:V r-tinc:lassi::fiecl J.tel~rams·. anch;li\eS:Sages wi~~il®El\nddnes 
~!l~- !'-~!' :A.0fliro~c;tr-~ffi€~ss:istane·~to -ehe ·v:tce -pres-i--denb:for· Admin~~t.i:o.n: ::.ce!!t .. 

·· (' ·- ... (x6400) · ~· ·. ·Messages. 'to · be ·dispatched by the Situation Room- .wil-L .. . =.=::­
,,-.• •• !'-' • • be hand;ted through and by .the Military .Assistant to· .the;.-Vi:ce_..,..::. · ~-s"?-:~: 

President. · · 

. .. ,.,.. .. .. ' '.· . ' c·Js ' T 1 h · ·-c 11· R d t. to th · V. · ..:":=-:-.::::::;.;.;;:- ::..:....":. ·~.- ·':" .. ::·~'-L' ... ~~ ..:. e ep one · a ecommen a 1.ons .. e_, l.Ce:.::"-?.~:.:.":--:: .:.:: c:~ ·>:..2.<-:,,:.-c 

- · -:--··. · r .- President _ _. Recommendations - for . telephone·-c.alls to .be- :JQaa.e..:~~,:.-.~~~=-~"!::-c .· 
·.~::::. ... --:-_-.·~·-·.-by the .. Nice President may be routed through· the Vice: .. ..::::.-::;;.;.:t_<>:c .. ·_-.:rnu.an 

·President's Secretariat. 

-:3.::::=: -:-- --:~ - ·~ -~' --~~ ·~:.: :. 39 . .. ·Telephone Procedures - Each senior . staff.;:..m.ember :;: .:.~·=.:: ­
·--·.::~·~:::~·-w~ll ·-insure that incoming phone :calls·- and"'(jutgoing-:--=-re_turn~a-r.:-;-·=.· -.:--·.::· 

·..:o:··-:::t::a~hCphone :ca-lls are· •·appropriatery logged. --The--.:attached~ Telephone 
Memorandum format may be used. 



C-· ....... , ~. ·.' ::.· .... ·-·. ~.40. · Telephone Servi~e 7'_ se~ · t~e ~hit~_:}Iouse·. of fie~:.-: ~ ~~-;;:.-~;... 
· -· --~~ --~Handbook·. ~ Question~ regarding tel7phone. s~r~ice · wi-~1- b7·~--~- .:..~:.~·:.-: -:·:· "":+ 

· · .,. · ·referred to the Ass:Lstant ·to the V1.ce Pres1.dent . for ~·Adml.nl.S'7'·:· -:::.·.::-:-=--:-:2.::. ---=---- :-.:-:-.-_-_-traffon.-:·cx-64oo->: . .- ·---· ·· - · .--:. ·-:: .. --.~-:-...:;:.·:.--: ·:-.-.... --.---:--· .-.- --·· .. :·-...:· .. -.:: . -..:::-..:: .·::.--=.:.-

.. · · • ... . 4-1. --· Theate-r: ·'(Whit;e House). See the White House· 
Office Handbook. · 

·42. Transportation, Travel Information and Vouchers - .. ... ;...:·: . .....:·, 

, __ -:,;~i'=::;~~..:..~ot::.~~;w.;-;~::. ;_..__;_ a.~ :.;; ,'l'~anspor,·ta.tion· ._._:'All Eequests. fort_.tra-nspor~~-:L :;-~o-'L.. 
- - · - · t~tion · for individuals -on official businGss on behalf .. of ... the_· ·· ~-:·- ·-· 

.;~·~.;\t..z: f.·~~M~~e"Siden-t-.~sho-ua.a: oa: ·.ai.~ected ~to the:;;;~d:aff ASsist4lntel01:o t-he~~~ 
.:.·z~~Y-~~5 FO'ffi~~ :·serVi--c-es· 'lx'41-6S1S •. ! -;·'1\:tso: see· the ··Vice ~ Presidenti.als9~afte,-.~~ce. 
! iJ.:~:..~;;·-::-. ~Memoranchnn .on -~nsportation (July .2, 1·9151~;--: ·. :. 1 ~1..0~ · -tJuly . . 2 , . . l~Z.it: 

. _ · · ·. . .. . -~. :·:·· .. · :. · b;· · Travel Information · and· Vouchers. -,·-A-11 .=:.; .::; · ... ·:·;~.:.--"'· · · 
,.....,,. _, . .. requests .·for travel· must be subrit1.tted on·· the Request·· for~~~~ .:::!·-,;-.._-:;-;~ 

... -·=-- Travel Form -in dupiicate Liv-e days · prior to departure,:·for · ;- .,:-~--::::-:-..:: --z::.;;. 
·· .· ·concurrence by the Assistant ·to ·. the -Vice President·. ~.for ··-·:.:.::"..:..~ ·,:_·_:~~ ::~=t:.· 

· · Administration and approval ·by the ·.P.ersonal- -Assistant::-to: .. ·~:-.~.=.:.:~" :.::::..::..: 
the Vice President;··.: See· the Vice Presidential Staff -Memo-:- .-- ·-·-·"7": --:-· _ 

- ·randa ori Authorization -·for Travel (August .·6.,· ·1975. ·and·· <-.. ·.~. ···-:~-:,::.::::.·~ · ~--
September 10, 1975); ·· ·.. · · .-.. 

·--------- .. -- ... _ ......... - p 
'-:-=.--.-~· .· ·::. .. · .. -;.· :.·'=.. ..c. ·-· . a·s·spo·rts 

. (x4223) ; 
The·. Military_ ~ssistant\s -,·f>f-fi-c.a-=:-.~-=--~..::._. 

.;;::.-a tr~ .. .:.-:.:. ... -:::::;.1~ · .. 43.·w Ty.pew~:iter Repairs - For -r_epa·i:t~ . c.~lF-.. the· ~ 
· ~upply .Room (x41_65). -.-t.!.::...;. 

... r~~ 
. . c'\. .:.- ., -

;,-~}s~-~~~~,: ':!.~ .. :.".~-~.~'.;-:_ ..:V:i ce· -:J?res ident' s · Off .tee -'/ Liaison-with:: Depart::-.:-.~ - '.J ~~?. 
:f~:;.~.:.r- ~ ::.·men·t-s and"Agepcie·s ·_. \i,n ~ National SecuritycMatters - All - commwi.i7-;..~;~~,;-:-;· 
?.:.;. :: z:·~ ::-s ·~ ca-"tTohs ·with Dep·artrn:en·ts-·or'. -Agencies in-,ma tters · rela"tin·g~:t-o.: -::.:::n~~r;<a.~ 

=· .::~-.r. ~~:t;.;, t11ci~ibnal ·secur-ity --t:o-=- ~:include- .all military .. matters, wil.L.be.ni ~J.. ,_.a.t,h·m 
":<:"· · ~'!'-?=.,..;;cH~neled· through"··tnEf'As;sis·tant. :to .the~Viee·· ~resident-.. ·for~.-:-: . . r~.-"'-~~~~;.,., 
·: :'.":'~::!:...:-~atibna1 Security Affairs (x4213). :1.::::· .:._ . -~- ~-~:!.!.JJ . ·.!":':•.• 

!': ·- =??~~t-~=-r~~ · .. : .; ··45. ··,:·vice Pres-idential Spokesme~:-:- Questions . and·=--·::t!.:e.s~!l~~ 
· .. reque.sts ·:will · be referred to the · Press Secretary . ·(x630·Jl:.~::--~~~:._~ ... ..._-;:-;~ : · .;~ . 

~::~.~e~~::..~:!.-tt.J;_o:;f.: _-:: . ··~:·:46·. · Vic·e '-P~residential Tri s --:?"Colrres ondence ·: an'd:- ::..-::: s -;£~.:1!: 
: : _~ -::.::::.~:other Materials - See ·:the V-ice Presidentia · Staf.f:. M·emo.J;an.d..~.!.::eJ;:~::::t: ... 
· = -1 r:::.rT- · on. Correspondence -Procedures (October :~{}-,:. 1975) ;: ::..!C::::r- .~-..:c-;-o.ber p)~.,,.- 1 

- ~ 'i .. a:' · ~· :~~:.~:-::-·~:.::_ · 47. Video- Tape Recording- Se·e - the White .. ~ Ho:us~ ,.~ .--.. =- - .S~L~k ·-~ 1·· 
Office Handbook. · ----- · - ------·-----

·:- - o-... • 48. ·. Visitors See · the Wh_ite House Office--Handboo_k_ ... ~:.- '7..:::::~. 

c 
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- -· -· -. -----.-_ :--- ::-:-:-:--::-~-::-:-::. -:~g:-; · -White- House· a·nd ca. pi tol ·Tours-.:.- -se·e ·the-:. White · · 
House Office Handbook. Requests for White House tours 
will be referred to the Vice President's Secretariat; 
requests for Capitol tours will be referred to Administrative 
Assistant to the President of the Senate (224-0636) • 
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IV. STANDARDS OF CONDUCT AND RESTRICTIONS ON POLITICAL 
PARTICIPATION 

See the following Vice Presidential. S,taff Memoranda: 

1 Stan·dards of Conduct/Confidential Statement 
• ofl. Employment and Financial ~nterests . 
:'(July· 9 1 1975) 1 superseding:;t1;:te provisions 
of the White House Office Handbook (TAB E); 

Restrictions on Political·Participation by 
Employees of the Vice President's Office 
(July 14 1 1975); 

All questions should be referred to the Counsel to the 
Vice President (x4242). 

.... 





.. ~. . ..... . . SCHEDULE PROPOSAL 
...... ·:"· : ... .... ·,· - ·· ....... 

~-: 
DATE: ..... . 

• .-1 • • "" · • •• FROM: ·.. . ·:· . . ··· · ·~ 

VIA: Nancy J. Towell 

~ ~ ~ 

"' ()"F'F'(C?E-b~F~T H E··v ·tC E PRESIDENT · ~------~_,......---=..,_.=..,...;,..._. -
WASHINGTON 

... .. ·MEETING: Or ··Greeting ~ Drop by · - Address ~ Reception, .., etc-• 

~ • • ,-9 :- . ... .. - •• DATE :· · "" ··~ ~ r· • • . Qay --and date . proposed... . Indicate OPEN if no .,. ... - -
:!~ T :_.·~.tJ11·~..,., specific time is required.. . : . ... ·.;:: ~~ ~;~uJ t: t:·· 

!:he PJic:e . f'nP..uRE..QS£~-,:-..mi..ldt. :-:~S ·Expl>icit-l:yelstate ··.why .' .. the Vice Eresidenktsh"G>l'rldt:~1e 
. ,_..,_,:lt. . ..do the event. . . . ... _ . 

FORMAT: --location (room, office or city and specific 
place in the city) . -- · · 

- ~ -..-' -·.· ,....:-,..,.,..., ' · . .,... -- -- - · ---. .~: ..-.-participants · (those participating in- the:_·· -: .-. - :: · 
~- . 

-· - ~ ~ ·-. ·-... :;:· ... :-~ ____ -_----- .-.. . . ::~· =· meeting. __ If .more .than five lines, attach 

- - ~- ·- - . # - ...... - ~-

list of participants) 
-~ -- · · · · : ·.: · .. ·. : ~-expected length of participation ~ - -.-. · ~-r.. ~ --

. SPEECH··· . Specify : type of speech material necessary: -. _ ..... . 
speech;- · remarks, toas.ts ,, talking points; .' etc::.: :: :- ~. 

-··:-···---:--pRESS · ·· :. · -.. :-; . -~. ~ .. St;ate what .. tyPe--of press·· and photo·. coverage 1-::-=:c- -::-=:­
. if any, :.-you·· recommend to · accompli~h.' the -~·obje~-7:: :..:· 
tive. 

,. ·· :..-: .. COVERAGE: 

::.-;~si•o!~::::.!.!:- STAF£.: . ..::..::...;..-:~~r~i .r.rName .. :-of- ;the .. individu~l responsible~~for __ settingi · r 
Di:':l.'lJ.ting _t:h~ ~i:O::iJrm: .lal'tc! s ubnti. :·upnthermeeting .and submi tt.:hng the;.>brie~iagd sub:n. 

_. paper. 

""01."':-~r. !': r> ~ ~··R:Ee0MMEND:~-·~ - - --.'7· "···Names of··-those who ·support the proposa-l.:.v~·Be_s1 l"Q'Qn 
:-:.,-r. ···~""-"'-r- . :- .-,"""""::-.,.,-~.... . - .• , . :vc -- ~ ,-~ su· re to . .;nclude any pert;nent comments-·· .:. ~,... • r-_..,.~---:--- _ ._-;:;;::::: .. ~--::.. - ---- - - -- - . ··-4 . . .. ~ . -. . ~ .... ---.. c.=:... :- - -- . 

~-l -~. r::ec:..::,£0P:P.OSE:rh.·:-:s -f:::i: ~.Names ·::of 2~tl:iose ·who fail . tb-reconuftena·~the'!.~:Z-:- -f~i 1 . 
-==~:.,:;:~s. !·:~:- :·t:..::'3 :) ·proposal and their reasons. , :: · ·-'! --~~!.~ !':e a.so, 

.'· PREVIOUS ... :: · ·:. State if the .Vice .President -has seen. ·o·f .ficials -.- .-
:.- ·- :'<:J:..;; · ·,i :-r-.::: 'n,PARTICIP.AT·ION =~ ... : or--participated in meet-ings ·and -· whe:ll"-• ~:ci.:J··-..:_l-. ·--;;.i.:~·-'-...i: : 

.. :·- .~.::.z.s-..::-.:. .BAeKGROUND.:::-~.: - .: B:rief~Y- -~state . pertinent information:.:abo~::the."':.:~ ·. 
~~ ~.- .. .:-; . meeting 1 event 1 etC • _ ~ o& • -:::.•-:-.i:.:I:- i: ~ r ' : ... 

- ·--- - . -· _...,.. .. _ ... --- ·APPROVE __________ __ DISAPPROVE _________ ··- - · 

-· .- :' • ·At-tachment . A 

" ·---
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I. 

WASHINGTON 

September 29, 1975 

MEETING WITH JOHN DOE ·~ 

1 'i !Wednesday, October 1, 19-7Sr-d ~­
·.!r:.::;_3:oo-3: 15 p.m. (15 minutes}~-! 

The Vice.President's Office 
(Designate · .if not EOB Officel1 · · 

From: James Smith (initial) 

PURPOSE .. 
To recogni·ze his election as President of the Doe 
Manufacturing Company. · 

- . 

- ~1~:-:!:::, .... -..... __ 
....L...:...._ .. ";.!. 

. · .. II •. : . · BACKGROUND, PARTICIPANTS AND PRESS PLAN 

· . A. Background. John Doe succeeeds - ~your old friend _ .:ea!nis 
' · Sam .Whit-e as president of tliie~~aoe Manufacturing ... ;: 

Company.: Doe was elected t~:.: fi-11 this position~--: tc-.... 
.. last 'September at the company • s ;. annual convention •. , .. L;.~; ·~ 2 -

. . .. Doe has been with the company for ~~~n 
40 years and was executive.lvice:~president prior - ~~ · .. .r.:-ce.­
to· asswning his .. present position-. = · . · · .. _- -.. -·.?Si. .. ~- -

. You last saw Doe at a State Dinner 
in honor of the Prime Minister of Canada .on 
August ·!, 1974. Biography,J~ttached at Tab A. 

B. Participants. John Doe and~ J.ames Smith • 

C. · Press Plan~ Press photo opportunity~ "(or) 
President Is photographer only;:-::·. 

III: TALKING POINTS 

· ·1. · · -We xxx xx xxxx xx xxxxxx xx xxxxx . ·and xxxxx xxx xx 
xxxxxx xxx xxx xxxxxx xxxxxxx- xxxxxxxx . xx ·xxxxxxx- :-·:·:·· · 
xxxxxxxxxxx. The xxxx xx ~xxxxx xxx xxxxxx xxxx. 
"(Note: · XXXXXXX XX XXX XXXXXX XX XXXXX XXXXXX XX.) 



(~/ 
--- ·-·--------.:--·----·- ----------------- _:_. __ --

·# ·-- - •• -· • •• - 2 • ·- ·· I ··xxxx·xx xX xXxX ·xxxxxx·xx x- Xxx xXx}\x xxxxxxx 
XXXXXXXX XX XXXX XXXXX XXXXXXXX XXXXX XXXX XX. 

- 3. The XXX XXXXX XX XXXX XXXXX XXXXXXX XXXXXX XXXX 
XXXX XXXXXXXX XXXXXX. I XXXXX XXXXX XXX XXXX. 

Attachment B 
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MEMORANDUM FOR WHITE HOUSE STAFF MEMBERS 

The various documents and other papers included with this 
handbook are intended to help you understand your role, and 
your responsibilities, as a member of the President's staff, as well 
as to assist you in becoming familiar with the White House facil­
ities and procedures. Please examine them carefully, for the 
guidance they provide can make your activities here not only more 
useful, but also more enjoyable. 



TABLE OF CONTENTS 

A. General Information 
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*F. Index 

*Omitted from copies provided to the Vice President's Staff. 
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GENERAL INFORMATION FOI WHITE HOUSE STAFF 

The following material is intended as a quick 
reference to internal office activities and proce­
dures for members of the White House staff. It is 
intended to answer some of the more frequent ques­
tions that arise in the normal course of daily opera­
tion and to direct attention to available sources of 
information. 

Office of Chief Executive Clerk-Ext. 2594 

At the outset it may be helpful to have an 
understanding of the Office of the Chief Executive 
Clerk, which provides support to the staff offices. 
This office provides for the orderly processing of 
documents and correspondence within the White 
House Office and organizes and supervises clerical 
and admini~rative services and procedures which 
are carried out in the following operating offices: 

Administrative Office (which includes Budget 
and Accounts, Payroll, Purchases, Personnel, 
and Supply) 

Correspondence Section 
Central Files 
MailRoom 
Press Release Section 
Record Book Section 
Records Office 
Telephone Service 
Telegraph and Travel Service 
Messenger and Miscellaneous Services 
Gift Unit 

The sole purpose of each of these units is to assist 
the President and members of his staff. Brief 
descriptions of their responsibilities follow. 

Administrative Office-Ext. 6417 

Budget Office-Ext. ~~~0 
Payroll Section-Ext. '1080 
Personnel Office-Erot. ~'260 
Supply Ro071?r-Ext. ~6'2~ 
This office is responsible for the "White House 

budget, payroll, personnel, and supply activities. It 
maintains leave records, time and attendance re­
ports, and personnel records. The Administrative 
Office is responsible for the purchase of supplies 
and equipment necessary for the opemtion of the 
'Yhite House Office. It maintains accounting and 

other financial records as well as inventory of all 
property. 

Correspondence Sedion--Ext. 2304 

The Correspondence Section is first, and primar­
ily, responsible for disposition of the general cor­
respondence addressed to the President. Appropri­
ate replies are drafted or approved, series letters 
or "situation" letters are prepared as responses, 
and incoming letters are referred as necessary to 
the Government department or agency which has 
specific jurisdiction for the subject matter in ques­
tion. Most of the letters prepared in the White 
House for the· President's signature are typed in 
the Correspondence Section, as are Messages to the 
Congress, Executive Orders, Proclamations and 
other official documents. The Section also under­
takes miscellaneous typing jobs from Staff Offices 
and provides emergency secretarial and typing 
assistance to members of the President's staff 
after approval from the Chief Executive Clerk. 

Central Files--Ext. 2240 

Central Files is the general repository for White 
House Office papers. The proper use of Central 
Files and the procedures to be followed in filing 
are described in the attached memorandum on 
White House papers (Tab D). Questions pertain­
ing to files should be referred to the Office of the 
Chief of Files (Ext. 2240). Emergency requests 
for material from Files may be made by telephone 
to the Searching Unit (Ext. 2242). Routine re­
quests should be made through the "Request for 
File" form w'hich is available from the Chief of 
Files. 
Mail Room--Ext. 2541 

The Mail Room receives and di~ributes all in­
coming letters and parcels addressed to the Presi­
dent, his immediate family, and members of the 
White House staff. The· Mail Room also provides 
for the dispatch of all mail leaving the White 
House for delivery through the postal service. 

Letters addressed to the President are opene<t 
and routed for appropriate action to designated 
staff members. Family mail and such other mail 
as the President may direct goes unopened to the 
President's office. Letters addressed to others are, 
of course, forwarded 1.mopened. 

A-1 



Press Release Section-Ext. 2692 

The Press Release Section provides copies of 

( 
· White House Press Releases to Staff on request. 

The Section also mails or holds press releases for 
~ retrieval on request from Senators, Congressmen 

and the public. Card 'files are maintained on all 
press releases and on the President's press con­
ferences, and the Section maintains the capabil­
ity to identify direct quotations from the Presi­
dent. 

Record Book Section-Ext. 2500 

This section maintains liaison with the Library 
of Congress and the libraries and archives asso­
ciated with other government agencies in order to 
arrange loans of pertinent information for mem­
bers of the President's staff. The Record Book 
Section also compiles files of press clippings con­
cerning the President's activities and undertakes 
various research jobs for members of his staff. 

Records Oftlce-Ext. 2226 

This office prepares nomination, appointment or 
designation papers for Presidential appointees. 
It maintains a current catalogue of appointments, 
including information on past and present 

- appointees, the dates and terms of their appoint-e ments, and a record of resignations and termina­
tions of employment. This office assists the Press 

"--.. Office and coordinates information with that office 
in the preparation of public announcements of the 
President's actions in connection with nominations, 
appointments, resignations, designations, Procla­
mations, Executive Orders and other official docu­
ments. It delivers official documents to the proper 
departments and agencies. It also delivers official 
communications from the President to the Con­
gress and receives official documents for the Presi­
dent from the Congress. 

Telephone Service-Ext. 2134 

This office serves the White House Office, the 
Executive Residence, and other Staff members 
working in the Executive Office Building. The 
switchboard operates on a twenty-four hour sched­
ule, seven days a week. The physical and mechani­
cal operations associated with the telephone service 
are similar to those found in various government 
offices. Because of the importance, urgency and 
significance of much of the telephone activity in 
the "White House, this service has special charac-
teristics not ordinarily found in less sensitive 

activities. Information on placing calls is to be 
found on pages 9-10 of this handbook. 

Telegraph and Travel Service-Ext. 2250 

The Telegraph and Travel Office provides tele­
graphic and travel service at the "White House 
twenty-four hours a day seven days a week. This 
office is responsible for making travel arrange­
ments for White House staff, including airplane 
reservations, ground transportation, baggage han­
dling, hotel accommodations, and press rooms and 
telephone/telegraph 'filing facilities for the White 
House Press Office. It also assists with travel ar­
rangements for members of the "White House Press 
Corps. In addition, this office receives and dis­
patches all telegrams for the "White House Office. 

Messenger and Miscellaneous Services-Ext. 7005 

This office provides general messenger service 
for collection and distribution of mail, packages 
and messages to and from offices within the White 
House and the Executive Office Building. The 
Messenger Room performs all White House mim­
eograph work and arranges for minor duplica­
tion runs. The office is open seven days a week, and 
employees are on duty each evening until after the 
President retires. 

Gift Unit-Ext. 2350 

Gifts addressed to the President and the First 
Lady are received tl1rough the )fail Room and 
forwarded to the Gift Unit for handling. Pack­
ages addressed to other members of the First 
Family are sent to the Social Office for attention. 
All gifts received through the )fail Room are 
recorded there before referral to the Gift Unit. 

Gifts receh·ed by members of the staff for pres­
entation to the President and his family should 
be either (1) sent through the Gift Unit for cata­
loging, or (2) reported to the Gift Unit. 

* * • * • 
The services described below, in alP.habetical 

order, can be contacted through calls to the tele­
phone extension listed under Services in the most 
recent \\bite House Telephone Directory. Please 
do not hesitate to call the Chief Executive Clerk's 
office if any problem develops. Ext. 2594 

Appointments with the President 

Schedule Proposals 
Requests for meetings with the President should 

be made through the Director of the Scheduling 
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Office on the customary schedule proposal forms. 
A sample is shown at Enclosure G-4. 

Schedule Proposals recommending participation 
by the Vice President should be submitted to the 
Director of the Scheduling Office, rather than 
directly to the Office of the Vice President. The 
Director of the Scheduling Office works closely 
with the Vice President's Scheduling Office and 
many invitations that cannot be accepted by the 
President are referred to the Vice President for his 
consideration. 

Meeting Briefing Papers 

When schedule proposals are approved, the Di­
rector of the Scheduling Office will advise the 
member of the staff proposing the meeting with 
the President that a Meeting Briefing Paper 
should be prepared and delivered to the Office of 
the Staff Secretary. A sample is at Enclosure G-5. 

)feeting Briefing Papers should not be lengthy 
and should be delivered to the Office of the Staff 
Secretary before 4 :00 p.m. of the day preceding 
the meeting, unless other instructions have been 
given. The following should be noted concerning 
the format: 

Purpose should be a brief se,ntence describing 
the reason for the meeting. 

B ackgrounil should be a brief three or four sen­
tence summation of what led up to the meeting, an 
insight into the organization or personalities rep­
resented in the meeting, and the ~ate the President 
last met with the organization or personalities. 

Participants should include the names and titles 
(titles of staff members attending need not be 
listed) of meeting attendees. If meeting will in­
clude five or less attendees, they may be listed in 
this section. If more than five attendees, they 
should be listed by name and title on a separate 
sheet of paper and this section should read "See 
Tab A". 

Press Plan should identify whether it is a 
"David Hume Kennerly photo only" or "Press 
photo opportunity". 

Talking Points should be short and to the point, 
written in the first person. Should they exceed one 
page in length, they should be attached as a tab 
and this section should read "See Tab B". 

Appoin.tments with Staff Members (Clearance of 
appointments for staff members) 

To arrange clearance for· your appointments, 
please provide the necessary information to the 
Executive Protective Service Appointments Cen-

ter (Ext. 6046 or 6742) as far in advance as possi­
ble. The Appointments Center is the point of 
clearance for all visitors to the 1\,.hite House-EOB 
area excepting those indh·iduals who have ap­
pointments to see the President, those coming 
for special tours, or those appointments entering 
via the East Gate. 

P1•ocedure for Olearance-M ore than Three In­
dividuals 

Appointment clearances which involve more 
than three individuals should be typed in alpha­
betical order, last name first, and sent to the Ap­
pointments Center, Room 060, EOB, the day 
before the appointment whenever possible. When 
the clearance list does not become available until 
the day of the appointment or meeting, we recom­
mend you hand carry the list to Room 060, Old 
EOB. 

Lists should include the following information: 
( 1) the name, room location, and telephone 

number of the person requesting clearance 
{2) the name(s) ofthe visitor(s) 
( 3) the name of the staff member with whom 

the visitor has an appointment 
(4) the time, elate, and place of appointment 
(5) the anticipated point of entry into the 

White House complex. 

1Vhen submitting appointment clearances, we 
recommend yon use EPS Form 25 which provides 
space for the required information. A sample is 
shown at Enclosure A-1 and copies may be ob­
tained from the EPS Appointments Center, Room 
060,EOB. 

Procedure for Oleamnce-Three Individuals 01' 

Less 
When you are able to provide the clearance in­

formation the day before the appointment it would 
be helpful to have it typed and sent in accordance 
with the procedures outlined above. When it is not 
possible to provide clearances in writing or the 
clearance is being made the day of the appoint­
ment please telephone the EPS Appointment Cen­
ter (Ext. 6046 or 6142). 

Exception: East Gate/East Wing 
Staff members located in the East Wing and 

staff members who wish to clear appointments via 
the East Gate should notify or forward lists to the 
East ·wing Receptionist (Ext. 2867) or in her 
absence to the EPS officer in charge at the East 
·wing Reception Room (Ext. 2396). 
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Attendance Reports 

Pre-punched white time and attendance cards 
for White House employees will be furnished at 
the beginning of each pay period and are due in 
Payroll Section, Room 4, EOB not later than 
12 :00 noon on the last FRIDAY of the pay 
period. New employees will be provided a sal­
mon-colored time and attendance card for their 
first pay period on the payroll. For any assist­
ance needed in completing time and attendance 
cards, call Payroll Section, Ext. 7080. 

Autograph Requests 

All requests for the President's autograph 
should be submitted to the Office of the Personal 
Assistant to the President. It is essential that you 
furnish the following information on a 3 x 5 card, 
with each request submitted: A sample card for­
mat is shown at Enclosure A-2. 

N arne, address and business affiliation of in­
dividual to receive autograph. 

N arne, office assignment and telephone num­
ber of staff member initiating request. 

Suggested inscription (as a general rule, the 
inscription would be "To Mary Brown with best 
wishes" or "To Mary Brown. with appreciation 
and best wishes") if it is for "signature only" 
that should be so indicated. If there should 
be a more specific or different inscription, a 
suggested one should be provided. 

For a couple, the first name of both members 
(Mr. and Mrs.) should be inCluded. 

If an individual desires an autographed pic­
ture and has not included the photograph with the 
request, the official photograph will be used. A 
mailing label addressed to the individual to receive 
the autographed item should also be sent with the 
request. 

Ceremonies 

For many White House events, such as arrival 
ceremonies on the south lawn, there is an oppor­
tunity for spectators to be present. The respon­
sibility of inviting and admitting guests rests with 
the Office of White House Visitors. Should any 
staff member have any questions or recommenda­
tions for groups or individuals to be included as 
guests to public White House events, he should 
contact the Office of "White House Visitors. (Ext. 
2200). 

The proper courtesies should be practiced by 
staff members at all White House or cerernonial 
functions in order to provide a source of leadership 
for other guests who may be unsure of themselves 
in these situations. This proper etiquette is as 
follows: 

Civilian Personnel 
Honors: Courteau: 

Rutlles and Flourishes______ Stand at attention. 
Hail to the Chief___________ Stand at attention and 

applaud. 
All Xational Anthems______ Stand at attention-may 

place hand over heart 
(optional) . • 

•Non: .. -l!en wearing hats w111 remo'\"e them with right hand 
and place hand over heart wlth the hat at left shoulder. 

Military Peraonnd 
Honors: Courteau: 

Rutlles and Flourishes______ Stand at attention. 
Hail to the Chief___________ Stand at attention and 

applaud. 
All National Anthems______ Stand at attention and 

salute if outdoors. • 
•Non: .. - Indoors : Stand at attention-a salute ts Improper 

Indoors .. 

Communications Equipment 

The White House Communications Agency 
(WHCA) provides communications support for 
the White House. The most expensive single items 
which WHCA allocates are television sets, IBM 
dictating and transcribing units, and AM/FM 
radios. The following criteria will apply when re­
questing these items: 

-TV sets, IB~I equipment and AM/FM radios 
are assigned by the Staff Secretary. 

-Routinely, only one of each item will be issued 
to an individual or office except in the case of 
IB~f equipment. Additional unit8 m'U8t be 
justified. 

-All requests for this equipment must be sub­
mitted by the respective office head to the 
Commander, WHCA, through the Staff Sec­
retary for final consideration. 

'When necessary, certain staff personnel will be 
assigned Pageboys and Handie Talkies to facili­
tate commtmication. Staff personnel should take 
their assigned Pageboys and Handie Talkies on 
all trips. Since each Pageboy operates on a specific 
channel, the number of Pageboys which can oper­
ate on SIERRA frequency is limited. For this rea­
son, wry few Pageboys are available for issue on 
trips. X ormally, the spares that are carried on trips 



are used to replace defective units or issue to spe­
cial personnel designated by the staff. 

( Conferen~e FacUities 

~· ~ In the West Wing of the White House, one 
room, the Roosevelt Room, can be made available 
on occasion for high-level conferences. All re­
quests to reserve this room for any purpose should 
be made to the West 1Ving Receptionist (Ext. 
2605). 

(_ 

Several conference rooms of varying size are 
located in the Old Executive Office Building. These 
rooms may be reserved for your use if you will call 
the G.S.A. Manager, White House Area, Room 48 
Executive Office Building (Ext. 2348 or 3154). See 
also Executive Briefing Room, below.) 

Credit Union (White Housel 

This facility is located in Room 49, EOB. It 
is open on weekdays, 10 :00 a.m. to 3 :00 p.m. and 
closed on weekends, holidays and on the last busi­
ness day of each month. Membership is open to all 
·white House Staff members. (Ext. 2900) 

Duplicating Facilities (Mimeographing and Xerox­
ingl 

~ 

Duplicating work is done by the :Messenger 
Service, Room 54 EOB. Requests for work should 
be made by calling the Chief of the ::Messenger 
Service, Ext. 7005~ Most other forms of reproduc­
tion or printing are accomplished outside the 
White House. Staff members sh~uld provide ade­
quate lead time when requesting special materials 
or an unusually large number of copies. 

Eating Facilities 

The White House Mess is operated under Navy 
auspices and is located on the ground floor, West 
·wing (Ext. 2610). Because of its small size, mem­
bership is necessarily limited. Individuals who 
have the privilege of the White House :Mess will 
be so informed. Breakfast and luncheon is sen-eel 
and limited dinner service is available through 
advance notice. 

The EOB Staff Mess is operated by GSI and is 
located on the ground floor, EOB Room 24:. Its 
membership is also limited by the physical size 
of the facilities. 

Additional eating facilities available to all staff 
members are the GSI cafeteria in Room 31 on the 

ground floor of the EOB and also in the N.E.O.B. 
Snack machines are available in the ·west Wing 
Basement and ground floor EOB. 

Emergency SecretC!rial Assistance 

For emergency stenographic or typing assist­
ance during the working day or emergency week­
end assistance, call the Office of the Chief Execu­
tive Clerk, Ext. 2594:. After 6 :00 p.m. and until 
midnight during the week, the Correspondence 
Section should be called on Ext. 2603. All requests 
for secretarial services should be arranged as far 
in advance as possible. 

Employment-see Personnel 

Equipment/Supplies 

Stationery and office supplies are customarily 
ordered on requisition forms secured from the 
Supply Room, Basement, Room 082 EOB. {In 
the event of an emergency, you should telephone 
your request to the Supply Room, Ext. 2622.) 
Orders for items not normally stocked may be re­
quested in writing by memorandum to the Staff 
Secretary. :Members of the White House Staff do 
not have individualized stationery. 

Executive Briefing Room 

The Executive Briefing Room located in Room 
450, EOB has a capacity of 208 people and is 

·equipped with public address, projection and 
communications facilities which make it suitable 
for a broad range of conference 1·equirements. At 
least 24: hours advance notice is required for use 
of this facility, which may be reserved through 
the G.S.A. :Manager, "White House Area, Room 48, 
EOB (Ext. 2348, 3154). (See also Conference 
Facilities, above.) 

Gifts to the President and the First Family 

On occasion, staff members have inquired about 
giving gifts to the President or his family. Such 
gifts are given with the purest intentions in an 
atmosphere of friendship and fellowship. Unfor­
tunately, they might sometimes be misconstrued. A 
Federal statute and government regulations pro­
hibit the presentation of gifts to officials by their 
subordinates. :Moreover. your presence on the staff 
and your efforts on behalf of our country are 
themselves a fine contribution to the Nation, and 
a most sufficient gift to the President and his 
family. 
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Gifts Between Staff Members and Acceptance of 
Other Gifts 

Federal statutes prohibit the acceptance of gifts 
from fellow employees of a lesser pay status. The 
solicitation of contributions for a Christmas gift 
for an employee in a superior official position is 
also prohibited by statute, as is the giving of such 
a gift or donation. However, these laws have not 
been interpreted to preclude the traditional ex­
change of gifts of nominal value between co­
workers within an office. 

As a member of the White House Staff you are 
expressly prchibited from soliciting or accepting 
gifts from corporations or persons {1) who have 
or are seeking contractual agreements with any 
Executive department or agency, {2) who engage 
in activities regulated by Executive departments 
or agencies, or {3) who have any interests which 
may be substantially affected by the performance 
of your job. This latter group includes federal 
employees as well as persons in the private sector. 

The foregoing does not preclude your acceptance 
of unsolicited advertising or promotional items 
such as pens, note pads, calendars, etc., so long as 
they are of nominal value ($10 or less). Similarly, 
you are not prohibited from accepting reasonable 
gifts, promotional or otherwise, from close per­
sonal friends or relatives who have dealings with 
the government, when it is clear that the motiva­
tion for the gift is the personal relationship and 
acceptance would not give rise to the appearance 
of a conflict of interest. · 

Additionally, present law prohibits the accept­
ance of gifts in excess of $50 (retail value in U.S.) 
from representatives of foreign governments ex­
cept with the express consent of Congress. Any 
such gift which cannot appropriately be refused 
shall be submitted to the office of the Counsel to the 
President (Room 106, EOB) for transmittal to 
the Department of State. 

Any prohibited gift should be returned to the 
donor along with a letter, a copy of which should 
be retained for your files, stating the reasons for 
its return. If for any reason it is not possible to 
return the gift, please forward it to the office of the 
Counsel to the President (Room 106, EOB) 
along with a letter of explanation. The gift will 
then be turned over to a public charity or charita­
ble institution. 

The rationale for the foregoing restrictions is 
two-fold. First, as between members of the Staff, 
they remove any appearance that a person is at-
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tempting to gain favor with a superior by the giv­
ing of a gift, and also resolve that no such gift 
is es:pected. Second, as to gifts that might be 
offered from those outside the "White House, they 
protect you as a member of the Staff from being 
thrust into a position of conflict with your job, or 
more often, from being exposed to the appearance 
of such a conflict. 

Invitations to Official White House Functions 

You may occasionally wish to suggest that some­
one be invited to an official activity at the White 
House. You may do so by completing the form 
shown at Enclosure A-3 and sending it to the So­
cial Secretary. 

Insurance 

For information or questions regarding group 
life insurance or health insurance coverage, call 
the Personnel Office, Ext. 2260. 

Leave 

For information or questions regarding leave 
regulations or leave records of those on White 
House rolls, call the Payroll Section, Ext. 2220. 
Lea>e accrual for those subject to the Leave Act is 
as follows: 

Sick Leave 

All government employees accumulate the 
same sick leave credit-13 days annually at the 
rate of 4 hours per pay period. 

Annual Leave 

The rate of annual leave accrual is based on 
the individual's aggregate amount of creditable 
sen·ice. For the first 3 years of service, all em­
ployees earn 13 days annually, at the rate of 4 
hours per pay period. From 3 to 15 years serv­
ice, 20 days are earned at the rate of 6 hours 
each pay period. Beyond 15 years, 26 days are 
earned at the rate of 8 hours each pay period. 

Legal Matters 

You should consult the Office of the Counsel to 
the President on all legal matters related to the 
performance of your official duties. Examples of 
such matters include: 

(a) Questions of interpretation of statutes, Ex­
ecuti.-e Orders, and administrative rules and reg­
ulations. 
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(b) Questions of the probable legal effect of 
language in draft or enrolled bills or in proposed 
Executive Orders. 

(c) The need or desirability of referring 
matters to the Department of Justice for an 
opinion or action. 

(d) Initiating any contact which may fall 
within the scope of paragraph 11 of the Standards 
of Conduct section (Tab E) involving independent 
regulatory agencies or procurement agencies; also 
initiating any contact in his official capacity with 
a member of the Judiciary, an employee of the 
Internal Revenue Service, a United States Attor­
ney or an employee of any Board, Division, or 
Bureau of the Department of Justice. 

(e) Subpoenas, complaints and orders in any 
judicial or administrative proceedings or requests 
to be a witness therein when they relate to your 
official duties or those of another employee of the 
Federal Government, and inquiries or requests 
made by an attorney or by a party to any such 
proceeding. 

(f) Requests or demands for documents other 
than those prepared for unrestricted distribution 
when a response would not be in the ordinary 
course of the employee's duties, 

(g) Requests, before they can be granted, for 
Presidential endorsement or support of a nongov­
ernmental organization or project, whether by ac­
cepting an honorary membership or sponsorship, 
by use of his picture or his seal, or by other means, 
except that such requests should go initially to the 
Correspondence Section. 

Letters and Other Mail 

(a) Format: For forms of salutations and ad­
dress and matters of style, consult the White 
House Correspondence Manual which is provided 
to secretarial personnel upon arrivaL (Call Ext. 
2603.) 

(b) Mail Processing: Incoming mail is proc­
essed through the "White House ~fail Room Re­
ceiving Unit in the EOB. All mail delivered by 
the Post Office and all packages delivered by mes­
sengers are put through a security screening proc­
ess. This process will damage undeveloped film, 
and its expected arrival should therefore be called 
to the attention of the Chief of :Mails, so that 
it may be held aside and processed separately. 

All outgoing official mail should be signed and 

placed in a folder (along with file copies, yellow, 
green, white) for transmittal to the Stripping 
Desk of Central Files. Messengers will make 
scheduled pick ups at your office. 

(c) Presidential Correspondence: Each staff 
office is responsible for taking appropriate action 
on mail referred to it for response. The following 
points should be kept in mind when processing 
Presidential correspondence: 

1. While it is impossible for the President to 
send a personal reply to every message he re­
ceives, responses to communications from the 
President's personal friends, members of the 
Congress, principal state and local government 
officials and other leading citizens should 'IW1'­

mally be prepared for signature by the President 
rather than by a staff member unless the cir­
cumstances indicate that this would be inappro­
priate. 

2. A brief acknowledgment or interim reply 
for the President's signature is often desirable 
in those instances in which the President should 
not be drawn into debate on the merits of par­
ticular matter. 

3. When any question arises about a writer's 
past correspondence relationship with the 
President, it is important that the staff member 
preparing a reply obtain copies of previous 
correspondence from Central Files (Ext. 2240). 

4. Information on salutations used by the 
President in writing to people he knows is 
available through the Kardex Unit in Central 
Files, and a check should be made in all ques­
tionable cases. 

5. Frequently an individual writing to the 
President will send copies of his letter to various 
members of the staff, some of whom will in turn 
prepare replies for the President's signature 
without locating the original letter or getting 
the entire file or correspondence together. In 
order to avoid the possibility of a writer's re­
ceiving more than one response to his letter, 
every reply prepared for the President's signa­
ture should be forwarded together with the orig­
inal incoming commtmication. "When this is not 
possible, appropriate notes of explanation iden­
tifying the location and disposition of the orig­
inal should be attached to the drafts submitted 
for signature. 

(d) Congressional Correspondence: All mail 
from White House staff members to Senators or 
Members of Congress relating to substantive mat-
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ters should be cleared with the Office of Legislative 
Affairs before mailing. 
· Some Congressmen sending a letter to the Presi­

dent or another person on the White House Staff 
will also send information copies to other Staff 
members. In such instances, anyone receiving an 
information copy of a letter from the Hill should 
merely acknowledge receipt of the copy. 

(e) Perscmal Mail: White House stationery 
should not be used for personal correspondence. 
The azure stationery is used exclusively for Presi­
dential correspondence, and is never to be used for 
any other purpose. 

You should also be careful not to use prepaid 
penalty mail covers for nonofficial matters. Nor 
should articles or documents be sent by penalty 
mail unless pursuant to official business. Personal 
mail should be stamped and dispatched by your­
self. 

Maintenance 

All requests for such services as air-conditioning, 
cleaning, replacement of electric lights, heating, 
painting, plumbing, carpenter work (except type­
writer repair) should be made to the GSA White 
House Area Representative, Ext. 2348. 

Medical .facilities 

The Office of the White House Physician and 
the White House Medical Unit are located on the 
1st Floor of the EOB, Room 105, Ext. 2182. 

Messenger Service 

The Chief Messenger's Office is located in 
Room 54 EOB (Ext. 7005). Sub-units are also 
located in the West Wing, Ext. 2615, East Wing, 
Ext. 2114 and on the ground floor of the EOB, 
Ext. 2601. The messengers provide regularly sched­
uled pick up and delivery service for each of the 
staff and operating offices. As required, this office 
also provides expedited delivery service to and 
from the other departments and agencies. When 
mail is to be delivered by messenger to another de­
partment or agency, it is necessary that a complete 
name and address should be supplied. For in­
stance, "John Doe, Department of Commerce" is 
not enough. Except for the ranking officials, the 
room and building should also be furnished, as 
personnel of some of the departments are located 
at several different addresses. 

For expedited hand delivery, use a "red tag." 

Moving 

Any moves should be coordinated by the Staff 
Secretary. )!embers of the staff should not deal 
directly with the GSA White House Area 
Representative. 

Newspapers and Periodicals 
These are furnished to the staff offices on 

the basis of need. Requests should be made by 
memorandum to the Staff Secretary for approval. 
'When feasible, in order to avoid excessive pur­
chases, newspapers should be placed in a central 
location for common use by $everal offices. In addi­
tion, the Presidential Record Book Section main­
tains a file of magazines for staff reference and 
circulates them regularly upon request. 

Parking 
Parking is provided for members of the White 

House Staff on East and West Executive Avenues, 
State Place, and the Ellipse areas. Requests for 
permits should be submitted in writing by the. 
heads of White House Staff Offices to the White 
House Visitors' Office in the East Wing. Upon 
approval permits are issued. 

Pay 
Government pay days are staggered. White 

House employees receive their checks every other 
Wednesday, 11 days after the end of a pay period. 
Employees detailed to the White House receive 
their checks on a varied schedule depending on 
their respective employing agency. 

Personnel 
The Personnel Office, located in Room 6, EOB, 

Ext. 2260 maintains personnel records and files 
and is the main contact with Civil Service Com­
mission on personnel matters. It handles requests 
for personnel actions, ·including assignments of 
employees detailed from departments and agencies. 

. Postage Rate and ZIP Code Information 

This information is available from the White 
House Mail Room, Dispatch Unit, Ext. 2542. 

Presidential Spokesmen 
The Office of Presidential Spokesmenis coordi­

nated by the Scheduling Office. Its purpose is to 
schedule outstanding Administration spokesmen 
with forums throughout the nation. 
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Reference Sources 
Central Files (Ext. 2240) 

The Kardex Unit keeps a current index of those 
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with whom the President corresponds on a first name 
basis. Central Files also maintains ZIP code informa­
tion and many out-of-town telephone directories, and 
has access to the facilities of the Library of Congress 
to obtain address information not available within the 
office. 

Pre8identiaf Record Book Section {Ext. 2500) 
It maintains the Presidential Press Record, a daily 

chronological file of newspaper clippings of pertinent 
material on the President and his administration. A 
file of magazines and newspapers for staff reference is 
also available. Loans of books from the Library of 
Congress may be secured by the section. 

Pre88 Relea8e Section (Ext. 2692) 
It maintains a complete record and subject reference 

of White House Press Releases, copies of which are 
available upon request. 

Reference Book8 
Selected reference books are available in the Office 

such as the Public Papers of the President, Weekly Com­
pilation of Presidential Documents, the Congressional 
Record, U.S. Statutes at Large, U.S. Code, Congressional 
Directory, U.S. Go>ernment l\Ianual, Congressional 
Quarterly, and Who's 'Vho. The Correspondence l\Ianual 
is available from the Correspondence Section (Ext. 
2603). 

Information on other books may be supplied by the 
Presidential Record Book Section, Ext. 2500. If you 
have need to be on the distribution list for the Con­
gressional Record, the Federal Register and the Weekly 
Compilation of Presidential Documents, the Office of the 
Chief Executive Clerk should be so advised. 

Record8 0 ffice (Ext. 2226) 
In addition to recording official actions of the Presi­

dent, this office has copies of bills and resolutions which 
have been introduced, as well as copies of Senate and 
House reports. 

Security 

The Secret Service and the Executive Protective 
Service provide security coverage for the Presi­
dent and First Family and for the White House 
and Executive Office Building premises. A roster 
of personnel employed in all offices in the two 
buildings is maintained by the White House 
Police. 

Staff Memoranda 

In order to avoid confusion and duplication, 
memoranda that are to be distributed to all Wllite 
House Staff must be sent to the Office of the Staff 
Secretary which will handle the distribution, if 
approved. 

Telephone Call Recommendations to the President 

Telephone Call Recommendations (sample 
shown at Enclosure G-6) are submitted in lieu of 

Meeting Schedule Proposals in order to use the 
President's time efficiently. Generally, Telephone 
Call Recommendations are submitted to bring to 
the President's attention outstanding achieYe­
ments of individuals or groups to permit 
him to recognize their achieYements with a 
courtesy call. All appropriate background in­
formation should be included in the Telephone 
Call Recommendation. 

Telephone Service 

New staff members will be provided telephone 
service as quickly as possible. During the first few 
days, it may be necessary to use facilities already 
in place and you may want to inform the telephone 
operators of your new location. "\Vhen you are sure 
of the system that you wish to place in your office, 
contact the Office of the Telephone Company Rep­
resentative (Ext. 5928). 

In order to conserve time in placing calls, the 
following general pattern is suggested: 
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(a) Local Oall8 
Interoffice calls should be dialed, and not 

placed through the White House switchboard. 
You will be furnished a Directory. 

Non-government calls should be made with­
out going through the White House switch­
board-by dialing "9" and then dialing the 
number desired. 

Government calls should be made by dialing 
the appropriate code, followed by the extension 
number desired. Lacking an extension number, 
the code and information number should be 
dialed. A list of government codes and infor­
mation numbers is included in the Directory. 

(b) Long Distance Calls. 

Long distance calls for official business should 
not be dialed directly, due to the high cost of 
this method. The White House switchboards 
have access to Wide Area Telephone Service 
(WATS) and Federal Telecommunications 
System (FTS) lines. To gain access to these 
services when making official calls, members of 
the "\Vhite House Staff should place long dis­
tance calls by dialing 80, followed by the area 
code and the local number. In the event a busy 
signal is obtained after several attempts, the 
switchboard operator should be dialed for assist­
ance in gaining access to the '\VATS service. 
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Long distance calls that are political rather 

than official in nature should be made by advis­
ing the 'Vhite House operator that it is a politi­
cal call. This will insure that the toll charges 
are billed to the Republican National Committee 
and will not be chargeable against White House 
funds. 

Long distance calls of a personal nature 
should also be placed through the 'White House 
operator so that it may be charged to the caller's 
home telephone or personal cerdit card number. 
Staff members should have a record of the home 
telephone numbers of the other staff members in 
their office, so that whenever possible such calls 
may be dialed directly instead of being placed 
through the White House switchboard. 

Government department and agency direc­
tories may be requisitioned through the tele­
phone operators. 

Telegrams 

Consult the Correspondence Manual for format 
and other detailed information. All 'White House 
wires are sent commercially and dispatched only 
through our Telegraph Office, which maintains 
direct connections with commercial carriers at 
all times. Classified messages ~re dispatched via 
the Situation Room. 

Theater (White House) 

Reservations for the use of_ the White House 
Theater for meetings, briefings, films and other 
official 'Vhite House business should be made by 
sending a memo to the East Wing Receptionist or 
by phoning her. In her absence, phone the Office 
of White House Visitors, Ext. 2200. 

Typewriter Repairs 

For repairs call the Supply Room, Ext. 2622. 

Travel Information and Vouchers 

All official travel must be approved in advance 
by the Staff Secretary. Without clearance prior to 
the date of travel, it will not be possible to arrange 
payment of travel expenses from official funds. 
After requests have been approved, travel by air 
and rail may be arranged for staff members 
by calling the Office of Telegraph and Travel 
Services (Ext. 2250). Government Transportation 
Requests- (known as GTR's) may be used for 

such travel on official business. For t-eimbursement 
of expenses, vouchers must be completed on forms 
amilable from the Supply Section, Ext. 2622. The 
Budget Office (Ext. 2220)., can provide assistance 
in completing the forms. 

Video Tape Recording 

'\"\"~'hite House Communication Agency-Video 
Tape Recording Section has the capability of 
recording any television programs broadcast in 
the '\"\T ashington, D.C. area. Presidential appear­
ances, CBS Morning News, and all evening net­
work newscasts are automatically taped by the 
WHCA. Special requirements, such as the record­
ing of appearances of staff members, Cabinet 
members, etc., on national TV, may be requested 
but must be co-ordinated ahead of time to preclude 
scheduling conflicts. 

_All requests for VTR services should, be directed 
to the following WHCA sections during the time 
frames indicated : 

Normal working hours Monday thru Friday: 
'VHC.A Electronics Maintenance Section, Ext. 

4035. 
Other than normal working hours: WHCA 

Duty Officer, Ext. 4070. 

Visitors 

For procedures, see Appointments, page A-2 of 
this section. 

White House Tours 

Excepting certain holidays the White House is 
open to the public throughout the year: from 
10 a.m. to 12 noon, Tuesday through Saturday; 
and until 2 p.m. on Saturday during the summer 
months. Visitors for the regular tour should come 
to the East Gate on East Executive Avenue. 
Reservations are not required. 

Special guided tours are available on a limited 
basis from 8 a.m. to 9 a.m., Tuesday through Sat­
urday. To obtain a tour reservation, please phone 
the Office of 'White House Visitors, Ext. 2200. 
Identify yourself and request a special tour for 
the specific number of guests and the date you 
wish. If your request can be confirmed, a reserva­
tion number, a time and a date will be recorded 
on each ticket. Time permitting, the tickets will 
be sent to you. 
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Upon arrival for a special tour, each guest must 

present a validated ticket at the East Gate on East 
Executive Avenue. Each ticket number, date and 
time will be checked by the Officer at the gate 
against records furnished by the Office of White 
House Visitors. 

l\Iembers of the White House Staff should not 
take guests to the area of the President's Office 
and the Cabinet Room without first checking with 
the "White House Visitors Office to determine if 
the President's schedule and other business will 
permit non-staff guests in that area. :Members of 
the "White House Staff and their guests should 

... 

view the President's Oval Office and the Cabinet 
Room from the door. 

Requests to view the Rose Garden, South 
Grounds, and other areas off the established tour 
route during visiting hours should be directed to 
the Visitors Office for confirmation if possible. The 
White House is not generally available for viewing 
in the afternoon, (after closing to visitors) or 
on Sunday or Monday. Arrangements for tours 
during these "off" hour times can only be made 
under unusual circumstances and must be made by 
contacting the Visitors Office in advance. This is to 
premit the First Family to use the Residence and 
Grounds privately and for official functions. 
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EPS FORM 25 
(01·74) 

To: 

EXECUTIVE PROTECTIVE SERVICE 

Officer-in-charge 
Appointments Center 
Room 060, OEOB 

Enclosure A -1 

Please admit the following appointments on---------------, 19~--

for __________ ~~~~--~~~~----------of ________ ~~--~-----
<Name of pe~son to be visited) (Agency) · 

.. 

MEETING LOCATION Requested by ____________ _ 

Building------------------- Room No. ___ Telephone ______ _ 

Room No. _________ ___ Date of request --------------------

Additions and/or chan~:cs made by telephone should be limited to three (3) names or less. 

DO NOT DUPLICATE THIS FORM. 

APPOINTMENTS CENTER: SIG/OEOB- 395-6046 or WHITE HOUSE- 456-6742 



Enclosure A-2 
Photograph Request Card Format 

Using the following format on a buff colored 3 by 5 inch card, it should be forwarded to 
Office o£ the Personal Assistant to the President (Attn: Miss Anne Kamstra, Room 470, EOB). 

PUBLIC, John Q. 
1234 Main Street, S.E. 
Grand Rapids, Michigan 49506 
Office of __________________ , X2941, 3/6/75 

Inscription: To Jane and John, 
With best wishes, 

Requested by: Congressman John Doe 

(Please leave a portion of the card blank below) 

Name (last name first) and ad­
dress of person for whom photo­
graph is requested 
Your office, telephone number and 
date 
Inscription requested 

N arne of person requesting photo­
graph from your office (if appli­
cable) 



Name · 

Enclosure A-.'.J 
Suggestion for Invitations to White House Functions 

~r. ______________________________________________________________ _ 

]Jr.a.nd]Jrn. _______________________________________________________ ___ 

Nrrn. _____________________________________________________________ ___ 

~iss _________________________________________________________ ___ 

HomeAddre§ _____________________________________________________ ___ 

-----------~------------------Telephone:------------

Business Affiliation-----------------------------------------------

Business Address------------------------------------------------------

----------------------Telephone:------------
Function: I>mner _____________________________ __ 

After I>inner Entertainme'!.t ____________________ _ 

Reception -----------------------------

Reason for Consideration: 

Submitted by:-------------------------------------------------

566·315 0- 75 - 3 
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MATERIALS FOR THE PRESIDENT 

The types of materials forwarded to the Presi­
dent by the White House Staff include the 
following: 

1. For th6 Preaident--Sign.atuN 
Documents for the signature of the President 

include the following: Messages to the Congress, 
Proclamations, Executive Orders, nominations 
and commissions, memoranda and letters. 
(See Enclosure C-1 for sample.) 

2. For th6 Preaident--For Your lnf~, 
National Secu,rity 

Infonnation papers on any number of na­
tional security subjects are prepared for the 
President to keep him infonned on pressing 
world events. These papers are prepared by the 
Assistant to the President for National Security 
Affairs. 

3. For th6 Presidenfr-For Your Information, 
DQm68tic 

Infonnation papers on any number of domes­
tic subjects are prepared for the President to 
keep him informed on pressing domestic events. 
These papers are prepared by the Assistant to 
the President for Domestic Affairs and other 
White House Staff Members who have special 
assignments to work on various domestic proj­
ects. (See Enclosure C-.-2 for sample.) 

4. For th6 Presidenfr-.Actiun 
Proposals by White House Staff Members on 

matters requiring Presidential actions are for­
warded to the President in this general category. 
:Members of the White House Staff are advised 

of the President's actions immediately in order 
that they may proceed with ·implementation if 
such is indicated. (See Enclosure C-3 for 
sample.) 
The Office of the Staff Secretary, through which 

all Presidential material must pass en route to the 
President's desk, attempts to instruct White House 
Staff Members about the importance of preparing 
accurate information briefly and concisely. Papers 
intended for the President should include only 
those items deemed essential. The need for clarity 
and brevity cannot be over emphasized and there 
is no objection to the use of an outline fonnat 
when this is more appropriate than a narrative. 

5. For the Presidenfr-Meeting Briefing Papers 
The President receives meeting briefing papers 

for all meetings he holds with White House 
Staff Members and other individuals in the pub­
lic and private sectors. Great care· should be 
taken in the preparation of these briefing papers 
in order to insure accuracy and succinctness. The 
President is customarily adyised of the purpose, 
background, participants, press plan (if any) 
and principal talking points for each meeting. 
Meetings are scheduled after 'Ril appropriate 
Schedule Proposal (sample at Enclosure C-4) 
has been submitted to the Scheduling Office and 
approved. Meeting Briefing Papers (sample at 
Enclosure C-5) should be prepared after meet­
ings have been approved and advice of such 
approval has been received by the proposing 
office. Meeting Briefing Papers should be sub­
mitted to the Office of the Staff Secretary. 

6. For the President-Recommended Telephone 
Oull 

Telephone Call Reeommendations (sample at 
Enclosure C-6) are often submitted in lieu of a. 
Schedule Proposal, in order to use the Presi­
dent's time efficiently. 
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MEMORANDUM 
Enclosure C-1 

For the President-Signature 

THE WHITE HOUSE 
WASHINGTON 

October 23, 1975 

MEMORANDUM FOR THE PRESIDENT 

Forwarded for your approval and signature is a nomination containing the 
names of 266 officers for promotion and original appointments in the Navy. 

This nomination has been staffed by the Secretary of the Navy and 
approved by the Secretary of Defense. 

Recommendation 

That you sign the nomination attached at Tab A. 

Attachment 

Major General Richard L. Lawson, USAF 
Military Assistant to the President 



Enclosure C-2 

MEMORANDUM For the Presidentr-For Your Information, Domestic 

MEMORANDUM FOR: 

FROM: 

SUBJECT: 

THE WHITE HOUSE 
WASHINGTON 

October 21, 1975 

THE PRESIDENT 

JOHN E. SMITH · 

Report on Fuel Economy and Air Quality 

This report provides information on recent stories about an alleged FEA report which indicates that 
your goal of 40% increase in automobile fuel economy by 1980 can be achieved without making the 
changes in the Clean Air Act that you proposed in your State of the Union :Message. 

1. Several reports have been prepared jointly by FEA, EPA and DOT experts which are available 
publicly and indicate that, under the most optimistic assessments of new technology, the current 
Clean Air Act standards for 1977 could be met and still achieve a 40% fuel economy increase by 1980. 
The reports show, however, that even under the most optimistic assessments: ... 

-The initial cost of the cars would be between 5% and 10% higher-that is $200 and $400. 

-There would be a large fuel economy loss between now and 1980 (when improved technology might 
be available). For example, the fuel economy loss in 1977 would be at least 10%. 

-Allowing the current Clean Air Act standards for 1977 to go into effect would produce very little 
improvement in air quality because 1975 nationwide standards are already very low compared to 
previous years. 

Less optimistic assessments of the technology indicate that Clean Air Act standards for 1977 would 
involve even higher costs and fuel penalties. The critical need is to find the best balance between 
improved air quality in the cities that have an auto-related pollution problem and the price that will 
be paid nationwide to meet auto emission standards. 

2. The report referred to in news stories is a brief summary paper prepared for your meeting with your 
energy advisers. 

3. The brief paper, a ;background document, and a technical briefing by FEA, EPA and DOT experts 
have been offered to interested members of the press. 

(NOTE: The above memorandum is a sample and the contents are not necessarily factually correct. It is 
provided only as a guide for format.) 
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MEMORANDUM 

ACTION 

:MEMORANDUM FOR: 

FROM: 

SUBJECT: 

I. BACKGROUND 

THE WHITE HOUSE 
WASHINGTON 

September 9, 1975 

Enclosure C-3 
For the President-Action 

THE PRESIDENT 

JOHN E. S~llTH (name of staff member) 

Briefly State Subject 

The President should be informed of recent actions by the Administration, departments, 

agencies, states, other foreign governments, etc., on issues. 

II. OPTIONS 
Two or three options should be presented for consideration. 'When discussing these courses of 
action, brief mention should be made of the advantages and disadYantages of each, and who (or 
what offices, agencies, and departments) within the Administration is in favor and why. 

III. RECOMMENDATION 
The recommendation(s) proposed by the writer should be made with a space provided to permit 
the President to indicate his Approval or Disapproval of each option. A short statement of the 
names of the other "White House Staff Members who concur in the writer's recommendations 

should also be made. An example is provided below: 

RECOMMENDATION 

That you approve Option 1, which provides for--------------------------------------------

--------------------------------------------------------·-------------------------------
(Smith, Anderson, Thompson and "Wilson concur.) 

Approve ____ _ Disapprove -----

(Note: ·where necessary, tabs may be attached to Action Memoranda. However, as in the case 
of other written materials directed to the President, brevity is encouraged. Seldom should an 
Action Memorandum be longer than one or two pages, and tabs, whenever possible, should be 

held to less than four or five.) 
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MEETING: 

DATE: 

PURPOSE: 

FORMAT: 

Enclosure C-4 

Schedule Proposal Format 

THE WHITE HOUSE 

WASHINGTON 

SCHEDULE PROPOSAL 
DATE: 
FROM: 
VIA: Warren S. Rustand 

Or Greeting - Drop by - Address - Reception, etc. 

Day and date proposed. Indicate OPEN if no specific time 
is required. 

Explicitly state why the President should do the event. 

-location (room, office or city and specific place in the 
city) 

-participants (those participating in the meeting. If more 
than five lines, attach list of participants) 

-expected length of participation 

CABINET Names of Cabinet Officials involved in substantive way 
PARTICIPATION: or having a special interest in event. 

SPEECH 
MATERIAL: 

PRESS 
COVERAGE: 

STAFF: 

RECOMMEND: 

OPPOSED: 

PREVIOUS 

Specify type of speech material necessary: speech, 
remarks, toast, talking points, etc. 

State what type of press and photo coverage, if any, you 
recommend to accomplish the objective. 

Name of the individual responsible for setting up the 
meeting and submitting the briefing paper. 

Names of those who support the proposal. Be sure to 
include any pertinent comments. 

Names of those who fail to recommend the proposal and 
their reasons. 

State if the President has seen officials or participated 
PARTICIPATION: in meetings and when. 

BACKGROUND: Briefly state pertinent information about the meeting, 
event, etc. 

APPROVE ----- DISAPPROVE ----

-~~> 
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Enclosure C-5 

Meeting Briefing Paper Format 

I. PURPOSE 

THE WHITE HOUSE 

WASHINGTON 

October 14, 1975 

MEETING WITH ERNEST G. ANDERSON 
Wednesday, October 15, 1975 
3:15 p.m. (10 minutes) 
The Oval Office 

From: John Doe 

To recognize his election as president of Manufacturers International 

II. BACKGROUND, PARTICIPANTS & PRESS PLAN 

A. Background: Anderson succeeds your old friend Jim Stone 
having served as executive vice president of Manufacturers 
International 'last year. Anderson assumed the presidency 
at the annual convention in September. He is English from 
London and is one of the principal owners of EngSteel, a 
world-wide steel company. You last saw him on February 5, 
1975, when he attended a state dinner in honor of Prime 
Minister Trudeau of Canada. 

B. Participants: Ernest G. Anderson and John Doe. 

C. Press Plan: Press photo opportunity. (or) David Hume Kennerly 

photo only. 

III. TALKING POINTS 

1. We xxx xx xxxxxxxx xx xxxxxx xxx x xxx and xxxxxxxxx 
XXXX XXXXXXX XXX XX XXXXXXXXXX XXX XXX X XXXXX XXXXX 

xxxxxx. The xxxxx xxxxxxxx xx xxxxxxxxxx x x xxxxxxxx. 

2. I xxxx XX XX XXXXX X X XXXXXXX X X XXXXX XXXX XXXX XXX 

xxxxx xxxxx xxxxx xxxxxx xxxxxxx xxxxxx xxxxxx xxxxxx. 

3. The xxxxxxx xxxxxx xxxxxx xxxxxx xxxxxx xxxxxx xxxxx x 
xxxx XXX xxxx. I xxxxx xxxxx xxxxxxx xxxxxx XX. 

4. We xxxxx xxxxxx xxxxxx xxxxxx xxxx xx x xxxxxxxxxl:feli: _ 

xxxxxx xxxxxx xxxx xxxx xxxx xxxxxx xxxxxxx. " 
4 :;·_-: ... _;-
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Enclosure C-6 

Telephone Call Recommendation Format 

THE WHITE HOUSE 

WASHINGTON 

RECOMMENDED TELEPHONE CALL 

TO: 

DATE: 

RECOMMENDED BY: 

PURPOSE: 

.. 
BACKGROUND: 

Name of person you recommend be called with 
brief identifying information only when you 
suspect name will be unfamiliar to the President. 

Date the President should make the call 

Your name and if recommendation has 
concurrence of another staff member, so state. 

Preferably one sentence; two at most. 

Whatever background information you feel will 
be helpful to the President. Usually 3-4 short 
sentences will suffice to set the stage and give 
substance to talking points. Also, make sure 
that no letter has been sent by Correspondence 
for same purpose as the call and so indicate 
by stating this in the background. 

TOPICS OF DISCUSSION: 1. 

Date of submi s sian 

2. 
(The specific points that you recommend 

3. be made during the conversation 

4. 

NOTE: Original plus 4 copies 
are to be sent to the 
Director of the Scheduling 
Office 

fi.'i;;,o; . 
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WHITE HOUSE OFFICE PAPERS 

White House Office Papers: Classification and 
Declassification 

The security classification and declassification of 
each document prepared in the White House is 
governed by Executive Order 11652 and other 
applicable Executive Orders. The number of per­
sons authorized to originally classify informa­
tion is limited. Should an employee originate 
information which he believes to require classifica­
tion, he shall protect that information with appro­
priate safeguards, and shall seek the guidance of 
the Counsel to the President (Ext. 2293), who will 
provide a determination as to whether classifica­
tion is necessary and the required level of any 
classification. 

White House Office Papers: Filing with Central 
Files 

1. It is requested that the maximum possible 
use be made of Central Files, and the procedures 
listed bel<no 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 filel'! separate from any working files he may 
keep on official business and clearly designate them 
as such. Personal files include correspondence un­
related to any official duties performed by the staff 
member; personal books, pamphlets and periodi­
cals; daily appointment books or log books; folders 
of newspapers or magazine clippings; and copies 
of records of a personnel nature relating to a per­
son's employment or service. Personal files should 
not include any copies, drafts or working papers 
that relate to official business or any documents or 
records, whether or not adopted, made or received 
in the course of official business. For further dis­
cussion of personal files, see the following sub­
section on "Disposition of Papers Upon Leaving 
Staff." 

3. Each staff office shall forward regularly to 
Central Files three copies of all outgoing official 
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business consi&ting of correspondence a1Ul memo­
randa. One copy of all other outgoing related 
materials should also be filed. 

4. Each staff oflit:e shall forward regularly to 
Central Files any incoming official businestJ from 
sources other than lV ldte House staff olftces after 
action, if any, has been taken. Each staff office, if 
it so desires, may keep a copy of such incoming 
official business for its own working files. 

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

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

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

8. No defense material classified under Execu­
ti'i·e Order 1.Vo. 1165g w-ith a classification of TOP 
SECRET or Restricted Data under the Atomic 
Energy Act o/1951,. should be forwarded to Cen­
tral Files. All such material should be forwarded 
to the Staff Secretary for storage. 

9. No exceptions to the above shall be made 
without the express consent of tM Counsel to the 



President. Additional advice on the operation of 
Central Files may be obtained from Frank 
Matthews, Chief of Central Files (Ext. 2240). 

White House Ofllce Papen: Disposition of Papers 
Upon Leaving Staff 

Upon termination of empZoyment with the 
staff, each staff member will turn over his entire 
files to Central Files with the e~ception of any 
personal files he might have maintained. At the 
time of this writing, the question of ownership 
of White House papers and related materials is 
the subject of litigation in the Federal courts. In 

.. 

addition, a recently enacted Federal law (P.L. 
93-526) which also affects the issue of ownership, 
as well as control, disposition and preservation of 
White House· papers, is being tested in the courts. 
Therefore, no definition as to what constitutes the 
"personal files" of a staff member can be specifi­
cally provided here. However, guidelines are being 
developed to aid staff members in detennining 
what files and copies of documents may be re­
moved from the White House upon tennination 
of their employment. Representatives of the Na­
tional Archives, and the Counsel to the President, 
are available to assist staff members with such 
determinations. Advice may be initially obtained 
from Frank Matthews, Chief of Central Files 
(Ext. 2240). 
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