
~fo fj 

• • 
• Paul J. Weinstein Jr. 

Record Type: Record 

To: William R. Kincaid/OPD/EOP 

cc: 
Subject: Re: Another thing 1.2) 

Upstairs in room 468. 

07/01/97 05:56:49 PM 



07/03/97 03:32:44 PM 

Record Type: Record 

To: William R. Kincaid/OPD/EOP 

cc: 
Subject: Re: MEREDITH ELLIOTT _] 

Sorry it took so long but such is process at the White House- you can actually give the account to your 
new incoming intern and then they will have an account set up already in Meredith's name 



Office Support I Intern Information 

I) Getting Mail 

• Mail is delivered in room 224. 

• It arrives several times a day, so you need to check it regularly. 

• If the mail isn't sorted when you get there, sort it and deliver Mike and Bill's mail 
directly to their offices. 

• If they are not in when you go to deliver the mail, leave it on their chairs. 

• If an envelope has a red dot on it deliver it directly to the addressee, even if it is 
not Mike or Bill. 

• If you go into Mike's office and there is a red dot letter there, and you know he 
won't be in for a while, ask Bill if he wants to check it out. 

2) Picking up faxes 

• Faxes for Mike generally are sent to the fax machine in 217, and Bill's faxes are 
sent to room 224. Sometimes faxes for either Mike or Bill are sent to room 212, 
so it is a good idea to keep an eye on that machine too. 

• Check the fax machine at least every half hour, more if it is before a big event. 
Deliver that faxes directly to Mike or Bill. 

• IMPORTANT: If a fax has "URGENT" written on the cover sheet. Bring the fax 
directly to the person, don't leave it in his or her box. 

3) Sending faxes 

• You probably know how to do this, put them face down in the machine and dial 
the number and press send. A confirmation sheet will follow. If it says "ng" that 
means the fax didn't go through. 

• Dial "9" before the number to fax to people outside the White House. 

• For large faxes, I use the fax machine in 217 because they go through the machine 
faster. Always wait and make sure the fax goes through. If you leave a fax while 
it is being sent, it has a tendency to disappear. That means people will put it 
somewhere or walk away with it and it will be very hard to locate. 



4) Supplies 

• Office supplies are located in Rooms 224, 217, and 212. 

• It would be wise to take some time to look at the supplies in each of these rooms 
so you know where everything is. Unfortunately, there really is no logical way to 
explain where and how everything is stored because it isn't really stored logically. 

5) Ordering supplies (see sample) 

• The method for this has changed several times in the short time that I have been 
here, so it will probably change again. 

• The supply forms are located on Essence's desk in Room 224. 

• Right now, you fill out the supply form. Then have the person who requested the 
supplies sign it. Then you fax it to the number on the form. If you send it in 
before 10:00 AM then you will get the supplies the same day. If you fax it after 
then, you will get them the next day. 

• I attached a sample supply form. 

6) Reserving Rooms (see sample) 

0 To reserve Room 211 (this is the DPC conference room) call Laura Emmet 6-
5565. Tell her when you need the room and who you are reserving it for. 

• If that room is taken call the NEC 6-6630 and see if their room is free. 

• If you can't get their conference room call 6-2500. After you make a reservation 
with them you need to fill out the Room Reservation form (located on Essence's 
desk in room 224) and fax it to them at 6-6472. 

7) Travel Reimbursement (see sample) 

o When Mike and Bill use cabs to go to meetings at the Education Department they 
collect receipts. After a while they decide to get reimbursed. 

° First, put the receipts in order by date and time. 

• Second, fill out the form (located in Room 224 on Essence's desk, ifshe is out you 
can always get more from Cathy Mays) "Claim for Reimbursement for 
Expenditures of Official Business." 

• Third, have Bill or Mike sign it (whoever you are getting the reimbursement for). 



o Fourth, have Paul Weinstein sign where it says, "Approving Official." 

• Fifth, make a copy for Bill I Mike and a copy for Paul. 

• Finally, send it to Ashley Raines in 145 OEOB. 

8) Sending Overnight Mail (see sample) 

• I doubt you will need to do this, but just in case this is how: 

• Get the form in Room I . 

• Fill it out. 

• Have whoever you are overnighting the letter for sign the form. 

• Bring the letter and form to Ashley Raines in Room 145. She will approve it. 

• Bring the letter and approved form down to the mailroom on the ground floor. 

9) Filing Tips 

• I really haven't done too much filing for Mike, but that doesn't mean it doesn't 
need to be done. Mike's system is hard to explain, but I will give it my best shot. 
• The file cabinet that the TV sits on is the files of current topics and events. 
• The file cabinet next to the bathroom is organized in three sections I) 

people 2) topics I issues and 3)organizations. 

• Bill has two filing cabinets. 
0 The one closest to his desk is current issues. 

• The top drawer is mostly the ten points issued in the President's 
"Call to Action." 

• In the back of that top drawer I made a section of Events and 
Correspondence. 

• In the bottom drawer, front section, is current issues like minority 
enrollment, etc. 

0 The Back section is mostly testing related. 
11 The cabinet closer to the door has the West Virginia Event and other large 

files in the top drawer 
• The bottom drawer is for issues that might be highlighted in the 

future, or were dealt with in the past. 



I 0) Research Tips 

0 If you call the library at 5-7000, they will do a Lexis-Nexis search for you. You 
just need to give them specific details on what you are looking for. They can also 
do an ERIC search for you, but it takes longer to get those books and articles. 
However, usually they are worth the wait for the detail they can provide about 
issues, that news articles tend not to provide. 

• Also, there is a lot of information on the World Wide Web. I listed the sites that I 
use most often to find information for myself, Bill, or Mike. 

http://www.ed.gov 
This is the Education Department's website. You can do some ERIC searches 
here and get details about the programs the ED is running. You can also do 
searches for any information you might need. 

http://www. whitehouse. gov 
Of course this is the White House's web page. This is useful to get the text of 
speeches and press conferences. You can search in the "Virtual Library." It is 
pretty easy to find stuff in here. 

http· llwww.house.gov 
This is the site for the U.S. House of Representatives. You can use this to look 
up information about Representatives or to find out about legislation. It isn't 
updated quickly so it won't be your best source for what is going on on the floor. 

http:Uwww.senate gov 
This is Senate's website. It is less useful than the House one, but you might find 
information you need here. 

http://www.aft.org 
This is the website for the American Federation of Teachers. They have research 
on some issues and it is good to check what their point of view is on any issue you 
might be researching. The "Where We Stand" series that you can search on this 
site is especially useful. 

http://www. nea. org 
This is the National Education Association's website. It is similar to the AFT site. 
They don't have as much on issues as the AFT site, but it is still good to look here 
to see if you can find their position. 

http://www.yahoo.com 
This is my favorite search engine. It has a directory and you can look for specific 
education issues. To find information on certain schools and districts click on K-
12 education and then on the next page click on School Districts, then you can 
look for information on schools by states. I couldn't have survived without Yahoo! 



Office Support I Intern Information 

1) Getting Mail 

o Mail is delivered in room 224. 

• It arrives several times a day, so you need to check it regularly. 

a If the mail isn't sorted when you get there, sort it and deliver Mike and Bill's mail 
directly to their offices. 

• If they are not in when you go to deliver the mail, leave it on their chairs. 

• If an envelope has a red dot on it deliver it directly to the addressee, even if it is 
not Mike or Bill. 

o If you go into Mike's office and there is a red dot letter there, and you know he 
won't be in for a while, ask Bill if he wants to check it out. 

2) Picking up faxes 

o Faxes for Mike generally are sent to the fax machine in 217, and Bill's faxes are 
sent to room 224. Sometimes faxes for either Mike or Bill are sent to room 212, 
so it is a good idea to keep an eye on that machine too. 

o Check the fax machine at least every half hour, more if it is before a big event. 
Deliver that faxes directly to Mike or Bill 

3) Sending faxes ~ t ~ 0)~ J '-
D 

D 

4) Supplies 

You probably know how to do this, put them face down in the machine and dial 
the number and press send. A confirmation sheet will follow. If it says "ng" that 
means the fax didn't go through. 

7 

For large faxes, more than 5 pages, I use the fax machine i&because it is 
faster. 

• Office supplies are located in Rooms 224, 217, and 212. 

• It would be wise to take some time to look at the supplies in each of these rooms 
so you know where everything is. Unfortunately, there really is no logical way to 
explain where and how everything is stored because it isn't really stored logically. 



5) Ordering supplies (see sample) 

• The method for this has changed several times in the short time that I have been 
here, so it will probably change again. 

• Right now, you fill out the supply form. Then have the person who requested the 
supplies sign it. Then you fax it to the number on the form. If you send it in 
before 10:00 AM then you will get the supplies the same day. If you fax it after 
then, you will get them the next day. 

• I attached a sample supply form. 

6) Reserving Rooms (see sample) 

• To reserve Room 211 (this is the DPC conference room) call Laura Emmet 6-
5565. Tell her when you need the room and who you are reserving it for. 

• If that room is taken call the NEC 6-6630 and see if their room is free. 

If you can't get their conference room call 6-2500. After you make a reservation 
with them you need to fill out the Room Reservation form and fax it to them at 6-
6472. 

7) Travel Reimbursement (see sample) 

• When Mike and Bill use cabs to go to meetings at the Education Department they 
collect receipts. After a while they decide to get reimbursed. 

• First, put the receipts in order by date and time. 

• Second, fill out the "Claim for Reimbursement for Expenditures of Official 
Business." Or1n1t\ 1.:,-l\ \ 

• Third, have Bill or Mike sign it (whoever you are getting the reimbursement for) 

• Fourth, have Paul Weinstein sign where it says, "Approving Official." 

Fifth, make a copy for Bill I Mike and a copy for Paul. 

• Finally. send it to Ashley Raines in 145 OEOB. 



8) Sending Overnight Mail (see sample) 

., I doubt you will need to do this, but just in case this is how: 

• Get the form in Room 1. 

• Fill it out. 

• Have whoever you are overnighting the letter for sign the form. 

• Bring the letter and form to Ashley Raines in Room 145. She will approve it. 

0 Bring the letter and approved form down to the mailroom on the ground floor. 

9) Filing Tips 

., I really haven't done too much filing for Mike, but that doesn't mean it doesn't 
need to be done. Mike's system is hard to explain, but I will give it my best shot. 
0 The file cabinet that the TV sits on is the files of current topics and events. 
• The file cabinet next to the bathroom is organized in three sections 1) 

people 2) topics I issues and 3)organizations. 

• Bill has two filing cabinets. 
• The one closest to his desk is current issues. 

0 The top drawer is mostly the ten points issued in the President's 
"Call to Action." 

0 In the back of that top drawer I made a section of Events and 
Correspondence. 

0 In the bottom drawer, front section, is current issues like minority 
enrollment, etc. 

0 The Back section is mostly testing related. 
• The cabinet closer to the door has the West Virginia Event and other large 

files in the top drawer 

10) Research Tips 

• The bottom drawer is for issues that might be highlighted in the 
future, or were dealt with in the past. 

0 If you call the library at 5-7000, they will do a Lexis-Nexis search for you. You 
just need to give them specific details on what you are looking for. They can also 
do an ERIC search for you, but it takes longer to get those books and articles. 
However, usually they are worth the wait for the detail they can provide about 
issues, that news articles tend not to provide. 

0 Also, there is a lot of information on the World Wide Web. I listed the sites that I 



use most often to find information for myself, Bill, or Mike. 

http://www.ed.gov 
This is the Education Department's website. You can do some ERIC searches 
here and get details about the programs the ED is running. You can also do 
searches for any information you might need. 

http ://www.whitehouse.gov 
Of course this is the White House's web page. This is useful to get the text of 
speeches and press conferences. You can search in the "Virtual Library." It is 
pretty easy to find stuff in here. 

http://www.house gov 
This is the site for the U.S. House of Representatives. You can use this to look 
up information about Representatives or to find out about legislation. It isn't 
updated quickly so it won't be your best source for what is going on on the floor. 

http :Uwww.senate.gov 
This is Senate's website. It is less useful than the House one, but you might find 
information you need here. 

http'Uwww.aft.org 
This is the website for the American Federation of Teachers. They have research 
on some issues and it is good to check what their point of view is on any issue you 
might be researching. The "Where We Stand" series that you can search on this 
site is especially useful. 

http://www. nea. org 
This is the National Education Association's website. It is similar to the AFT site. 
They don't have as much on issues as the AFT site, but it is still good to look here 
to see if you can find their position. 

http:Uwww.yahoo.com 
This is my favorite search engine. It has a directory and you can look for specific 
education issues. To find information on certain schools and districts click on K-
12 education and then on the next page click on School Districts, then you can 
look for information on schools by states. I couldn't have survived without Yahoo! 



Sample 

Forms 



-

' 

Requestor's lJanie 

(\\ \ \ . \~ \ nco.\ci 

I . Fax Orders to: 395-4562 I 
Telephone x52622 

· Requisition for· Supplies 

Date 

7/c;.A7 r· 

Account Code I Agency(Divisl~n . . _ s I \ 121 a QC)f\~=,, ,c.. \b\\C'-\ 
, , ,I Building/Room -_ 

Coo<X,\ rl.ci 0 a;:- a(\ 
I Phone 
{o--;;J~S1 . rF~N~. 76115' .. 

. -Catalog Catalog Item Number Description . Unit of Quantity Page Issue 

com~u~ '5C....'~ Q~'"'.''j ~t-t\.Q. j_ 
<()o\ U tiOY"\ 

C.Orn\:)0\€.r" 'CG~ cmr·i'3 _:L 
'· C\D'\h 

' 

', 

.• 

·' 
' 

·, 
I 

I 

' ' ' . ' 

--

Approving Official (Print) 

k-;~GA-J ( A)j ({ i ~ltn fl.. 

'· Approving Official's Signature (I certify that the iums listed on this slip on for official business of the U.S. Government} 

~~ t. -1_c__J 

- Orders received by 10:00 AM will be delivered on the same day. 
- Ord.ers received after 10:00 AM will be delivered the next business day. 
- Please make requests for copier paper separately from other items. 

- Interns and volunteers must make requests In the name ~f permanent staff members. Revised 4/97 

I 



~ OEOB C~NFERENCE & ROOSEVELT RooM RESERVATION 

F) ',-y_.:;.,~o 
...- tj ·.· .. I 

. I ·•, ~ I ' ·, . I. 

'" \ \ \ (I . -~ ', ·:• \: ,\ 

All reservation forms should be submitted at least 48 hours prior to events. 

Type of Event: 
~Meeting 0 Reception 

Name/Description of Event: l.)c-\::x),.0 E..dvccti O() \Yle.et\0 

Number of Outside Guests: -~(}. __ _ In Attendance: 

Date of Meeting: _7_'-/ ..... ~-----­

Time:_Y....:......;.:"__;;00-=-_To: 5 : 30 

Total Number of Attendees: __ \() __ _ 0 President 0 First Lady 0 Vice President 0 Mrs. Gore 

Room(s) Requested: 

0 Roosevelt Room • 

0 Room 476 

0 Room 180 

0 Room 450 

General Services: 0 Elevator Seroice (elevator #4) 

Time Reseroed: _____ _ 0 Podium 0 Flags 

Special Room Arrangements for the Indian Treaty Room: 

rs/ Room 472 

0 Room 459 

0 Room 4 74 (Indian Treaty Room) 

0 Conjerenc'e Style 0 Theatre Style 0 Other ________________ _ 

Number of Chairs: ____ _ Number of Table(s): ----------

Entrance/Gate Preferred: 

0 Pennsylvania Avenue (OEOB) 0 F£1.st Visitors Gate 
Note: the 17th & "G" Street entrance is wheelchair accessible. 

Additional Requirements or Requests: 

* Roosevelt Room Reservation Forms must be returned to the West Wing receptionist (FAX# 6-1210) 

OEOB Room Reservation Fonns must be returned to Room 1, OEOB (FAX# 6-6472) 

All reservation forms should be submitted at least 48 hours prior to events. 



1. DEPARTMENT OR ESTABLISHMENT, BUREAU, DIVISION OR OFFICE 2. VOUCHER NUMBER 

CLAIM FOR REIMBURSEMENT O~c..s>- or;. ~o' ·~ Oe>Jeloprq:i.n"" 
1 FOR EXPENDITURES 3. SCHEDULE NUMBER 

ON OFFICIAL BUSINESS D:imeotiC. Po1;U-\ C., 00 \"'\ c.A, \ 

Read the Privacy Act Statement on the back of this form. 5. PAID BY 
a. NAME (last, first, middla 1ntial) b. SOC1Afv¥1~ 8~· . 

4. 
fl<: Ii!. - .. 

.... \\I C\Co..0! > w d \ l().(Y\ ((_ 
./ . ~; l). h \I Cu I" ', 

; z ( 

"" c. MAILING ADDRESS (Include ZIP Code) d. OFFICE TELEPHONE NUMBER 
::::E 

3 CJ.;).tf/ 0€00 
0 6-Cj&57 

lDo..r.Q.rU..~ \'I ' D,c.. 
6. EXPENDITURES (If fare claimed in col. (g) exceeds charge for one person, show in col. (h) the number of additional persons which accompanied the 

claimant.) 

DATE Show appropriate code in col (b): AMOUNT CLAIMED c A-Local travel MILEAGE 0 a-Telephone or telegraph., or RATE 

1e:fJ D 
E C-Other Expenses (itemized) ¢ FARE ADD. TIPS AND 

MILEAGE OR TOLL PER· MISCEL· 
(Explain expenditures in specific detail.) NO.OF SONS LANEOUS 

MILES 
(a) (b) {c) FROM (d) TO (e) (I) (g) (fl) (1) 

£...// \ OE.DC) ~~d' 
I : I 
I 

A I 5!CO Prl I 
I 

fr,/11.. DQ(JI' oc; Ed 
! I 

I 

A ceo5 4 :so 
I 

VJ! 1'7 A 07.,06 ~("11Qfilp&c: 
! 

~ !cc 
_l I 

r;.,;,~ A eyp~cd C£Of> s-kx 
. I 

I I 
I 
I 
I 

I 
I 
I 
I 
I 

I ; 

I ! I 
I 

I I 
I ! I 

I 
I 
I 

I I 

l 
I 

i : 
I I 

If additional space is required continue on the back. SUBTOTALS CARRIED FORWARD FROM THE I I 
I I BACK I I 

I I 
7. AMOUNT CLAIMED (Total of cols. (f), (g) and (i).)-., $ TOTALS 

'" !s-o 
I 
I 
I 

8. This claim is approved. Long distance telephone calls, if shown, are certified 1 o. I certify that this claim is true and correct to the best of my knowledge and 
as necessary in the interest of the Government. (Note: If long distance calls 
are included. the approving official must have been authorized, in writing, by 
the head of the department or agency to so certify (31 U.S.C. 680a).) 

\=hul Sign Origins/ Only 

ens~ DATE 

11~ OFFICIAL 
SIGH HERE 

9. This claim is certified correct and proper for payment. 

Sign Origins/ Only 
AUTHORIZED~ I DATE CERTIFYING 
OFFICER 
SIGH HERE 

ACCOUNTING CLASS/FICA TION 

1164-210 

belief and that payment or credit has not been received by me. 

(5ill'08r6 

'~~~ SIGH HERE 

11. 

a. PAYEE (Signature) 

12. PAYMENT MADE 
BY CHECK NO. 

Sign Original Only 
-

--...:::. 
.I DATE 

I 
CASH PAYMENT RECEIPT 

b. DATE RECEIVED 

c. AMOUNT 

$ 

STANDARD FORM 1164 (Rev.11-77) 
Prescribed by GSA, FPMR (CFR 41) 101-7 



AIR EXPRESS DELIVERY FORM 

PLEASE PRINT OR TYPE INFORMATION. No. 
PACKAGES WI~ BE RETURNED IF INFORMATION IS NOT COMPLETE. 

AIR EXPRESS WILL NOT DELIVER TO P .0. BOXES. 
063476 

Room: aa@ a:_o 

Organization: Bill Recipient Account No.: 

I \ 
Street Address: 

0 Saturday Delivery (Extra Cost) 

f:r U.S. GOVERNMENT PRINTING OFFICE: 11195-396-868 


