
The original documents are located in Box 13, folder “Office - Personnel Matters (3)” of the 
Robert T. Hartmann Files at the Gerald R. Ford Presidential Library. 

 
Copyright Notice 

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States of America his copyrights in all of his unpublished writings in National Archives collections.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



MEMORANDUM 

THE WHITE HOUSE 
WASHINGTON 

REQUEST FOR PERSONNEL ASSIGNMENT 

Date: September 22, 1976 

FRO~f: _i:_()unsellor Robert T. Hartmann 

(Miss) 
Name of Proposed Employee: (!l'kK} ___ P_e~g~g~y-=0=-'-N_e __ l·l_l ________ ~~----

(XSoq 

Position: (a) Position title: Secretary- Steno_g_raphe r ---------------

(b) GradeandSalary: GS-6(1) $9,946 

(c) Check if proposed employee's title shall be "Consultant" for temporary period 
until all necessary security clearances are completed. Position title at (a) above 
shall be assigned after clearances are received. 

Payroll (check one) : X White House Office (Regular Salary & Expenses) 
"White House Office (Consultant) 
Other (specify: ) 

Length of Assignment (check one) : 
---- Temporary (No. of Months ____ or 

---- Indefinite 
(Not to exceed------~-) 

X Permanent 

Desired effective date: Oct. 4, 1976 

Justification for assignment: To replace Ruth Greenwell - resigned 

effective Oct. 1, 1976 (Office of Presidential Messages) 

Present place of employment. or assignment: U.S. General Accounting Office 

Office of Assistant Director for Report Review 

hereby endorse and authorize the above 

(Signature of Supervisor) 

Attachment(s) needed.-In all cases-"Information Needed Concerning New Personnel". 
If to be appointed 1Vhite House rolls it is desirable to have SF 171 furnished, preferably attached to this 
request. If the SF 1'71 is not available as an attachment to this request form, send it to the White House 
Personnel Office, Room 6, EOB, when completed . . 

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



MEMORANDUM 

THE WHITE HOUSE 

WASHINGTON 

FOR: WHITE HOUSE PERSONNEL WHO SEPARATE 

The matters described below relate to your departure from the 
White House and your immediate and careful attention to each 
item will be appreciated. 

Personnel Information--Please be sure that the Personnel Office. 
Room 6. EOB has your date of seperation and address for use 
in sending your separation papers. and final pay check. To assist 
you in providing this information there is furnished herewith a form 
(ih duplicate) to complete and send to The Personnel Office. You may 
keep the copy for your personal records if you wish. 

CONTACT WHITE HOUSE PERSONNEL OFFICE (EXT.2260) 
FOR INFORMATION REGARDING WHAT HAPPENS ON THE 
FOLLOWING: 

--LIFE INSURANCE 
- -HEALTH INSURANCE 
--CIVIL SERVICE RETIREMENT DEDUCTIONS 
--ANNUAL LEAVE TO CREDIT (LUMP SUM PAYMENT) 

Time and Attendance Cards--For those subject to the Leave Act the 
final Time and Attendance Card should be sent to the Payroll Section. 
Room 4. EOB as soon as possible during your last pay period here. 

Check-Out Fcmn--The attached form will provide guidance for you to 
notify various offices which need information about your departure. 
Please be aware that it will be possible to transmit your final ·paycheck 
to you only after this form has been completed and returned to the 
White House Personnel Office. 



THE WHITE HOUSE 
WASHINGTON 

R ES I G NA TI 0 N-for Personnel and Payroll Records: 

(Important note to individual completing this form: Existing regulations under 
which all Government agencies operate require that specific reasons for resigna­
tion be furnished. Generalized reasons, such as "ill health" or "personal reasons" 
are not acceptable.) 

-----------------------------------------------------------------------

October 21, 1976 
( Date resignation is wr.Uten) 

I RESIGN FOR THE FOLLOWING REASONS: 

THE EFFECTIVE DATE OF MY RESIGNATION WILL BE October 10, 1976 
(Close of business date) 

(Signature) 

FORWARD ING ADDRESS AND TELEPHONE NUMBER to be used 
for communications, including separation papers, salary checks and bonds. If 
there is a restriction on the period of time during which this address is 
applicable, please indicate: 

Mr. Milton Friedman 
512 H Street, S. W. 
Washington, D. C. 20024 
phone: (202) 554-3119 

NEW EMPLOYMENT ADDRESS AND TELEPHONE NUMBER: _ 
( efl'ecti ve . ) 



THE WHITE HOUSE 
WASHINGTON 

RESIGN AT I 0 N-for Personnel and Payroll Records: 

(Important n~ to individual completing this form: Existing regulations under 
which all QQvernment agencies operate require that specific reasons for resigna­
tion be furnished. Generalized reasons, such as "ill health" or "personal reasons" 
are not acceptable.) 

October 21, 1976 
(Date resignation Is wr.itten) 

I RESIGN FOR THE FOLLOWING REASONS: 

THE EFFECTIVE DATE OF MY RESIGNATION WILL BE October 10, 1976 
(Close of business date) 

( Sign a tu re) 

FORWARD ING ADDRESS AND TELEPHONE NUMBER to be used 
for communications, including separation papers, salary checks and bonds. If 
there is a restriction on the period of time during which this address is 
applicable, please indicate: 

Mr. Milton Friedman 
512 H Street, s. W. 
wa,hington, D. c. 20024 
phone: (202) 554-3119 

NEW EMPLOYMENT ADDRESS AND TELEPHONE NUMBER: _ 
(effective .) 



• .. 

1 

I 

THE WHITE HOUSE 

WASlllNGTON 

CHECK-OUT FORM 
If 

The checklist below is provided to simplify procedures for your 
separation and to notify appropriate White House Offices of your departure. 
Signatures must be obtained f'?r each item. It will not be possible to arrange 
for issuance of your final pa~heck until this form has been satisfactorily 
completed and returned to the Personnel Office. 

I 

Name Milton Friedman Date of Separation October 10, 1976 
~~~~~~~~~~~~~~~~~-

Forwarding Address 512 H Street, S. W. Washjngtonr D. C. 20024 

I. The employee's parking permit has been removed and remains have 
been returned to my office. 

Office of White House Visitors 
East Wing, Room 100 (Ext. 2202) 

2. The clearance for Special Privileges has been satisfied with the 
Office of the Staff Secretary. 

Staff Secretary 
West Wing (Ext. 2206) 

3. Equipment charged to the employee has been returned to the White 
House Communications Agency. 

Commanding Officer 
White House Communications Agency 
EOB, Room 597 (Ext. 4040) 

4. The employee 11 s final bill has been paid and his White House mess 
privilege has been cancelled. 

White House Staff Mess 
EOB, Room 402 (Ext. 2568) 

5. The employee's Official or Diplomatic Passport obtained for 
official White House U?e has been returned to the White House 
Travel Office. 

White House Travel Office 
EOB, Room 87 (Ext. 2250) 

6. The employee has satisfied the requirements for debriefing and 
deposit of presidential papers. 

White House Central Files 
EOB, Room 68 (E!>Ct. 2240) 

• • 



7. The White House Federal Credit Union has been notified of the 
separation, the employee's forwarding address, and firm . 
arrangments have been made for the repayment of any outstanding 
loans. • 

White House Federal Credit Union 
EOB, Room 49 (Ext. 2900) 

8. The employee has satisfied the security debriefing requirements. 

White House Security Office 
EOB, Room 43 (Ext. 2345) 

' 9. The White House Mail Room has been advised where mail may be 
forwarded. 

White House Mail Room 
EOB, Room 91 (Ext. 2541) 

10. The employee's White House or EOB Pass has been surrendered 
to the Secret Service. 

Special Agent in Charge 
Technical Security Division 
United States Secret Service 
EOB, Room 23 (Ext. 2376) 

11. The White House Telephone Switchboard has been advised where 
telephone calls may be referred. 

White House Telephone Service 
EOB, Room 09 (Ext. 2134) 

12. Books charged to the employee has been returned to the Presidential 
Record Book Section. 

Presidential Recofd Book Section 
EOB, 02 (Ext. 2500) 

13. The employee has satisfied outstanding advances. 

Administrative Officer 
£GB, Room 8 (Ext. 6417) 

llJ . ..U. 
14. The employee has satisfied all separation requirements of the 

Personnel Office. 

• 
Return completed form to: 

James R. Rogers 
EOB, Room 6 (Ext. 2260) 

James R. Rogers 
Personnel Officer 
EOB, Room 6 

• 

• • 
~ 



·~. • IDENTIFICATION NO. 

FROM (lllo., I>ar, Hr.) No. or 

11-9 g;ob 6) HOURS 

I!·m. 
TO (Mo~ Dor, lhJ 

~o 11-22 Lm. 

TYPE 1)ZJ ANNUAL-"'! undrr~t;,nd that ar.y annual Jeno authorized In e~een ol tbc amo1111t av1llable to 

Of me durln& the loan year will be charged to L\VOP." 0 SICK-Complete other slda ol this form. 

LEAVE 0 WITHOUT PAY 0 COMPENSATORY 0 OTHER ( . ) 

REMARKS DATE 

/07 7- 76 
INSTRUCTIONS: Complete above part or form. U applying for 1lck e, check appropriate l.os on bact (top) or form. Ir you were lmdeJ' QJ'I or a docl«, be 
•houltlcom lrt.e"CERTIFICATE OF PHYSICIAN OR rR.\C ONER"alsoonbact. 

OFFICIAL 
PPROVED 0 DISAPPROVED (I/ ilnf'Pr-d, ,i.t rt•••) 

STAND.llil FOAM 71 
Revtsed November 1966 

10/1~/1 (p 

j(i;tU~P 
~~I 

~ 

71-IOI 

-

THE WHITE HOUSE I I 
WASHINGTON I 0,171-zt, 

TO~~~ 
FROM: GWEN ANDERSO~ 
INFORMATION: ______________________ _ 

ACTION=--------------------------~ 

APPROPRIATE HANDLING: ____________ ~ 

COMMENTS: 



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF 
CORRESPONDENTS OR TITLE DATE 

DOCUMENT 
Form Personnel form for Lynn A Sudduth, 2 pages N.D. 

Y1/1"/f1'1iJ 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (3)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF CORRESPONDENTS OR TITLE DATE 
DOCUMENT 

Form Personnel form for Michael S. Johnson, 2 pages 10/5/1976 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (3)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF CORRESPONDENTS OR TITLE DATE 
DOCUMENT 

Form Personnel form for Charles H. McCall, 2 pages N.D. 

UtJr111'.J 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (3)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF 
CORRESPONDENTS OR TITLE DATE 

DOCUMENT 
Form Personnel form for Gwen A. Anderson , 2 pages N.D. 

~/l"/m~ 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (3)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B} Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



MEMORANDUM FOR: 

VIA: 

VIA: 

FROM: 

SUBJECT: 

THE WHITE HOUSE 

WASHINGTON 

October 27, 1976 

DAVID HOOPES 

R. T. HARTMAN 

GWEN ANDERSON 

CHARLES McCALLt!4"7'£1.. 

Volunteers 

The photo-ID pass of Earl Gillette, a volunteer in the 
Research Office, needs to be reissued. It expires on 
October 31, 1976, and he will be with us at least through 
the end of 1976. 

cc: James Connor 
Jane Dannenhauer 



Gail --

THE WHITE HOUSE 

WASHINGTON 

GA had RTH initial the attached 
when he was over here earlier 
today. Here is copy for your 
files. 

Mss 



THE WHITE HOUSE 

WASHINGTON 

October 29, 1976 

MEMORANDUM FOR: DAVID HOOPES 

VIA: R. T. HARTMAN 

VIA: GWEN ANDERSON 

FROM: 
., (' 

CHARLES McCALL l f::/ /~( 
SUBJECT: Photo-ID Pass 

The photo-ID pass of Stuart Gordon, a volunteer who works 
in the Research Office on Fridays, expired on October 27, 1976. 
I would like to request that his pass be reissued. 

Thank you. 

cc: James Connor 
Jane Dannenauer 



- -.. _.,. 

THE WHITE HOUSE 

WASHINGTON 

TO: NETA 

FROM: GWEN ANDERSON 

APPROPRIATE HANDLING: 

V/ 
11-24-76 

--------
COMMENTS: 

Please have Mr. Smith initial for 
Mr. Hartmann and then forward 
directly to Mr. Hoopes. Thanks. 



THE WHITE HOUSE 

WASHINGTON 

November 23, 1976 

MEMORANDUM FOR DAVID HOOPES ()~\f 
VIA: 

FROM: 

SUBJECT: 

ROBERT T. HARTMANN ~~ 

GWEN ANDERSON ~ 
PHOTO-ID PASS 

The photo-ID pass of Mr. Henry R. Paterick, a volunteer 
in my office, will expire on November 27, 1976. I would 
like to request that his pass be reissued. 

Thank you. 

'"'-.. < 



. . .. .... 

THE WHITE HOUSE 

WASHINGTON 

November 23, 1976 

MEMORANDUM FOR DAVID HOOPES '/fi/tr 
VIA: ROBERT T. HARTMAl\N.!~ 
FROM: GWEN A. ANDERSON~ 
SUBJECT: PHOTO-ID PASS 

The photo-ID pass of Mrs. Joan Heineman, a volunteer in 
my office, expired on November 15, 1976. I would like 
to request that her pass be reissued. 

Thank you. 



MEMORANDUM FOR: 

FROM: 

THE WHITE HOUSE 

WASHINGTON 

November 24, 1976 

BOB ORBEN 
MILT FRIEDMAN 
PAT BUTLER 

ROBERT T. HARTMANN 

Much to my embarrassment, I discovered that 
the farewell party we gave in the early part 
of this year for Paul Theis and Jack Calkins 
was never paid for. I have divided the cost 
among the survivors in this department who 
were invited to the party and are still with 
us. Your share comes to $13.50. 

I apologize for letting so much time pass 
before letting you know about this. Please 
make your check payable to the White House 
Staff Mess but send it to me so that this 
bill will not be confused with my personal 
account. 

Thank you. 



HARTMANN - MEMOS TO & FROM 

OFFICE PERSONNEL 

ORBEN, Bob 
FRIEDMAN, Milt 
BUTLER, Pat 

Movellber 24, 1976 

MEMORANDUM PORi BOB ORBD 
MILT PRIBDMAN 
PAT BU'l'LBR 

PROM: ROBERT T. HAllTMARM 

Much to my ellbarru-nt, J: diaoovered that 
the farewell party ve gaYe in th• early part 
of this year for Paul 'fbai• and Jack Cal.kine 
vaa never paid for. I ba99 divided the coat 
amon9 the aurvivora in thia department wbo 
were invited to the part.y and are •till with 
ua. Your •hare CIOllea to $13.50. 

I apolovi•• for let~ ao maob time paaa 
before lettin9 yoa know about thia. Pl•••• 
llake your check payable to the White Boue 
Staff Me•• but ••nd it. to - ao that thi• 
bill will not be confuaed with S1f peraonal 
account. 

Thank you. 

RTH:nrn 

. . 

, 



SE.CRETARIAL POSITIONS 

GS-9 
Transportation Safety Board 
Call Dan Todd 

GS-9 
Consumer Product Safety Conunission 
Call Barbara Franklin 

$12,000 - $14,000 
St. Joe Minerals Corporation 
Call Chris Beatty (331-7757) 

GS-9 (Civil Service career rating} 
Transportation Department · 
Call Basil R. Littin 

Off ice of Public Relations 
Room 10106 
400 7th Street, S.W. 
Washington, D. C. 20590 

GS-9 equiv. 
Transportation area 
Call R. L. Banks (296-6700) 

New York Law Firm 
(Young, Kaplan, and Eidelsteen) 

MAG card typing 
Call Stephen Ziegler 

277 Park Avenue 
New York, N. Y. 10017 
( 212-826-0314) 

New York Law Firm 
Call Marian Fried (212-759-8400) 



SECRET~RIAL POSITIONS (continued) 

Select Committee on Assassinations 
Needs 25 secretaries/typists 
Send resume to: House of Representatives 

GS 7-9 
Private sector 

Select Committee on Assassinations 
Washington, D. c. 20515 

Call Dan Kingsley (683-6788) 

$16,000 - $18,000 
Executive Secretary for head of large advertising agency; 
high pressure; top requirements 
Call Ann E. Waite (212-PLaza 1-3500, ext. 8055) 

.... -· 



r 
SPEECHWRITING POSITIONS 

General Telephone and Electronics 
Stamford, Connecticut 
Send resume to: William R. Malone 

Sun Oil Company 
Sent resume to: 

Vice President 
Washington Office, GTE 
Suite 900 
1120 Connecticut Avenue, N.W. 
Washington, D. C. 20036 

Marge Peters 
Suite 820 
1800 K Street, N.W. 
Washington, D. c. 

Speechwriting for General Motors, Gulf Oil, ARCO. 
Write to: Jack Hoffman 

11th Floor 
1725 K Street, N.W. 
Washington, D. C. 
(452-5401) 
refer to Detroit Manpower Development Corporation 



PUBLIC RELATIONS AND OTHE:R .. PROFESSIONAL POSITIONS 

GS-15, Legislation Assistant for Consumer Safety Commission 
Call: Barbara Franklin 

$25,000 to $30,000 
Yale University Development Office 
Call: Rita Bree (203/436-6500) 

Independent Oil Producers Association 
Call: Bud Scroggins (466-8240) 

Appalachian Regional Commission 
Apply direct to Management Committee 

ARC . 
1666 Connecticut Avenue, N.W. 
Washington, D. c. 

Undesignated Public Relations Firm in Philadelphia 
.Call: Clyde Wheeler (296-3530) 

Booz-Allen 
Call: Charlie Jett (312/346-1900) 

Major corporation to "work the Hill" 
Call: Don Pierce (872-0970) 

National Association of Real Estate Boards 
Washington, D. C. office 
(needs #2 man) 
$20,000 to $30,000 



.. 
PUBLIC RELATIONS AND OTHER PROFESSIONAL POSITIONS (continued) 

General Aviation Manufacturers Association 
(no legal or lobbying) 
Jerry Boyer 
Suite 1215 
1025 Connecticut Avenue, N.W. 
Washington, D. c. 20036 
·(Call 296-8848 for appointment) 

National Council on Oil Jobbers 
$25,000 
Call: Chip Andrews (331-1198) 

Council for Economic Development 
(18 month study of government regulation; legal/research 
background) 
Call: Peter Wallison, Vice President's office. 



MEMORANDUM TO: 

VIA: 

VIA: 

FROM: 

SUBJECT: 

THE \\.HI TE HO USE 

\\·.-\Sll!NGTON 

December 1, 1976 

JAMES CONNOR 

COUNSELLOR HARTMANN 

GWEN ANDERSON ~ 
CHARLES McCALLl~J"t 
Expired Photo-Pass 

The photo-pass of a volunteer working in our office expired 
November 30. I would like to request to have Chris Manning's pass 
be re-issued for use until January 20. Thank you. 

cc: Jane Dannenhauer 
David Hoopes 



/,ti ic riOGSc_ 

'·cf-',, r ic;;-o r~ 

December 3, 1976 

Neta: 

Charlene Cozart called and 
said that they need George 
Denison's extention today. 

Please send it by messenger 
to Room 6. 

Gail 

December 3, 1976 

RETURNED THE ORIGINAL OF 
THIS MEMO. TO CHARLENE COZART, 
MR. ROGERS' ASSISTANT, 

Neta 



- ~ ' , 
'1 ' OFFICE ?ERSONNEL 

THE \'.-HI.I..-~ .. _ uSE 

\','A S H 1 :; (, :- 0 :~ 

Hove:.:ber 23, l976 

.. 

MEMORANDUM FOR MR~ }~OBERT T. HARTMANN 

FROM: James R. Rogers 

Your attention is called to the fact that the appointment of _ _c.J-'-11""--'---. -~_,_-
George H. Denison is limited to period ending l2/3/76 • 

. . 
Please indicate below what you want done about such appointme~t 

0

ahd 
return this to me as quickly as possible. · · 

: . . . . . 
u you indicate i:hai: i:he appoinl:ment is to be allowed to· ~1-id th~i'~ will bt: 
additional information needed and we will promptly supply the form(s) · 
that will provide what we will need when completed by the employee and 
retuTned. 

If you indicate desire to have appointment converted to one of indefinite · 
dura~ion and we find that the full field investigation has not been run or . 
is not completed1 action will be taken to extend the present limited ap­
pointr:1ent for a period long enough to allow for completion of the inves­
tigation. 

Please call me if you ·have any questions. 

-------------------------------· 
Check desired action - and sign below: ~ ." 

. . . . . ~ . 2-Q ·1q7) 
Extend a pp ointment for pe-riod-oL{ . vv- months----=----) ------ -·-· . 

~ot..-to--excee . l 

------Convert appointment to one of indefinite duration. , _ 

______ Allow appointment to come to scheduled end. 

·I 
(Date) 

·. 

. I 



9.XFTCE PERSONNEL 

Fi led in: · HARTMAN,N - MEMOS TO & FROM 

\'-'ASHINGTON 

December 3, 1976 

MEMORANDUM TO: JAMES E. CONNOR 

FROM: ROBERT T. HARTMANN 

Pursuant to our telephone copversation, I recom­
mend and request that Anne Higgins be promoted 
to the position of Editor, Presidential Correspond­
ence, vice Roland Elliott, as soon as Roland's 
retirement from this position takes effect. 

I advised Anne of this and it will be a well­
dese.rved, though brief, reward for her dil~gent 
service as Roland's deputy. 

bee: Anne Higgins 



•' I, "\" ~' : '\ r 

THE WHITE HOUSE 

WASHINGTON 

REQUEST FOR PERSONNEL ACTION 

Date: December 3, 1976 

FROM: COUNSELLOR ROBERT T. HARTMANN 
(Name and Title) 

Name of Employee: __ An~;,;...n;...;;;e-..;;E"""'.;.......;H;,;...1;;;;..· g..l.,.J.g.;;;;i..;.;n;..;;;s'------------------

Requested action: _x_ Promotion 
_Administrative Pay Increase 

(check one) __ Change in Title 
_Reassignment 
__ Quality Increase 

Such action will change 

FROM:Deputy Editor, Presidential Correspondence 

TO: Editor, Presidential Correspondence 

Desired effective date: December 31, 1976 
-------~------------

Justification for requested action: Advancement to fill vacancy 

in this position. 

Rem.arks: 

Has performed in an outstanding manner as Deputy. 

I HEREBY ENDORSE AND AUTHORIZE THE ABOVE 
DESC ED P SONNEL A ION FOR MY OFFICE: 



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF CORRESPONDENTS OR TITLE DATE 
DOCUMENT 

Form Personnel forms for George H. Denison, 4 pages N.D. 

![_o/~1/ln~ 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (3)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



OFFICE PERSONNEL 

THE WHITE HOUSE 

WASHINGTON 

December 20, 1976 

Dear Mr. Malone: 

MALONE, William R. 

(re. John Mihalec) 

Enclosed is the resume of John Mihalec, about whom 
I spoke with Bill Newmayer this morning. 

John's experience in the speechwriting staff for the. 
President and his previous experience with Senator 
Weicker well qualify him for executive speechwriting. 
One of our brightest stars, he writes quickly, works 
well with others and is always able to provide the 
needed fresh approach or new idea. 

I know you will want to meet John. If Counsellor 
Hartmann or I can be of assistance please do not 
hesitate to call. 

Mr. William R. Malone 
Suite 900 
1120 Connecticut Avenue, N.W. 
Washington, D. c. 20036 

DJS:nm 

Hartmann 



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF 
CORRESPONDENTS OR TITLE DATE 

DOCUMENT 
Form Personnel forms for Ann B. Yarjan and Brenda L. Hicks, 3 pages 12/15/1976 

. 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (3)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



' . 
OFFICE PERSONNEL 

Filed in: HARTMANN '"'. MEMOS TO & FROM 
', ' . -. _; 

THE WHITE HOUSE 

WASHINGTON 

December 7, 19 76 

MEMORANDUM TO: JANE DANNENHAUER 

FROM: ROBERT T. HARTMANN 
\ 

Mary Susan Philpott, former secretary to my 
Deputy, Douglas J. smith, advises me that her 
White House Pass can be voided and that she 
can then have it as a memento. 

If this is correct, I would appreciate your 
forwarding it to her at her home address: 

210 East Fairfax Street 
Apartment 401 
Falls Church, Virginia 22046 

Thank you very much. 



THE WHITE HOUSE 

WASHINGTON 

December 6, 1976 

Mr. Hartmann: 

Susan Philpott was by and asked if you 
would please write a memo stating that she 
would like to keep her White House Pass as 
a memento. 

It should go to: 

Jane Dannenhauer 
Room 43 OEOB 

Susan is turning in her Pass today and 
they will hold it until they receive your 
memo. Then they will VOID her pass and 
mail it to her. 

Neta 

Susan's home address: 

Mar~ Susan Philpott 
210 East Fairfax Street 
Apartment 401 
Falls Church, Virginia 22046 

Jane Dannenhauer will take this up with: 

Special Agent in Charge 
Technical Security Division 
United States Secret Service 
Room 23 OEOB (Ext. 2376) 

nm 



Gail --

THE WHITE HOUSE 

WASHINGTON 

Please have Mr. Hartmann initial and 
return to me so I can make copy of 
Jane Dannenhauer. 

Thanks. 

mss 
12-16-76 

Dec. 16, 1976 

Took original to Dr. Hoopes and sent 
a copy to Jane Dannenhauer. 

Have so informed Marcia. 

Neta 



... ..- ..... 

MEMORANDUM TO: 

VIA: 

VIA: 

FROM: 

SUBJECT: 

THE WHITE IIC • , 

WASHINGTO:'\ 

December 15. 1976 

DAVID HOOPES 

COUNSELLOR HARTMANN 

GWEN ANDERSON~,,.. 
CHARLES McCALa~~ 
Expired Photo-Pass 

' 

The photo-pass of Earl Gillette. a volunteer working 
in the Research Office. expires on December 20. I would like to 
request a new photo-pass be re-issued for use until January 20. 
Thank you. 

cc: Jane Dannenhauer 



WITHDRAWAL SHEET (PRESIDENTIAL LIBRARIES) 

FORM OF CORRESPONDENTS OR TITLE DATE 
DOCUMENT 

Memo Memo from Robert T. Hartmann to James E. Connor regardign annual 1/3/1977 
leave for Neta Messersmith, with attachments. (10 pages) 

File Location: 

Robert T. Hartmann Files, Box 13, "Office - Personnel (3)" SMD - 6/5/2015 

RESTRICTION CODES 

(A) Closed by applicable Executive order governing access to national security information. 
(B) Closed by statute or by the agency which originated the document. 
(C) Closed in accordance with restrictions contained in the donor's deed of gift. 

RESTRICTION 

c 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1429 (1-98) 



HARTMANN - OFFICE PERSONNEL 

DANNENHAUER, Jane 

(re. keeping voided W.H. Passes) 

January 15, 1977 

MEMORANDUM TO: JANE DANNBNHAUZll 

PROMa 

It i• my under•tandlnq that our White Houae Ba•••• 
can be 9014ed and that we can have them a• mementoea. 

If thi• i• correot, I would appnciate your forvar4-
1n9 pu••• to ma and th• other members of my at.af f 
liated below at our hcae addr•••••: 

Robert T. Hartmann 
5001 Baltimore Avenue 
Waeb1n9ton, D. C. 20016 

Dou9laa J . Smith 
1100 22nd Str .. t, N.W. 
Apartment 314 
W.ah1n9ton, D. c. 20037 

Net.a c . .Me•••r•mith 
3624 North N•l•on Street 
Arlin;ton, Vir9in1a 22201 

Gall Ann Jtaiman 
5601 D9rby Court 
Apartment. 102 
Al•undrla, Virginia 22311 

Thank you ~ry much. 

RTH:run 

. . 

' 




