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OFFICE GUIDELINES AND INFORMATION

ANSWERINGTHEPHONES--
1. Answer the phone by saying "White House AIDS Policy Office"
2. Find out who they are calling for and if possible why. Even if the person is in the office

say "Let me seeif they are in" rather than "Yes, he/she is"
3. Get their name and organization
4. Press transfer button, then the extension number you are calling
5 . Tell the person who the caller is, the organization the caller is with, & why they are 

calling
6. If the person wants the call press transfer again and h^g up
7. If the person does not want to talk to the caller, press the blinking light button to speak

to caller
7. Tell the caller the person is busy. Take a message and be sure to get name, phone 

number, organization, time of call and reason for the call.

Extension List: Patsy -11, Jeff-16, Richard-13, Carmena- 15, Jerry- 24, Jane- 19,
Zhoowan-14, LaHoma- 23, Intern Office- 12, Front desk- 10.

Interrupt List:
-If these people call, please interrupt, no matter what

Calling Out: dial 9 before the number

FAXING.
Our fax number is (202) 632-1096

1. Make a cover sheet (found in fax room). Include fax number, receiver, date and number of 

pages including cover sheet.
2. Place cover sheet and pages to be faxed face dovm on machine
3. Press space/dial button, 9 and the number. Be sure to include 1 if the number is long distance 

4.1f the number is busy, try later
5.1f you make a mistake press clear or stop
♦♦Commonly asked for letters and information are located on the bookshelf next to the copier in 

maniila folders

MAIL...
Logging in:
l.Open all mail with the letter opener found in the top drawer of most desks
2. Any commercial mail or multiple copies of notices can be thrown out (use own discretion)
3. Any letter that needs a response of some sort needs to be logged into the Correspondence

Tracker book (green)
4.0pen the book to the current page and enter the next tracking number, the current date and the 

sender of the mail
S.Take a Correspondence Routing Slip and write in the tracking number from the book, the date



received and who the mail was from
6. Mail should be delivered to people directly, except in the cases of Jeff and Patsy. Their mail 

should go through Carmena.

Logging out:
1. Each piece of mail to be logged out should have a correspondence slip with it with a

tracking number on it. Use that number to locate the mail in the Correspondence 

Tracking book.
2. In the space under the title "action" write the response and the date.
3. Stamp the logged out mail with File Copy Stamp
4. File logged out mail in filing room alphabetically by organization. Under each letter, the

mail should be filed with the most recent in the front

NEWSPAPER..
1. Each day someone needs to look through the Washington Post (and any other
newspapers) and collect articles that are of interest to this office. For

example...AIDS studies. National health care, Gay and Lesbian Issues. Use your 

own discretion.
2. Cut these articles out and photocopy them. Make copies for entire office.
3. Make sure that the date and name of the periodical are included on the page
4. Write a brief two or three sentence summary of each story
5. Make copies
6. Distribute to Patsy, Jeff, Richard, Carmena, Jane, LaHoma, Zhoowan, the writers, and

keep one for the front desk (and any others who may be working in the office.)

XEROXING /e r
-Always place the original copy face down
-to make double-sided copies: copy one side and then place those copied sheets into the 

normal paper feeder, on top, face up. Insert second original and copy.
-If there are problems, look in the booklet. It is easy to understand.

*If it is a serious problem and the U code is flashing, cal Xerox. Our serial number is 

68H515343.

COMPUTER...
1. Turn the computer on by pressing the switch to the right of the disc drive and the

square button on the bottom of the monitor.
2. Type login at login prompt
3 . Type in user name at login name prompt
4. Type in password at user password prompt
5. Once in menu, press "w" for Windows



6. If using Windows, double click on 6.0, once in this program, everything is pretty self 

explanatory
*C; is the hard drive. A; is the disk drive, N;(the network) is used frequently

Merging:
1. To form a database, click on Tools, then on Merge
2. Click on data
3. There will be a box where you enter the field names you would like in your data file,

such as last name, first name etc.
4. After you have entered your field names, click on OK
5. Then enter your data, when your done, click Close
6. Save your data as something.dat
7. Click on merge
8. Click on form, this is where you put your letter or format for how you want the data to

appear
9. It will ask you for a data file to be associated with the form file put the data file that you

want (i.e. something.dat)
10. When you want to insert a field, click on Insert Field and Insert it
11. Save your form as the same something.for (to keep the data and form files easy to

remember)
12. Next, Click Merge, then Merge again
13. Use new document
14. You now have a merged file
15. If you want to print only one page of the merged document you must move the cursor

to the top of that specific page
*If you have any computer questions, call computer support services via the White House 

switchboard: 456-1414

Printer:
1. When you are ready to print press F5 or go to file option and select print
2. Next go to select
3. click on the printer you want and then click select again
4. double click on print again

When using White House stationary:
- place the sheet face up with the letterhead facing towards the printer 
-remove the paper holder which does not hold the stationary that you want to use 
-remove leftover stationary from the paper holder after using printer.

-T.)

V
OFFICE FACTS:

Hours: 8:30- 5:30 
Phone: (202) 632-1090 
Fax: (202) 632-1096 
Address: 750 17th Street



Washington DC 20503

Titles: Patsy Fleming; Director of White House Office of AIDS Policy 
Jeff Levi: Deputy Director of White Office of AIDS Policy 
Richard Sorian: Director of Public Affairs

MISC;

Conference room: -If people want to reserve the conference room, you must enter their
name,telephone number and organization into the conference room book found in 
the bottom right comer of the front desk

.-r-i

Stationary: Only use White House stationary for official use

Schedule: The 60 Day Organizer in Carmena's office: we use this to keep track of where 
everyone is. Please use it for your schedule too.

Richard: All memos, faxes etc. that arrive for him when he is not in his office should 
be placed on his chair

Kitchen: Clean up after yourself!!!

Bathroom: Keys are kept at the front desk (bathrooms are located out the door, down the 
hall on the right (women) and past the elevators for men. There are extra keys in 
the top desk drawer if you lock the block in the bathroom.

Visitors: Should be seated on the couches across from the filing room. Let the person they 
are waiting for know that they are here and waiting.

Lunch : breaks should be coordinated with the rest of the office staff
■.A^r

Dress Code: th^re is no official dress code, but business attire should be the norm 
Friday is considered dress down day.
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1. Athletic Facilities

There are two athletic facilities in the EOP Complex:

• The Senior Athletic Unit (Room 11, OEOB, x6616) is limited to Assistants and Deputy 
Assistants to the President and the Cabinet. The Unit is open to female members from 
5:45 a.m. to 7:00 a.m. and 3:30 p.m. to 5:30 p.m. daily and to male members at all other 
times.

• The White House Athletic Center (Room 2008, NEOB, x5688) is a full-service exercise 
and fitness facility open for membership to all EOP employees (including detailees and 
contractors assigned to EOP agencies). The facility has locker rooms, showers, sauna, 
Jacuzzi, and exercise equipment. Aerobic and exercise classes are also offered. Upon 
request, individual exercise programs for members can be developed by staff physiologists. 
The Center is open weekdays from 7:00 a.m. to 8:00 p.m.

2. Audiovisual Equipment

Slide projectors, overhead projectors, and screens are available from the Supply Store (Room 082, 
OEOB, x2622). The equipment is available on a first-come, first-serve basis. For meetings in which 
the President is directly involved, the WHCA will supply audiovisual equipment.

To check out the equipment, bring your supply card to and complete the paperwork at the Supply 
Store. Delivery is usually not available. The supply card will be held until the equipment is 
returned.

3. Building Access After Hours

The NEOB is secured by a cardkey access system. Cardkeys may be issued to employees who need 
recurring access to the building during security hours (11:00 p.m. to 7:00 a.m. Monday through 
Friday, 11:00 p.m. to 11:00 a.m. Saturday, and all day Sunday). The same cardkey must be used for 
access into the elevator and will allow access only to a specific floor.

4. Building and Engineering Services

• Emergencies—For failure of critical equipment or utilities, flooding conditions, or similar 
problems that could pose an imminent danger to health or substantial damage to buildings or 
equipment, call Building Maintenance at 682-9585 during building security hours or 682- 
9543 at other times.

• Maintenance—For routine repairs and adjustments such as adjusting room temperature, 
replacing light bulbs, or other maintenance of a minor and non-emergency nature, call 
Building Maintenance at 682-9585.

• Major Repairs and Maintenance—Submit an RWA (Reimbursement Work Authorization) 
(GSA Form 2957) to Robert Oliphont, Building Manager, GSA, at (202) 254-3360, ext. 117.



When completing the RWA, be sure to fill in the following sections:

BLOCK 8: 

BLOCK 10; 

BLOCK 12:

BLOCK 14: 

BLOCK 15: 

BLOCK 18: 

BLOCK 19:

5. Business Cards

Billing address 

Date of request

Enter Treasury appropriation symbol to be charged for 
requested work

Agency/Bureau name

Name and address of agency contact

Agency identification number

Agency work location, building, floor, and room number; 
complete and sufflciently detailed work description; 
for lengthy descriptions, start in BLOCK 19 and continue 
on attachment(s).

All attachments should be legible and contain agency ID 
numbers.

Submit detailed plans, prints, or drawings indicating 
dimensions and locations of the work with a legend 
explaining symbols used in the work description (minimum 
five copies).

Rush or high-priority orders should be noted as such and 
should include a required completion date.

Business cards are available to all Commissioned Officers and other White House Office staff on a 
case-by-case basis following approval by the Director of White House Operations.

Order forms are available from the White House Administrative Office (Room 1, OEOB, x2500). Due 
to Government regulation, the cost of business cards must be paid personally by staff members.

6. Cafeterias

The NEOB cafeteria is located on the second floor. Hours of operation are Monday through Friday 
7:30 a.m. to 2:00 p.m., 842-3080.



7. Classified Information

Executive Order 12356 prescribes a uniform system for classifying, declassifying, and safeguarding 
national security information. National security information will be classified as "Top Secret," 
"Secret," or "Confidential." Documents may be classified only by persons granted classifying 
authority by the President, agency heads, or those delegated the authority to do so under Executive 
Order No. 12356, and only in accordance with the procedures outlined in Executive Order No. 12356. 
Questions concerning classification of documents should be referred to the Director, Office of 
Information Policy and Security Review (x3103). The NSC Office of Security (x4907) can provide 
guidance on the proper procedures for handling, storing, and destroying classified information.

8. Clearance of Public Information Materials

• Speeches, manuscripts
• Press releases

9. Computer and Programming Services

The WH computer system OASIS offers paging, facsimile transmission, information services, and 
electronic mail. For assistance with OASIS, contact Jim MacDonald at x6403. Only passholders will 
have access to the OASIS system.

For limited technical assistance and computer support, contact the Help Desk of the Information 
Resources Management Division of the Office of Administration, x7370.

For the Information Management Security Office, contact x6475; for Records Management Support, 
contact x6471.

10. Conference Rooms

The White House Administrative Office (Room 1, OEOB, x2500) is responsible for the approval, 
reservation, and coordination of setup and occupancy of the Conference Rooms.

To reserve a Conference Room:

• Call the appropriate number to determine whether the room is available;

• If available, the room may be temporarily reserved pending the receipt by the Administrative 
Office of a Conference Room Request Form (see Tab V, Form 1). This form should be 
completed and submitted the same day as the telephone request. The fax number is x6791.

• Include time for elevator in the OEOB to be reserved.

• Attendee lists made for events or meetings must be coordinated and sent by one staff 
member to Worker and Visitor Entrance System (WAVES) (this person must be a 
passholder). If several agencies are sponsoring an event, all agencies involved must agree on 
the single staff contact responsible for the list.



• Attendee list must be submitted 48 hours in advance to WAVES (OEOB, Room 065'/2, 
x6742, fax x5349).

- List should be submitted alphabetically by last name, first name, and DOB.

- Send list through OASIS (enter DM, WA) or fax (x5349).

- Include social security number (SSN) when a principal will be attending the 
event.

- A unique identification number (U#) will be assigned to your event list. Call x6742 to 
obtain the U#. Please refer to this U# when adding guests to the original list. Do not 
resubmit the entire list, only additions.

• The staff contact, the person submitting attendee lists and making the room reservation, 
should always be present at the entrance gate 30 minutes prior to an event to handle any 
entrance problems. Guests for large events in the OEOB should enter through the 
Pennsylvania Avenue entrance. (Please note: 17th & G entrance is wheelchair accessible.)

• Offices sponsoring events in the Residence or on the South Lawn must coordinate the event 
with the Social Office.

Conference Rooms:

ROOM/LOCATION CAPACITY CONTACT NOTES

Room 22, OEOB 50 theater 
w/16 at table

Admin. Office, OEOB 
Room 1, x2500

Room 180, OEOB 27 theater 
w/16 at table

Admin. Office, OEOB 
Room 1, x2500

FOOD NOT 
ALLOWED

Room 248, OEOB 44 theater 
w/14 at table

Dir. Office, 0MB 
x4840

President’s Briefing Room w/out TV coverage, 227; 
w/ TV, 177 seated

Admin. Office, OEOB 
Room 1, x2500

FOOD NOT 
ALLOWED

Treaty Room, Room 474, 
OEOB

110 theater
200 reception

Admin. Office, OEOB 
Room 1, x2500

Room 476, OEOB 30 theater 
w/16 at table

Admin. Office, OEOB 
Room 1, x2500

FOOD NOT 
ALLOWED

Roosevelt Room, WH 34 to 40 seated Admin. Office, OEOB 
Room 1, x2500

Table must 
remain

Ward Room
(Conference Dining Room)

10 to 15 seated WH Staff Mess, x4192 
or x6377

During non­
meal hours 
only



ROOM/LOCATION CAPACITY CONTACT NOTES

NEOB Conference Rooms varies OA Support Services, 
NEOB, Room 5001, 
X51573

WH Conference Center varies 726 Jackson Place,
X67507

Residence Social Secretary,
X67064, EW WH

President or 
First Lady 
only

When reserving a Conference Room, it is important to remember the following rules and regulations:

• All agencies within the Executive Office of the President may use Conference Rooms only 
for official functions. White House staff takes priority.

• The Conference Rooms are not available for use by private citizens or organizations.

• No outside organization may pay for food or refreshments at official events within the EOP 
complex.

• Conference Rooms are not available on weekends.

Please call Ashley Raines at x62023 with any questions.

11. Conflict of Interest

A "conflict of interest" refers to any situation of which a Government official has an actual or apparent 
personal interest in the outcome and which that person is in a position to influence through decision, 
recommendation, advice, or other formal or informal action.

A violation of law does not require an intent to favor one’s personal interest and cannot be overcome 
by showing the absence of such an intent. Participation, by itself, in a particular matter in which one 
has a financial interest is unlawful.

The financial interests of all members of a staff member’s family living within his or her household 
are regarded as his or her own.

Employees must be ever sensitive to avoid even the appearance of a conflict or other impropriety, 
which can be fully as damaging as the real thing. Matters relating to conflicts of interest are regulated 
by civil and criminal statutes. Executive Order, regulations, and the Standards of Conduct for 
Executive Office of the President employees. Tab IV of this manual provides a more detailed 
description of these requirements. Staff members should familiarize themselves with these provisions 
and should consult the Office of the Counsel to the President if they have any questions.



All Government employees, including consultants, volunteers, and interns, are subject to conflict-of- 
interest requirements and ethics rules. Consult the Counsel’s office for further information on how 
these requirements (described in Tab IV, Standards of Conduct) apply to part-time and/or unpaid 
positions.

12. Counseling

Counseling for emotional strain, substance abuse, family and marital problems, work stress, or 
financial and legal matters is available through the Employee Assistance Program (EAP). Contact the 
Institute for Human Resources, Inc., at (301) 762-4260 /(800) 468-8369, TDD (800) 835-5885,
24 hours a day, 7 days a week. To obtain a copy of the EAP brochure, contact the White House 
Personnel Office (Room 6, OEOB, x2260).

13. Crank Calls

A person receiving a crank call should transfer the call immediately to the Secret Service Protective 
Division.

• Forward the call to x2686 or x2687 and identify it as a crank call.

• The Secret Service agent will acknowledge your information and tell you to hang up.

14. Credit Union

Membership in the White House Federal Credit Union is open to all White House staff members. The 
Credit Union is located in Room 7217 of the NEOB at x54882. Hours are Monday through Friday
9 a.m. to 3 p.m. The Credit Union is also located in Room 42, OEOB, Monday through Thursday,
10 a.m. to 3 p.m., Friday, 10 a.m. to 4 p.m., and closed on weekends and holidays.

15. Distribution Services

For information on publishing and printing services available through the Office of Administration, 
contact x4745.

16. Drug Testing

Executive Order No. 12564 and Section 503 of P.L. 100-71 established goals to achieve a drug-free 
Federal workplace. Consistent with the Executive Order and the Act, the White House has determined 
that all current and future positions have been identified as testing designated positions, the incumbents 
of which will be subject to random drug testing. This also includes mandatory applicant testing of 
individuals who are being seriously considered for employment. To obtain information concerning the 
White House and EOP Drug-Free Workplace Plan, please contact the White House Personnel Office 
(Room 6, OEOB, x2660).

17. Duplicating Services—See Item 61.



18. Electronic Mail

An E-mail account will be set up for all ONAP employees. You will receive your own password and 
your log-in name will be entered into the system.

• To enter the E-mail system, from the main menu, press M for the menu of choices.

• To retrieve E-mail messages, press R for Retrieve. A list of messages will appear. Press 
Enter, and the highlighted message will appear. Read it. You can then choose to print that 
single message by pressing P or delete that message by pressing D. Press Enter when 
finished.

• To send E-mail messages, press P for Prepare new message, press Enter to address the 
message to a person, and begin typing last name of the person the message will be sent to. 
Add more names if necessary. When you have finished addressing, press ESC and then N 
for eNd addressing. In subject line, begin typing message. Include name, organization, 
number, and brief message. Some messages can be completed here. If your message is 
longer, press Return to enter screen and proceed to type the longer message. When you are 
finished, press FIO and then Enter. Your message will be sent. Always be careful when 
addressing a message; if the message is to the entire office, then use #ONAPC; if it is to a 
single person or a select group of people, address the message singularly.

19. Employee Insurance and Health Benefits Programs

For information on the employee insurance and health benefits programs, please contact the Personnel 
Management Division (PMD) of the OA at 395-1088.

20. Equal Employment Opportunity Program

The White House Equal Employment Opportunity Program is administered through the Personnel 
Management Division of the Office of Administration’s Resources Management. If you think you are 
being discriminated against because of your race, sex, religion, color, national origin, age, or disability 
(physical or mental), an EEO counselor may be reached at x3996.

21. Equipment Repair

If repair of equipment is necessary, the following offices should be contacted:

• The White House Administrative Office (x2500, Ada Patsie) for the repair of typewriters and 
fax machines.

• Support Services of the OA (x51573) for the repair of duplicating equipment.

• The Client Services Desk (x7370) for the repair of the ADP/computer equipment.



22. Escort System

An escort system is available for employees who are required to work after dark. By calling the U.S. 
Secret Service Watch Commander (x4366), an employee may request an escort to his or her car by an 
available Uniformed Division Officer.

23. Executive Orders

Executive Orders are formal documents issued by the President to direct or authorize specific action 
by the Executive Branch. After signature, they are announced by the White House Press Office, 
numbered, and published in the Federal Register. They are also printed in the Weekly Compilation of 
Presidential Documents.

Additional information concerning Executive Orders may be obtained from the Office of the Executive 
Clerk (x2226) and the General Counsel of 0MB (x5600). Copies of Executive Orders may be 
obtained from the EOP Publications Service (x36IO) or the White House Information Center (Room 
308, OEOB, x7000).

24. Executive Residence

The Executive Residence is the home of the President and First Family. For generic purposes, the 
Residence will undoubtedly always be referred to as the "Executive Residence" to avoid confusion 
with the White House Office.

25. Faxing

To fax:

• Make sure there is a filled-out cover sheet. If not, write in the name of whom the fax is for, 
whom it is from, the number of pages, and the fax number you are dialing.

• Make sure the date is at the top of the window on the machine, press the blue button called 
"VoiceDial," then dial 9-(l if long distance)-area code-number.

• Place sheets to be faxed face down and press Start.

26. Federal Express

• Obtain the name, company, address, and telephone number of the place to which or person 
to whom you are sending the package.

• Go to the bookcase in the copy room and obtain a Federal Express envelope and airway bill.

• Fill out the required information as follows:
- Staffer’s name, telephone number, date of shipment
- Address and telephone number of recipient
- Under PAYMENT box, check off #1 (Bill Sender)



- Under SERVICES box, check the appropriate method (usually it is "Standard 
Overnight Letter").

• Take off one of the labels on the side of the bill and place it on the outside of the envelope.

• Slide the bill inside the plastic on the back of the envelope.

• Deliver the envelope to the Courier Room in the NEOB.

• Make a copy of the airway bill for yourself and call the recipient the next day to make sure 
the package arrived.

27. Federal Register

The Federal Register, a part of the National Archives, maintains an office in the EOF complex to 
compile Presidential statements, press releases, speeches, etc., for publication as the Weekly 
Compilation of Presidential Documents (Room 536, x6482).

28. Forms—See Tab V.

29. Freedom of Information

The Freedom of Information Act provides that the public may obtain access to agency files and 
records by submitting a request. The White House Office is not an agency for purposes of the Act 
and need not furnish records on request, but certain units of the Executive Office of the President are 
covered. All requests for information under the Act should be referred to the Counsel’s Office.

30. General Services Administration

The General Services Administration (GSA) manages the support facilities for the East and West 
Wings of the White House, the OEOB, the NEOB, the Winder Building, and Jackson Place 
Townhouses. Requests for NEOB building services (e.g., repair of heaters, air conditioning, or 
lighting) should be directed to the Facilities Management Office at 254-3360, ext. 117.

31. Gifts

There are strict rules governing acceptance of gifts from foreign and domestic sources. Gifts from 
officials of foreign governments are governed by the provisions of the Foreign Gifts and Decorations 
Act, which is described further in the Standards of Conduct section of this manual (see Tab IV).

As to other gifts, in general it is not permissible for a White House/ONAP staff person to accept a gift 
from an entity that has or is seeking contracts or other business with any part of the Executive Branch 
that conducts activities regulated by the Executive Branch, or has interests that may be substantially 
affected by the staff member’s performance or nonperformance of official duties. Certain exceptions 
apply. For example, it is permissible to accept a gift from a friend or relative, under circumstances 
that make clear that the motivation for the gift is purely personal. Other exceptions are described in



Tab IV of the Standards of Conduct section of the manual. It is important to note, however, that 
under current policy, there is no set dollar value below which gifts are automatically permissible.

32. Graphics and Document Preparation

All graphics and documentation preparation services are performed by the Office of Administration. 
The OA Graphics Section (Room 5013, NEOB, x3624) prepares a wide range of visual aids materials: 
artwork design and reproduction, camera enlargements and reductions, computer-assisted calligraphy, 
color slides, and transparencies. The branch produces charts, graphs, and posters and also arranges for 
the printing of letterhead stationery, programs, invitations, newsletters, and brochures.

The OA Document Preparation Section (Room 5013, NEOB, x5163) provides high-quality typesetting 
for reports, manuscripts, booklets, newsletters, calendars, and schedules. A wide variety of fonts is 
available.

33. Holidays

The following are paid legal holidays:

New Year’s Day 
Martin Luther King Day 
Inauguration 
Presidents’ Birthday 
Memorial Day

34. Housekeeping

Independence Day 
Labor Day 
Columbus Day 
Veterans Day 
Thanksgiving Day 
Christmas Day

Housekeeping services are provided by P&R Enterprises, (703) 931-1000. The NEOB contact is 
Carlos Sanchez. Offices will be cleaned each evening; if services are needed at any other time, please 
contact an ONAP administrative staff person to arrange the cleaning.

35. Identification Cards/Passes—See Item 51.

36. Imprest Fund

The imprest fund is available to provide cash reimbursement to ONAP employees for local travel 
claims, small purchases, and emergency travel advances. The limit for cash transactions is $250. 
Please complete and have signed an SFI164. Then submit it to a member of the administrative staff 
for submission to the OA Office of Resources Management Financial Management. The Imprest Fund 
office is located in NEOB 4008 (x53175) and is open daily from 12:30 p.m. to 3:00 p.m.

37. Keys and Locks

A list of the key assignments is located in Tab V, Form 3.



Report any lost or stolen keys immediately to Building Maintenance at 682-9585. Any requests to 
change locks should also be directed to Building Maintenance.

38. Leave Information

Several types of leave are applicable to the White House/ONAP staff: annual leave, sick leave, leave 
without pay, maternity leave, military leave, and leave for court/jury duty. Commissioned Officers on 
the White House Office payroll do not earn leave.

• Annual leave is earned at the rate of 4, 6, or 8 hours per 2-week pay period, depending upon 
length of Government service (6 hours after 3 years and 8 hours after 15 years). The 
maximum accruable annual leave is 240 hours, and any amount in excess of that is forfeited 
at the end of the leave year. The compensation for unused annual leave is paid in a lump 
sum when the employee leaves Government service.

• Sick leave accrues at 4 hours per pay period, with no maximum limit, but with no payment 
if not used when an employee leaves Government service.

For additional information on these and other types of leave, call the White House Personnel Office 
(x2260).

39. Libraries

Three libraries provide a wide range of information and services to all EOP staff:

• The EOP Library (Room 308, OEOB, x7000), covers special interest areas such as the 
Presidency, past and current administrations, American history and politics. Government 
policy, and national security. Staff also maintains extensive vertical files and an in-house 
news clipping service. Hours are 8 a.m. to 6 p.m., Monday through Friday.

• The Law Library (Room 528, OEOB, x3397) maintains a basic legal and legislative 
collection with a strong emphasis on administrative and Federal case law. The collection 
also includes congressional materials such as bills, laws, committee hearings, prints, and 
reports. Hours are 8:30 a.m. to 5:30 p.m., Monday through Friday.

• The EOP Library (Room G-102, NEOB, x3654), covers special interest areas including 
economics, the budget, and other areas relating to the management of Federal Government 
activities. Hours are 8 a.m. to 6 p.m., Monday through Friday.

An on-line catalog shared by all sites provides easy access to holdings in any of the three libraries. 
Reference librarians with experience in locating information in printed and electronic media are 
available.



40. Lost and Found

NEOB (Control Center), x4496 
OEOB (Control Center), x2020

41. Mail and Messenger Services

• Incoming Mail
1. Open and date stamp each page of letter and contents.
2. Staple or paper clip all the contents of the letter together (usually in order from top to 

bottom, business cards, pictures, the actual letter, and envelope).
3. Deliver mail to the Executive Assistant for review and assignment.
4. Attach a routing slip, visible to all staff, to all newsletters and magazines.

• Outgoing Mail
1. Mail to the White House is put in the out box labeled White House. ANY MAIL IN A 

WHITE HOUSE ENVELOPE IS PUT INTO THE BOX UNSEALED.
2. Mail to Health and Human Services goes in the other out box and can usually be sent in 

U.S. Government Messenger Envelopes.
3. When sending a photograph, use cardboard and attach paper over the face of the picture. 

When sending a picture of the ONAP Director, attach the Director’s card and a note to 
return the photo to us as soon as possible.

4. The receptionist must address outgoing envelopes and file all copies in the filing room.

• Messenger Service
Office of Administration messengers deliver all external and internal mail within the White 
House complex. Interoffice mail is delivered and retrieved every two hours and should reach 
its destination within the complex on the next mail run.

• Overnight Express Mail—See Item 26.

• Metro Area Deliveries
Office of Administration messengers make deliveries to Capitol Hill and Federal agencies.
For information on schedules, please contact the OEOB Messenger Mailroom (x7005).

• Red Tag Deliveries
"Red Tag" messenger service allows for immediate pickup and delivery of material. It 
should be used only when absolutely necessary. To request Red Tag service, call the 
messenger room closest to the ONAP (Room Gl, NEOB, x3333).

• Mail Window
The Mail Section (Room 52, OEOB) sells stamps and accepts parcels for mailing from 
9 a.m. to 4 p.m., Monday through Friday. In addition, there are two postage stamp vending 
machines located on the Ground Floors of the OEOB and the NEOB.



• Mass Mailings
An office requesting a mass mailing should complete the Mass Mailing Request Form and 
submit it to the White House Administrative Office (x2500) for approval. The request 
should identify special printing or duplicating requirements and should include preprinted 
labels or identify the label list maintained by the Office of Records Management.

42. Media Guidelines

The basic policy of the ONAP is that the National AIDS Policy Director, the Deputy Director, and the 
Press Officer make statements or provide information to the media. Others assist or may be requested 
to handle specific inquiries that are appropriate to a particular area of expertise.

Please follow the following procedure. All questions on this procedure should be directed to the Press 
Officer.

• All regular media contacts are to be made through the Press Officer. All requests for 
interviews or statements from this office are to be directed to the Press Officer.

• Any staff member may release copies of bios and resumes to the press. This can be 
accomplished by forwarding the calls to a staff person or intern at the ONAP office.

• In the event a caller states an "urgent" need to obtain a statement from the Director or 
Deputy, please use your best judgment in referring the caller to the appropriate person. First, 
try to locate the Press Officer by phone or page. Determine the caller’s deadline as a means 
for ascertaining the urgency of a call back. If the Press Officer is not readily available, 
contact the Director or the Deputy and assure the caller that someone will return the call 
promptly.

• The Director or Press Officer may request specific staff to make statements or to participate 
in a media event or plan. The Director or Press Officer will advise that person of the need 
and details of such an event. These statements or events, when done, should be followed up 
with a cc:mail message to the Press Officer to summarize the interaction and event attended 
(e.g., appearance on a television show).

• If there are any suggestions for media statements or events (e.g., talk shows), discuss these 
with the Press Officer.

• If there are any questions regarding these procedures, please contact the Press Officer for 
clarification.

43. Medical Unit

The Medical Unit (Room 107, OEOB, x6024) is a small dispensary for treating emergencies and 
minor maladies. It is open Monday through Friday, 9:00 to 11:00 a.m. and 1:30 to 3:30 p.m.

44. Motor Pool Services—See Item 77.



45. News Summary

The White House News Summary is a summary of major stories from hundreds of newspapers 
throughout the country and the major network television news prepared for the President, Senior Staff, 
and others with specific needs. The Summary is published weekdays by the Office of News Summary 
(Room 412, OEOB, x2950).

46. Notary Public

Notary services are available for White House/ONAP staff members from the White House 
Administrative Office (Room 1, x2500).

47. Office of Administration (OA)

The Office of Administration is headed by the Deputy Assistant to the President for Management 
(Ground Floor, West Wing, x7052) and provides common administrative support to all agencies of the 
Executive Office of the President (EOP). The agency comprises the following divisions and offices:

• Administrative Operations Division (Room 5001, NEOB, x7100) provides mail/messenger, 
printing/graphics, procurement/contracting, and office supplies services to the EOP (includes 
the ONAP) and the White House.

• Facilities Management Division (Room 484, OEOB, x2335) coordinates capital 
improvement projects. Manages service requests for the White House complex and manages 
historic preservation of the OEOB.

• Financial Management Division (Room 4005, NEOB, x7244) manages EOP accounting and 
budgeting functions, payroll services, and non-White House travel/impress funds.

• Information Resources Management Division (Room 4202, NEOB, x4980) manages 
computer and telecommunications processing, text processing, and all related information 
technology services.

• Library and Information Services Division (Room 308, OEOB, x7000) provides research 
assistance and operates two libraries in the OEOB and one in the NEOB.

• Office of the General Counsel (Room 472, OEOB, x2273).

• Personnel Management Division (Room 4013, NEOB, x3765) assists with recruitment, 
training, classification, and security and maintains official personnel records on employees of 
EOP agencies.

48. Office Supplies

A complete inventoiy of office supplies is available from the supply store located in Room 082,
OEOB, 395-2622. The supply store for the NEOB is located in Room SB229 (second level of



the basement) and the hours are 10 a.m. to 12 noon and 2 to 4:30 p.m., Monday through Friday, 
395-3532.

Supplies may be obtained through the ONAP administrative support staff by use of purchase order 
forms. Bulk items may be delivered directly to the office by supply personnel on request.

49. Outside Positions

ONAP staff may not hold positions as officers, directors, board members, or trustees of any for-profit 
entity. Such positions on nonprofit entities are permitted subject to applicable ethical standards with 
the advance approval of the Counsel’s Office. For further information on the applicable standards, see 
Tab IV, Standards of Conduct.

50. Paging

Both the ONAP Director and Deputy Director have Skypagers and may be reached in urgent 
situations. The skypage number is: 1-800-759-7243. The Director’s pen number is: 216-4921. The 
Deputy Director s pen number is: 237-9161. These numbers should never be given out.

51. Passes

The appropriate pass will be issued on the day a new ONAP staff member begins work or shortly 
thereafter. Passes must be displayed any time the staff member is within the White House Complex. 
Passes vary as follows:

• NEOB—Individuals requiring access to the NEOB only 

. WHS—White House Staff

• EOB—Individuals requiring access to the EOB only

• NN—Used in conjunction with an EOB/NEOB pass by individuals who need temporary 
access to the White House

• MIL—Military

• MAC—GSA Maintenance and Cleaning

• NGS—^Non-Government Service

• USSS—U.S. Secret Service

• RES—Individuals who work in the Executive Residence

• OGA—Other Government Agency (State, Treasury, Health, etc.)

• LE—Law Enforcement



Subsequent problems, such as lost, misplaced, stolen, or mutilated passes, should be referred to the 
U.S. Secret Service Pass Office (Room 23, OEOB, x4259). Outside normal working hours, stolen or 
lost passes should be reported immediately to the U.S. Secret Service Duty Desk at 395-4005.

Persons holding temporary photo passes that require an extension beyond the current expiration date 
should contact the White House Personnel Office at least a week in advance of the expiration date to 
ensure that arrangements are made for the extension.

Persons who are issued a non-photo temporary pass, for any reason, must return the pass to the officer 
at the gate upon leaving the complex.

52. Pay Information

53. Personnel

For any personnel-related questions, contact the Personnel Management Division (OA), Room 4013, 
NEOB, x3765, for guidance.

54. Pest Control

To request pest control services, submit an RWA to Robert Oliphont, Building Manager (202) 254- 
3360 ext. 117.

55. Political Activities

The Hatch Act prohibits participation in partisan political activities by most employees of the 
Executive Branch. In general, beyond those restraints. White House employees may not use 
Government property or facilities for political activities nor solicit contributions from Federal 
employees on Federal property. Staff may not engage in political activities on Government time; 
attendance at any type of political function during normal working hours requires the use of annual 
leave. (For further information see Tab IV, Standards of Conduct, or contact the Counsel’s Office.)

56. Postal Service—See Item 41.

57. Presidential Greeting Cards 

Anniversary Cards

A Presidential anniversary card will be sent upon written request for 50th or subsequent wedding 
anniversaries. Requests should be sent to the Presidential Greetings and Comments Office (Room 39 
OEOB, x2852).



Birthday Cards

A Presidential birthday card will be sent upon written request for 80th or subsequent birthdays. 
Requests for birthday cards should be sent to the Presidential Greetings and Comments Office (Room 
39, OEOB, x2852).

Other special occasion cards are also available.

58. Presidential Seal

The current Presidential Seal was first established by Executive Order No. 10870 and later amended.
It denotes the Office of the President of the United States and may be used only under certain 
circumstances.

Inquiries and requests regarding the use or display of the Seal should be directed to the White House 
Counsel’s Office or to the Director of White House Operations.

59. Press Clippings

• Copy the article from the publication. Do not cut any magazines or newspapers. (Be sure 
to note the name of the publication, date, and page of the article.)

• Position the article neatly to fit on a standard 8.5" x 11" page. A long article may need to 
be placed on several sheets. Please include date and title of publication on each page.

• Obtain approval from Richard Sorian, ONAP Press Officer, for the clipping.

• Make several copies of clipping—for filing, for general information, and distribution 
throughout the office.

60. Press Inquiries—See Item 42.

61. Printing Services

The Office of Administration Publishing Branch provides printing and duplicating services throughout 
the EOP complex. Additionally, oversize jobs are sent to the Government Printing Office. Printing 
requests must be approved in advance by the White House Administrative Office (Room 1 OEOB 
x2500).

The print shop is located in Room 15, OEOB (x2295). Hours of operation are 7:00 a.m. to 11:00 
p.m. weekdays and 8:00 a.m. to 4:30 p.m. on Saturday.

62. Proclamations

Proclamations are formal Presidential documents with roughly the effect of an Executive Order. There 
are two types of proclamations: regulatory (usually with budget or trade implieations) and 
commemorative.
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Commemorative proclamations are typically observances of a day, week, or month, such as 
Thanksgiving Day, Fire Prevention Week, or Red Cross Month. Approximately 60 recurring 
ceremonial proclamations are issued annually. In addition, the Congress requests the President to issue 
many others throughout the course of a year.

Although proclamations may originate in any Government department or agency, they must pass 
through OMB's Office of Legislative Reference before proceeding to the President for his signature. 
Additional information concerning proclamations may be obtained from the Office of the Executive 
Clerk. Copies from the current administration may be obtained from the EOP Publications Service 
(x7332) or the EOP Library (Room 308, OEOB, x7000).

63. Procurement Services

Procurement services are available through the Office of Administration General Services division 
(x53314). An Electronic Requisition System is used for the submission of requisitions and the 
processing of purchase orders. Procurement staff may also assist in planning procurements and 
drafting requests for proposals, statements of work, and other required documentation.

64. Publications

The OA Office of Management publications office responds to both staff and public requests for 
copies of all EOP agency documents, including White House press releases and Office of Management 
and Budget (0MB) circulars, bulletins, and memoranda (x53610 or 395-7332 for public inquiries).

65. Records Management, Office of

The Office of Records Management (ORM) is open from 8:00 a.m. to 10:30 p.m. daily and from 
8:30 a.m. to 3:30 p.m. Saturday. The office is often open beyond these hours to accommodate staff 
demands; however, a records manager is available anytime through the White House Switchboard.

• Office of the Director

The Office of the Director (Room 80, OEOB, x2240) is the central recordkeeping unit within 
the White House Office.

• The Central Files Section

The Central Files Section (Room 72, OEOB, x2242) maintains the major segment of records 
in the White House. These records consist of papers, tapes, photographs, and electronic 
media, etc., generated or received by the President, the First Lady, and/or their staffs. They 
are indexed through a computer-based system that permits rapid retrieval of information. For 
optimum efficiency, all staff members should coordinate, file, and retrieve information from 
this system.



• Correspondence Review and Referral Section

The Correspondence Review and Referral Section (Room 76, OEOB) receives all outgoing 
Presidential correspondence for a final check before sending it to the Mail Room for 
dispatch.

• Data Entry Section

The Data Entry Section (Room 74, OEOB) has partial responsibility for a number of 
computer-based information systems in the White House. In varying degrees, this unit assists 
in the management of computerized information on Presidential and staff correspondence, 
gifts, and lists of individuals and special interest groups for briefings and/or continuous 
mailings. Mail to be referred to departments and agencies for acknowledgement or 
requesting a draft for incorporation into a White House reply is dispatched through this 
section.

As stated in the Presidential Records Act of 1978, complete ownership, possession, and control of 
Presidential records are administered by the United States Government. Therefore, all staff members 
should confer with the Office of Records Management or the Counsel’s Office, as appropriate, 
regarding the disposition of any records as defined by this Act.

66. Repairs—See Item 21.

67. Reprints

Reprints of Presidential speeches, proclamations, etc., may be obtained from the White House 
Information Center, Room 308, OEOB (x7000).

68. Schedule/Interview Appearance by ONAP Director—See Tab V, Form 3

69. Seal, The Great

The Great Seal of the United States was officially created by the Continental Congress in 1782. In 
1947, the Secretary of State was given authority over use of the Great Seal, and it may be affixed only 
with his permission. Unauthorized use of the Great Seal is a criminal offense pursuant to 18 U.S.C. 
Section 713.

70. Shipping and Receiving—See Item 41.

71. Smoking Policy

Smoking is not permitted in the following areas:

• East and West Wing Lobbies
• General office space, unless the space is appropriately configured and ventilated to protect 

non-smokers against involuntary exposure
• Conference Rooms



• Elevators
• Cafeterias
• Restrooms

Questions regarding these regulations should be directed to the Director of White House Operations.

72. Supplies—See Item 48.

73. Telegrams and Mailgrams

All telegrams or mailgrams must go through the Telegraph Office (Room 87, OEOB, x2138), which is 
open from 8:30 a.m. to 6:00 p.m. weekdays.

74. Telephones

The EOF uses two telephone prefixes: the 456 prefix is unique to the White House, while the 395 
prefix services some OEOB offices and all offices in the NEOB. Internally, the prefix does not 
matter; however, the correct prefix is needed from outside the complex.

• Directories

Submit a "Telephone Directory Update" form (Tab V, Form 4) to ONAP administrative staff 
for any additions, changes, or deletions so that it may be submitted to the White House 
directory.

An ONAP telephone extension list may be obtained from the administrative staff.

• Installation

For installation of additional lines, complete an RWA form and submit it to Robert Oliphont 
GSA, 254-3360, xl 17.

• Repair

For telephone repair, contact the telephone repair service at x9611.

• Switchboards

There are two basic telephone systems in the White House:

• The Administrative Switchboard (456-1414) is the basic commercial telephone 
switchboard and is open 24 hours a day, 7 days a week.

• The Signal Board is the WHCA/Military Board. It is responsible for all mobile 
communications, including paging. Contact is generally through the Administrative 
Switchboard.



• Answering ONAP Coordination Phones

1. Answer "Office of National AIDS Policy."
2. Ask who is calling and which organization the caller represents.
3. To transfer a call to a person:

- Press "Transfer" followed by the two-digit extension.
- Tell the ONAP staff person the name of person calling.
- Hang up.
- If ONAP staff does not answer/will not take call, press the flashing button on the 

phone to return to caller; take a message and put on ONAP staffs E-mail.
4. To transfer a call to voice mail:

- Press "Recall."
- Press "9" followed by the ONAP staffs phone number.
- Press "Recall" again.
- Hang up.

(NOTE: Please do NOT give out voice mail/private line numbers; only transfer calls 
to the numbers.)

5. Calling Out:
- Pick up and dial "9" + number.

75. Thefts and Other Criminal Actions

Report any thefts or other criminal actions to your supervisor immediately. From this point, the 
decision will be made as to which service should be notified.

76. Tours

Executive Residence

Tours of the Executive Residence (White House) are given Tuesday through Saturday mornings 
throughout the year. It is best to double-check the day before a tour, since occasionally the Residence 
is closed at the last minute for an official event.

Information on White House public tours may be obtained from the outside by dialing 456-7041. 
Staff members are allowed to place up to ten guests at the front of the public line any time betweei 
10:30 a.m. and 12 noon. Staff members should meet their guests at the Visitors Entrance. Guests 
cannot be placed on the tour at any other location.

Congressional Tours

Prior to opening the Residence to the public, guided tours are given (by reservation only) Tuesday 
through Saturday, 8:15 a.m. to 8:45 a.m. White House staff may request reservations for 
Congressional Tours for family and special guests through ONAP’s administrative contact.



Old Executive Office Building

The Preservation Office provides public tours of the OEOB. Tours are conducted on Saturday from 
9 a.m. to 12 noon by reservation only. No tours are conducted if a holiday falls on a Saturday. Call 
395-5895 for reservations.

Special Events Open to the Public

Information about the special events open to the public is sent by the Visitors Office to all staff 
preceding each event. These events include the following:

• Christmas Candlelight Tours, which are held three nights during the Christmas season.

• Spring and Fall Garden Tours, which are held one weekend each in mid-April and mid- 
October.

• White House Easter Egg Roll has been held Easter Monday on the White House Lawn 
since 1878. It is open to the public for children aged 8 years and younger accompanied by 
an adult.

77. Transportation

In-town automobile transportation for official business is available from the White House 
transportation pool. There are two transportation categories—priority and general. The list of those 
eligible is maintained by the Director of White House Operations (x2663).

• The priority list comprises senior staff members at the rank of Deputy Assistant to the 
President and above. This group has priority over the general list. Use extends through 
evenings and weekends and allows for transportation to Dulles and Baltimore-Washington 
International airports.

• The general list entitles staff members to use vehicles between 7 a.m. and 7 p.m. on 
weekdays only and does not allow for trips to Dulles or Baltimore-Washington International 
airports.

White House cars are to be used for official business only. Eligible persons should call the White 
House garage dispatcher (x2660) to schedule a car.

White House staff members with occasional transportation requirements whose names are not on either 
list may request a car by calling the Office of the Director of White House Operations (x2663). Such 
requests will be accommodated whenever possible.

78. Travel

The White House Administrative Office (WHAO) travel office processes travel documents for ONAP 
staff.



Domestic Travel

A "Travel Authorization" (TA) form is required for all travel outside the metropolitan area. The 
authorization form (see Tab V, Form 5) must be signed by the traveler and the department head 
or deputy and forwarded to the Travel Office for processing at least 24 hours prior to departure. 
TA forms are available from the Supply Store (Room 082, OEOB).

Cash advances for 100 percent official travel may be drawn from the Travel Office after 
approval of the travel authorization, provided the staff member does not have outstanding 
unpaid or unaccounted for travel advances.

If accepting 501(c)(3) travel, prior written approval must be obtained from the White 
House Counsel’s Office (x2674). The traveler must request approval using a Non-Federal 
Source Travel Form (NFST) (see Tab V, Form 6).

The WHAO must be notified of itinerary changes. Failure to notify the WHAO of a 
cancellation or itinerary change may require that the traveler personally incur all travel costs.

Travel reservations may be made by ONAP administrative staff with the Travel and 
Transportation Office (Room 87, OEOB, x62250), which is open from 8:30 a.m. to 6:00 p.m. 
weekdays. Air/Rail reservations will be made in coach class (Government rate), and the most 
direct route will be used. Lodging will be reimbursed at the prevailing Government rate and 
meals/incidental expenses at per diem.

Following any trip, including trips paid for by an outside source, a completed and approved 
Travel Voucher, along with the original copy of the TA and all receipts, must be submitted to 
WHAO. (A copy of all vouchers for trips for which a non-Federal source paid travel-related 
expenses also must be provided to the Counsel’s Office, 128 OEOB, for review and 
documentation; the vouchers should itemize all costs incurred on your behalf by the outside 
organization.)

A sample travel forms packet is located in Tab V, Form 7.

Foreign Travel

In addition to the requirements for domestic travel, all staff members traveling out of the 
country in an official Government capacity must obtain prior written permission from the Office 
of the Assistant to the President for National Security Affairs.

When making foreign travel arrangements, an employee should bear in mind that reimbursement 
for airfare for travel on other than a U.S. Flag carrier is not permitted from Government funds 
unless specific prior approval is obtained.

Bonus mileage or other forms of promotional credits earned while traveling on Government business 
cannot be used to earn free personal travel. Any employee or volunteer who earns mileage and uses it 
for personal use is obligated to repay to the government the full value of the personal travel. For 
further information, please contact the White House Counsel’s Office (x2674).



79. U.S. Secret Service

The Secret Service has four divisions within the White House Complex:

• Presidential Protective Division (PPD)
• Vice Presidential Protective Division (VPPD)
• Technical Security Division (TSD)
• Uniformed Division (UD)

The Presidential and Vice Presidential Protective Divisions are responsible for the physical protection 
of the President, the Vice President, and certain members of their families.

The Technical Security Division is responsible for physical security (locks and alarms), pass issuance, 
electronic counterintelligence, and any other technical security matters. The TSD can be reached 
through the White House Operator.

The Uniformed Division controls and coordinates security at all entrances and various posts within the 
complex. This Division is also responsible for the management of the WAVES Center and for 
maintaining the physical security around the perimeter of the area. The watch commander of the 
Uniformed Division may be reached at x4366.

80. Visitor Clearances (Worker and Visitor Entrance System—WAVES)

• All permanent White House passholders are authorized to clear visitors who have 
prearranged appointments, workers entering the complex to perform a specific task (e.g., 
repairperson), and Press into the WW, the OEOB, and the NEOB for their respective offices.

• All permanent New Executive Office Building passholders are authorized to clear visitors 
who have prearranged appointments, workers entering the complex to perform a specific task 
(e.g., repairperson), and Press into the NEOB only.

81. Visitors Office

The primary function of the Visitors Office (East Wing, x2322) is to schedule reservations for 
congressional and special tours and coordinate any special White House events open to the public.

82. Weekly Compilation

The Weekly Compilation of Presidential Documents ("Weekly Comp"), which contains most of the 
Presidential statements, speeches, nominations, and other White House press releases, is published by 
the Office of the Federal Register.

83. White House Communications Agency

The White House Communications Agency, a unit of the Department of Defense, falls under the 
White House Military Office (x2150). The WHCA’s functions include maintaining the following:



Signal Switchboard 
WHCA Computer Center
Public address and audio support for the President 
In-house closed-circuit television
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QUICK REFERENCE PHONE EXTENSIONS 

Building Maintenance and
Minor Repair Services.............................................................................. 682-9585

Conference Room (Suite 602).............................................................................................

Computer Service and Support..........................................................Jim McDonald (OA)
395-6403

Customer Service Bureau (EOP)....................................................................x3043 (OA)

Credit Union (Room 7217, NEOB)........................................................................... x54882

Employee Assistance Program ................................................................. (301) 762-4260

Equipment Repair...................................................................................Ada Patsie (OA)
x2500

Escort Service....................................................... x4366

EEO............................................................................................................................ x3996

Facilities Management
and M^or Repairs............................................................ Robert Oliphant (GSA)

254-3360 ext. 117

Graphic Design........................................................................................................... x3624

Health Unit (Room 107, OEOB).................................................................................. x2182

Imprest Fund/Petty Cash............................................................................................ x3175

Libraries
NEOB Library (Room G102) ...........................................................................x3654
Law Library (Room 528).................................................................................. x3397
OEOB Library (Room 308)........................................................................... x70(X)

Lost and Found
NEOB ............................................................................................................. x4496
OEOB................................................................................................................x2020

Mail/Messenger Service.............................................................................................. x7005

Notary Public (Room 1, OEOB) ................................................................................x2500



Personnel (Operations) .............................................................................................. xl088

Procurement................................................................................................................x3314

Property and Supply Management............................................................................. x2622

Publishing and Printing.............................................................................................. x4745

Tours
Executive Residence

Public Tours.........................................................................Visitor’s Office, x2322
After Hours (weekends)..........................................................Usher’s Office, x2650

Travel
Travel Office ................................................................................................... x7247
Reservations and Ticketing (Room 87, OEOB)..................................................x2250
Authorizations and Vouchers (Room 1, OEOB) ............................................... x2500

Visitors Office (East Wing) ....................................................................................... x2322

WAVES (Secret Service) (Room 060, OEOB)............................................................x6742

Weekly Compilation of
Presidential Documents (Room 536, OEOB)..................................................x6482



EXECUTIVE OFFICE OF THE PRESIDENT

AGENCY ADMIN OFFICERS

AGENCY CONTACT PERSON ROOM No. TELEPHONE No.

1. White House Office June King 1 OEOB 456-2500

2. Office of the 
Vice President

Ibdd CampbeU 276.5 OEOB 456-7022

3. Office of Management 
and Budget

John B. Arthur 9026 OEOB 395-7250

4. Council of
Economic Advisors

Elizabeth Kaminski 418 OEOB 395-5107

5. Council on 
Environmental 
Quality

Kathleen Gallager 154 OEOB 395-5080

6. Office of Polity 
Development

Andrea Rutledge 145 EOB 456-2861

7. National Security 
Council

Jocelyn Breeland 397 OEOB 395-1489

8. US Trade
Representative

John Hopkins 125 Winder 395-5797

9. Office of Science 
and Technology

Barbara Ferguson 431 OEOB 395-7347

10. Office of National 
Drug Control Policy

Tilman Dean 750 17th Street 395-6722
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EMPLOYMENT

To Employ Someone on the White House Staff:

At least 2 weeks prior to the anticipated arrival of a new employee, the following forms must 
be obtained from the White House Personnel Office (Room 6, OEOB x2260) and completed.

Request for Personnel Action, WHP-1 (Exhibit I) 

Supplemental Information Sheet, WHP-2 (Exhibit II) 

Personnel Qualification Statement, SF-171 (Exhibit III)

NOTE: A new employee or detailee will not be appointed to the payroll until 
a drug test has been administered and the results are negative.

Additional forms may also need to be completed and returned to the appropriate office.

• Questionnaire for Sensitive Positions (SF-86, security investigation questionnaire) and for 
individuals to be paid at or above the GS-13 level (or equivalent). An original and three 
copies of each required form, all with original signatures, should be returned to the 
White House Security Office (Room 84, OEOB, x2345). To expedite the security 
investigation, these forms should be turned in as soon as possible after the decision to 
hire an individual has been reached. Any missing information may delay an individual's 
security investigation. These forms are available only from the Security Office (Room 84, 
OEOB).

• Financial disclosure forms for positions paid at the equivalent rate of CS-13 and above 
are distributed by the White House Personnel Office and should be returned to the Office 
of the Counsel to the President, West Wing.

All forms applicable to an individual's employment must be completed and returned to the 
White House Personnel Office at least two (2) weeks prior to the proposed effective date of 
employment. In the case of Detailees and other Government Support Personnel, additional time may 
be needed. In those cases, the office heads will be appropriately advised.

On the first day of employment, a new employee should be cleared in as an appointment if a 
pass has not already been obtained. Further access arrangements should be made through the 
Security Office, Room 84, OEOB.

To Request Personnel Action on Incumbent Staff:

To reassign an employee on the White House Staff from one office to another or to request 
promotion or title change, a Request for Personnel Action, WHP-1 (Exhibit I), must be completed and 
sent to the White House Personnel Office.



To Depart from the White House:

The Resignation Form and Checkout Form (Exhibit IV and V) must be obtained from the 
Personnel Office.

• The resignation Form (Exhibit IV) must be completed and returned to the White House 
Personnel Office no later than three days before departure. This form will provide the 
address to which the employee's final check and W-2 statement are to be sent.

• The Checkout Form (Exhibit V) must be completed and returned to the White House 
Personnel Office no later than the last day of duty.

• The employee's final paycheck will be held until the completed Checkout Form and 
Resignation Form have been returned to the White House Personnel Office.

• The employee may wish to consider completion of a form for Refund of Retirement 
Deductions if they were withheld from pay and the employee is not going to another 
Federal Agency.

• For departing staff paid at levels CS-16 and above, financial disclosure forms will be 
distributed by White House Personnel and must be returned to the Office of Counsel to 
the President within 31 days of departure. The Office of the Counsel to the President will 
not sign-off the Checkout Form until this form is completed.

Please direct all questions regarding employment/reassignments/departures for White House 
Staff to the White House Personnel Office (Room 6, OEOB ).



Exhibit I
--------- 1

THE WHITE HOUSE OFFICE
REQUEST FOR PERSONNEL ACTION

□ Approved □ Disapproved

iSignaiure and Dale)

ACTION REQUESTED BY: (Department Head Name, Title, Signature and Date)

ACTION ON (Ms,. Miss, Mrs , Mr ): SOCIAL SECURITY NO,: DATE OF BIRTH:

REPORTING TO ROOM: EXT,

PROPOSED EFFECTIVE DATE: ENDING DATE: JUSTIFICATION FOR ACTION:
□ Vacani permanent sX]l replaces
□ Other

All actions tor now temporary personnel must tiava ending dates

FROM: Position Title TO: Position Title

Pay Plan Salary Pay Plan Salary

n GS $ Der annum HGS __ _ S per annum

□ UNCL □ UNCL

□ Permanent full-time □ Change to full-time
□ Intermment (Vi/AE) □ Change in title
□ Promotion □ Change to intermittent (WAE)
□ Pay adjustment □ Make Permanent
n Reassionment to: n Extend not to exceed:
□ Intern (Mo/Day/Yr)
□ Hours per week ( ) n Detailed
□ Consultant (SBA) (from aoencv)
n Other □ OGS

(from aoencv)

Legal Authority: Approved Copy to Security (date):

□ Presidential (Commission) Effective Date:

Supervisory Status: Occupation Code:

1 □
3 □
8 □ Organization Code:

COMT1NUED ON AEVERSE SIDE
WMP 1 RttviMd 7M



TO BE COMPLETED BY OFFICE OF ADMINISTRATION PERSONNEL

Veterans Preference Tenure
3- 10 Pt. Disab.
4- 10 F>t. Comp.

1- None

2- 5 Pt,
5-10 Other 0-None
6-10 Pt./30% Comp, 1 -Permanent

Agency Use Veterans Preference for RIF FEGLI

Annuitant Indicator Pay Rate Determinant
1- Reempl. Ann-CS 3-RETM
2- RETO

5-RETM & CS
4-RETO & CS 9-Not Applicable

Retirement Plan Service Comp. Date (Leave) Work Schedule
F-Full-time 

___ P-Part-time

1-Intermittent J-INT Seasonal
G-FT Seasonal H-FT On C^ll
0-PT Seasonal R-PT On Call

Part-Time Hours
Per Biweekly Pay Period

POSnONDAm
Position Occupied FLSA Category 

----- E-Exempt
Appropriation Code

1- Competitve Service
2- Excepted Service.

3-SES General
4-SES Career Reserved

Bargaining Unit Status Duty Station Code Duty Station (City-County-State or 
Overseas Location)

7777

Initials/Signature Initials/Signature



Exhibit II

FORWARD TO ROOM 6. OEOB

THE WHITE HOUSE OFFICE 
SUPPLEMENTAL INFORMATION SHEET 

FOR PERSONNEL ACTION 
(TO BE ATTACHED TO FORM WHP-1)

Dau

Birth Date
(Lasu

I^caI Address

(Fim iMiddle) (Maiden)
Birth Place
SSN

Taal Mrt
RniorgonrY

Marital Status: □ Single
Nnme of Snouse

Office
□ Married

Name
□ Widowed □ Separated

Tel. No.
□ Divorced

Tvnine Shorthand
ViTPM WPM

Office of

Renortinp to Ext. Room
Status: □ White House Employee □ Detailee □ Volunteer

n Other

□ SBA (Contact)

Desired EfTective Date Ending Date.

Military Service: □ No □ Yes Branch,
Dale orServ ice

Prior Federal Govt. Service as Civilian: □ No □ Yes
Current or Last Place of Govt. Service or Civilian Employment: _

Ending Date,

Name

Addreu

Personnel Contact in Current(Last Govt. Agency,
Tel. No.

Name Tel. No.
PriorW.H . Service: □ None □ Employee □ Volunteer □ SBA

TO BE COMPLETED BY REQUESTING OFFICIAL 
□ WH Access List □ WH Pass

Signature of RequesUng Oflicial

□ EOB Access List □ EOB Pass

□ Volunteer Pass
Signature of Approvin^mcial

TO BE COMPLETED BY VOLUNTEER
/ acknowledge that the personnel data above is correct and that I am volunteering my services without 

compensation or promise of such.

Signature of Volunteer Date

FOR USE BY WHITE HOUSE PERSONNEL OmCE ONLY:
Preliminary copy to Security_______________ Approved copy to Security _

WHP-2(M7)



Exhibit III

Standard Form 171
Application for Federal Employment
Road The Following Instructions Carefully Before You C'omplete This Application

• DO NOT SUBMIT A RESUME INSTEAD OF THIS APPLICATION.
• TYPE OR PRINT CLEARLY IN DARK INK

• IF YOU NEED MORE SPACE for an answer, use a sheer of paper the 
same size as this page On each sheer wrrte your name. Social Secunry 
Number, ihe announcemenr number or job tiiie. and the rrem number. 
Aitach all addtrronal forms and sheers to this appircarton ar ihe top of page .1.

• If you do nor answer all quesrions fully and correctly, you may delay Ihe 
review of your applrcaiion and lose job opponuniiies.

a Unless you are asked for addilional material in the announcement or 
qualifrcaiion information, do not alUch any materials, such as: official 
position descriptions, performance evaluations, letters of recommenda­
tion. certificates of training, publications, etc. Any materials you attach 
which were not asked for may be removed from your application and 
will not be returned to you

a We suggest that you keep a copy of Ihis application for your use. if you 
plan to make copies of your application, we suggest you leave items 1, 
48 and 49 blank Complete these blank items each time vou apply. 
VOL MUST SION AND DATE. IN INK. EACH COPY YOU SUBMIT.

• To apply for a specifle Federal civil service examination i whether or 
not a written test is required) or a specific vacancy in a Federal agency:

-. Read the announcement and other materials provided.

.. Make sure that your work experience and/or education meet the 
qualification requirements described.

- Make sure Ihe announcement is open for Ihe job and location you are 
interested in. Announcements may be closed to receipt of applica­
tions for some types of jobs, grades, or geographic locations.

- Make sure that you are allowed to apply. Some jobs are limited to 
veterans, or to people who work for Ihe Federal Government or have 
worked for the Federal Government in the past.

- Follow any directions on "How to Apply". If a written test is re­
quired. bring any material you are instructed to bring to the lest ses­
sion For example, you may be instructed to "Bring a completed SF 
171 to the test." If a written test is not required, mail Ihis application 
and all other forms required by Ihe announcement to the address 
specified in Ihe announcement.

Work Experience (Item 24)
* Carefully complete each experience block you need to describe your 

work experience. Unless you qualify based on education alone, your 
rating will depend on your description of previous jobs. Do not 
leave out any jobs you held during the last ten years.

* Under Description of Work, write a clear and brief, but complete 
description of your major duties and responsibilities for each job In­
clude any supervisory duties, special assignments, and your accomplish­
ments in Ihe job. We may verify your desenpnon with your former employers.

* If you had a major change of duties or responsibilities while you worked 
for the same employer, describe each major change as a separate job.

Privacy Act Statement
The Office of Personnel Management is authorized to rate applicants for 
Federal jobs under sections 1302. 3301. and 3304 of title .<> of the U.S 
Code. Section 1104 of title S allows the Office of Personnel Management 
to authorize other Federal agencies to rale applicants for Federal jobs. We 
need Ihe information you put on this foim and a.ssociated application 
forms to see how well your education and work skills qualify you for a 
Federal job. We also n^ information on matters such as citizenship and 
military service to see whether you are affected by laws we must follow in 
deciding who may be employed by the Federal Government.

Veteran Preference in Hiring (Item 22)
• DO NOT LEAVE Hem 22 BLANK. If you do not claim veteran 

preference place an "X" in the box next to "NO PREFERENCE".

• You cannot receive veteran preference if you are retired or plan to retire 
at or above the rank of major or lieutenant commander, unless you are 
disabled or retired from the active military Reserve.

• To receive veteran preference your separation from active duty must 
have been under honorable conditions. This includes honorable and 
general discharges. A clemency discharge does not meet the require- 

•ments of the Veteran Preference Act.

• Active duty for training in Ihe military Reserve and National Guard pro­
grams is not considered active duty for purposes of veteran preference.

• To qualify for preference you must meet ONE of the following conditions:

1. Served on active duty anytime between December 7. 1941. and July 
I. 1933; (If you were a Reservist called to active duly between 
February I. 1933 and July 1. 1933. you must meet condition 2. below.)

or
2. Served on active duly any pan of which was between July 2. 1935 

and October 14. 1976 or a Reservist called to active duly between 
Febniary 1.1955andOctoirr 14. l976andwhosovBdformotethan ISOdays:

or
3. Entered on active duly between October 15. 1976 and September 7. 

1980 or a Reservist who entered on active duly between October 15. 
1976 and October 13. 1982 and received a Campaign Badge or 
Expeditionary Medal or are a disabled veteran;

or
4. Enlisted in Ihe Armed Forces after September 7. 1980 or entered 

active duty other than by enlistment on or after October 14. 1982 and:

a. completed 24 months of continuous active duty or the full period 
called or ordered to active duty, or were discharged under 10 
U.S.C. 1171 or for hardship under 10 U.S.C. 1173 and received 
or were enbtled to receive a Campaign Badge or Expediiionaiy Medal: or

b. are a disabled veteran.

• If you meet one of the four conditions above, you qualify for 3-poinl 
preference. If you want to claim 5-poinl preference and do not meet the 
requirements for lO-poini preference, discussed below, place an "X" in 
Ihe box next to "S-POINT PREFERENCE".

• If you think you qualify for lO-Poini Preference, review the require­
ments described in the Standard Form (SF) 13. Application for 10-Point 
Veteran Preference. The SF 15 is available from any Federal Job Infor­
mation Center. The 10-poml preference groups are:

~ Non-Compensably Disabled or Purple Heart Recipient.
~ Compensably Disabled (less than 309b).
- Compensably Disabled (309b or more).
- Spouse. Widow(er) or Mother of a deceased or disabled veteran.

If you claim 10-point preference, place an "X" in the box next to Ihe 
group that applies to you. To receive 10-poinl preference you must 
attach a completed SF IS to this application tocher with the proof 
requested in the SF IS.

by law or Presidential directive. The information we collect by using your 
SSN will be used for employment purposes and also may be us^ for 
studies, statistics, and computer matching to beneFit and payment Files.

Information we have about you may also be given to Federal. Slate and 
local agencies for checking on law violations or for other lawful purposes. 
We may send your name and address to Stale and local Government 
agencies. Congressional and other public offices, and public international 
organizations, if they request names of people to consider for employ­
ment. We may also notify your school placement office if you are 
selected for a F^ral job.We must have your Social Security Number (SSN) to keep your records 

straight because other people may have the same name and birth date.
The SSN has been used to keep records since 1943. when Executive Order 
9397 asked agencies to do so. The Office of Personnel Management may 
also use your SSN to make requests for information about you from 
employers, schools, banks, and others who know you. but only as allowed

DETACH THIS PAGE - NOTE SF 171-A ON BACK

Giving us your SSN or any of Ihe other information is volunury. 
However, we cannot process your application, which is Ihe ftrsi step 
toward gelling a job. if you do not give us the information we request. 
Incomplete addresses and ZIP Codes will also slow processing.



Application for Federal Employment-SF 171
Read the lnstfuctton« before you complete thi« application. Type or print cleorty In dark ink.

GENERAL INFORMATION
^ Wnat Kino oi joo are you applying tor^ Give Mte Ana announcement no. oi snyj

FOR USE OF EXAMINING OFFICE ONLY

2 Sooai Secunty Numoer 

^ &rm date {Month. Day. Yoar)

3 s..
XD £3ig Birihpiaoe (City and Stan oe Country)

g Name (Last. First. M«uie;

Mailing addraas (rnduda apartmant ^rntnr. (iany)

7 Other names ever used fe.g.. /

0 Home Phone
AreeCodt Numeer

nicknama. ate.)

0 Wortt Phone
AfeeCode | Numoer

Date amcrM ragwar Form raviawad:
Form appfovad:

Option Grade ' Earned Vataran
1 Ranng Prafwanos

Augmamod 
■ Ratmg
'̂

1

r~l trmmmmi

____10 Pa. pa%
[ ;
L _ . . . 1

lOPa AJW

:

1

1
: 1

□ :Xw !
ImoalsandOMe

10 youBym»h»(»»fiiGov«mm«il? tCNO*.9oto 
awn 11. If'YES'.mwkMchiypeoljabyQutMldwiinan'X'.
Q Umponiy Q Cvm-ConcWme Q CwM, Q ExcapM

Whu a your M0hM grad*. (Muifictton MfM* and job tM?

DatMilhtetiMgiadr FROM

AVAILABILITY
^ ^ Whan can you sun work? 

f Month and Yaar)
12 What»the lowaat pay you will aoeapr? (You 

ms tmoecenuleter/lor jets wiset, per less
BtsnyoueiOeeie.)

P»yt pw ORGrada

FOR USE OF APPOINTING OFFICE ONL Y 
PrMwwica hM bowl yndiKt vnwgti proof ItMt «w Mpwmon 
MS undw honorablo coraMono. Olid odiw proof as raquiod.

Signaturs and Tibs

MILITARY SERVICE AND VETERAN PREFERENCE

■| 3 In what gaogfaphic araa(s) afe you wiUing to work?

14 Are you willing to work:

A. 40 hours per week (ha-bma)?.................
B. 25-32 hours per week (part-thrm)?..........
C. 17-24 hours per week (pan-time)?..........
D. 16 or fewer hours per week (part-time)?.
E. An intermittsnt fob (orheaH/saasonaip...
F. Weekends, shifts, or rotating shifts?.........

15 Are you willing to take a temporary job lasting:

A. 5 to 12 months (sometimes longer)?.....
B. 1 lo4monlhs?..............................................
C. Less than l month?.....................................

16 Are you wiHing to travel away from home for:

A. 1 to 5 nights each month?..........................
B. 6 to 10 nights each month?........................

__________ C. 11 or more nights each month?..................
MILITARY SERVICE AND°VETERAN PREFERENCE

YES NO

eonddiona? (S your dodiaipa was dwngeO te ■honorWkb* or
Itenersr Or e Oeenarge Remer Board, enesser •YES'. If you 
rao^ a dsmoncy ddenarge. answer WO*.|
N-NO-, proMa below eta daa and rypa 01 dacnarga you laoawad.

YES NO

naenorva OaiB
faMifiar. Yaae)

TypsefINacharga

s or aspatsaonary madalB you reoaned or awe araead a> n

22 <*>•

17 Haveyousarvad in the Unrtad Staias MiMaiy Sarvioa? Ifyour

on/y sail* rarry was bairarv n Sw Aasanws or Naaonai Guard 
enswer-NO-. It HCr. go to irarii 22 ....................... .................

18 Of you or will you raara at or abbva tha rank dt maror or bautan.

am oommandar?................................

wHheilaform befete cemptaeng pits Nam. 
Whan you hew dararminad your aligibility for wraranprerwarKeliunieiainsawa- 
ions, piaoe arTT ai ew boi nail 10 your neraran prelareooa daim.

NO PREFERENCE
5-POINT PREFERENCE - You must show proof whan you are hired.

10-raNT PREFERENCE - If you daim 10-pomt pretarenoa. plaoa an TT 
mlhabm below nait to tha basis for your daim. To -it? lit nolnl 
pralarwaja you muat aloe eomplata a Standard Form is. jmShm 
^ IPPeint VolarM Proforonea. which ta avoNabta from wwFadam! 
Job kiformation CarMw. ATTACH THE COSff>LETEO 8F 1$ AND

YES NO
~ aoorrrwoen uamw. ATTACH THE CO REQUESTED PROOF TO THB APPLICATION.

THE FEDERAL GOVERNMENT IS AN EQUAL OPPORTUNITY EMPLOYER
PREVIOUS EDITION USABLE UNTIL 12-31-M

Pagel

Non-companaablyiSsabladorPurplaHaan rooipwnt 
Compenasbly rasablad. lasa eian 30 paroont.
Spouse, widowtw). or moihw or a dooaasad or disablad vataran. 
Compansablydisablad.30parcomormora.

171.109 SunoataFomi171(Ra».Ma)
'' * r-Ts nl rwiokW MwwwuK

FFMCtwaoraS



WORK EXPERIENCE II you have no work experience, write "NONE" in A below and go to 25 on page 3.

23 May ¥*• ask your presamemployw abort your c»««c»r.quaHficalions. and »iort(r»oo(d? A’NCT mill not bUkI our ruvifm ol your 
Quamcabons. H you answer •NO" ana we need lo eomaei your peosem employer bolore we can oiler you a job, we win coraaa you fast.

IYESI NO

24 READ WORK EXPEMENCC IN THE INSTRUCTIONS BEFORE YOU BEGIN

• Oaseribs your curront or most rsoont job m Block A and mm backwaioi. 
oaictmino aacn |0b you nsK) dutkiB Um pMi ie yaan. k you wara 
unanwlayad tor tongar man 3 monllia aimin ma oast 10 yaars. hsi ma daiat 
and your addrassiaal n an aipananoa btoek.

sYoumayaurnupinenabtodimmmatyoudtoinoraaian lOyaaraago. Bulk 
mat anm la ralatod » ma lypa ol tab you ara aopiying tor. oaacnba aacb ralatad 
too m a aaparaw btoek

a include volunteer work inornmiO aorkt-N Hw atofk lor a pan ol 
work) to Ska ow tab yau afs ipptylng lor. compiaia aU pans ol ma akpananoa 
block tusi as you muld tor a paying |ob You may laoana awoa tor siom 
aipananea wim takgtous. communny. mkara. tarvice. and oiriar organaabons

should compisto all pans ol ma 
tor a non-minary tab. mcluaing all

Nam* and addraw of ampioyor s orparezaaon /tnauOg ZIP Coot. il known)

Your immattata auparviaor 
Nama AraaCoda Tataphona No.

I Eiact titia of your fOb

• MCLUDE MILfTARY SERVICE-Vou 
awianca Mock |u*i at you would 
aigarwaory aagananoa. DaicwOa aatf> w 
m a aapanaa amanano* Mock

• IF YOU NEED MORE SPACE TO DESCRIBE A JOB-Uaa ahaata of papar 
ika aama aoa as ihw papa (ba sura to mcfuda aH mformanon wa aak tor m A 
and ■ balow). On aaeh sbaat snow your name. Social Sacunry Nurr«ar. and 
9ia anoounoamarn numbar or fob ana

• FVOU NEED MORE EXPERIENCE BLOCKS. uaanaSF 171-AorasnaatMpvar
• IF YOU NEED TO UPDATE (ADD MORE RECENT X»S). uss ms SF 172 or s 

_totoSio*pspsr ss dsserbsd sbem
Daassmptoysdfgnbmanm.dbysndyssr; Amgsnumosril iNunnarolsrTaoysss

nouipsrmsk lyous
From: To: |
Stoiiyorssmngs 
Stoibng %

Ending S

PW
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ATTACH ANY ADOtTIONAL FORMS AND SHEETS HERE
EDUCATION

25 Do you gr»ou»» Irom high lehool? It you hMo* t GED high tcnoel tquDUtncy
Of win gfoauMio withm tht noxi nno months, onswor ItES^.

If "YES", givo monffi »nd r««r gi»du«i»d
01 locwvod GED oqumitncy:.................

' K N0~. gvo Iho lughMI grad* you oonnIMod:

Oe Wnwino him* and locnon fotyanasaM^oimo lut l«gn Ktiooi youanonoM w 
whara you odiaihad your GED hign tcnooi oguMaiancy.

27 H»»»oua
coMtgi or QnduM •ehool'’

II'TES'xonenua aalh IE 
NNCr.goioSI

28 i^AME ANDLOCATIONfao'.naiaandZIf’CodalOFCOU.EGEORUNIVERSITY. /fyouaipaetiognd- ,uQNTHANDYEAdNuwe£ROFCR£orr, tyfeof iUONThano

uaia Oiffiin nmo months, gno tht month and yaar you mxpoa to ATTENDED IHOOBSCOAIPIFTED; OCOAEE
Name | cay , Sum | ZtPCaaa ! Fmo To 1 Stmwmi Qum Uo.0. bla.ma;: degree

1) 1 ; , 1 I , . I i

2) 1 ' . 1 , , .
3) 1 ■ 1 , . ! i ;

CHIEF UNDERGRADUATE SUBJECTS 
ShowmMfOronth0fintkn9

1 NUMBER OF CREDIT 30 CHIEF GRADUATE SUBJECTS NUMBER OF CREDIT
Shounutoroniholmsnt ■ HOURS COMPLETED

1) 1)
2) 2)
3) 3)
II you nava compiaiad any omar couriaa or t Id Iha kind ol (oda you aio apptyinfl lor lirooe. vocMOonsl. hrmod Fottos. busmoss) give imormaiion balow

NAME AND LOCATION (aty. suit and ZIP Codtl OF SCHOOL 
SehooiNama

MONTH AND YEAR ATTENDED

Slate ZIP Code

School Name
2)
Crty

Stato ZIP Cod*

CLASS­
ROOM

HOURS

SPECIAL SKILLS. ACCOMPLISHMENTS AND AWARDS

32 **“ '**?**. f" *ai»« Of aocompidnmems mai may heiD you oei a nb. Soma
imporram pudlieaaons |do nof suOfiM caoUsI: pubbc sooakmg ana wming aapanann. mmdanha) ai

22 HOW many wofffi^ 
*''* minutacanyou:

TYPE’ TAKE DICTATION’

Agtnetm Huy toot your 
•MU totoio hiring you.

34 •J® K* latalad iKanMs or camlicataa that you have, eucn as: lagwarad noma, laivyw; imto opotonr: dnvof a, pi/ols; ale

i DATE OF LATEST LICENSE STATE OR OTHER
'OR CERTIFICATE UCENSING AGENCY

LICENSE OR CERTIFICATE

Do you loaali or road a Mneuago ol 
lanpuaeol’ laaSeonN Ur uot mu l an Engtsh inchOt ogn \ kn aacn languaga and piaoa anTT in aaeh column that Niplwe to you.

1 CAN PREPARE AND
LANQUAGE(S) nrvF i PrtTi

1 CklMB|. MMh rMhMMBu.

CAN SPEAK AMD UNDERSTAND CAN TRANSLATE ARTICLES j

oocnoMn j FromEnoMh j
RWiCMtaHiy

_2)__________________________ i ^------------- 1-------------
REFERENCES

36
FUU NAME OF REFERENCE TELEPHONE NlAIBERfS) PRESENT BUSINESS OR HOME ADDRESS 

PAmPar. mmt tnaatr)
STATE Z1PCOOE

1)
. 1 . . . . 1

2)
■ . I , , , , I

3)
Donas t --- --------

I , , , , I

10



BACKGROUND INFORMATION--Vou m/jsf answer each quw/;on in this socnon before we can process your application

37 Are you a citizen of me United States? (In most cases you must be a U.S. citaen to be hired. You will be required to submit prool ol 
idenlity and ctlaenship at the time you are hired.) II "NO", give the country or countnes you are a ataen ol:

YES NO i

NOTE: It is imporunl that you give complete and truthful answers to questions 38 through 44. If you answer "YES" to any of them, provide 
your eaplanaiionts) in item 45. Include convictions resulting from a plea of nolo contendere (no contest). Omit: I) traffic fines of $100.00 or less; 
2) any violaiion of law committed before your Iftth binhday; 3) any violation of law commuted before your 18th binhday. if finally decided in 
juvenile court or under a Youth Offender law: 4) any conviction set aside under the Federal Youth Corrcciions Act or similar State law; 5) any 
conviction whose record was expunged under Federal or State law. We will consider the date. fa«s. and circumstances of each event you list. In 
most cases you can still be considered for Federal jobs. However. If you fail to tell the truth or fail to list all relevant events or circumstances, this 
may be grounds for not hinng you. for firing you after you begin work, or for criminal prosecution (18 USC 10011.

30 During the last 10 yoara. were you fired from any job tor any reason, did you quit attar baing told that you would ba firad. or did you 
leave by mutual agreement because ol spedtic problems?........................................................................................................................

3Q Have you aver been convicted of. or lorfeited collateral tor any felony violation? (Generally, a felony is defined as any violaiion ol law 
punishable by imphsonment of longer lhan one year, excepi lor violations called misdemeanors under State law which are punishable by
impnsonment ol two years or less.).........................................................................................................................................................
Have you ever been convicted ol. or torteiled collateral lor any flreanna or axploalvas violation?.........................................................
Are you now under charges lor any violation ol law?...............................................................................................................................
During me laat 10 years have you torleited collateral, been convicted, been impnsonad. been on probation, or been on parole? Do not
include violations reported in 39,40, or 41, above.....................................................................................................................................
Have you over been convicted by a military court-martial? It no military service, answer "NO"..............................................................
Are you delinquent on any Federal debt? (Include delinquencies arising from Federal taxes, loans, overpayment ol benefits, end other 
debts to the U.S. Government plus defaults on Federally guaranteed or insured loans such as student and home mortgage loans.).........

40
41
42
43
44
45 If "YES" In: 38 - Explain tor each job the problem(s) and your reason(s) tor leaving. Give the employer's name and address.

39 through 43 - Explain each violation. Give place ol occurrence and name/address ot police or court involved.
44 - Exjslain the type, length and amount ot me delinquency or default, and steps you are taking to correct errors or repay the debt Give any 

identitication number associated wim the debt and the address of the Federal agency involved 
NOTE: II you need more space, use a sheet ot paper, and include the item number.

Itam
No.

Me
(mojyr.) Explaiiatlon Mailing Address

Name of Emptoyer, Pot«a. Coun. or Federal Agency

City Staia ZIP Coda
, 1 , 1 . . 1

Naina ol Emptoyar. Pekoa. Coun. or F adaral Agancy

City State Zll
1 1 1

PCoda

1

46
47

Do you receive, or have you ever applied tor retirement pay. pension, or other pay based on military. Federal civilian, or District ol 
Columbia Government service?.............................................................................................................................................................
Do any ol your relabves work lor the United States Government or the United States Armed Forces? Include: lather: mother; husband: 
wile: son: daughter: brother: sister: unde: aunt: first cousin: nephew: mece: lather-in-law: mother-in-law: son-in-law: daughter-in-law:
brother-in-law: sisier-in-law: sleptalher: slepmolfier, stepson: slepdaughier: stepbrother: stepsister: halt brother, and hall sister.............
II "YES", provide details below II you need more space, use a sheet ol paper.

Nama Deparlmant, Aganey or Branch of Armod Foreot

SIGNATURE, CERTIFICATION, AND RELEASE C)F INFORMATION I
YOU MUST SIGN THIS APPLICATION. Read the following carefully before you sign.
e A false statement on any pan of your application may be grounds for not hinng you. or for firing you after you begin work. Also, you may be punished 

by fine or impnsonment (U.S, Code, title 18. section l(X)l).
• If you are a male bom after December 31, 1939 you must be registered with the Selective Service System or have a valid exemption in order to be 

eligible for Federal employment. You will be required to cenify as to your status at the time of appointment.
• 1 understand that any information I give may be investigated as allowed by law or Presidential order.
• 1 eonicnt to the release of infomution about my ability and fitness for Federal employment by employers, schools, law enforcement agencies and other 

individuals and organizations, to im-esiigarors. personnel staffing specialists, and other authorized employees of the Federal Go\-ernment
• I ecrtlfy that, to the best of my knowledge and belief, all of my statements are true, correct, complete, and made in good faith.

43 SIGNATURE fSfgnMdidppdcdflpn In ddrklfikj

Page 4

49 DATE SIGNED fMonlh, day, paarj

frMWn OHnd: 1«
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Standard Form 111-A:- Continuation Sheet for SF171
•Attach all SF I7l-A's to your application at the top of page 3.

1. Name iLtsi. Fm, mam mmii 

3. Job Title Of Announoemem Number You Are Apofying Fof

ADDITIONAL WORK EXPERIENCE BLOCKS
■no aooTMs ot empiore's oroantutiOA (metutie ZIP Coo*, tt Mown)
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Name ar>o aooress ot amptoyar s organization onciuOe ZIP Coae. if known)

Salary or aammgs 
Starting $ par

Ending $ per

for laaving

Vour immediate supervisor £,act title o( your |0b
Name : Area Coda Telephone No

Description ot wortr Describe your soeotic duties resoonsibiiiiies ana accominishmenis m this |Ob. including thi )ob titietsi ot any employees you supervrsad MyouOncnbi 
more man one type or mwii ftor eiampie. carpentry ana painting, or personnel ana buOgeU. wnte me appmsimate percentage or time you spent Oomg each

For Agency Use (skill codes, etc

THE FEDERAL GOVERNMENT IS AN EQUAL OPPORTUNITY EMPLOYER
PREVIOUS EOmON USABLE Stanoard Fonn 171-A |Rev Ma) 
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Exhibit IV

THE WHITE HOUSE 
WASHINGTON

RESIGNA TION for Personnel and Payroll Records:

★ Important note to individual completing this form. Please give specific reason for your 
resignation.

iDau rmignml

/ RESIGN FOR THE FOLLOWING REASON!t)

EFFECTIVE:
(CloM orbusinm d*U) (Signature)

FORWARDING 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:

NEW EMPLOYMENT ADDRESS AND TELEPHONE NUMBER :

Effective date if not immediate:



Exhibit V

THE WHITE HOUSE 
WASHINGTON

CHECK-OUT
0 In an efTort to expediu the check-out proceu, the offices 

have been arranged in order from the 5th floor of the 
OEOB down to and including the basement.

0 If the check-out process for a particular office is not 
applicable to you, please indicate by marking not 
applicable (NA).

0 U pon completion of this form, your signature is required as 
verification of accuracy.

0 Any questions regarding this procedure should be referred 
to the White House Personnel Office. z2260.

NAME: Eirn Last

DATE OF SEPARATION; Month D«y Year

CURRENT MAILING ADDRESS:

FORWARDING ADDRESS.

PLEASE NOTE: Your Final Pay Check Cannot be Issued Until this Form has been Satisfactorily Completed and Returned to 
the White House Personnel Office

1. EQUIPMENT HAS BEEN RETURNED TO THE WHITE HOUSE COMMUNICATIONS AGENCY
White Houie Communications Agency
OEOB, Room 597 (Ext. 4040)

2 WHITE HOUSE MESS HAS BEEN PAID AND WHITE HOUSE MESS PRIVILEGES CANCELLED.
White House Staff Mess
OEOB. Room 404 (Ext 4192)

3 REFERENCE CENTER MATERIALS CHARGED TO THE EMPLOYEE HAVE BEEN RETURNED
White House Research Center
OEOB. Room 308 (Ext. 7000)

4 FINANCIAL DISCLOSURE TERMINATION REPORT (GS-16 AND ABOVE, OR EQUIVALENT) HAS BEEN FILED
White House Counsel's Office
OEOB, Room 112 <Ext. 2934)

5 WHITE HOUSE MAIL ROOM HAS BEEN ADVISED OF A FORWARDING ADDRESS
White House Mail Room
OEOB. Room 49 (Ext 2542)

6 WHITE HOUSE FEDERAL CREDIT UNION HAS BEEN ADVISED Of A FORWARDING ADDRESS
White House Credit Union
OEOB. Room 42 (Ext. 2900)

7 OFFICIAL OR DIPLOMATIC PASSPORT HAS BEEN RETURNED TO THE WHITE HOUSE TRAVEL OFFICE.
White House Travel Office
OEOB. Room 87 (Ext 2250)

e SECURITY DEBRIEFING HAS BEEN COMPLETED
White House Security Office .
OEOB. Room 84 (Ext 2345)

9 DEPOSIT OF presidential PAPERS AND ORAL HISTORY HAVE BEEN COMPLETED
White House Records Management
OEOB, Room 80 (Ext. 2240)

10 EMPLOYEE S WHITE HOUSE, EOB OR VOL PASS. USSS KEYS. COMMISSION BOOK AND STAFF pin 7l*t) - Pin*.
HAVE BEEN RETURNED TO THE SECRET SERVICE Technical Security Diviiion, USSS ,

OEOB. Room 23 (E« 4259) AJe
11. PARKING REQUIREMENTS HAVE BEEN SATISFIED

White House Administrative Office
OEOB. Room 1 (Ext. 2500)

12 outstanding travel advances have been paid
White House Administrative Office
OEOB. Room 1 (Ext 2500)

13. WHITE HOUSE TELEPHONE SWITCHBOARD HAS BEEN ADVISED OF A FORWARDING TELEPHONE NUMBER
White House Telephone Service
OEOB. Room 09 (Ext 2134)

14 ANY OUTSTANDING WHITE HOUSE ATHLETIC CENTER FEES HAVE BEEN PAID AND WHAC MEMBERSHIP CANCELLED

White House Athletic Center
NEOB. Room 2008 (Ext. 5688)

1 CERTIFY THAT PROCEDURES FOR SEPARATION HAVE BEEN SATISFIED TO THE BEST OF MY KNOWLEDGE AND BELIEF^ 1 c<^

Signaturt Date

RETURN COMPLETED FORM TO; WHITE HOUSE PERSONNEL OFFICE, OEOB, ROOM 6 (Ext. 2260)
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1. Introduction

President Bush is strongly committed to providing the citizens of the United States with an 
Administration whose officials hold themselves to the highest standards of integrity. To that end, it is 
important for you to be aware of the legal provisions and restrictions that apply to all White House 
employees.

A combination of statutory, regulatory, and policy constraints, described in greater detail 
below, imposes requirements relating to such matters as financial disclosure, conflicts of interest, 
acceptance of gifts and travel, political activities, outside employment and activities, contacts with 
departments and agencies, and post-employment lobbying. This discussion is designed to acquaint 
you with some of the basic ethical concepts and legal restrictions applicable to members of the 
White House staff, so that conflicts of interest and other potential problem situations can be 
recognized and avoided. This discussion by its nature cannot cover all situations and problems with 
which staff may be confronted, and rather is intended only to highlight in general terms some of the 
more common issues and policies. This supplements the mandatory annual ethics training that staff is 
required to receive pursuant to Executive Order 12674, which was issued by President Bush in April 
1989.

Should you have questions or need further information about any of the matters discussed 
here or about other ethics issues that arise, you should seek assistance from the Office of the Counsel 
to the President. The Counsel to the President serves as the Designated Agency Ethics Official for the 
White House Office, Office of Policy Development, and Office of Cabinet Affairs. (Other offices 
within the Executive Office of the President have their own Designated Agency Ethics Officials, 
generally within their own counsels' offices.)

One overall principle to keep in mind in considering this discussion and in your daily 
conduct is the importance of not only adhering to all applicable ethical standards, but also avoiding 
the appearance of improper conduct. Appearance of impropriety may exist even when conduct does 
not violate any legal mandate. Even the appearance of impropriety can impair the public's 
confidence in the integrity of the Government and can cast a cloud over the merits of Government 
decisions. It can also require the Administration or staff to spend an inordinate amount of time 
explaining or defending innocent actions, rather than implementing the policy objectives of the 
President. All staff members must therefore be continually aware of potentially improper appearances 
as well as actual conflicts in the course of their work. If you have any doubts about a matter, please 
seek out guidance - it is far better to ask additional questions early than to be surprised or 
embarrassed later.

2. Overview of Ethics Authorities

There are a number of different aspects to the legal and ethical standards that govern your 
conduct. Several criminal statutes define and prohibit certain kinds of conduct relating to conflicts of 
interest (Attachment A). In April 1989, the President issued Executive Order 12674 (Attachment B), 
which sets forth 14 principles of ethical conduct for executive branch employees. Standards of 
Conduct for the Executive Office of the President (Attachment C) supplement the Executive Order 
and criminal statutes. Eventually, these agency-specific standards of conduct will be replaced by a 
single regulatory scheme applicable throughout the executive branch.

A number of other statutes also impose added requirements. The Ethics in Government Act, 
for example, requires certain employees to file financial disclosure reports. Separate statutes regulate 
the extent to which Federal officials and employees may engage in political activities and limit the 
acceptance of gifts by Federal officials and employees.



3. Financial Disclosure Requirements

The Ethics in Government Act of 1978, as amended, requires certain White House 
employees to file public financial disclosure reports. Other White House employees are required 
under White House regulations and policy to file financial disclosure reports that are not available to 
the public. All disclosure reports are filed with the Office of the Counsel to the President. The 
requirements applicable to each category of employee are set forth below:

• White House Office, Office of Policy Development, and Office of Cabinet Affairs 
employees paid at rates at or above the basic rate of pay for GS-16. The Ethics in 
Government Act requires each individual to file an Executive Personnel Financial 
Disclosure Report (SF-278) within 30 days of beginning employment; annually on May 
15 of each year (covering the prior calendar year); and within 30 days of terminating 
employment, unless the reporting individual within that time assumes another position 
for which filing is required. A personal data statement is also required.

• Commissioned Officers paid at a rate less than GS-16. As of January 1, 1991, all White 
House Commissioned Officers are required to file public SF-278 reports on the same 
terms that apply to staff paid at the GS-16 level and higher (see above);

• White House Office, Office of Policy Development, and Office of Cabinet Affairs staff, in 
policy-making positions, paid at a level equivalent to GS-13 through GS-15. Each 
individual is required to file an annual confidential financial disclosure report (OA-39) 
and, initially, a personal data statement.

Financial disclosure forms are available from the White House Counsel's Office and the 
White House Personnel Office.

4. Conflicts of Interest

a. Financial Conflicts of Interest

Federal criminal law precludes an executive branch official from participating personally and 
substantially in a particular matter in which, to his or her knowledge, the official has a financial 
interest. See 18 U.S.C. 208 (Attachment A). This statute applies to all executive branch employees, 
including special Government employees, such as part-time employees, advisory committee 
members, and consultants and including volunteers. For the purpose of this law, your financial 
interests include those of your spouse and minor children, those of any organization (including a 
nonprofit organization) in which you hold a position as officer, director, or trustee, and those of any 
organization (including a nonprofit organization) by which you are employed or with which you 
have an arrangement for future employment or are negotiating for employment.

Although the statute precludes your having official dealings with companies or other entities 
in which you have a financial interest, the prohibition is not limited to direct dealings. The law also 
precludes you from personal and substantial participation in particular matters not specifically 
involving such an entity as a named party if the resolution of the matter will directly and predictably 
affect the entity. Such a financial interest could arise, for instance, in the context of a rule-making 
affecting all companies within a particular industry, if you own stock in any one of those companies. 
Similarly, if you are an officer in a nonprofit entity, you may not have an official involvement in 
matters in which the entity is involved and/or has a financial interest.

There is no automatic de minimis exception exempting minor financial interests: if you act 
personally and substantially in a particular matter in which you know you have a financial interest, 
you will have violated the statute no matter how small the financial interest.

-'^2



Notice that the statute does not simply prohibit your taking personal action that by /tse/t will 
affect your financial interests. Under current law, if the resolution of the particular matter will have a 
direct and predictable effect on a known financial interest of yours, you may not participate 
personally and substantially in the matter. Personal and substantial participation may include 
participation exercised “through decision, approval, disapproval, recommendation, the rendering of 
advice, investigation or otherwise." 18 U.S.C. 208(a). Regulations (issued under a different statute, but 
helpful as guidance) define the terms as follows;

To participate "personally" means directly, and includes the participation of a 
subordinate when actually directed by the . . . employee in the matter. "Substantially," 
means that the employee's involvement must be of significance to the matter, or form 
a basis for a reasonable appearance of such significance. It requires more than official 
responsibility, knowledge, perfunctory involvement, or involvement on an 
administrative or peripheral issue. A finding of substantiality should be based not only 
on the effort devoted to a matter, but on the importance of the effort. While a series of 
peripheral involvements may be insubstantial, the single act of approving or 
participating in a critical step may be substantial. 5 C.F.R. 2637.5 (d).

If you face a likely conflict of interest due to your financial holdings, a number of options 
may be available:

(1 ) Recusal: You can refrain from participating in the particular matter in which you face 
a conflict. This option will be impractical when your financial interests are such that recusal would 
prevent you from doing a substantial part of your job. Staff of the Office of the Counsel to the 
President are available to assist with the preparation of formal recusal documents.

(2) Waiver: The statute authorizes waivers in limited circumstances. First, the official 
who appointed an individual may issue a waiver to the individual if he or she determines that the 
interest is "not so substantial as to be deemed likely to affect the integrity" of the employee's services. 
18 U.S.C. 208(b)(1). For White House Office and Office of Policy Development staff, the President is 
the official with the authority to grant such waivers, but he has delegated this authority to the Counsel 
to the President. Once a waiver is executed, a copy is sent to the Office of Government Ethics and 
will be available for public inspection.

Categories of financial interests can also be made non-disqualifying by a regulation 
published in the Federal Register, as to interests that are "too remote or too inconsequential to affect 
the integrity" of the employee's service. 18 U.S.C. 208(b)(2). In addition, special waivers may be 
available for members of advisory committees.

(3) Use of a Blind Trust: Depending on your holdings, you may wish to place assets in 
one of two kinds of blind trust authorized by the Ethics in Government Act. Any official may create a 
regular "qualified blind trust"; however, financial interests placed in such a trust do not lose their 
disqualifying effect (i.e., do not become "blind") until the official is notified by the trustee that a given 
asset has been sold.

The second kind of blind trust - a "qualified diversified blind trust" - may be 
appropriate if your holdings are diversified and too extensive to be handled otherwise. Assets placed 
in such a trust are instantly "blinded."

Detailed, rigorous regulations govern both kinds of trusts, and both blind trusts and 
the trustees must be approved by the Office of Government Ethics. See generally 5 C.F.R. 2634.401- 
408.

(4) Divestiture: If none of these other options is feasible, you may need to sell, or 
otherwise divest yourself of the asset or other interest in question in order to carry out the 
responsibilities of your job. If you are specifically directed to divest yourself of assets in order to

’*■
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comply with Federal conflict of interest standards, you may be eligible for deferral of taxes on any 
resulting capital gains. Consult Counsel's Office for more information.

The choice among these options will depend on the nature of your position and the 
nature of your holdings. You should be aware, however, that certain other arrangements have been 
determined not to be acceptable ways of resolving potential conflicts. Inadequate cures for conflict 
include: a commitment by an individual that he or she will immobilize his or her portfolio during his 
or her Government service; and a self-enforced pledge to maintain extensively diversified holdings 
that could not easily be benefited by self-dealing. Because it is difficult to state any precise general 
rules for resolving conflicts, resolution of potential conflicts will need to be handled on an individual 
basis.

b. Appearance of Conflict

Beyond the prohibition in the criminal law, there are, as noted earlier, separate 
requirements imposed by Executive order and by regulation that require you to avoid situations that 
would create an appearance of a conflict of interest, including the appearance of using public office 
for private gain. Experience has shown that appearance of conflict can be just as embarrassing as 
actual conflict - sometimes even if an actual charge of conflict of interest ultimately proves to be 
unfounded.

c. Dealings with the Federal Government

Two criminal statutes also restrict the extent to which a Government employee may deal 
with the Federal Government otherwise than in the proper discharge of his or her official duties. First, 
an employee may not act as agent or attorney - with or without compensation - in a claim against 
the United States or in a proceeding (or other particular matter) in which the United States either is a 
party or has a direct and substantial interest (see 18 U.S.C. 205). Second, an employee may not 
solicit, receive, or agree to receive compensation for any representational services during the 
employee's Federal service - whether the representation is made by the employee or by someone 
else - in connection with any proceeding or matter in which the United States is a party or has a 
direct and substantial interest (see 18 U.S.C. 203).

There are a few exceptions to these prohibitions. A special Government employee for 
example, is subject to lesser restrictions depending on the duration of his or her service Also 
dealings with the Federal Government in the course of service as a guardian, executor, or other 
personal fiduciary are permitted with prior approval from the appointing official.

5. Acceptance of Gifts, Loans, Entertainment, Favors, and Meals (including 
Gifts from Foreign Governments)

There are strict rules governing acceptance of gifts from foreign and domestic sources. White 
jacceptance of gifts and entertainment by members of the White House staff 

and the disclosure requirernents relating to gifts is governed by statute. Executive order, and the 
Execu ive Office of the President standards of conduct. Because of the enactment of new laws on gift 
acceptance as part of the Ethics Reform Act of 1989, there are likely to be changes to these standards 
made during 1991. Additional guidance will be issued as appropriate.
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Some important aspects of current laws and regulations are highlighted below. Specific 
questions should be referred to the Counsel's Office.

a. Gifts that May Not Be Accepted: Conflicts of Interest

(1) General Principles

No member of the White House, Cabinet Affairs, or Office of Policy Development 
staff may accept a gift - which means anything of monetary value (including favors, loans, 
entertainment, and meals) - from a "prohibited source", i.e., a person or entity that:

• has or is seeking contracts or other business with or is seeking official action 
from any department in the executive branch;

• conducts activities regulated by the executive branch; or

• has interests that may be substantially affected by the staff member's 
performance or non-performance of official duties.

In addition, gifts may not be accepted if they are offered as compensation for an 
employee's services to the U.S. Government. The foregoing prohibitions apply to your spouse and 
immediate household as well. Specific exceptions to these general conflict of interest rules are set 
forth in part (b) below.

(2) Procedure for Returning Impermissible Gifts

In general, if a prohibited gift is received by a staff member, whether abroad, at the 
office, or at home, the staff member must return it to the donor with a letter explaining that it cannot 
be accepted. A copy of the letter should be retained in his or her files, and a copy should be sent to 
the White House Gift Unit.

If in unusual circumstances the gift cannot be returned (donor unknown, the address 
of donor unknown, or other), an employee should explain on the White House Staff Gift Report Form 
the special rationale for not returning the item and send the gift to the Gift Unit. If after analysis it is 
confirmed that return is not possible or advisable, the prohibited gift will be turned over to GSA for 
disposition.

(3) Disposing of Perishable/Consumable Gifts

In the event that you receive a consumable or perishable item (e.g., food or flowers) 
that you are prohibited from retaining, you may, as an alternative to returning it to the sender, turn it 
over to the White House Mess. The White House Mess is a unit of the U.S. Navy, an agency with the 
legal authority to accept gifts. Your letter to the donor (with a copy to the Gift Unit) should explain 
that you could not retain the item, but that you have turned it over to the Government. (In the event 
of security concerns about a gift, it should instead be destroyed.)

b. Gifts that May Be Accepted

Notwithstanding the general principles above, there are certain circumstances under 
which gifts may be accepted. Even when one of these exceptions applies, however, a gift may not be 
accepted if doing so would create an appearance of impropriety. Moreover, except for gifts from 
relatives, any gifts accepted are subject to thf eporting and financial disclosure requirements 
described in part (d) below and, in most cases, should be sent to the Gift Unit for appraisal.



(1) Gifts from Friends and Relatives

Gifts from personal friends or family may be accepted if the circumstances make 
clear that the relationship is the motivating factor and there is not otherwise an appearance of a 
conflict of interest. Moreover, all gifts from official foreign sources, even if the source is a personal 
friend, are subject to special limitations, as described in part (c) below.

(2) Gifts between Co-Workers, but NOT from Subordinates

The customary exchange of gifts of nominal value between co-workers is permitted. 
However, because Federal law expressly prohibits gifts from a subordinate employee to his supervisor 
or others in the office with higher pay status, gifts to superiors are prohibited, except on unique 
occasions (such as a wedding, illness, or the birth of a child). There is no exception for holiday gifts.

(3) Promotional Items of Nominal Intrinsic Value

Unsolicited advertising and promotional materials of nominal value may be 
accepted even if they come from a prohibited source. This only extends to such customary 
promotional items as inexpensive desk calendars, pens, pocket diaries, and the like. By way of 
example, this rule would not permit acceptance of a case of champagne, a work of art, or other items 
ot substantial value. The Office of Government Ethics also requires that gifts in this category have a 
"promotional" aspect, i.e., that they in some manner advertise the donor.

(4) Attendance at Receptions

White House staff members often get complimentary invitations to widely attended 
receptions. Attendance is permissible if it is determined by your superior (or by the Counsel's Office) 
that attendance is in the interest of the White House and that no appearance of impropriety would 
result. Except in unusual circumstances, however, these invitations may only be accepted from the 
host ot the event in question, not from a different organization or other source.

(5) Working Meals

Employees may accept refreshments and entertainment of nominal value in the 
course ot a large group luncheon or dinner meeting at which the staff member is the guest speaker or
a working meeting at which food is brought in to facilitate the continuance of the work and is not the 
tocus of the meeting.

(6) Standard Loans

Employees may accept loans from financial institutions on customary terms.

(7) Awards

I ^mployees F^ay accept awards for meritorious service/achievement presented by a 
p ofessional civic, charitable, or educational organization. You should consult Counsel's Office

cZhcrof imer«r"^^*‘"^ ""

c. Foreign Gifts

Ir addition to the above restrictions, the Constitution and Federal law (5 U S C 7342)
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(1) what are “Foreign" Gifts

A "foreign" gift is one received from an official foreign source: a foreign government, a 
foreign multilateral organization, or an agent of any such government or organization. Gifts from 
other, nonofficial foreign sources are treated like domestic gifts. If you are not certain whether a gift is 
from an "official" or "nonofficial" foreign source, consult the Counsel's Office.

(2) General Rules for Foreign Gifts

• A U.S. official may not solicit or encourage an offer of a foreign gift or decoration.

• Foreign gifts may be accepted only when "it appears that to refuse . . . would likely 
cause offense or embarrassment or otherwise adversely affect the foreign relations of 
the United States.. . ."

• Foreign gifts with a retail value of more than $200 (as adjusted by the General 
Services Administration (GSA) from time to time for inflation) automatically become 
the property of the U.S. Government; i.e., these can only be accepted on behalf of 
the United States.

• All foreign gifts must be turned over to the White House Gift Unit as soon as 
possible for appraisal and for recording for purposes of the annual report on foreign 
gifts.

• Gifts valued at over S200 (as periodically adjusted by GSA from time to time for 
inflation) will be turned over by the Gift Unit to GSA for disposition, or, with certain 
approvals, may be retained by an agency (not an individual) for official use.

• Foreign gifts valued at under $200 (so-called gifts "of minimal value tendered and 
received as a souvenir or mark of courtesy") may be returned to you by the Gift Unit.

• U.S. officials may not accept foreign gifts of travel or reimbursement or 
transportation, food, or lodging expenses, except in the case of travel taking place 
entirely outside of the United States and when (i) such expenses are reasonable and 
(ii) acceptance is consistent with U.S. interests. Consult the Counsel's Office on 
reporting requirements.

(3) Security Inspection of Foreign Gifts

If, during travel, a gift comes into your possession from a foreign government, 
organization, or individual, it is imperative that it be turned over to security personnel for inspection 
at the earliest opportunity. Such a gift should never be taken aboard an airplane or other 
transportation without a security inspection.

(4) Gifts for the President and First Lady

No staff member should accept a foreign gift for the President or the First Lady except by prior 
arrangement with the host government or entity. Any such gift received during travel should be 
turned over to security personnel for inspection as soon as possible. Be especially wary of gifts which 
are suddenly and unexpectedly thrust upon you. After the security check, the gift should be deposited 
with the Gift Unit, along with full information concerning identity of the donor, time and place of 
acceptance, etc., so that the gift can be recorded and a decision made on its disposition.

--r-
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d. White House Staff Reporting Requirements

To facilitate completion of accurate financial disclosure reports, members of the White 
House Office and Office of Policy Development staff who are required to file annual financial 
disclosure reports on Form SF-278 should complete a White House Staff Gift Report Form for all gifts, 
foreign and domestic (except those from family members), unless the gift is immediately returned to 
sender. These forms may be obtained from the Gift Unit, (Room 457, OEOB, x7133). In most cases, 
the gift itself should be submitted to the Gift Unit for appraisal, together with the completed form. In 
filling out the form, it is important to provide full details about the circumstances of the gift.

Such staff members are reminded that they must report on the SF-278 any gift over $100 
in value received from persons other than relatives - including gifts from personal friends and 
including any foreign gifts. In addition, foreign and domestic gifts of over $75 in value must be 
reported if the aggregate of such gifts received from the same source within the year totals more than 
$100. By routinely submitting the White House Staff Gift Report forms to the Gift Unit throughout the 
year, you will enable the Gift Unit to supply you with an accurate and complete list of reportable gifts 
at the year's end.

Please note that the reporting thresholds are not related to the issue of whether a gift may 
be accepted. The propriety of accepting any gift must be determined first, without regard to these 
thresholds. Sending a gift to the Gift Unit is also the mechanism for obtaining a ruling from the 
Counsel's Office on whether a gift may be retained.

e. Additional Questions

This Manual is necessarily general and does not deal with all questions that may arise. If 
vou are in doubt about the propriety of accepting any gift or about any other topic covered above, 
please consult Counsel's Office (x2674).

6. Acceptance of Travel and Travel-Related Expenses

The following discussion is designed to provide general guidance regarding the 
circumstances under which you are permitted to accept travel-related expenses (transportation, 
lodging, food, entertainment) or reimbursement of travel-related expenses. Since such situations are 
Often unique, guidelines must be general in scope. You are strongly urged to seek specific advice in 
regard to any proposed trip prior to accepting the invitation or request.

a. Official Travel

In each instance for which you will seek Government payment of expenses, approval 
shall be obtained through the Director of White House Operations prior to acceptance of the 
invitation or request. Whenever you are traveling on official business of the Government, including 
travel to attend a function or give a speech as the representative of the White House or the 
Administration, all travel-related expenses must be paid from appropriated funds, except as specified 
below. These funds may be from the White House Office appropriation, or the appropriation of a 
particular department or agency, depending on the circumstances of your travel.

There is one major exception to this general rule. If you are traveling to attend a training 
seminar, meeting, or conference sponsored by a non-profit organization granted tax-exempt status 
under Section 501(c)(3) of the Internal Revenue Code, that organization may pay for your normal, 
reasonable travel expenses under most circumstances unless the acceptance of such expenses creates 
an actual or apparent conflict of interest with your official duties. Such payment should never be 
solicited by a staff member. Official travel may also be paid for with funds from a State or local



treasury, subject to Counsel's Office approval. In each instance where such an offer of payment or 
reimbursement is made, you should check with the Counsel's Office before acceptance of the 
invitation for a determination of (a) the tax-exempt status of the organization, and (b) the propriety of 
accepting the proffered expenses. Additional guidance will be forthcoming in 1990 once 
Government-wide regulations are issued that may make it easier to use outside sources of funding for 
official travel.

You may consume food or beverages available in the ordinary course at meetings, 
banquets, receptions, or similar events where you are otherwise properly in attendance. Likewise, it 
is acceptable to stay at the personal residence of your host if this would be appropriate under the 
circumstances of your visit.

Ordinarily, all official travel should be on commercial transportation. In a very unique 
circumstance, where private or chartered aircraft or other means of transportation is the only 
transportation available, the individual or corporation providing the transportation must be 
reimbursed. Please note that Federal Aviation Administration regulations prohibit reimbursement 
under certain circumstances. In this regard, you should bear in mind that this restriction generally 
prohibits accepting free transportation while on official business if someone offers you a ride on a 
private plane that is otherwise going to the same destination as yours.

b. Official Travel Abroad

Normally, the U.S. Government should pay the cost of official travel abroad. However, 
the Foreign Gifts and Decorations Act, 5 U.S.C. 7342, permits a Government official to accept 
transportation, food, and lodging while abroad from a foreign government or international 
governmental organization /Yacceptance is appropriate and consistent with the interest of the United 
States. This does not permit acceptance of travel expenses to or from the United States.

All foreign official travel expenses paid by a foreign government or international 
organization must be immediately reported pursuant to Section 7342(c)(3) of the Foreign Gifts and 
Decorations Act.

The rules applicable to officials also apply to an accompanying spouse or dependent 
except that Government funds may not be used to pay for a spouse's or dependent's travel to or from 
the United States unless on official travel. In general, a foreign government may not pay for a spouse 
or dependent's travel to or from the United States regardless of whether he or she is on official travel.

Staff members who are required to file public financial disclosure reports must report 
most gifts and reimbursements even for purely personal travel, consistent with the Ethics in 
Government Act and regulations thereunder.

c. Travel on Political Campaigns

Political travel may be appropriate for certain officials not covered by the Hatch Act. If 
an official travels for a political committee or on behalf of a particular candidate. Government funds 
may not be used to cover travel or lodging or other political expenses. These costs should be paid in 
advance by the appropriate committee or campaign fund.

The Federal Election Commission has rules on allocating costs when a trip combines 
both political and official activities. Staff should consult the Counsel's Office and the Office of 
Political Affairs and obtain approval of the White House Operations Office before undertaking any 
such trip. A Counsel's Office memorandum provides more detailed guidance on allocating travel 
expenses.



d. Personal Travel

It is sometimes difficult to determine whether travel to and attendance at a particular 
event should be deemed to be "official" travel or personal travel. Very often you may be invited to 
attend a conference or meeting or to make a presentation where the circumstances do not make clear 
whether the invitation is being issued to you in your private or official capacity. Likewise, there are 
some instances where you may wish to attend a meeting, but you would not normally be officially 
requested or directed to attend.

As a rule of thumb, if your travel is in furtherance of your official duties or the 
Administration's policies, it should be considered as "official" travel for purposes of determining 
whether you may accept expenses. If not, your travel may be deemed personal. Such travel, like 
other outside activities, cannot be undertaken if it is not consistent with the full and proper 
performance of your job duties.

When your travel is not official, but for personal business or pleasure, the law provides 
that you may not accept or be reimbursed for normal, ordinary travel expenses from non- 
Covernment sources if the individual or organization so providing it:

n) has, or is seeking to obtain, contractual or other business relations with your agency;

(2) conducts business or activities that are controlled or regulated by your agency;

(3) otherwise has interests that may be substantially affected by the performance or
nonperformance of your official duty.

In the case of all White House personnel, these prohibitions must be scrupulously 
observed. If there is any doubt as to the appropriateness of accepting travel expenses or 
reimbursement, it must be resolved in favor of not accepting. These limitations do not apply when 
the gift of transportation or travel expenses is a result of an obvious friend of the family or close 
personal relationship, and it is clear that the relationship is the motivation for the gift. Again, any 
doubt must be resolved in favor of not accepting. Remember that the appearance of a conflict often 
creates tar greater problems and embarrassment than a true conflict.

Some other rules of thumb in regard to personal travel:

• You may accept normal and reasonable expenses in connection with travel to 
receive a personal award or honor, if not otherwise proscribed by the business 
activity of the individual or organization.

• If you hold an official position in a professional organization, or serve on a 
board or committee, you may accept reimbursement for travel expenses while 
atteriding meetings if reimbursement of such expenses is customary for others in 
similar positions; and the position is personal to you rather than by virtue of 
your position in the White House. (Section 7 of this Tab describes other 
limitations on holding such outside positions.)

• Except under the most unusual or special circumstances, travel on corporate 
aircraft shall not be accepted. This is a constant and recurring source of 
embarrassment to Government officials.

• Staff members who are required to file public financial disclosure reports must 
report most gifts and reimbursements even for purely personal travel, consistent 
with the Ethics in Government Act and regulations thereunder.

Questions of legality aside, you should not accept any gift of travel expenses 
that you are not willing to have discussed in the press.



e. Bonus Mileage and Frequent Flyer Plans

Bonus mileage or other forms of promotional credits earned while traveling on 
Government business cannot be used to earn free personal travel. Several General Accounting Ottice 
(GAO) opinions have concluded that any employee (which would include a volunteer or intern) who 
has obtained bonus mileage on Government travel and uses it tor personal travel is obligated to repay 
to the Government the full value of the personal travel. Moreover, under GAO precedent, until any 
given account is cleared of any mileage based on Government travel, the individual is precluded 
from deriving free personal travel from the account. Questions may be directed to the Counsel's 
Office (X2674).

f. Public Reporting Requirements (not applicable to all Staff Members)

Subject to certain exclusions, individuals required to file an annual Financial Disclosure 
Report (SF-278) must disclose on that report the source, description, and approximate value of gifts of 
transportation, lodging, food, and entertainment aggregating $250 or more in the preceding year from 
one source that were received by the individual, his/her spouse, or dependent children, or the 
reimbursement for such travel.

7. Outside Employment, Outside Activities, Positions in Outside 
Organizations, and Supplementation of Salary

a. Outside Earned Income

N

All full-time, non-career Presidential appointees paid at salaries equal to or greater than 
GS-9 are subject to a total ban on outside earned income imposed by Executive Order 12674, issued 
by President Bush in April 1989. This ban extends to all full-time White House Office and Office of 
Policy Development staff, except as described below.

(1) Definition of Outside Earned income

The Office of Government Ethics has defined outside earned income to include: 
wages, salaries, commissions, professional fees, and other compensation received 
for personal services actually rendered ....

5 C.F.R. 734.501(b). The Office of Government Ethics does not consider as outside 
earned income any income received:

(a) By an inactive partner, or

(b) From investments with respect to which the personal services of the. 
individual are not a material factor. . .

(id) The Executive order bars only income earned for any outside employment or activity 
performed during your service in a position covered by the bar. In addition, the Executive 
order includes an exception to the bar for earned income resulting from contractual 
obligations that were entered into before the order was issued.

(2) Persons Covered by the Ban

The outside earned-income ban applies only to those individuals appointed by the 
President to a full-time non-career position. Three points of clarification may be useful. First, all 
individuals on the White House Office and Office of Policy Development payroll are considered to 
be appointed by the President, whether or not they hold a formal commission of appointment.
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Second, because only full-time employees are covered by the ban, individuals who work part-time or 
on a when-actually-employed (WAE) basis are not covered.

Finally, the ban covers only those individuals in "non-career" positions. The 
President has made clear his intent that the ban does not extend to individuals in White House 
operating units whose positions are not normally subject to change as a result of Presidential 
transitions. Although some case-by-case determinations may need to be made, the kinds of positions 
that may be considered outside the scope of the ban are the non-policy-related positions within the 
White House operating (as opposed to policy) units: the Travel & Telegraph Office, Telephone 
Operators, Records Management, Executive Clerk, and Correspondence. Not all positions in these 
units will fit this description. In addition, individuals appointed pursuant to the general authority to 
employ contained in 5 U.S.C. 3101 (which covers certain positions in the Office of Administration) 
are not covered. If you have any question regarding whether a particular position in one of these 
units is covered by the ban, contact the White House Personnel Office (x2260).

(3) Approval of Outside Employment for Staff Not Covered by the Ban

It is extremely important to recognize that even persons not covered by the 
Executive order's ban on outside earned income remain subject to the pre-existing regulations 
establishing Standards of Conduct for the Executive Office of the President. The Standards of Conduct 
prohibit outside employment or other outside activity not compatible with the full and proper 
discharge of the duties and responsibilities of one's Government employment. See generally 3 C F R 
100.735-15.

Under the Standards of Conduct, an individual wishing to engage in outside 
employment must obtain the approval, through his official supervisor, of the agency head. The 
President has delegated the authority to review and approve or disapprove outside employment 
requests to the Assistant to the President for Management and Administration. Accordingly, if you are 
not covered by the ban on outside earned income and wish to engage in outside employment, and if 
your supervisor approves, you should submit a written request, reflecting your supervisor's approval, 
to the Assistant to the President for Management and Administration. Such requests should describe 
the nature of the proposed outside employment, the hours during which that employment will be 
undertaken, and the nature of the employee's White House position and hours of duty. Any approval 
of outside employment will become a part of your official personnel folder.

In approving or disapproving outside employment, supervisors and the Assistant to 
the President for Management and Administration should observe the requirements of the Standards 
of Conduct, which specify the following activities as among those that are incompatible with the full 
and proper discharge of the duties and responsibilities of an employee's Government position:

(a) Acceptance of a fee, compensation, gift, payment of expense, or any other thing 
of monetary value in circumstances in which acceptance may result in, or create the appearance of, a 
conflict of interest; or

(b) Outside employment that tends to impair the employee's mental or physical 
capacity to perform his or her other Government duties and responsibilities in an acceptable manner.

If you have any questions about this memorandum, please contact the White House 
Personnel Office (x2260) or the Counsel's Office (x2674), as appropriate.

As of January 1991, new statutory requirements impose limits on outside earned 
income for non-career employees in all branches paid at GS-16 or above. These statutory limits do 
not have a major effect on the White House because current policy is already more restrictive than 
the standards that will take effect in 1991. Further guidance will be issued as appropriate.
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b. Positions in Outside Organizations

White House Office and Office of Policy Development employees are not permitted to 
hold positions as officer, director, board member, or trustee of any for-profit entity. Positions as 
officers, directors, board members, or trustees of nonprofit entities are permitted subject to applicable 
ethical standards set forth below and with the advance approval of the Counsel's Office.

• Conflict of interest

Financial Conflicts - Individuals who are officers, directors, or trustees (as opposed 
to mere members) of private organizations (including nonprofit organizations) are deemed by the 
general criminal conflict of interest statute (18 U.S.C. 208) to share the financial interests of the 
outside organization. As applied by the Office of Government Ethics (OGE), this means that, absent a 
waiver, a public official who serves in such a position cannot, in the course of particular matters of 
government business, deal directly with the organization in which he or she serves. An official who 
has a position with an outside organization also must recuse himself or herself from personal and 
substantial participation in any particular matter - including a particular policy matter - that would 
have a direct and predictable effect on the organization - including any financial interests of the 
organization (such as investments) of which the official knows. As a result of these considerations, it 
is ordinarily not appropriate for an individual to hold an outside position with an organization that 
has more than incidental dealings with the individual or the individual's office or that has interests 
that would be significantly affected by the activities of that office.

Other Conflicts - An outside position may be inconsistent with the full and proper 
discharge of an employee's job even if it does not create a financial conflict of interest. For example, 
an outside position can present a conflict if its demands detract from the employee's ability to 
perform his or her Government duties and responsibilities. In addition, when a White House 
employee is affiliated as an officer, director, or trustee of an outside organization, there is a 
heightened potential for embarrassment and/or appearance of impropriety if the organization is likely 
to take positions inconsistent with Administration policy.

• Official Title, Time, Resources and Non-Public Information

An individual's affiliations with nonprofit organizations are generally private 
activities, rather than official acts as a representative of the U.S. Government. It is inappropriate for a 
Federal employee's Government title to be used as his or her title in connection with a private 
affiliation with an outside entity. Similarly, it is impermissible for an individual to use Government 
resources (including supplies, secretarial services, equipment, etc.) in connection with an outside 
position, to carry out an outside organization's business on official time, or to use, for the benefit of 
the private organization, any Government information not generally available to the public.

• Contacts with the Federal Government

As noted in the above discussion of conflict of interest considerations, a public 
official who serves on an outside organization's board cannot deal with that organization in the 
course of his or her Government job. Because of separate constraints, a public official also generally 
cannot step outside his or her Government position to act as the agent or representative of an outside 
organization in its dealings with the Federal Government.
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• Outside Earned income

As noted earlier. Executive Order 12674 precludes most White House Office and 
Office of Policy Development employees from receiving any outside earned income for services 
performed during their current Government positions. This would prevent receipt of compensation 
tor service as an officer, director, or trustee of a nonprofit organization (although it would generally 
not prevent reimbursement of reasonable travel expenses associated with organization business).

• Avoidance of Use of Public Office for Private Cain

Ethics standards prohibit the use of public office for private gain, including the gain 
of a nonprofit organization. The Office of Government Ethics prohibits Federal employees from 
soliciting contributions from people or entities with which they do Government business and from 
using their official titles in connection with fundraising for organizations with which they have private 
affiliations. It is also long-standing White House policy that White House employees not act as 
honorary co-chairmen for private charitable fundraising efforts. In cases in which a White House 
employee is otherwise properly affiliated with a nonprofit organization, there may be instances in 
which the organization's fund-raising could involve use of the individual's name (but not Federal title) 
on the organization's letterhead. These instances should be discussed with Counsel's Office staff in 
advance for analysis on a case-by-case basis.

In serving on an outside board. Federal employees also continue to be governed by 
the remainder of the general ethical standards embodied in the Executive Office of the President 
Standards of Conduct regulations.

If you have any questions or wish to request approval to serve in a position with a 
particular organization, contact the Counsel's Office (x2674).

c. Honoraria

As a general matter. White House Office and Office of Policy Development employees 
are prohibited from receiving honoraria or other compensation for speeches, lectures, appearances, 
and articles. Most such employees are barred by Executive Order 12674 (discussed above) from 
receiving any kind of outside earned income, including honoraria. Even individuals not covered by 
the bar on outside earned income are precluded by current law from accepting an honorarium in 
excess of $2000 and are precluded by current regulations from accepting any honorarium or other 
compensation for speeches, lectures, teaching, or writing on a subject that is in any way related to his 
or her official position or to the operations of the White House or the Executive Office of the 
President.

As a result of the Ethics Reform Act of 1989, it is illegal, after January 1, 1991, for any 
Federal employee to receive an honorarium.

These restrictions do not preclude the acceptance of an award for meritorious public 
service or achievement given by a charitable, professional, religious, nonprofit, educational, civic or 
similar organization, but you should consult with the Counsel's Office before accepting any such 
award that entails a monetary grant or that may raise a question of conflict of interest.

d. Supplementation of Salary

Federal criminal law (18 U.S.C. 209) prohibits private supplementation of the salaries of 
executive branch employees. This statute does not apply to individuals who serve without 
compensation and does not apply to special Government employees (such as consultants and 
advisory committee members) who serve for less than a specified period of time.
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Section 209 prohibits executive branch employees from receiving supplementary salary 
payments from a private organization. This includes a prohibition on compensation for activities that 
fall within the scope of their ordinary duties.

A prospective Federal employee covered by this statute also cannot accept any benefits 
or compensation from a company for which he or she has worked in the past if the benefit or 
compensation is being provided as compensation for the forthcoming Federal service. For example, it 
is not permissible for a former employer to provide a higher severance payment because the 
employee has entered Federal service than would otherwise be provided to an employee leaving the 
company. This prohibition does not prevent an individual from continuing to participate in a bona 
fide pension, retirement plan, health plan, or other employee welfare or benefit plan maintained by a 
former employer. There will be a problem, however, if a plan differentiates between individuals 
entering Federal service and others.

In most circumstances, White House staff will not be permitted to take a leave of 
absence from their outside position, but rather will be asked to sever their outside employment ties. 
(Exceptions have been permitted for individuals on leave from academic institutions and may be 
considered in very unusual circumstances where there is special justification, so long as the outside 
tie would not pose a conflict of interest issue, create a risk that the private organization will derive 
publicity or other gain from the Government official's service, or otherwise pose a problem.) Even 
where a leave of absence is otherwise permitted, however, section 209 prevents accepting leave to 
engage in Federal service if a leave involving the same benefits would not have been granted for 
another purpose.

8. Political Activities of Federal Officers and Employees

Several statutes regulate the extent to which Federal officials and employees may engage in 
political activities. The primary statutes are the "Hatch Act," 5 U.S.C. 7321-7327; the Federal Election 
Campaign Act, 18 U.S.C. 600-607; and the Civil Service Reform Act, 5 U.S.C. 2302. These statutes 
are implemented by regulations of the Office of Personnel Management, 5 C.F.R. Part 733, and 
administered by the Office of Special Counsel under 5 C.F.R. Part 1250. This manual merely 
summarizes highlights of certain of the relevant laws and regulations. Specific questions should be 
addressed to the Office of the Counsel to the President.

Generally, only those Executive Office of the President ("EOP") employees who are paid from 
the appropriations for the White House Office ("WHO") itself or the Office of the Vice President may 
engage in political activity. All others, except those appointed by the President by and with the 
advice and consent of the Senate, are subject to the provisions of the Hatch Act and should not 
engage in partisan political activities.

These exceptions have not been interpreted to extend to other EOP employees; such other 
employees, including Office of Management and Budget (OMB) staff. Office of Policy Development 
(OPD) staff. Office of Cabinet Affairs staff, and all schedule C's and detailees to the White House paid 
from agency appropriations, should abide by all Hatch Act prohibitions.

a. Permitted Activities

Employees covered by the Hatch Act may:

(1) register and vote;

(2) make financial contributions to a party or candidate, except that 18 U.S.C. 603 
precludes Federal employees from contributing to their employer or "employing authority" (5 U.S.C. 
7323 imposes other restrictions on employees in Executive agencies);
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(3) express their opinion on political subjects;

(4) wear campaign buttons or display bumper stickers;

(5) be a member (but not an officer or committee member) of a political party or 
organization, so long as they do not actively engage in campaign activities;

(6) attend (but not as a delegate) a political convention, fund-raising function, or other 
political gathering, so long as they do not organize or participate in the program of such an activity;

(7) sign a nominating petition.

The Hatch Act does not prohibit active participation in campaigns relating to 
nonpartisan issues, such as constitutional amendments or referenda items. Moreover, Federal 
employees may serve as neutral election judges even in partisan campaigns.

Because of the high concentration of Federal employees in the D.C. Metropolitan Area, 
specific regulations permit these employees to participate in campaigns for independent candidates 
for local office. The specific localities where such activity is permitted are listed in 5 C.F.R. 733.124.

b. Hatch Act Prohibitions

Employees fully covered by the Hatch Act may not:

(1) take an active part in the management of a political campaign;

(2) be a partisan candidate in an election for State or national office;

(3) serve as an officer of a political party, as a member of a national, state, or local 
committee of a political party, or as an officer or member of a committee of a partisan political club;

(4) organize a political organization or club;

(5) solicit, receive, handle, otherwise account for, or disburse political contributions;

(6) sell tickets to, organize, or actively participate in any political fund-raising activity;

(7) solicit votes for or against a candidate;

(8) serve as party or candidate challenger or pollwatcher;

(9) drive voters to the polls for a candidate or party;

^ (10) endorse or oppose a candidate in political advertisements, broadcasts, or campaign

(11) serve as a delegate or alternate to a political convention;

(12) organize or actively participate in the activities of a political convention;

(13) serve on a standing committee of a political convention;

(14) circulate a candidate-nominating petition;

(15) address a convention, rally, caucus, or similar gathering of a political party in 
support of or in opposition to a partisan candidate for public office.

Because the limitations of the Hatch Act apply 24 hours a day, a "hatched" employee 
may not participate in political activity, either on the job or off. That means, for example, that a 
hatched employee may not draft a political speech. Although it is possible for a "hatched" employee
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to draft a speech concerning Administration issues that may be presented in a political setting, the 
"hatched" employee may not prepare any material containing statements for political advocacy, nor 
any materials that will be used exclusively for a political purpose.

Again, any questions on these matters should be directed to the Office of the Counsel to 
the President. In addition, the White House Office of Political Affairs (OPA) serves as the official 
liaison to the political community, including party officials, candidates, and campaign officials and 
staff. White House staff members exempt from the Hatch Act who desire (as an entirely voluntary 
matter) to participate in political activities should coordinate their activities with OPA in addition to 
ascertaining the legality of such actions.

c. Restraints Applicable to All Staff

Even staff members who are exempt from the Hatch Act's prohibitions on partisan 
political activities are subject to certain restrictions. For example, the Hatch Act prohibits all Federal 
employees from using their official authority or influence for the purpose of interfering with, or 
affecting, the results of an election.

Certain other rules apply as a general matter. For example, non-"hatched" White House 
staff members must perform their official duties for a minimum of 40 hours per week or 80 hours per 
2-week pay period in order to receive their full Federal salary. Any non-"hatched" White House staff 
members who complete a minimum of 40 hours of official duty during any full week (Monday- 
Sunday) may be absent from their official duty station for no more than one weekday (Monday- 
Friday) for the purpose of engaging in political activity without taking annual leave or leave without 
pay.

Further, White House vehicles in general may not be used for political purposes, and 
Government funds must not be used for the political travel of staff members. White House 
messengers should not be used to deliver or pick up political materials from the RNC or any other 
political committee.

In those very limited circumstances in which Government communication systems 
(telephone, telegraph, teletype, telecopy, or radio) are used for campaign-related purposes, 
appropriate reimbursement or payment at the "usual and normal charge," 15 C.F.R. 100.7(a)(1)(B), 
must be made by a proper political campaign committee. Because of the need for liaison between a 
limited number of White House staff members and a political committee, telephones may be used for 
local calls. However, White House telephones must not be used, even locally, for regular committee 
activities such as recruiting volunteers or fund-raising.

Government buildings, including White House offices and meeting rooms, should not be 
used for meetings or events organized by a campaign or political committee. Informal meetings 
involving small numbers of campaign or political officials and White House staff members may 
occasionally be held in a White House staff member's office or, if it is a luncheon or breakfast 
meeting, in the White House Mess, provided that such meetings do not interfere with the conduct of 
Government business.

Campaign fund-raising activities of any kind are prohibited in or from Government 
buildings. Campaign-sponsored or other political activities (receptions, dinners, meetings, but not 
fund-raisers) may be held in the Executive Residence at the White House, provided that either the 
President, First Lady, or some other family member attends the event. Campaign or other political 
events {other than fund-raisers) may also be held at the Vice President's Residence so long as the Vice 
President or some other family member attends the event. The cost of campaign or political events at
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either residence must be paid by the proper campaign or political committee in accordance with the 
guidelines that have been established for the use of these residences for non-official purposes. More 
detailed rules apply in such circumstances, and any questions should be raised with the Office of the 
Counsel to the President.

Officials with authority over personnel decisions are forbidden to discriminate on the 
basis of political affiliation, coerce political activity, or take reprisals for the failure to engage in 
political activity with respect to personnel actions involving Federal employment. The statute, 5 
U.S.C. 2302, excludes from this prohibition noncareer SES appointees, other employees in 
confidential policy-making positions in the excepted service, and positions excluded from coverage 
by the President. However, Supreme Court decisions suggest that political tests for appointment or 
retention in office often may be impermissible unless there is a clear nexus between the duties of the 
office and political affiliation.

There are other Federal laws dealing with political activity that apply without exception 
to all White House Office staff.

Among the principal activities prohibited by these criminal statutes are:

(1) Solicitation of political contributions by threatening to deny Government 
employment or benefits (18 U.S.C. 601).

U.S.C. 602).
(2) Solicitation of political contributions by one Federal employee from another (18

(3) Contributions by a Federal employee to the employee's employer or employing 
authority or related political committee (18 U.S.C. 603).

(4) Solicitation or receipt of political contributions in a Federal building by any person 
whether or not an employee of the Government (18 U.S.C. 607).

(5) Solicitation or receipt of anything of value, either for personal reward or as a 
political contribution, in return for the promise to use, or the use of, influence to secure an appointive 
office (18 U.S.C. 211).

(6) Promising employment, compensation or other benefits made possible by act of 
Congress as consideration or reward for political activity (18 U.S.C. 211).

(7) Discrimination by a Federal employee in favor of or against another officer or 
employee on account of political contributions (18 U.S.C. 606).

9. Contacts with Departments and Agencies

a. Contact with independent Regulatory Agencies, Investigative and Intelligence 
Personnel and Procurement, and Grant Officers

(»k »A/k •'^PO'^a^nt that you be familiar with the standards of conduct governing the activities 
of the White House and Office of Policy Development staff in their contacts with the independent 
agencies and executive branch departments and agencies with investigative, intelligence and 
procurement responsibilities.



(1) Regulatory Agencies: The cases that come before these agencies are of two general 
types: rulemaking and adjudicative. Both are normally extremely complicated, extremely important 
to the parties concerned, and involve large amounts of money. While there may be exceptional 
occasions when White House staff contact with agency personnel is justified in rulemaking 
proceedings, there is no justification for involvement in particular adjudicative proceedings. As a 
general rule, no member of the staff should make an ex parte contact with a regulatory agency in 
regard to any particular matter pending before that agency, regardless of whether the proceedings are 
deemed to be rulemaking or adjudicative, when such a contact may imply preferential treatment or 
use of influence on the decision-making process.

Should you receive inquiries with regard to such matters, you should refer the inquiring 
party to the agency involved, and express no opinion on the issues raised. In short. White House staff 
members should avoid even the mere appearance of interest or influence - and the easiest way to do 
so is to avoid discussing matters pending before the independent regulatory agencies with interested 
parties and avoid making ex parte contacts with agency personnel. Should an occasion arise in the 
course of your duties where it appears necessary to discuss general policy matters with the staff of an 
independent regulatory agency, to avoid any appearance of impropriety, you should first consult with 
the Office of the Counsel to the President to determine whether such contact would be appropriate 
under the circumstances. Such clearance is not required before contacting executive agencies on 
administrative or purely executive matters when no adjudicative, regulatory, procurement action, or 
grant-making action is involved.

The following agencies, while not an exhaustive listing, are regarded by the justice 
Department as independent and should not be contacted by White House staff (except for routine 
referrals of mail, and administrative matters) without prior clearance with the Counsel's office:

Commodity Futures Trading Commission
Consumer Product Safety Commission
Federal Communications Commission
Federal Election Commission
Federal Maritime Commission
Federal Trade Commission
Interstate Commerce Commission
National Credit Union Administration
National Labor Relations Board
National Transportation Safety Board
Nuclear Regulatory Commission
Occupational Safety and Health Review Commission
Securities and Exchange Commission
U.S. International Trade Commission

The following agencies, or components of executive departments or agencies, exercise 
certain regulatory or adjudicative functions that should be treated as independent. Accordingly, they 
should not be contacted with respect to the exercise of those functions without prior clearance with 
the Counsel's Office:

Environmental Protection Agency
Equal Employment Opportunity Commission
Federal Aviation Administration (Transportation)
Federal Energy Regulatory Commission (Energy)
Federal Labor Relations Authority
Foreign Claims Settlement Commission (justice)



Merit Systems Protection Board 
Overseas Private Investment Corporation 
Pension Benefit Guaranty Corporation 
U.S. Parole Commission Oustice)

This list is merely illustrative. Also many bureaus and divisions of agencies have 
authority to issue binding regulations or to decide specific claims, and White House staff should not 
attempt to influence these decisions on an ex parte basis.

(2) Investigative and Intelligence Functions: As set forth in Part b of this section, the ban 
on contacts extends to the litigating, investigative, and adjudicatory divisions of the Department of 
Justice. The same rules apply to the Internal Revenue Service, the Inspectors General, the Special 
Counsel of the Merit Systems Protection Board, and similar components of departments and agencies 
with authority to investigate charges of misconduct, conduct audits of specific programs or bring 
complaints before courts or other adjudicative bodies.

White House staff should also confer with the Counsel's Office before making inquiries 
of agencies with respect to particular individuals. While the White House Office is not bound bv the 
provisions of the Privacy Act of 1974, 5 U.S.C. 552a, Federal agencies are restricted by that Act from 
disclosing information about individuals contained in their files. The White House staff should be 
sensitive to these constraints.

Agencies in the intelligence community, including CIA, NSA, DIA, the Intelligence 
Division of the FBI, and the intelligence components of the military services, report to the President 
through his Assistant for National Security Affairs. These agencies should not be contacted directly 
without coordinating first with the Assistant for National Security Affairs, and where issues of 
individual privacy may be concerned, the Counsel to the President.

(3) Procurement and Grant-Making Functions: In recent years, the public has become 
increasingly sensitive to the allegations of improper influence in the awarding of Government 
contracts and grants. Obviously, no member of the White House staff should contact any 
procurement or grant officer about a matter in which he has a personal financial interest or in which 
a re ative, friend, or business associate has a financial interest. This is true not only as to calls or 
contacts m which influence is directly exerted, but also as to so-called "status" calls or other 
communications that might direct the attention of the procurement officer to the fact that the White 
House staff member has an interest.

There are likely to be occasions when the White House has a legitimate interest in 
mformation about procurement and grant matters; in such instances, the communication should be 
made by persons who have no direct interest themselves, and whose friends or associates have no 
such interest. It is advisable that the lack of such interest be made known to those receiving the 
communication so that unintended inferences do not arise. To the extent that it can be d^one
I'nlokedTn th^der contracting procedure is completed, or from persons noi
involved in the decision-making process. To avoid the appearance of conflict and subsequent
embarrassment, White House staff members who feel they must contact agencies with regard to a 
pending contract or grant should also first contact the Office of the Counsel to the President.

b. Communications with the Department of Justice

imperative that there be public confidence in the
impartial administration of the laws. To that end, the following procedures have been 

established in regard to communications between the White House staff and the Department of
Justice:



(1) All inquiries that concern or may concern particular pending investigations or cases 
being handled by the Department of Justice shall be directed to the Counsel to the President. If 
appropriate and necessary, the inquiry will then be transmitted to the Office of the Attorney General 
or the Deputy Attorney General.

(2) All requests for formal legal opinions from the Department of justice shall be 
directed to the Counsel to the President, who will direct such requests to the Office of the Attorney 
General or the Assistant Attorney General for Legal Counsel.

(3) All comments between the White House Office and the Department of Justice in 
regard to policy, legislation, and budgeting should be handled directly between those parties 
concerned.

Your cooperation in observing these guidelines is most strongly urged. If you have any 
questions regarding these procedures, please contact the Counsel's Office.

c. Communications with the Department of The Treasury

In light of the sensitive nature of some of the component agencies of the Department of 
the Treasury, such as the Office of Comptroller of the Currency, Internal Revenue Service, Bureau of 
Alcohol, Tobacco and Firearms, and the Secret Service, the following procedures have been 
established in regard to communications between the White House staff and the Treasury 
Department:

(1) All inquiries that concern or may concern particular pending investigations or cases 
shall be directed to the Counsel to the President. If appropriate and necessary, the inquiry will then 
be transmitted to the Office of the Deputy Secretary or the Office of the General Counsel of the 
Treasury.

(2) All inquiries that concern or may concern rulings on pending applications, 
regulatory actions, or adjudications shall likewise be directed to the Counsel to the President for 
transmittal, if appropriate, to the Deputy Secretary or General Counsel.

(3) All requests involving tax return information shall be directed to the Counsel to the 
President. If permitted by the Internal Revenue Code, such requests will be forwarded to the Deputy 
Secretary of the Treasury, except for routine "tax checks," which will be processed under our existing 
procedures.

(4) Requests for information or statistical data of a routine nature and comments 
regarding policy, legislation, and budgeting should continue to be handled directly between White 
House staff and the appropriate Treasury official.

d. Procedures Governing Presidential Review of international Aviation Decisions

Executive Order 12547 (February 6, 1986) sets out procedures for Presidential review of 
international aviation decisions pursuant to Section 801 of the Federal Aviation Act, 49 U.S.C. 1461. 
Section 5 of the Executive order prohibits individuals within the Executive Office of the President 
from discussing Section 801 cases - those involving international aviation - with outside parties, and 
requires such individuals to refer written communications on Section 801 cases from outside parties 
to the appropriate office outside the Executive Office of the President. You should refuse to discuss 
cases subject to the President's approval under Section 801 with interested private parties, and you 
should refer any written communications you receive on such cases to the Counsel's Office for 
appropriate referral.



Purely domestic aviation decisions not subject to Presidential approval under Section 
801 would typically implicate our general policy against White House inten’erence in particular 
matters pending before agencies with adjudicative responsibilities. You should consult with the 
Counsel's Office before discussing such cases with interested private parties or government agencies.

10. Post-Employment Restrictions

Federal criminal law (18 U.S.C. 207) imposes legal restrictions on Government employees 
following their Government service. Although the law imposes stricter limitations on individuals who 
occupy higher level positions, certain prohibitions apply (with specified exemptions) to all officials 
and employees of the executive branch, the independent agencies, and the District of Columbia, 
including most special Government employees. Violating the specific limitations on post­
employment activities can result in fines and imprisonment of up to 5 years. The law is designed to 
preclude former officials from unfairly exploiting their prior Government employment and affiliations.

The post-employment restrictions described in parts a and b of this section apply to 
individuals leaving Federal service prior to January 1, 1991. Changes applicable thereafter are 
discussed in part c.

a. Overview of Current Law

Section 207 of Title 18 of the United States Code, as amended ("the Act"), a copy of 
which is included within Attachment A, contains four basic prohibitions:

(1) The Lifetime Bar: A lifetime bar against a former Government employee acting as a 
representative in any particular matter involving specific parties in which he or she personally and 
substantially participated during Government service.

(2) 2-Year Official Responsibility Bar: A 2-year restriction on former Government 
employees acting as a representative in any particular matter involving specific parties over which he 
or she had official responsibility during his or her last year of Government service (or in certain cases, 
earlier).

(3) 2-Year Bar on Assisting Representation by Personal Presence: Senior Employees 
Only: A 2-year restriction on a former senior employee assisting, by personal presence, in a 
representation before the United States in any particular matter involving specific parties in which he 
or she participated personally and substantially during Government service.

(4) 1-Year Cooling-Off Period; Senior Employees Only: A 1 -year cooling-off period on a 
former senior employee, precluding any communications with the intent to influence his or her 
former department or agency on any particular matter, regardless of prior involvement.

Given the law's complexity, the above summaries are necessarily incomplete, and each 
restriction is described below in more detail. It is also recommended that you become familiar with 
the details of these restrictions, as set forth in Office of Personnel Management regulations at 5 C.F.R. 
Part 2637. Limited excerpts from these regulations are set out in Attachment D and referenced in the 
discussion that follows. Copies of the complete regulations are available on request from the 
Counsel's office.
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b. The Four Current Restrictions

(1) The Lifetime Bar

The Act creates a lifetime prohibition against a former employee acting as a 
representative in particular matters involving specific parties in which (a) he or she personally and 
substantially participated as a Government employee, and in which (b) the Government has a direct 
and substantial interest. When this bar applies, the former employee may not, as to the specific 
matter covered, act as agent for, or otherwise represent, anyone in any appearance before a court, 
department, agency, or Government official or employee. In addition, he or she may not 
communicate in any way with the U.S. Government on such matters if the communication is made 
with the intent to influence the receiver. Communications to Congress are generally not limited. This 
restriction does not bar involvement or assistance in any matter; it simply limits the former 
employee's communications with the U.S. Government about the matter.

The lifetime bar only applies to particular matters involving specific parties. (The 
regulation defining this term is reprinted at Attachment D.) Such a matter is typically a specific 
proceeding affecting the legal rights of parties or an isolatable transaction or set of transactions 
between identifiable parties. A former employee's prior participation in Government rulemaking, 
legislation, policy formulation, or other matters of general applicability does not trigger this 
restriction.

The lifetime bar also applies only to matters in which the former employee was 
personally and substantially involved. (The regulatory definition of this term is reprinted at 
Attachment D.) Personal involvement may be direct or through the participation of a subordinate 
when directed by the employee. Substantial involvement requires involvement that is significant to 
the matter or appears so, and that is more than official responsibility and more than perfunctory. Note 
that brief involvement at a critical stage in a matter may be highly influential and hence substantial, 
while lengthy peripheral involvement may be insubstantial. Participation in mere ancillary matters 
would not be substantial, unless the ancillary matter proved to be the subject ot the later proposed 
representation.

In short, if an employee participated personallv and substantiallv in a particular 
matter involving specific parties, he or she is forever precluded from representing anvone in any 
proceeding concerning the matter in which the U.S. Government has a direct and substantial interest.

(2) The 2-Year Official Responsibility Bar

The Act also contains a 2-vear restriction on a former employee's representative 
involvement in any particular matter involving specific parties that was under his or her official 
responsibility during the last year of Government service (or in some cases, earlier, as described 
below). During that 2-year period, the former employee may not act as attorney or other 
representative in the matter or otherwise communicate with the U.S. Government with the intent to 
influence the recipient. As is the case with the lifetime bar described above, this 2-year bar only 
applies to particular matters involving specific parties and does not prohibit behind-the-scenes advice 
or contacts with Congress.

Matters covered by this 2-year bar are those over which the former employee had 
ofticial responsibility. (A definition of this term is reprinted at Attachment D.) In general, official 
responsibility encompasses matters for which an official had direct administrative or operating 
authority to approve, disapprove, or otherwise direct Government actions. Ordinarily, the scope of 
the former employee's responsibility will be determined by his or her job description, regulation, or a 
relevant statute.



It IS irrelevant whether the former employee actually knows that a matter was under 
his or her official responsibility. If an employee suspects that a matter may have been under his or her 
official responsibility, he or she must make further inquiries.

The 2-year bar is measured from the end of an official's responsibility for a given 
area. That is, as to matters within his or her area of responsibility during the year immediately prior to 
leaving Federal service, an official is barred from representation, for 2 years after the end of his or her 
Federal service. In addition, if a former official's responsibilities changed some time before the end of 
his or her Federal service, he or she is also subject to the bar as to matters within the area of former 
responsibility, until 2 years after the former responsibility ended. (For example, if an individual 
switched jobs, spent 6 months in the new job, and then left the Government, the individual would 
have to wait a year and a half before the bar expired as to the first job and 6 more months before the 
bar expired as to the second job.)

(3) Two-year Bar on Assisting in Representation by Personal Presence; Senior
Employees Only

A Senior Employee is also barred for 2 years after Government employment from 
assisting "by personal presence" in representation of any person in a particular matter involving 
specific parties in which the former Senior Employee participated personally and substantially. By 
statute' a Senior Employee includes: (1) any individual paid at the Executive Level; (2) certain high- 
level military officials; and (3) individuals in positions that are expressly designated as Senior 
Employees. (No positions in the White House Office or Office of Policy Development have been 
expressly designated.)

Like the lifetime bar described above, this restriction covers only part/cu/ar matters
involving specific parties and only those matters in which the former Senior Employee was 
personally and substantially involved. (See definitions of those terms above and in Attachment D.)

2-year bar on assisting by personal presence in representation does not prevent 
Senior Employees from providing assistance in particular matters in which they were previously 
personally and substantially involved. They cannot, however, make a personal appearance before the 
U.S. Government in such a matter.

(4) The 1-Year Cooling-Off Period: Senior Employees Only

. , , I, . Employees (as defined above) are also covered by a 1-year "cooling-off"
period following the termination of their Government employment. During that year, a Senior 
Employee rnay not represent anyone before, nor communicate with an intent to influence anyone at 
his or her former department or agency concerning any particular matter pending before that 
department or agency or m which the agency has a direct and substantial interest. The entire 
Executive Office of the President is now considered to be a single agency for the purpose of this
Tea^oTbebwT " expanded'as o^99^ S^ Ed c of !hls

resoonsibilitv fnrEhl 'whether the employee previously padicipated in or had
esponsibihty for the matter, and regardless whether the matter was pending when he or she was

employed at the agency. Unlike the three preceding bars, this cooling-off period includes 
communications invoking policy matters such as legislation or rulemaking; it is not limited to 
padicular matters involving specific padies. As in the other bars, however, beknd-the-scenes advice 
to an outstde party is not prohibited.



Although the bar covers almost all Senior Employees and their activities, there are 
certain exemptions. For example, it does not apply to former employees who are subsequently 
elected to State or local office, or become employees of State and local Government agencies or of 
certain institutions of higher education, hospitals, or medical research foundations, as to contacts on 
behalf of those new employers. The statute also does not prohibit communication with or 
representation before Congress, other agencies, the public, or the press. The law does not preclude a 
former Senior Employee from contact with his or her former agency if the contact is required by law. 
The law contains numerous miscellaneous provisions for obtaining special exemptions, making 
certain exempt communications, testifying in court, and barring partners of current employees from 
certain activities.

Because the Act covers such a broad range of conduct and carries such serious 
penalties for violation, it is imperative that a former employee carefully consult the law and the 
implementing regulations. The Office of the Counsel to the President can provide further information.

c. Key Changes Taking Effect January 1,1991

Under the Ethics Reform Act of 1989, certain changes to the post-employment 
restrictions take effect as to individuals leaving Federal service on or after January 1, 1991. Key 
changes are:

(1) Repeal of the 2-Year Bar on Senior Employees Assisting in Representation by
Personal Presence

(2) Redefinition and Expansion of the 1-Year Cooling-Off Period for Senior Employees

First, as of January 1, 1991, the pool of those subject to a 1-year cooling-off period 
will include: (a) anyone paid at the Executive Level or higher; (b) certain high-level military 
personnel; and the Vice President. This classification replaces the prior system in which certain 
positions had to be "designated" as senior. The Office of Government Ethics does, however, have 
limited powers to exempt certain positions (other than White House or Executive Level positions) 
from this classification.

Second, a group of "Very Senior" Employees will be subject to a broader bar during 
the one-year cooling-off period. Affected individuals are the Vice President, those in positions at 
Executive Level I throughout the Government (chiefly the Cabinet), individuals at Executive Level II 
or higher salaries in the Executive Office of the President and individuals in the White House Office 
or Office of the Vice President at salaries above Executive Level III. During the cooling-off period, a 
Very Senior Employee will not only be barred from lobbying anyone in his or her agency, he or she 
will also be barred from lobbying anyone in an Executive Level position throughout the entire 
executive branch. (The Executive Office of the President is considered a single agency for the 
purpose of this restriction.) For further information on the nature of the prohibited conduct, see the 
discussion of the current law regarding the cooling-off period, above.

(3) New 1 -Year Bar on Aiding or Advising in an Ongoing Trade or Treaty Negotiation

Under the new law, a new restriction applies to individuals in the executive and 
legislative branches who have been personally and substantially involved in a trade or treaty 
negotiation within the 1-year period before leaving Federal service and who have had access to 
specially designated non-public information about the negotiation. Such individuals are prohibited 
for 1-year after their departure from aiding or advising a party other than the United States on the 
basis of the designated information.



(4) New 1-Year Bar on Representing a Foreign Entity

Senior and Very Senior Employees departing the executive and legislative branches 
will be subject to a new 1-year bar on representing, aiding, or advising a foreign Government or 
foreign political party in a matter before any department or agency of the United States.

For further information on these prospective restrictions, contact the Office of the Counsel to 
the President.



ATTACHMENT A

Selected Criminal Conflict-of-interest Statutes

Note: Except as otherwise noted, the statutes set forth in Attachment A reflect the amendments made by the DoD Authorization 
Act, Pub. L. No. 101-189 (November 29, 1989), the Ethics Reform Act of 1989, Pub. L. No. 101-194 (November 30, 1989), and 
the Act of May 4, 1990, Pub. L. 101-280 (making certain technical corrections to the Ethics Reform Act of 1989).

Financial Conflicts of Interest
(18 U.S.C. 208)

§ 208. Arts affecting a personal ruiancial interest

(a) Except as permitted by subsection (b) hereof, whoever, being an officer or employee of the executive branch of the United 
States Government, or of any independent agency of the United States, a Federal Reserve bank director, officer, or employee, or 
an officer or employee of the District of Columbia, including a special Government employee, participates personally and 
substantially as a Government officer or employee, through decision, approval, disapproval, recommendation, the rendering of 
advice, investigation, or otherwise, in a judicial or other proceeding, application, request for a ruling or other determination, 
contract, claim, controversy, charge, accusation, arrest, or other particular matter in which, to his knowledge, he, his spouse, minor 
child, general partner, organization in which he is serving as officer, director, trustee, general panner or employee, or any person 
or organization with whom he is negotiating or has any arrangement concerning prospective employment, has a financial interest-

Sliall be subject to the penalties set forth in section 216 of this title.

(b) Subsection (a) shall not apply-

(1) if the officer or employee first advises the Government official responsible for appointment to his or her position of 
the nature and circumstances of the judicial or other proceeding, application, request for a ruling or other determination, 
contract, claim, controversy, charge, accusation, arrest, or other panicular matter and makes full disclosure of the financial 
interest and receives in advance a written determination made by sueh official that the interest is not so substantial as to 
be deemed likely to affeet the integrity of the .serviees which the Government may expect from such officer or employee;

(2) if, by regulation issued by the Director of the Office of Government Ethics, applicable to all or a portion of all officers 
and employees covered by this section, and published in the Federal Register, the financial interest has been exempted from 
the requirements of subsection (a) as being too remote or too inconsequential to affect the integrity of the services of the 
Government officers or employees to which such regulation applies;

(3) in the ca.se of a special Government employee serving on an advisory committee within the meaning of the Federal 
Advisory Committee Act (including an individual being considered for an appointment to such a position), the official 
responsible for the employee's appointment, after review of the financial disclosure report filed by the individual pursuant 
to ihc Eihics in Govcrnmcni An of 1978, certifies in writing that the need for the individual's services outweighs the 
poicniial for a conflict of inlcrcsl created by the financial interest involved; or

(4) the financial interest that would be affected by the particular matter involved is that resulting solely from the interest of 
the officer or employee, or his or her spouse or minor child, in birthrights-

(A) in an Indian tribe, band, nation, or other organized group or community, including any Alaska Native village 
corporation, as defined in or established pursuant to the Alaska Native Claims Settlement Act, which is recognized as 
eligible for the speeial programs and serviees provided by the United States to Indians beeause of their status as 
Indians,

(R) in an Indian allotment the title to which is held in trust by the United States or which is inalienable by the 
allottee without the consent of the United States, or

(C) in an Indian claims fund held in trust or administered by the United States,

if the particular matter docs not involve the Indian allotment or claims fund of Ihc Indian tribe, band, nation, organized 
group or community, or Alaska Native village corporation as a specific party or parties.

(c) (1) I-or Ihc purpose of paragraph (1) of subsection (b), in the case of class A and B directors of Federal Reserve Banks, 
the Board of Governors of the Federal Reserve System shall be deemed to be the Government official responsible for 
appointment.

(2) llic potential availability of an exemption under any particular paragraph of subsection (b) docs not preclude an 
c.vcmpiion being granted pursuant to another paragraph of subsection (b).

(d) (1) Upon request, a copy of any dcicrminalioii granting an exemption under subsection (b)(1) or (b)(3) shall be made 
available to the public by the agency granting the exemption pursuant to the procedures set forth in section 105 of the 
Eihics in Govcrnmcni Act of 1978. In making such determination available, the agency may withhold from disclosure any 
information contained in the determination that would be exempt from disclosure under section 552 of title 5. For
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purposes of determinations under subsection (b)(3), the information describing each financial interest shall be no more 
extensive than that required of the individual in his or her financial disclosure report under the Ethics in Government Act 
of 1978.

(2) The Office of Government Ethics, after consultation with the Attorney General, shall issue uniform regulations for the 
issuance of waivers and exemptions under subsection (b) which shall-

(A) list and describe exemptions; and

(D) provide guidance with respect to the types of interests that are not so substantial as to be deemed likely to affect 
the integrity of the services the Government may expect from the employee.
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Supplementing the Salary of a Federal Employee
(18 U.S.C. 209)

i 209. Salaiy of Govcmmciit ofTicials and emptoyecs payable only by Uniled Sutes

(a) Whoever receives any salary, or any contribution to or supplementation of salary, as compensation for his services as an 
officer or employee of the executive branch of the United States Government, of any independent agency of the United States, or 
of the District of Columbia, from any source other than the Government of the United States, except as may be contributed out 
of the treasury of any State, county, or municipality; or

Whoever, whether an individual, partnership, association, corporation, or other organization pays, or makes any contribution to. or 
in any way supplements the salary of, any such officer or employee under circumstances which would make its receipt a violation 
of this subsection-

Shall be subject to the penalties set forth in section 216 of this title.

(b) Nothing herein prevents an officer or employee of the executive branch of the United States Government, or of any 
independent agency of the United States, or of the District of Columbia, from continuing to participate in a bona fide pension, 
retirement, group life, health or accident insurance, profit-sharing, stock bonus, or other employee welfare or benefit plan 
maintained by a former employer.

(c) This section does not apply to a special Government employee or to an officer or employee of the Government serving 
without compensation, whether or not he is a special Government employee, or to any person paying, contributing to, or 
supplementing his salary as such.

(d) This section does not prohibit payment or acceptance of contributions, awards, or other expenses under the terms of the 
Government Employees Training Act (Public Law ^-507, 72 Slat. 327; 5 U.S.C. 2301-2319, July 7, 1958).

(c) This section docs not prohibit the payment of actual relocation expenses incident to participation, or the acceptance of same 
by a participant in an executive exchange or fellowship program in an executive agency; Provided, That such program has been 
established by statute or Executive order of the President, offers appointments not to exceed three hundred and sixty-five days, 
and permits no extensions in excess of ninety additional days or, in the case of participants in overseas assignments, in excess of 
three hundred and sixty-five days.

(0 This section does not prohibit acceptance or receipt, by any officer or employee injured during the commission of an offense 
described in section 351 or 1751 of this title, of contributions or payments from an organization which is described in section 
501(c)(3) of the Internal Revenue Code of 1986 and which is exempt from taxation under section 501(a) of such Code.
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Acting As Agent or Attorney In 
Matters Before the United States

(18 U.S.C. 205)

§ 205. Activities of ofTioets and employees in claims against and other matteis alTecting the Govemment

(a) Whoever, being an officer or employee of the United Stales in the executive, legislative, or judicial branch of the Govemment 
or in any agency of the United States, other than in the proper discharge of his official duties-

(1) acts as agent or attorney for prosecuting any claim against the United States, or receives any gratuity, or any share of 
or interest in any such claim in consideration of assistance in the prosecution of such claim, or

(2) acts as agent or attorney for anyone before any department, agency, court, court-martial, officer, or civil, military, or 
naval commission in connection with any covered matter in which the United Stales is a party or has a direct and 
substantial interest;

shall be subject to the penalties set forth in section 216 of this title.

(b) [OMflTED; relates only to District of Columbia employees]

(c) A special Govemment employee shall be subject to subsections (a) and (b) only in relation to a covered matter involving a 
specific party or parties-

(1) in which he has at any time participated personally and substantially as a Govemment employee or special Govemment 
employee through decision, approval, disapproval, recommendation, the rendering of advice, investigation, or otherwise; or

(2) which is pending in the department or agency of the Govemment in which he is serving.

Paragraph (2) shall not apply in the case of a special Government employee who has served in such department or agency no 
more than sixty days during the immediately preceding period of three hundred and sixty-five consecutive days.

(d) Nothing in subsection (a) or (b) prevents an officer or employee, if not inconsistent with the faithful performance of his 
duties, from acting without compensation as agent or attorney for, or otherwise representing, any person who is the subject of 
disciplinary, loyalty, or other personnel administration proceedings in connection with those proceedings.

(e) Nothing in subsection (a) or (b) prevents an officer or employee, including a special Govemment employee, from acting, with 
or wthout compensation, as agent or attorney for, or otherwise representing, his parents, spouse, child, or any person for whom, 
or for any estate for which, he is serving as guardian, executor, administrator, trustee, or other personal fiduciary except-

(1) in those matters in which he has participated personally and substantially as a Govemment employee or special
Govemment employee through decision, approval, disapproval, recommendation, the rendering of advice, investigation or 
otherwise, or o e. .

(2) in those matters which are the subject of his official responsibility,

subject to approval by the Govemment official responsible for appointment to his position.

(0 Nothing in subsection (a) or (b) prevents a special Government employee from acting as agent or attorney for another person 
in the performance of work under a grant by, or a contract with or for the benefit of, the United States if the head of the
su\^"ca°tion®!n"TheTd™r^?^^^^^^^^^

(g) Nothing in this section prevents an officer or employee from giving testimony under oath or from making statements required
to be made under penalty for peijury or contempt. ^

(h) For the purpose of this section, the term "covered matter" means any judicial or other proceeding, application, request for a 
ruling or other determination, contract, claim, controversy, investigation, charge, accusation, arrest, or other panicular matter.
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Compensation for Representational Services 
Before the U.S. Government

(18 U.S.C. 203)

s 203. Compensatioa to Members oT Congress, oTTiceis, and others in matters afTecting the Government

(a) Whoever, otherwise than as provided by law for the proper discharge of official duties, directly or indirectly-

(1) demands, seeks, receives, accepts, or agrees to receive or accept any compensation for any representational services, as 
agent or attorney or otherwise rendered or to be rendered either personally or by another—

(A) at a time when such person is a Member of Congress, Member of Congress Elect, Delegate, Delegate Elect, 
Resident Commissioner, or Resident Commissioner Elect; or

(D) at a time when such person is an officer or employee or Federal judge of the United States in the executive, 
legislative, or judicial branch of the Government, or in any agency of the United States,

in relation to any proceeding, application, request for a ruling or other determination, contract, claim, controversy, charge, 
accusation, arrest, or other particular matter in which the United States is a party or has a direct and substantial interest, 
before any department, agency, court, court-martial, officer, or any civil, military, or naval commission; or

(2) knowingly gives, promises, or offers any compensation for any such representational services rendered or to be rendered 
at a time when the persqn to whom the compensation is given, promised, or offered, is or was such a Member, Member 
Elect, Delegate, Delegate Elect, Commissioner, Commissioner Elect, Federal judge, officer, or employee;

shall be subject to the penalties set forth in section 216 of this title.

(b) lOMflTED; relates only to District of Columbia employees]

(c) A special Government employee shall be subject to subsections (a) and (b) only in relation to a particular matter involving a 
specific party or parties-

(1) in which such employee has at any time participated personally and substantially as a Government employee or as a 
special Government employee through decision, approval, disapproval, recommendation, the rendering of advice, investigation 
or otherwise; or

(2) which is pending in the department or agency of the Government in which such employee is serving except that 
paragraph (2) of this subsection shall not apply in the .case of a special Government employee who has served in such 
department or agency no more than sixty days during the immediately preceding period of three hundred and sixty-five 
consecutive days.

(d) Nothing in this section prevents an officer or employee, including a special Government employee, from acting, with or 
without compensation, as agent or attorney for or otherwise representing his parents, spouse, child, or any person for whom, or 
for any estate for which, he is serving as guardian, executor, administrator, trustee, or other personal fiduciary except—

(1) in those matters in which he has participated personally and substantially as a Government employee or as a special 
Government employee through decision, approval, disapproval, recommendation, the rendering of advice, investigation, or 
otherwise; or

(2) in tho.se matters that are the subject of his official responsibility,

subject to approval by the Government official responsible for appointment to his position.

(e) Nothing in this section prevents a special Government employee from acting as agent or attorney for another person in the 
performance of work under a grant by, or a contract with or for the benefit of, the United States if the head of the department 
or agency concerned with the grant or contract certifies in writing that the national interest so requires and publishes such 
certification in the Federal Register.

(0 Nothing in this section prevents an individual from giving testimony under oath or from making statements required to be 
made under penalty of perjury.
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Post-Employment Restrictions
(18 U.S.C 207)

Note: This version of 18 U.S.C. 207 does not reOect the amendments made by the Ethics Reform Act of 1989, Pub. L No. 101- 
194 (November 30, 1989), which amended the law effective January 1, 1991. This venioa aDnUes to cmolovcn leavinir 
government service prior to January 1. 1991. “

5 207. DisqualiTicatioa of former ofliocis and employees; disqualificatioii of paitneis of cunent oQicen and employees

(a) Whoever, having been an officer or employee of the executive branch of the United States Government, of any independent 
agency of the United States, or of the District of Columbia, including a special Government employee, after his employment has 
ceased, knowingly acts as agent or attorney for, or otherwise represents, any other person (except the United States), in any 
formal or informal appearance before, or, with the intent to influence, makes any oral or written communication on behalf of any 
other prison (except the United States) to-

(1) any department, agency, court, court-martial, or any civil, military, or naval commission of the United States or the 
District of Columbia, or any officer or employee thereof, and

(2) in connection with any judicial or other proceeding, application, request for a ruling or other determination, contract, 
claim, controversy, investigation, charge, accusation, arrest, or other particular matter involving a specific party or panics in 
which the United States or the District of Columbia is a party or has a direct and substantial interest, and

(3) in which he panicipated personally and substantially as an officer or employee through decision, approval, disapproval, 
recommendation, the rendering of advice, investigation or otherwise, while so employed; or

(b) Whoever, (i) having been so employed, within two years after his employment has ceased, knowingly acts as agent or attorney 
for, or otherwise represents, any other peison (except the United States), in any formal or informal appearance before, or with ^ 
the mtent to influence, makes any oral or written communication on behalf of any other peison (except the United States) to or 
(ii) having been so employed and as specified in subsection (d) of this section, within two years after his employment has ceased 
knowingly represents or aids, counsels, advises, consults, or assists in representing any other person (except the United States) by 
personal presence at any formal or informal appearance before-

0) any department, agency, court, court-martial, or any civil, military or naval commission of the United States or the 
District of Columbia, or any officer or employee thereof, and

(2) in connection with any judicial or other proceeding, application, request for a ruling or other determination, contract 
claiin, contrwer^, investigation, charge, accusation, arrest or other particular matter involving a specific party or parties 'in 
which the United States or the District of Columbia is a party or has a direct and substantial interest, and

(3) as to (i), which was actually pending under his official responsibility as an officer or employee within a period of one
officer"o/emp*ioVe ™r"^*'°" responsibility, or, as to (ii), in which he participated personally and substantially as an

(c) WhTOver, other than a special Government employee who serves for less than sixty days in a given calendar year, having been 
so employed as specified in subsection (d) of this section, within one year after such employment has ceased, knowingly acts as

.“^“‘herwise represents, anyone other than the United States in any formal or informal appearince before, 
or, with the intent to tnfluence, makes any oral or written communication on behalf of anyone other than the United States, to-

(1) the department or agency in which he served as an officer or employee, or any officer or employee thereof, and

or other proceeding, application, request for a ruling or other determination, 
contract, claim, controversy, investigation, charge, accusation, arrest, or other particular matter, and

Interest- or agency or in which such department or agency has a direct and substantial

shall be subject to the penalties set forth in section 216 of this title.

(d) (1) Subsection (c) of this section shall apply to a peison employed-

(A) at a rate of pay specified in or fixed according to subchapter II of chapter 53 of title 5, United States Code or 
a comparable or greater rale of pay under other authority; ’

°k “in, ‘^°"’™“i°ncd officer of a uniformed service assigned to pay grade of 0-9 or above as
described in section 201 of title 37, United States Code; or

decision-making or supervisory responsibility, as designated under this 
conremf^^Vr Government Ethics, in consultation with the department or agency
^ ™v i. eo ? f ^ u “■! T (A) and (B) above, and for which the basic rate
of ^le 5 UnirU Prescribed by section 5332
Qv^l ScLe^fn™ A “‘Sblished within the Senior Executive Service puLant to the

^ P°s“'°"s of active duty commissioned officers of the uniformed ^ivices assigned
to pay 0-7 or 0-8, as desenbed in section 201 of title 37, United States Code, may be designated. As to persons !n 
positions designated under this subparagraph, the Director may limit the restrictions of suction (c) to ^rmit a
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former officer or employee, who served in a separate agency or bureau within a department or agency, to make 
appearances before or communications to persons in an unrelated agency or bureau, within the same department or 
agency, having separate and distinct subject matter jurisdiction, upon a determination by the Director that there exists 
no potential for use of undue influence or unfair advantage based on past government service. On an annual basis, 
the Director of the Office of Government Ethics shall review the designations and determinations made under this 
subparagraph and, in consultation with the department or agency concerned, make such additions and deletions as are 
necessary. Departments and agencies shall cooperate to the fullest extent with the Director of the Office of 
Government Ethics in the exercise of his responsibilities under this paragraph.

(2) The prohibition of subsection (c) shall not apply to appearances, communications, or representation by a former officer 
or employee, who is—

(A) an elected official of a State or local government, or

(B) whose principal occupation or employment is with (i) an agency or instrumentality of a State or local 
government, (ii) an accredited, degree-granting institution of higher education, as defined in section 1201(a) of the 
Higher Education Act of 196S, or (iii) a hospital or medical research organization, exempted and defined under 
section 501(c)(3) of the Internal Revenue Code of 1986, and the appearance, communication, or representation is on 
behalf of such government, institution, hospital, or organization.

(c) For the purposes of subsection (c), whenever the Director of the Office of Government Ethics determines that a separate 
slaiuiory agency or bureau within a department or agency exercises functions which are distinct and separate from the remaining 
functions of the department or agency, the Director shall by rule designate such agency or bureau as a separate department or 
agency, except that such designation shall not apply to former heads of designated bureaus or agencies, or former officers and 
employees of the department or agency whose official responsibilities included supervision of said agency or bureau.

(0 llic prohibitions of subsections (a), (b), and (c) shall not apply with respect to the making of communications solely for the 
purpose of furnishing scientific or technological information under procedures acceptable to the department or agency concerned, 
or if the head of the department or agency concerned with the panicular matter, in consultation with the Director of the Office 
of Government Ethics, makes a certification, published in the Federal Register, that the former officer or employee has 
outstanding qualifications in a scientific, technological, or other technical discipline, and is acting with respect to a particular 
matter which requires such qualifications, and that the national interest would be served by the participation of the former officer 
or employee.

(g) Whoever, being a partner of an officer or employee of the executive branch of the United States Government, of any 
independent agency of the United States, or of the District of Columbia, including a special Government employee, acts as agent 
or attorney for anyone other than the United States before any department, agency, court, court-martial, or any civil, military, or 
naval commission of the United States or the District of Columbia, or any officer or employee thereof, in connection with any 
judicial or other proceeding, application, request for a ruling or other determination, contract, claim, controversy, investigation, 
charge, accusation, arrest, or other particular matter in which the United States or the District of Columbia is a pany or has a 
direct and substantial interest and in which such officer or employee or special Government employee participates or has 
panicipaicd personally and substantially as an officer or employee through decision, approval, disapproval, recommendation, the 
rendering of advice, investigation, or otherwise, or which is the subject of his official responsibility, shall be fined not more than 
$5,000, or imprisoned for not more than one year, or both.

(h) Nothing in this section shall prevent a former officer or employee from giving testimony under oath, or from making 
statements required to be made under penalty of petjury.

(i) The prohibition contained in subsection (c) shall not apply to appearances or communications by a former officer or employee 
concerning matters of a personal and individual nature, such as peisonal income taxes or pension benefits; nor shall the 
prohibition of that subsection prevent a former officer or emplojee from making or providing a statement, which is based on the 
former officer’s or employee's own special knowledge in the particular area that is the subject of the statement, provided that no 
compensation is thereby received, other than that regularly provided for by law or regulation for witnesses.

(j) If the head of the department or agency in which the former officer or employee served finds, after notice and opportunity 
for a hearing, that such former officer or employee violated subsection (a), (b), or (c) of this section, such department or agency 
head may prohibit that person from making, on behalf of any other person (except the United States), any informal or formal 
appearance before, or, with the intent to influence, any oral or written communication to, such department or agency on a 
pending matter of business for a period not to exceed five years, or may take other appropriate disciplinary action. Such 
disciplinary action shall be subject to review in an appropriate United States district court. No later than six months after the 
effective date of this Act, departments and agencies shall, in consultation with the Director of the Office of Government Ethics, 
establish procedures to carry out this subsection.

(k) [OMflTED; inapplicable to Executive Office of the President employees]

Attachment A - page 7



Post-Employment Restrictions
(18 U.S.C. 207)

Note: The follopnnf vcirinn of 18 U.&C < 207 applies to oflkeis and emotovecs departing the eiccutive and Iceidativc branches 
on or after January 1. 1991 (except that it takes effect at noon on January 3, 1991 for Members of Congress). It reflects the 
amendments made by the Ethics Reform Act of 1989 Pub. L. No. 101-194 (November 29, 1989) and the technical amendments 
made by Pub. L. No. 101-280 (May 4, 1990).

§ 207. Restrictnas oo former ofTioeiB, employees, and elected odicialE of the executive and legislative branches

(a) RECTRICnONS ON ALL OFFICERS AND EMPLOYEES OF THE EXECLTFIVE BRANCH AND CERTAIN OTHER 
AGENCIES. -

(1) PERMANENT RESTRICTIONS ON REPRESENTATION ON PARTICULAR MATTERS. - Any pcison who is an 
officer or employee (including any special Government employee) of the executive branch of the United States (including 
any independent agency of the United States), or of the District of Columbia, and who, after the termination of his or her 
service or employment with the United States or the District of Columbia, knowingly makes, with the intent to influence, 
any communication to or appearance before any officer or employee of any depanment, agency, court, or court-manial of 
the United States or the District of Columbia, on behalf of any other person (except the United States or the District of 
Columbia) in connection with a particular matter -

(A) in which the United States or the District of Columbia is a party or has a direct and substantial interest,

(B) in which the person participated personally and substantially as such officer or employee, and

(C) which involved a specific party or specific parties at the time of such participation, 

shall be punished as provided in section 216 of this title.

(2) TWO-YEAR RESTRICTIONS CONCERNING PARTICULAR MATTERS UNDER OFFICIAL RESPONSIBILITY.- 
Any person subject to the restrictions contained in paragraph (1) who, within 2 years after the termination of his or her 
service or employment with the United States or the District of Columbia, knowingly makes, with the intent to influence, 
any communication to. or appearance before any officer or employee of any department, agency, court, or coun-martial of 
the United States or the District of Columbia, on behalf of any other person (except the United States or the District of 
Columbia), in connection with a particular matter —

(A) in which the United States or the District of Columbia is a party or has a direct and substantial interest,

(B) which such person knows or reasonably should know was actually pending under his or her official 
responsibility as such officer or employee within a period of 1 year before the termination of his or her service 
or employment with the United States or the District of Columbia, and

(C) which involved a specific party or specific parties at the time it was so pending, 

shall be punished as provided in section 216 of this title.

(3) CLARIFICATION OF RESTRICTIONS. — The restrictions contained in paragraphs (1) and (2) shall apply -

(A) in the case of an officer or employee of the executive branch of the United States (including any 
independent agency), only with respect to communications to or appearances before any officer or employee of 
any department, agency, court, or court-martial of the United States on behalf of any other pereon (except the 
United States), and only with respect to a matter in which the United States is a party or has a direct and 
substantial interest; and

(B) in the case of an officer or employee of the District of Columbia, only with respect to communications to 
or appearances before any officer or employee of any department, agency, or court of the District of Columbia 
on behalf of any other person (except the District of Columbia), and only with respect to a matter in which 
the District of Columbia is a party or has a direct and substantial interest.

(b) ONE-YEAR RESTRICTIONS ON AIDING OR ADVISING. -

(1) IN GENERAL — Any person who is a former officer or employee of the executive branch of the United States 
(inciuding any independent agency) and is subject to the restrictions contained in subsection (a)(1), or any person who is a 
former officer or employee of the legislative branch or a former Member of Congress, who personally and substantially 
jMrticipated in any ongoing trade or treaty negotiation on behalf of the United States within the 1-ycar period preceding 
the date on which his or her service or employment with the United States terminated, and who had access to information 
ronceming such trade or treaty negotiation which is exempt from disclosure under section 552 of title 5, which is so 
designated by the appropnate department or agency, and which the person knew or should have known was so designated, 
shall not, on the basis of that information, knowingly represent, aid, or advise any other person (except the United States) 
concerning such ongoing trade or treaty negotiation for a period of 1 year after his or her service or employment with the 
United States terminates. Any person who violates this subsection shall be punished as provided in section 216 of this title.

(2) DEFINITION. - For purposes of this paragraph -
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(A) the term "trade negotiation" means negotiations which the President determines to undertake to enter into 
a trade agreement pursuant to section 1102 of the Omnibus Trade and Competitiveness Act of 1988, and docs 
not include any action taken before that determination is made; and

(B) the term "treaty" means an international agreement made by the President that requires the advice and 
consent of the Senate.

(c) ONE-YEAR RESTRICTIONS ON CERTAIN SENIOR PERSONNEL OF THE EXECLTFIVE BRANCH AND 
INDEPENDENT AGENCIES. -

(1) RESTRICTIONS. — In addition to the restrictions set forth in subsections (a) and (b), any person who is an officer or 
employee (including any special Government employee) of the executive branch of the United States (including an 
independent agency), who is referred to in paragraph (2), and who, within 1 year after the termination of his or her service 
or employment as such officer or employee, knowingly makes, with the intent to influence, any communication to or 
appearance before any officer or employee of the department or agency in which such person served within 1 year before 
such termination, on behalf of any other person (except the United States), in connection with any matter on which such 
person seeks official aaion by any officer or employee of such department or agency, shall be punished as provided in 
section 216 of this title.

(2) PERSONS TO WHOM RESTRICTIONS APPLY. — (A) Paragraph (1) shall apply to a person (other than a person 
subject to the restrictions of subsection (d))—

(i) employed at a rate of pay specified in or fixed according to subchapter II of chapter 53 of title 5,

(ii) employed in a position which is not referred to in clause (i) and for which the rate of basic 
pay is equal to or greater than the rate of basic pay payable for GS-17 of the General Schedule,

(iii) appointed by the President to a position under section 105(a)(2)(B) of title 3 or by the Vice 
President to a position under section 106(a)(1)(B) of title 3, or

(iv) employed in a position which is held by an active duty commissioned officer of the uniformed 
services who is serving in a grade or rank for which the pay grade (as specified in section 201 of 
title 37) is pay grade 0-7 or above.

(B) Paragraph (1) shall not apply to a special Government employee who serves less than 60 days in the 1-year 
period before his or her service or employment as such employee terminates.

(C) At the request of department or agency, the Director of the Office of Government Ethics may waive the 
restrictions contained in paragraph (1) with respect to any position, or category of positions, referred to in 
clause (ii) Or (iv) of subparagraph (A), in such department or agency if the Director determines that -

(i) the imposition of the restrictions with respect to such position or positions would create an 
undue hardship on the department or agency in obtaining qualified personnel to fill such position 
or positions, and

(ii) granting the waiver would not create the potential for use of undue influence or unfair 
advantage.

(d) RESTRICTIONS ON VERY SENIOR PERSONNEL OF THE EXECUTIVE BRANCH AND INDEPENDENT 
AGENCIES.-

(1) RESTRICTIONS.- In addition to the restrictions set forth in subsections (a) and (b), any person who -

(A) serves in the position of Vice President of the United States,

(B) is employed in a position in the executive branch of the United States (including any independent agency) 
at a rate of pay payable for level I of the Executive Schedule or employed in a position in the Executive Office 
of the President at a rate of pay payable for level II of the Executive Schedule, or

(C) is appointed by the President to a position under section 105(a)(2)(A) of title 3 or by the Vice President 
to a position under section 106(a)(1)(A) of title 3,

and, who, within 1 year after the termination of that person's service in that position, knowingly makes, with the intent to 
inOuence, any communication to or appearance before any person described in paragraph (2), on behalf of any other 
person (except the United States), in connection with any matter on which such person seeks official action by any officer 
or employee of the executive branch of the United States, shall be punished as provided in section 216 of this title.

(2) PERSONS WHO MAY NOT BE CONTACTED. — The persons referred to in paragraph (1) with respect to 
appearances or communications by a person in a position described in subparagraph (A), (B), or (C) of paragraph (1) are-

(A) any officer or employee of any department or agency in which such person served in such position within a 
penod of 1 year before such person's service or employment with the United States Government terminated, 
and

(B) any person appointed to a position in the executive branch which is listed in section 5312, 5313, 5314, 5315,
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or 5316 of title 5.

(e) RESTRICTIONS ON MEMBERS OF CONGRESS AND OFFICERS AND EMPLOYEES OF THE LEGISLATIVE 
BRANCH. -

[OMITTED; inapplicable to Executive branch.]

(0 RESTRICTIONS RELATING TO FOREIGN ENTITIES. -

(1) RESTRICTIONS. - Any penon who is subject to the restrictions contained in subsection (c), (d), or (e) and who 
knowingly, within 1 year after leaving the position, office, or employment referred to in such subsection -

(A) represents a foreign entity before any officer or employee of any department or agency of the United States with 
the intent to influence a decision of such officer or employee in carrying out his or her official duties, or

(B) aids or advises a foreign entity with the intent to influence a decision of any officer or employee of any 
department or agency of the United States, in carrying out his or her official duties,

shall be punished as provided in section 216 of this title.

(2) DEFINITION. - For purposes of this subsection, the term ’foreign entity" means the government of a foreign country 
as defined in section 1(e) of the Foreign Agents Registration Act of 1938, as amended, or a foreign political party as 
defined in section 1(f) of that Act.

(g) SPECIAL RULES FOR DETAILEES. - For purposes of this section, a person who is detailed from one department, agency, 
or other entity to another department, agency, or other entity shall, during the period such person is detailed, be deemed to be 
an officer or employee of both departments, agencies, or such entities.

(h) DF^IGNATIONS OF SEPARATE STATUTORY AGENCIES AND BUREAUS. -

(1) DESIGNATIONS. - For purposes of subsection (c) and except as provided in paragraph (2), whenever the Director of 
the Office of Government Ethics determines that an agency or bureau within a department or agency in the executive 
branch exercises functions which are distinct and separate from the remaining functions of the department or agency and 
that there exists no potential for use of undue influence or unfair advantage based on past Government service, the 
Director shall by rule designate such agency or bureau as a separate department or agency. On an annual basis the 
Director of the Office of Government Ethics shall review the designations and determinations made under this 
subparagraph and, in consultation with the department or agency concerned, make such additions and deletions as are 
necessary. Departments and agencies shall cooperate to the fullest extent with the Director of the Office of Government 
Ethics in the exercise of his or her responsibilities under this paragraph.

(2) INAPPLICABILITY OF DESIGNATIONS. - No agency or bureau within the Executive Office of the President may be 
designated under paragraph (1) as a separate department or agency. No designation under paragraph (1) shall apply to 
persons referred to in subsection (c)(2)(A)(i) or (iii).

(i) DEFINmONS. - For purposes of this section -

(1) the term "officer or employee", when used to describe the person to whom a communication is made or before whom 
an appearance is made, with the intent to influence, shall include -

(A) in subsections (a), (c), and (d), the President and the Vice President; and

(B) in subsection (0 the President, the Vice President and Membere of Congress;

(2) the term "participated" means an action taken as an officer or employee through decision, apprxjval, disapproval, 
recommendation, the rendering of advice, investigation, or other such action; and

(3) the term "particular matter’ includes any investigation, application, request for a ruling or determination, rulemaking, 
contract, controversy, claim, charge, accusation, arrest, or judicial or other proceeding.

0) EXCEPTIONS. -

(1) OinCIAL GOVERNMENT DUTIES. - The restrictions contained in this section shall not apply to acts done in 
carrying out official duties on behalf of the United States or the District of Columbia or as an elected official of a State or 
local government.

(2) STATE AND LOCAL GOVERNMENTS AND INSTITUnONS, HOSPITALS, AND ORGANIZATIONS - The 
restnctions contained in subsections (c), (d), and (e) shall not apply to acts done in carrying out official duties as an 
employee of -

(A) an agency or instrumentality of a State or local government if the appearance, communication, or 
representation is on behalf of such government, or

(B) an accredited, degree-granting institution of higher education, as defined in section 1201(a) of the 
Higher Education Act of 1965, or a hospital or medical research organization, exempted and defined 
under section 501(c)(3) of the Internal Revenue Code of 1986, if the appearance, communication, or
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representation is on behalf of such institution, hospital, or organization.

(3) INTERNATIONAL ORGANIZATIONS. - The restrictions contained in this section shall not apply to an appearance 
or communication on behalf of, or advice or aid to, an international organization in which the United States participates, if 
the Secretary of State ceniHes in advance that such activity is in the interests of the United States.

(4) SPECIAL KNOWLEDGE. - The restrictions contained in subsections (c), (d), and (e) shall not prevent an individual 
from making or providing a statement, which is based on the individual’s own special knowledge in the particular area that 
is the subject of the statement, if no compensation is thereby received.

(5) EXCEPTION FOR SOENTIFIC OR TECHNOLOGICAL INFORMATION. - The restrictions contained in subsection 
(a), (c), and (d) shall not apply with respect to the making of communications solely for the purpose of furnishing scientific 
or technological information, if such communications are made under procedures acceptable to the department or agency 
concerned or if the head of the department or agency concerned with the particular matter, in consultation with the 
Director of the Office of Government Ethics, makes a certification, published in the Federal Register, that the former 
officer or employee has outstanding qualifications in a scientific, technological, or other technical discipline, and is acting 
with respect to a particular matter which requires such qualifications, and that the national interest would be served by the 
participation of the former officer or employee. For the purposes of this paragraph, the term "officer or employee’ 
includes the Vice President.

(6) EXCEPTION FOR TESTIMONY. - Nothing in this section shall prevent an individual from giving testimony 
under oath, or from making statements required to be made under penalty of perjury. Notwithstanding the preceding 
sentence -

(A) a former officer or employee of the executive branch of the United Stales (including any independent 
agency) who is subject to the restrictions contained in subsection (a)(1) with respect to a particular matter may 
not. except pursuant to court order, serve as an expert witness for any other person (except the United States) 
in that matter; and

(B) a former officer or employee of the District of Columbia who is subject to the restrictions contained in 
subsection (a)(1) with respect to a .particular matter may not, except pursuant to court order, serve as an 
expert witness for any other person (except the District of Columbia) in that matter.

I'hc following will be codified in 18 U.S.C S 207 as a note:

(a) IN GENERAL. -

(1) Subject to paragraph (2) and to subsection (b), the amendments made by section 101 take effect on January 1, 1991.

(2) Subject to subsection (b), the amendments made by section 101 take effect at noon on January 3, 1991, with respect to 
Members of Congress (within the meaning of section 207 of title 18, United Slates Code).

(b) EFFECT ON EMPLOYMENT. -

(1) The amendments made by section 101 apply only to persons whose service as a Member of Congress, the Vice 
President, or an officer or employee to which such amendments apply terminates on or after the effective date of such 
amendments.

(2) With respect to service as an officer or employee which terminates before the effective date set forth in subsection (a), 
section 207 of title 18, United States Code, as in effect at the time of the termination of such service, shall continue to 
apply, on and after such effective date, with respect to such service.
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Deflnitions
(18 U.S.C 202)

S 202. Dcriniboos

(a) For the purpose of sections 203, 205, 207, 208, and 209 of this title the term 'special Government employee' shall mean an 
officer or employee of the executive or legislative branch of the United Sutes Government, of any independent agency of the 
United States or of the District of Columbia, who is retained, designated, a{^inted, or employed to perform, with or without 
compensation, for not to exceed one hundred and thirty days during any period of three hundred and sixty-five consecutive days, 
temporary duties either on a full-time or intermittent basis, a part-time United States commissioner, a part-time United States 
magistrate, or, regardless of the number of days of appointment, an independent counsel appointed under chapter 40 of title 28 
and any person appointed by that independent counsel under section 594(c) of title 28. Notwithstanding the next preceding 
sentence, every person serving as a part-time local representative of a Member of Congress in the Member's home district or 
State shall be classifted as a special Government employee. Notwithstanding section 29(c) and (d) of the Act of August 10, 1956 
(70A Stat. 632; 5 U.S.C. 30r(c) artd (d)), a Reserve officer of the Armed Forces, or an officer of the National Guard of the 
United States, unless otherwise an officer or employee of the United States, shall be classified as a special Government employee 
while on active duty solely for training. A Reserve officer of the Armed Forces or an officer of the National Guard of the 
United States who is voluntarily serving a period of extended active duty in excess of one hundred and thirty days shall be 
classified as an officer of the United States within the meaning of section 203 and sections 205 through 209 and 218. A Reserve 
officer of the Armed Forces or an officer of the National Guard of the United States who is serving involuntarily shall be 
classified as a special Government employee. The terms 'officer or employee' and 'special Government employee' as used in 
sections 203, 205, 207 through 209, and 218 shall not include enlisted members of the Armed Forces.

(b) For the purposes of sections 205 and 207 of this title, the term 'official responsibility' means the direct administrative or 
operating authority, whether intermediate or final, and either exercisable alone or with others, and either personally or through 
subordinates, to approve, disapprove, or otherwise direct Government action.

(c) Except as otherwise provided in such sections, the terms 'officer' and 'employee' in sections 203, 205, 207 through 209, and 
218 of this title shall not include the President, the Vice President, a Member of Congress, or a Federal judge.

(d) (OMflTED; definition of 'member of Congress']
(c) (OMrmZD; definitions of 'executive branch,' 'judicial branch,' and 'legislative branch']

Penalties
(18 U.S.C. 216)

§ 216. Penalties and injunctions.

(a) The punishment for an offense under section 203, 204, 205, 207, 208, or 209 of this title is the following:

(1) Whoever engages in the conduct constituting the offense shall be imprisoned for not more than one year or fined in 
the amount set forth in this title, or both.

(2) Whoever willfully engages in the conduct constituting the offense shall be imprisoned for not more than five years or 
fined in the amount set forth in this title, or both.

(b) The Attorney General may bring a civil action in the appropriate United States district court against any person who engages 
in conduct constituting an offense under section 203, 204, 205, 207, 208, or 209 of this title and, upon proof of such conduct by a 
preponderance of the evidence, such person shall be subject to a civil penalty of not more than $50,000 for each violation or the 
amount of compensation which the person received or offered for the prohibited conduct, whichever amount is greater. The 
imposition of a civil penalty under this subsection does not preclude any other criminal or civil statutory, common law, or 
administrative remedy, which is available by law to the United States or any other person.

(c) If the Attorney General has reason to believe that a person is engaging in conduct constituting an offense under section 203, 
204, 205, 207, 208, or 209 of this title, the Attorney General may petition an appropriate United States district court for an order 
prohibiting that person from engaging in such conduct. The court may issue an order prohibiting that person from engaging in 
such conduct if the court finds that the conduct constitutes such an offense. The filing of a petition under this section does not 
preclude any other remedy which is available by law to the United States or any other person.
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ATTACHMENT B

Executive Order 12674, as amended

Principles of Ethical Conduct 
for Government Officers and Employees

By virtue of the authority vested in me as President by the Constitution and laws of the United 
States of America, and in order to establish fair and exacting standards of ethical conduct for all 
executive branch employees, it is hereby ordered as follows:

PART I - PRINCIPLES OF ETHICAL CONDUCT

Section 101. Principles of Ethical Conduct. To ensure that every citizen can have complete 
confidence in the integrity of the Federal Government, each Federal employee shall respect and 
adhere to the fundamental principles of ethical service as implemented in regulations 
promulgated under sections 201 and 301 of this order:

(a) Public service is a public trust, requiring employees to place loyalty to the 
Constitution, the laws, and ethical principles above private gain.

(b) Employees shall not hold financial interests that conflict with the conscientious 
performance of duty.

(c) Employees shall not engage in financial transactions using nonpublic 
Government information or allow the improper use of such information to further any private 
interest.

(d) An employee shall not, except pursuant to such reasonable exceptions as are 
provided by regulation, solicit or accept any gift or other item of monetary value from any 
person or entity seeking official action from, doing business with, or conducting activities 
regulated by the employee's agency, or whose interests may be substantially affected by the 
performance or nonperformance of the employee's duties.

(e) Employees shall put forth honest effort in the performance of their duties.

(f) Employees shall make no unauthorized commitments or promises of any kind 
purporting to bind the Government.

Employees shall not use public office for private gain.

(h) Employees shall act impartially and not give preferential treatment to any 
private organization or individual.

(i) Employees shall protect and conserve Federal property and shall not use it for 
other than authorized activities.

(j) Employees shall not engage in outside employment or activities, including 
seeking or negotiating for employment, that conflict with official Government duties and 
responsibilities.
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(k)
authorities.

Employees shall disclose waste, fraud, abuse, and corruption to appropriate

(l) Employees shall satisfy in good faith their obligations as citizens, including all 
just financial obligations, especially those such as Federal, State, or local taxes that are imposed 
by law.

(m) Employees shall adhere to all laws and regulations that provide equal 
opportunity for all Americans regardless of race, color, religion, sex, national origin, age, or 
handicap.

(n) Employees shall endeavor to avoid any actions creating the appearance that 
they are violating the law or the ethical standards promulgated pursuant to this order.

Section 102. Limitations on Outside Earned Income.

(a) No employee who is appointed by the President to a full-time noncareer 
position in the executive branch, including all full-time employees in the White House Office 
and the Office of Policy Development, shall receive any earned income for any outside 
employment or activity performed during that Presidential appointment.

(b) The prohibition set forth in subsection (a) shall not apply to any full-time 
noncareer employees employed pursuant to 3 U.S.C. 105 and 3 U.S.C. 107 (a) at salaries below 
the minimum rate of basic pay then paid for GS-9 of the General Schedule. Any outside 
employment must comply with relevant agency standards of conduct, including any 
requirements for approval of outside employment.

PART II - OFFICE OF GOVERNMENT ETHICS AUTHORITY

Section 201. The Office of Government Ethics. The Office of Government Ethics shall be 
responsible for administering this order by:

(a) Promulgating, in consultation with the Attorney General and the Office of 
Personnel Management, regulations that establish a single, comprehensive, and clear set of 
executive-branch standards of conduct that shall be objective, reasonable, and enforceable.

(b) Developing, disseminating, and periodically updating an ethics reference 
manual for employees of the executive branch describing the applicable statutes, rules, 
decisions, and policies.

(c) Promulgating, with the concurrence of the Attorney General, regulations 
interpre?ting the provisions of the general conflict-of-interest statute, section 208 of title 18, 
United States Code, and the statute prohibiting supplementation of salaries, section 209 of title 
18, United States Code.

(d) Promulgating, in consultation with the Attorney General and the Office of 
Personnel Management, regulations establishing a system of nonpublic (confidential) financial 
disclosure by executive branch employees to complement the system of public disclosure under 
the Ethics in Government Act of 1978. Such regulations shall include criteria to guide agencies 
in determining which employees shall submit these reports.
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(e) Ensuring that any implementing regulations issued by agencies under this order 
are consistent with and promulgated in accordance with this order.

Section 202. Executive Office of the President. In that the agencies within the Executive Oftice 
of the President (EOP) currently exercise functions that are not distinct and separate from each 
other within the meaning and for the purposes of Section 207(e) of title 18, United States Code, 
those agencies shall be treated as one agency under section 207(c) of title 18, United States 
Code.

PART III - AGENCY RESPONSIBILITIES

Section 301. Agency Responsibilities. Each agency head is directed to:

(a) Supplement, as necessary and appropriate, the comprehensive executive 
branch-wide regulations of the Office of Government Ethics, with regulations of special 
applicability to the particular functions and activities of the agency. Any supplementary 
regulations shall be prepared as addenda to the branch-wide regulations and promulgated with 
the concurrence of the Office of Government Ethics.

(b) Ensure the review by all employees of this order and regulations promulgated 
pursuant to the order.

(c) Coordinate with the Office of Government Ethics in developing annual agency 
ethics training plans. Such training shall include mandatory annual briefings on ethics and 
standards of conduct for all employees appointed by the President, all employees in the 
Executive Office of the President, all officials required to file public or nonpublic financial 
disclosure reports, all employees who are contracting officers and procurement officials, and 
any other employees designated by the agency head.

(d) Where practicable, consult formally or informally with the Office of 
Government Ethics prior to granting any exemption under section 208 of title 18, United States 
Code, and provide the Director of the Office of Government Ethics a copy of any exemption 
granted.

(e) Ensure that the rank, responsibilities, authority, staffing, and resources of the 
Designated Agency Ethics Official are sufficient to ensure the effectiveness of the agency ethics 
program. Support should include the provision of a separate budget line item for ethics 
activities, where practicable.

PART IV - DELEGATIONS OF AUTHORITY

Section 401. Delegations in Agency Heads. Except as provided in section 402 and except in the 
case of the head of an agency, the authority of the President under section 208(b) of title 18, 
United States Code, to grant exemptions to individuals is delegated to the head of the agency in 
which an individual requiring an exemption is employed or to which the individual is attached 
for purposes of administration.
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Section 402. Delegations to the Counsel to the President.

(a) Except as provided in section 401, the authority of the President under section 
203 (d), 205 (e), and 208 (b) of title 18, United States Code, to grant exemptions or approvals for 
Presidential appointees to committees, commissions, boards, or similar groups established by 
the President is delegated to the Counsel to the President.

(b) The authority of the President under sections 203 (d), 205 (e), and 208 (b) of 
title 18, United States Code, to grant exemptions or approvals for individuals appointed pursuant 
to 3 U.S.C. 105 and 3 U.S.C. 107 (a), is delegated to the Counsel to the President.

Section 403. Delegations Regarding Civil Services. The Office of Personnel Management and 
the Office of Government Ethics, as appropriate, are delegated the authority vested in the 
President by 5 U.S.C. 7301 to establish general regulations for the implementation of this 
Executive order.

PART V- GENERAL PROVISIONS

Section 501. Revocations. The following Executive Orders are hereby revoked:

(a) Executive Order No. 11222 of May 8, 1965.

(b) Executive Order No. 12565 of September 25, 1986.

Section 502. Savings Provision.

(a) All actions already taken by the President or by his delegates concerning 
matters affected by this order and in force when this order is issued, including any regulations 
issued under Executive Order 11222, Executive Order 12565 or statutory authority, shall, except 
as they are irreconcilable with the provisions of this order or terminate by operation of law or by 
Presidential action, remain in effect until properly amended, modified, or revoked pursuant to 
the authority conferred by this order or any regulations promulgated under this order. 
Notwithstanding anything in section 102 of this order, employees may carry out preexisting 
contractual obligations entered into before the date of this order.

(b) Financial reports filed in confidence (pursuant to the authority of Executive 
Order No. 11222, 5 C.F.R. Part 735, and individual agency regulations) shall continue to be held 
in confidence.

Section 503. Definitions. For purposes of this order, the term:

(a) Contracting officers and procurement officials means all such officers and 
officials as defined in the Office of Federal Procurement Policy Act Amendments of 1988.

(b) Employee means any officer or employee of an agency, including a special 
Government employee.

Attachment B - page 4



(c) Agency means any executive agency as defined in 5 U.S.C. 105, including any 
executive department as defined in 5 U.S.C. 101, Government corporation as defined in 5 
U.S.C. 103, or an independent establishment in the executive branch as defined in 5 U.S.C. 104 
(other than the General Accounting Office), and the United States Postal Service and Postal Rate 
Commission.

(d) Head of agency means, in the case of an agency headed by more than one 
person, the chair or comparable member of such agency.

(e) Special Government employee means a special Government employee as 
defined in 18 U.S.C. 202(a).

Section 504. Judicial Review. This order is intended only to improve the internal management 
of the executive branch and is not intended to create any right or benefit, substantive or 
procedural, enforceable at law by a party against the United States, its agencies, its officers, or 
any person.

GEORGE BUSH

The White House
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ATTACHMENT C

Part
TOO
101
102

Standards of Conduct for the 
Executive Office of the President 

Chapter I

Standards of condua.
Public information provisions of the Administrative Procedures Act.
Enforcement of nondiscrimination on the basis of handicap in programs or activities 
conducted by the Executive Office of the President.

Sec.
100.735- 1
100.735- 2
100.735- 3
100.735- 4
100.735- 5
100.735- 6
100.735- 7
100.735- 8
100.735- 9
100.735- 10
100.735- 11
100.735- 12
100.735- 13
100.735- 14
100.735- 15
100.735- 16
100.735- 17
100.735- 18
100.735- 19
100.735- 20
100.735- 21
100.735- 22
100.735- 23
100.735- 24
100.735- 25

100.735- 26
100.735- 27

Part 100 - STANDARDS OF CONDUCT 

Subpart A—General Standards

Purpose and scope.
Definitions.
Special Government employees.
General standards of condua.
Responsibilities of employees.
Interpretation and advisory service; counseling.
Disciplinary aaion.
Conflicts of interest.
Disqualification because of private financial interests.
Additional prohibitions—regular employees.
Additional prohibitions—special Government employees.
Exemptions and exceptions from prohibitions of conflia of interest statutes. 
Salary of employee payable only by United States.
Gifts, entertainment, and favors.
Outside employment and other aaivity 
Financial interests.
Use Of Government property.
Misuse of information.
Indebtedness.
Gambling, betting, and lotteries.
General condua prejudicial to the Government.
Miscellaneous statutory provisions.
Condua and responsibilities of special Government employees.
Reporting of employment and financial interests—regular employees.
Reporting of employment and financial interests—special Government 
employees.
Reviewing statements of financial interest.
Supplemental regulations or instruaions.

100.735- 31
100.735- 32

Subpart B Special Procedures; Counsel to the President

Members of part-time committees boards and commissions.
Special delegation of authority to the Counsel to the President.

Authority: The provisions of this Part 100 issued under Executive Order 11222 of May 8 
1965, 30 FR 6469, 3 CFR, 1965 Supp.; 5 CFR 735.104.

Source: The provisions of this Part 100 appear at 33 FR 3608, Feb. 29, 1968, unless 
otherwise noted.
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Subpart A - General Standards 

§ 100.735-1 Purpose and scope.

(a) The maintenance of the highest standards of honesty, integrity, impartiality, and conduct 
by regular employees and special Government employees is essential to assure the proper 
performance of Government business and the maintenance of confidence by citizens in their 
Government. The avoidance of miscondua and conflicts of interest on the part of regular 
employees and special Government employees through informed judgment is indispensable to 
the maintenance of these standards.

(b) This part is intended to foster the foregoing concepts. It is issued in compliance with the 
requirements of Executive Order No. 11222 of May 8,1965, and is based upon the provisions of 
that order, the regulations of the Civil Service Commission issued thereunder (Part 735 of 5 CFR 
Ch. 1), and the statutes cited elsewhere in this part.

(c) This part, among other things reflects prohibitions and requirements imposed by the 
criminal and civil laws of the United States. However, the paraphrased restatements of criminal 
and civil statutes contained in this part are designed for informational purposes only and in no 
way constitute an interpretation or construction thereof that is binding upon the Federal 
Government. Moreover, this part does not purport to paraphrase or enumerate all restriaions or 
requirements imposed by statutes. Executive Orders, regulations or otherwise upon Federal 
employees and former Federal employees. The omission of a reference to any such restriction or 
requirement in no way alters the legal effea of that restriaion or requirement and any such 
restriaion or requirement, as the case may be, continues to be applicable to employees and 
former employees in accordance with its own terms. Furthermore, attorneys employed by an 
agency are subject to the canons of professional ethics of the American Bar Association.

§ 100.736-2 Definitions.

In this subpart:
(a) 'Agency* means the following agencies in the Executive Office of the President: The 

White House Office, the Council of Economic Advisers, the National Security Council, the 
National Aeronautics and Space Council, the Office of Science and Technology, and the Office 
of the Special Representative for Trade Negotiations, and any committee, board, commission, or 
similar group established in the Executive Office of the President.

(b) 'Agency head* means the President for the White House Office, the Chairman of the 
Council of Economic Advisers for the Council of Economic Advisers, the Executive Secretary of 
the National Security Council for the National Security Council, the Executive Secretary of the 
National Aeronautics and Space Council for the National Aeronautics and Space Council, the 
Director of the Office of Science and Technology for the Office of Science and Technology, and 
the Special Representative for Trade Negotiations for the Office of the Special Representative for 
Trade Negotiations, and the Chairman or comparable member of any committee, board, 
commission, or similar group established by the President.

(c) 'Employee* or 'regular employee* means an officer or employee of an agency but does 
not include a special Government employee.

(d) 'Special Government employee* means an officer or employee of an agency who is 
retained, designated, appointed, or employed to perform, with or without compensation, for not 
to exceed 130 days during any period of 365 consecutive days, temporary duties, either on a 
full-time or intermittent basis.

(e) The term 'person* means an individual, a corporation, a company, an association, a firm, 
a partnership, a society, a joint stock company, or any other organization or institution.
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§ 100.735-3 Special Government employees.

Except where specifically provided otherwise, or where limited in terms or by the context to 
regular employees, all provisions of this subpart relating to employees are applicable also to 
special Government employees.

§ 100.735-4 General standards of conduct.

(a) All employees shall condua themselves on the job in such a manner that the work of 
their agency is efficiently accomplished and courtesy, consideration, and promptness are 
observed in dealings with the Congress, the public, and other governmental agencies.

(b) All employees shall conduct themselves off the job in such a manner as not to reflect 
adversely upon their agency or the Federal service.

(c) In all circumstances employees shall condua themselves so as to exemplify the highest 
standards of integrity. An employee shall avoid any action, whether or not specifically 
prohibited by this subpart, which might result in, or create the appearance of:

(1) Using public office for private gain;
(2) Giving preferential treatment to any person;
(3) Impeding Government efficiency or economy;
(4) Losing complete independence or impartiality;
(5) Making a Government decision outside official channels; or
(6) Affeaing adversely the confidence of the public in the integrity of the Government.

§ 100.735-5 Responsibilities of employee.

(a) The Executive Clerk for the White House Office and the Counselor for each other agency 
shall distribute copies of this subpart to each employee and special Government employee 
within 30 days after the effective date thereof. In the case of a new employee or special 
Government employee entering on duty after the date of such distribution, a copy shall be 
furnished at the time of his entrance on duty. All employees and special Government employees 
shall familiarize themselves with the contents of this subpart.

(b) Copies of Executive Order 11222, regulations, and statutes referred to in § 100.735-1, 
together with various explanatory materials are available for inspeaion in the Office of the 
Executive Clerk for the White House Office and the Counselor for each other agency at any time 
during regular business hours. Employees are encouraged to consult these basic materials in any 
case of doubt as to the proper application or interpretation of the provisions of this subpart.

(c) Attention of all employees is directed to House Concurrent Resolution 175, 85th 
Congress, 2d session, 72 Stat. B12, the "Code of Ethics for Government Service", which is 
attached to this subpart as Appendix A.

§ 100.735-6 Interpretation and advisory service; counseling.

(a) The agency head shall appoint a Counselor for the agency who shall serve also as the 
agency's designee to the Civil Service Commission on matters covered by this part. 
Communications between the Counselor and employee shall be confidential, except as 
otherwise determined by the agency head.

(b) The Counselor for the agency shall notify all employees and special Government 
employees of the availability of counseling services, and of how and where such services are 
available. Such notification shall be made within 90 days after the effeaive date of this subpart 
and periodically thereafter. In the case of a new employee or special Government employee 
appointed after the date of such notification, notification shall be given at the time of his 
entrance on duty.
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§ 100.735-7 Disciplinary action.

(a) A violation of any provision of this subpart by an employee may be cause for appropriate 
disciplinary aaion which may be in addition to any penalties prescribed by law. (As to remedial 
action in cases where an employee's financial interests result in a conflict or apparent conflia of 
interest, see § 100.732-26.)

(b) Any disciplinary or remedial action taken pursuant to this subpart shall be effected in 
accordance with any applicable laws. Executive orders, and regulations.

§ 100.735-8 Conflicts of interest.

(a) A conflia of interest may exist whenever an employee has a substantial personal or 
private interest in a matter which involves his duties and responsibilities as an employee. The 
maintenance of public confidence in Government clearly demands that an employee take no 
aaion which would constitute the use of his official position to advance his personal or private 
interest. It is equally important that each employee avoid becoming involved in situations which 
present the possibility, or even the appearance, that his official position might be used to his 
private advantage.

(b) Neither the pertinent statutes nor the standards of condua prescribed in this subpart are 
to be regarded as entirely comprehensive. Each employee must, in each instance involving a 
personal or private interest in a matter which also involves his duties and responsibilities as an 
employee, make certain that his aaions do not have the effea or the appearance of the use of 
his official position for the furtherance of his own interests or those of his family or his business 
associates.

(c) The principal statutory provisions relating to bribery, graft, and conflias of interest are 
contained in Chapter 11 of the Criminal Code, 18 U.S.C. 201-224. Severe penalties are provided 
for violations, including variously fine, imprisonment, dismissal from office, and disqualification 
from holding any office of honor, trust, or profit under the United States.

§ 100.735-9 Disqualification because of private financial interests.

(a) Unless authorized to do so as provided hereafter in this seaion, no employee shall 
participate personally and substantially as a Government employee in a particular matter in 
which to his knowledge he has a financial interest (18 U.S.C. 208).

(1) For the purposes of this seaion—
(i) An employee participates personally and substantially in a particular matter through 

decision, approval, disapproval, recommendation, the rendering of advice, investigation, or 
otherwise;

(ii) A particular matter is a judicial or other proceeding, application, request for ruling or 
other determination, contraa, claim, controversy, charge, accusation, arrest, or other particular 
matter; and

(iii) A financial interest is the interest of the employee himself or his spouse, minor child, 
partner, organization in which he is serving as officer, direaor, trustee, partner, or employee, or 
any person or organization with whom he is negotiating or has any arrangement concerning 
prospeaive employment.

(b) An employee who has a financial interest (other than a financial interest exempted under 
paragraph (c) of this seaion) in a particular matter which is within the scope of his official duties 
shall make a full disclosure of that interest to the Counselor for the agency in writing. He shall 
not participate in such matter unless and until he receives a written determination by the agency 
head pursuant to section 208 of Title 18, United States Code, that the interest is not so 
substantial as to be deemed likely to affea the integrity of the services which the Government 
may expea of him. If the agency head does not make such a determination he shall direa such 
remedial aaion as may be appropriate under the provisions of § 100.735-26.
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(c) The financial interests described in this paragraph are hereby exempted pursuant to the 
provisions of seaion 208 of Title 18, United States Code, from the restriaions of paragraph (a) of 
this section and of section 208 of Title 18 as being too remote or inconsequential to affea the 
integrity of an employee's services in a matter.

(1) Stocks, bonds, policies, properties, or interests in a mutual fund, investment company, 
trust, bank, or insurance company,as to which the employee has no managerial control or 
directorship. In the case of a mutual fund or investment company, this exemption applies only 
where the assets of the fund or company are diversified; it does not apply where the fund or 
company advertises that it specializes in a particular industry or commodity.

(2) Interest in an investment club; Provided, That the fair value of the interest involved does 
not exceed $5,000, and that the interest does not exceed one-fourth of the total assets of the 
investment club.

§ 100.735-10 Additional prohibitions - regular employees.

(a) In addition to the disqualification described in § 100.735-9, a regular employee is 
subject to the following major prohibitions.

(1) He may not, except in the discharge of his official duties, represent anyone else before a 
court or Government agency in a matter in which the United States is a party or has an interest. 
This prohibition applies both to paid and unpaid representation of another (18 U.S.C. 203 and 
205).

(2) He may not, after his Government employment has ended, represent anyone other than 
the United States in connection with a matter in which the United States is a party or has an 
interest and in which he participated personally and substantially for the Government (18 U.S.C. 
207 (a)).

(3) He may not, for 1 year after his Government employment has ended, represent anyone 
other than the United States in connection with a matter in which the United States is a party or 
has an interest and which was within the boundaries of his official responsibility during the last 
year of his Government service (18 U.S.C. 207 (b)). (This temporary restraint is permanent if the 
matter is one in which he participated personally and substantially. See subparagraph (2) of this 
paragraph.)

(4) He may not receive any salary, or supplementation of his Government salary, from a 
private source as compensation for his services to the Government (18 U.S.C. 209). (See 
§100.735-13.)

(b) Exemptions or exceptions from the prohibitions described in paragraph (a) of this seaion 
are permitted under certain circumstances. For the method of obtaining such exemptions or 
exceptions, see paragraph (d) of § 100.735-12.

§ 100.735-11 Additional prohibition - special Government employees.

(a) In addition to the disqualification described in § 100.735-9, a special Government 
employee is subjea to the following major prohibitions.

(1) He may not, except in the discharge of his official duties—
(1) Represent anyone else before a court or Government agency in a matter in which the 

United States is a party or has an interest and in which he has at any time participated 
personally and substantially for the Government (18 U.S.C. 203 and 205), or

(ii) Represent anyone else in a matter pending before his agency unless he served there no 
more than 60 days during the previous 365 (18 U.S.C. 203 and 205). He is bound by this 
restraint despite the faa that the matter is not one in which he has ever participated personally 
and substantially.

(2) He may not, after his Government employment has ended, represent anyone other than 
the United States in conneaion with a matter in which the United States is a party or has an 
interest and in which he participated personally and substantially for the Government (18 U.S.C. 
207(a)).
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(3) He may not, for 1 year after his Government employment has ended, represent anyone 
other than the United States in connection with a matter in which the United States is a party or 
has an interest and which was within the boundaries of his official responsibility during the last 
year of his Government service (18 U.S.C. 207(b)). (This temporary restraint is permanent if the 
matter is one in which he participated personally and substantially. See subparagraph (2) of this 
paragraph.)

(b) Exemptions or exceptions from the prohibitions described in paragraph (a) of this seaion 
are permitted under certain circumstances; for the method of obtaining such exemptions or 
exceptions, see paragraph (d) of § 100.735-12.

§ 100.735-12 Exemptions and exceptions - from prohibitions of conflict of interest statutes.

(a) Nothing in this subpart shall be deemed to prohibit an employee, if it is not otherwise 
inconsistent with the faithful performance of his duties, from acting without compensation as 
agent or attorney for any person in a disciplinary, loyalty, or other Federal personnel 
administration proceeding involving such person.

(b) Nothing in this subpart shall be deemed to prohibit an employee from acting, with or 
without compensation, as agent or attorney for his parents, spouse, child, or any person for 
whom, or for any estate for which, he is serving as guardian, executor, administrator, trustee or 
other personal fiduciary, except in those matters in which he has participated personally and 
substantially as a Government employee, through decision, approval, disapproval, 
recommendation, the rendering of advice, investigation, or otherwise, or which are the subjea 
of his official responsibility, as defined in seaion 202(b) of Title 18 of the United States Code, 
provided that the agency head approves.

(c) Nothing in this subpart shall be deemed to prohibit an employee from giving testimony 
under oath or from making statements required to be made under penalty for perjury or 
contempt.

(d) In addition to the exemptions and exceptions described in this seaion and in § 100.735-9, 
the conflia of interest statutes permit certain exemptions and exceptions in specific circumstances. 
The procedure for effeaing such exemptions or exceptions is as follows:

(1) Any regular employee or special Government employee who desires approval or 
certification of his aaivities as provided for by seaion 205 of Title 18, United States Code, shall 
make application therefor in writing to the Counselor for the agency.

(2) A former employee, including a former special Government employee, who desires 
certification with regard to his aaivities under seaion 207 of Title 18, United States Code, shall 
make application therefor in writing to the Counselor for the agency.

(3) The Counselor for the agency shall report promptly to the agency head all matters 
reported to him under this subpart which require consideration of approvals, certifications, or 
determinations provided for in seaions 205, 207. or 208 of Title 13, United States Code.

§ 100.735-13 Salary of employee payable only by United States

(a) No employee, other than a special Government employee or an employee serving 
without compensation, shall receive any salary, or any contribution to or supplementation of 
salary, as compensation for his services as an employee, from any source other than the 
Government of the United States, except as may be contributed out of the treasury of any State, 
county, or municipality (18 U.S.C. 209).

(b) Nothing in this subpart shall be deemed to prohibit an employee from continuing to 
participate in a bona fide pension, retirement, group life, health, or accident insurance, profit- 
sharing, stock bonus, or other employee welfare or benefit plan maintained by a former employer 
nor from accepting contributions, awards, or other expenses under Chapter 41 of Title 5, United 
States Code (the former Government Employees Training Ao).
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§ 100.735-14 Gifts, entertainment, and favors.

(a) Except as provided in paragraph (b) of this seaion, an employee shall not solicit or 
accept, direaly or indirealy, any gift, gratuity, favor, entertainment, loan, or any other thing of 
monetary value from a person who;

(1) Has, or is seeking to obtain, contractual or other business or financial relations with his 
agency;

(2) Conducts operations or activities which are regulated by his agency; or
(3) Has interests which may be substantially affeaed by the performance or nonperformance 

of his official duty.
(b) Notwithstanding paragraph (a) of this seaion, an employee may:
(1) Accept a gift, gratuity, favor, entertainment, loan or other thing of monetary value from a 

friend, parent, spouse, child, or other close relative when the circumstances make it clear that 
the family or personal relationships involved are the motivating faaors;

(2) Accept food or refreshments of nominal value on infrequent occasions in the ordinary 
course of a luncheon or dinner meeting or other meeting or on an inspeaion tour whom an 
employee may properly be in attendance;

(3) Accept loans from banks or other financial institutions on customary terms to finance 
proper or usual aaivities of employees, such as home mortgage loans; and

(4) Accept unsolicited advertising or promotional materials such as pens, pencils, note pads 
calendars, or other items of nominal intrinsic value.

(c) An employee shall not solicit contributions from another employee for a gift to an 
employee m a superior official position. An employee in a superior official position shall not 
accept a gift presented as a contribution from employees receiving less salary than himself. An 
employee shall not make a donation as a gift to an employee in a superior official position (5 
U.S.C. 7351). However, this paragraph does not prohibit a voluntary gift of nominal value or 
donation in a nominal amount made on a special occasion such as marriage, illness or 
retirement.

(d) the Constitution (Art. 1, sec. 9, par. 8) prohibits acceptance from foreign governments, 
except with the consent of Congress, of any emolument, office, or title. The Congress has 
provided for the receipt and disposition of foreign gifts and decorations in 5 U.S.C. 7342. See 
also Executive Order 11320, 31 FR 15789, and the regulations pursuant thereto in 22 CFR Part 3 
(as added, 32 FR 6569). Any such gift or thing which cannot appropriately be refused shall be 
submitted to the Counselor for transmittal to the State Department.

§ 100.735-15 Outside employment and other aaivity.

(a) An employee shall not engage in outside employment or other outside activity not 
compatible with the full and proper discharge of the duties and responsibilities of his 
Government employment. Incompatible aaivities include, but are not limited to:

(1) Acceptance of a fee, compensation, gift, payment of expense, or any other thing of
TrcoIJflia onnterest-Tr'^''"“' acceptance may result in, or create the appearance

(2) Outside employment which tends to impair the employee's mental or physical capacity 
to perform his Government duties and responsibilities in an acceptable manner

(b) Within the limitations imposed by this seaion, employees are encouraged to engage in 
teaching, lecturing, and writing. However, an employee shall not, either for or vvithout 
compensation, enpge in teaching, lecturing, or writing that is dependent on information 
obtained as a result of his Government employment, except when that information has been 
made available to the general public or will be made available on request, or when the agency 
head gives written authorization for the use of non-public information on the basis that the use 
IS in the public interest. In addition, an employee who is a Presidential appointee covered by
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section 401(a) of Executive Order No. 11222 of May 8,1965, shall not receive compensation or 
anything of monetary value for any consultation, lecture, discussion, writing, or appearance the 
subject matter of which is devoted substantially to the responsibilities, programs, or operations 
of his agency, or which draws substantially on official data or ideas which have not become part 
of the body of public information.

(c) An employee shall not engage in outside employment under a State or local government, 
except in accordance with applicable regulations of the Civil Service Commission (Part 734 of 5 
CFR Ch. I).

(d) Neither this seaion nor § 100.735-14 precludes an employee from;
(1) Receipt of bona fide reimbursement, unless prohibited by law, for actual expenses for 

travel and such other necessary subsistence as is compatible with this subpart and for which no 
Government payment or reimbursement is made. However, an employee may not be 
reimbursed, and payment may not be made on his behalf, for excessive personal living 
expenses, gifts, entertainment, or other personal benefits, nor does it allow an employee to be 
reimbursed by a person for travel on official business under agency orders when reimbursement 
is proscribed by Decision B-128527 of the Comptroller General dated March 7,1967.

(2) Participation in the aaivities of national or State political parties not proscribed by law. 
(See paragraph (o) of § 100.735-22 regarding proscribed political activities.)

(3) Participation in the affairs of, or acceptance of an award for a meritorious public 
contribution or achievement given by, a charitable, religious, professional, social, fraternal, 
nonprofit educational or recreational, public service, or civic organization.

(e) An employee who intends to engage in outside employment shall obtain the approval, 
through his official superior, of his agency head. A record of each approval under this paragraph 
shall be filed in the employee's official personnel folder.

(0 This seaion does not apply to special Government employees, who are subjea to the 
provisions of § 100.735-23.

§ 100.735-16 Financial interests.

(a) An employee may not have financial interests which—
(1) Establish a substantial personal or private interest in a matter which involves his duties 

and responsibilities as an employee (an employee may not have financial interests, except as 
permitted by § 100.735-9(c) or authorized pursuant to § 100.735-12(d); or

(2) Are entered into in reliance upon, or as a result of, information obtained through his 
employment; or

(3) Result from aaive and continuous trading (as distinguished from the making of bona fide 
investments) which is conduaed on such a scale as to interfere with the proper performance of 
his duties.

(b) Aside from the restriaions prescribed or cited in this subpart, employees are free to 
engage in lawful financial transaaions to the same extent as private citizens. Employees should 
be aware that the financial interests of their wives of minor children and blood relatives who are 
full-time residents of their households may be regarded, for the purposes of this section, as 
financial interests of the employees themselves.

(c) This seaion does not apply to special Government employees, who are subjea to the 
provisions of § 100.735-23.

§ 100.735-17 Use of Government property.

An employee shall not direaly or indirealy use, or allow the use of. Government property 
of any kind, including property leased to the Government, for other than officially approved 
activities. An employee has a positive duty to protect and conserve Government property 
including equipment, supplies, and other property entrusted or issued to him.
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§ 100.735-18 Misuse of information.

For the purpose of furthering a private interest, an employee shall not, except as provided in 
paragraph (b) of § 100.735-15, direaly or indirealy use, or allow the use of, official information 
obtained through or in conneaion with his Government employment which has not been made 
available to the general public.

§ 100.735-19 Indebtedness.

An employee shall pay each just financial obligation in a proper and timely manner, 
especially one imposed by law such as Federal, State, or local taxes. For the purpose of this 
section, a "just financial obligation" means one acknowledged by the employee, or reduced to 
judgment by a court, and "in a proper and timely manner" means in a manner which his agency 
determines does not, under the circumstances, reflea adversely on the Government as his 
employer. In the event of dispute between an employee and an alleged creditor, this seaion 
does not require an agency to determine the validity or amount of the disputed debt.

§ 100.735-20 Gambling, betting, and lotteries.

An employeee shall not participate, while on Government-owned or leased property or 
while on duty for the Government, in any gambling aaivity, including the operation of a 
gambling device, in conduaing a lottery or pool, in a game for money or property, or in selling 
or purchasing a numbers slip or ticket.

§ 100.735-21 General condua prejudicial to the Government.

An employee shall not engage in criminal, infamous, dishonest, immoral, or notoriously 
disgraceful condua, or other condua prejudicial to the Government.

§ 100.735-22 Miscellaneous statutory provisions.

Each employee shall acquaint himself with each statute that relates to his ethical and other 
condua as an employee of his agency and of the Government. In particular, attention of 
employees is direaed to the following statutory provisions:

(a) Chapter II of Title 18, United States Code, relating to bribery, graft, and conflicts of 
interests, as appropriate to the employees concerned (see §§ 100.735-9, 100.735-10 and 
100.735-11).

(b) The prohibition against lobbying with appropriated funds (18 U.S.C. 1913)
(c) The prohibition against disloyalty and striking (5 U.S.C. 7311,18 U.S.C. 1918).
(d) The prohibition against the employment of a member of a Communist organization

(50 U.S.C. 784). ®
(e) The prohibition against (1) the disclosure of classified information (18 U.S.C. 798, 

50 U.S.C. 783) and (2) the disclosure of confidential information (18 U.S.C. 1905).
(f) The provision relating to the habitual use of intoxicants to excess (5 U.S.C. 7352).
(g) The prohibition against the misuse of a Government vehicle (31 U.S.C. 638a(c)).
(h) The prohibition against the misuse of the franking privilege (18 U.S.C. 1719).
(i) The prohibition against the use of deceit in an examination or personnel action in 

conneaion with Government employment (5 U.S.C. 1917).
(j) The prohibition againt fraud or false statements in a Government matter (18 U.S.C. 1001).
(k) The prohibition against mutilating or destroying a public record (18 U.S.C. 2071).
(l) The prohibition against counterfeiting and forging transportation requests (18 U.S.C. 508).
(m) The prohibition) against (1) embezzlement of Government money or property (18 U S C 

641); (2) failing to account for public money (18 U.S.C. 643); and (3) embezzlement of the
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money or property of another person in the posession of an employee by reason of his 
employment (18 U.S.C. 654).

(n) The prohibition againt unauthorized use of documents relating to claims from or by the 
Government (18 U.S.C. 285).

(o) The prohibition against political activities in subchapter III of chapter 73 of title 5, United 
States Code and 18 U.S.C. 602, 603, 607, and 608.

(p) The prohibition against an employee aaing as the agent of a foreign principal registered 
under the Foreign Agents Registration Aa (18 U.S.C. 219).

§ 100.735-23 Conduct and responsibilities of special Government employees.

(a) A special Government employee shall not use his Government employment for a 
purpose that is, or gives the appearance of being, rrx)tivated by the desire for private gain for 
himself or another person, particularly one with whom he has family, business, or financial ties.

(b) A special Government employee shall not use inside information obtained as a result of 
his Govermnent employment for private gain for himself or another person whether by direct 
action on his part or by counsel, recommendation, or suggestion to another person, particularly 
one with whom he has family, business, or financial ties. For the purposes of this seaion, "inside 
information" means information obtained under Government authority which has not become 
part of the body of public information.

(c) A special Government employee who engages in teaching, leauring. or writing, whether 
for or without compensation, shall not for such purposes make use of information obtained as a 
result of his Government employment, except when that information has been made available 
to the general public or will be made available on request, or when the agency head gives 
written authorization for the use of nonpublic information on the basis that such use is in the 
public interest.

(d) A special Government employee shall not use his Government employment to coerce, or 
give the appearance of coercing, a person to provide financial benefit to himself or another 
person, particularly one with whom he has family, business, or financial ties.

(e) Except as provided in paragraph (0 of this section, a special Government employee, 
while so employed or in connection with his employment, shall not receive or solicit from a 
person having business with his agency anything of value as a gift, gratuity, loan, entertainment, 
or favor for himself or another person, particularly one with whom he has family, business, or 
financial ties.

(f) Notwithstanding paragraph (e) of this seaion a special Government employee shall be 
allowed the same latitude as is authorized for regular Government employees by paragraph (b) 
of § 100.735-14.

(g) Attention of special Government employees is direaed to the provisions of § 100.735-3, 
making the provisions of this subpart generally applicable to their aaivities.

§ 100.735-24 Reporting of employment and financial interests — regular employees.

(a) Not later than 90 days after the effeaive date of this subpart, an employee designated in 
paragraph (d) of this seaion shall submit to his agency head a statement, on a form made 
available in the office of the Executive Clerk for the White House Office and the Counselor for 
each other agency, setting forth the following information:

(1) A list of the names of all corporations, companies, firms, or other business enterprises, 
partnerships, nonprofit organizations, and educational or other institutions with or in which he, 
his spouse, minor child or other member of his immediate houselhold has-

(i) Any conneaion as an employee, officer, owner, direaor, member, trustee, partner, adviser 
or consultant; or
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(ii) Any continuing financial interest, through a pension or retirement plan, shared income, 
or other arrangement as a result of any current or prior employment or business or professional 
association; or;

(iii) Any financial interest through the ownership of stock, stock options, bonds, securities, 
or other arrangements including trusts.

However, an employee need not report any financial interest exempted under § 100.735- 9(c) 
as too remote or inconsequential to affect the integrity of an employee's services in a matter.

(2) A list of the names of his creditors and the creditors of his spouse, minor child or other 
member of his immediate household, other than those creditors to whom they may be indebted 
by reason of a mortgage on property which he occupies as a personal residence or to whom 
they may be indebted for current and ordinary household and living expenses such as those 
incurred for household furnishings, an automobile, education, vacations, or the like.

(3) A list of his interests and those of his spouse, minor child or other member of his 
immediate household in real property or rights in lands, other than property which he occupies 
as a personal residence.

(b) For the purpose of this seaion "member of his immediate household" means a full-time 
resident of the employee's household who is related to him by blood.

(c) Each employee designated in paragraph (d) of this seaion who enters on duty after the 
effeaive date of this subpart shall submit such statement not later than 30 days after the date of 
his entrance on duty, but not earlier than 90 days after the effeaive date of this subpart.

(d) Statements of employment and financial interests are required of the following:
(1) Employees paid at a level of the Executive Schedule in subchapter II of chapter 53 of title 

5, United States Code, except a Presidential appointee required to file a statement of financial 
interests under seaion 401 of Executive Order No. 11222 of May 8, 1965.

(2) Employees in classified positions of grade GS-13, or above, or the equivalent thereof.
(e) Changes in, or additions to, the information contained in an employee's statement of 

employment and financial interests shall be reported in a supplementary statement as of June 30 
each year. If no changes or additions occur, a negative report is required. Notwithstanding the 
filing of the annual report required by this paragraph, each employee shall at all times avoid 
acquiring a financial interest that could result, or taking an aaion that would result, in a 
violation of the conflias-of-interest provisions of 18 U.S.C. 208 or this subpart.

(0 If any information required to be included on a statement of employment and financial 
interests or supplementary statement, including holdings placed in trust, is not known to the 
employee but is known to another person, the employee shall request that other person to 
submit the information in his behalf.

(g) Paragraph (a) of this seaion does not require an employee to submit any information 
relating to his conneaion with, or interest in, a professional society or a charitable, religious, 
social, fraternal, recreational, public service, civic, or political organization or a similar 
organization not conduaed as a business enterprise. For the purpose of this seaion, educational 
and other institutions doing research and development or related work involving grants of 
money from or contraas with the Government are deemed "business enterprises" and are 
required to be included in an employee's statement of employment and financial interests.

(h) Each agency shall hold each statement of employment and financial interests in 
confidence. Each person designated to review a statement of employment and financial interests 
under seaion 100.735-26 is responsible for maintaining the statement in confidence and shall 
not allow access to, or allow information to be disclosed from, a statement except to carry out 
the purpose of this subpart. An agency may not disclose information from a statement except as 
the Civil Service Commission or the agency head may determine for good cause shown.

(i) The statements of employment and financial interests and supplementary statements 
required of employees are in addition to, and not in substitution for, or in derogation of, any 
similar requirement imposed by law, order, or regulation. The submission of a statement by an
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employee does not permit him or any other person to participate in a matter in which his or the 
other person's participation is prohibited by law, order, or regulation.

(j) An employee who believes that his position has been improperly included as one 
requiring the submission of a statement of employment and financial interests is entitled to 
obtain a review of his complaint under his agency's grievance procedure.

(k) This seaion does not apply to special Government employees, who are subjea to the 
provisions of § 100.735-25.

§100.735-25 Reporting of employment and financial interest-special Government employees.

(a) A special Government employee shall submit to the agency head a statement of 
employment and financial interests which reports (1) all current Federal Government 
employment, (2) the names of all corporations, companies, firms. State of local governmental 
organizations, research organizations, and educational or other institutions in or for which he is 
an employee, officer, member, owner, trustee, director, adviser, or consultant, with or without 
compensation, (3) those financial interests which the agency determines are relevant in the light 
of the duties he is to perform, and (4) the names of all partnerships in which he is engaged.

(b) A statement required under this section shall be submitted at the time of employment 
and shall be kept current throughout the term of a special Government employee's service with 
an agency. A supplementary statement shall be submitted at the time of any reappointment; a 
negative report will suffice if no changes have occurred since the submission of the last 
statement.

§ 100.735-26 Reviewing statements of financial interests.

(a) A designee of the agency head shall review the statements required by § § 100.735-24 
and §§ 100.735-25 to determine whether there exists a conflict, or appearance of conflia, 
between the interests of the employee or special Government employee concerned and the 
performance of his service for the Government. If the designee determines that such a conflict or 
appearance of conflict exists, he shall provide the employee with an opportunity to explain the 
conflict or appearance of conflict. If he concludes that remedial aaion should be taken, he shall 
refer the statement to the agency head through the Counselor for the agency designated 
pursuant to § 100.735-6, with his recommendation for such action. The agency head, after 
consideration of the employee's explanation and such investigation as he deems appropriate 
shall direa appropriate remedial aaion if he deems it necessary.

(b) Remedial aaion pursuant to paragraph (a) of this seaion may include, but is not limited 
to:

(l) Changes in assigned duties.
(2) Divestment by the employee of his confliaing interest.
(3) Disqualification for a particular aaion.
(4) Exemption pursuant to paragraph (b) of § 100.735-9 or paragraph (d) of § 100.735-12.
(5) Disciplinary aaion.

§ 100.735-27 Supplemental regulations or instruaions.

An agency head may issue supplemental and implementing regulations or instruaions not 
inconsistent with this subpart as necessary to carry out the full purpose and intent of Executive 
Order 11222 and this subpart as may be required by the particular circumstances of his agency. 
Such regulations or instruaions may include but are not limited to, delegations of any authority 
allowed by law pertaining to the funaions placed upon the agency head by this subpart. Such
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regulations or instructions must be made available to employees and special Government 
employees in the same manner as this subpart (see § 100.735-5).

Subpart B Special Procedure; Counsel to the President 

§ 100.735-31 Members of part-time committees, boards, and commissions.

(a) This seaion applies to each part-time member of a committee, board, or commission 
appointed by the President (referred to in this seaion as a Member).

(b) When the Counsel to the President determines that the funaions and responsibilities of a 
committee, board, or commission are such that consistent with the policy and purpose of 
Executive Order 11222 the Members thereof should submit statements of employment and 
financial interests, he shall request each Member thereof to submit such a statement to the 
Chairman of the Civil Service Commission.

(c) A statement of employment and financial interests required under this seaion shall be 
submitted not later than 30 days after the Member's receipt of the request therefor from the 
Counsel to the President, and shall be kept up to date by submission of amended statements of 
any changes in, or additions to, the information required to be included in the original 
statement, on a quarterly basis. The statement shall be submitted in the format prescribed by the 
Chairman of the Civil Service Commission.

(d) The Chairman of the Civil Service Commission shall review each statement of 
employment and financial interests and any amendment thereto submitted under this section 
and shall report to the Counsel to the President any information contained in a statement which 
may indicate a conflict between the financial interests of the Member concerned and the 
performance of his services for the Government.

§ 100.735-32 Special delegation of authority to the Counsel to the President.

The authority of the President under seaions 205 and 208(b) of Title 18, United States Code, 
to permit certain aaions by an officer or employee of the Government, including a special 
Government employee, for appointment to whose position the President is responsible, reserved 
to the President by seaion 505(c) of Executive Order 11222, is delegated to the Counsel to the 
President.
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ATTACHMENT D

Excerpts from Regulations on 
Post-Employment Restrictions

Particular Matter Involving a Specific Party or Parties 

Section 2637.201

(c) "Particular matter involving a specific party or parties" - (1) Specific matters vs. 
policy matters. The prohibitions of subsections (a) and (b) of 18 U.S.C. 207 are based on the 
former Government employee's prior participation in or responsibility for a "judicial or other 
proceeding, application, request for a ruling or other determination, contract, claim, 
controversy, investigation, charge, accusation, arrest, or other particular matter involving a 
specific party or parties" in which the United States is a party or has a direct and substantial 
interest. Such a matter typically involves a specific proceeding affecting the legal rights of the 
parties or an isolatable transaction or related set of transactions between identifiable parties. 
Rulemaking, legislation, the formulation of general policy, standards, or objectives, or other 
action of general application is not such a matter. Therefore, a former Government employee 
may represent another person in connection with a particular matter involving a specific party 
even if rules or policies which he or she had a role in establishing are involved in the 
proceeding.

Example 1: A Government employee formulated the policy objectives of an energy conser­
vation program. He is not restricted from later representing a university that seeks a grant or 
contract for work emerging from such a program.

Example 2: A Government employee reviews and approves a specific city's application for
Federal assistance for a renewal project. After leaving Government service, she may not 
represent the city in relation to that project.

Example 3: An employee is regularly involved in the formulation of policy, procedures, and
regulations governing departmental procurement and acquisition functions. Participation in such 
activities does not restrict the employee after leaving the Government as to particular cases 
involving the application of such policies, procedures, or regulations.

Example 4: An employee of the Office of Management and Budget participates substantially
on the merits of a decision to reduce the funding level of a program that has the effect of 
reducing the amount of money that certain cities receive to conduct youth work programs. After 
leaving the Government she may represent any of the cities in securing funds for its youth 
program, since her participation was in connection with a program, not a particular matter 
involving specific parties.

Example 5: An agency attorney participates in drafting a standard form contract and certain
"standard terms and clauses" for use in future contracts. He is not thereafter barred from 
representing a person in a dispute involving the application of such a "standard term or clause" 
in a particular contract in which he did not participate as a Government employee.
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Personal and Substantial Participation 

Section 2637.201

(d) "Participate personally and substantially" - (1) Basic requirements. The 
restrictions of section 207(a) apply only to those matters in which a former Government 
employee had "personal and substantial participation," exercised "through decision, approval, 
disapproval, recommendation, the rendering of advice, investigation or otherwise." To 
participate "personally" means directly, and includes the participation of a subordinate when 
actually directed by the former Government employee in the matter. "Substantially" means that 
the employee's involvement must be of significance to the matter, or form a basis for a 
reasonable appearance of such significance. It requires more than official responsibility, 
knowledge, perfunctory involvement, or involvement on an administrative or peripheral issue. A 
finding of substantiality should be based not only on the effort devoted to a matter, but on the 
importance of the effort. While a series of peripheral involvements may be insubstantial, the 
single act of approving or participation in a critical step may be substantial. It is essential that 
the participation be related to a "particular matter involving a specific party . . . ."

Example 1: If an officer personally approves the departmental budget, he does not
participate substantially in the approval of all items contained in the budget. His participation is 
substantial only in those cases where a budget item is actually put in issue. Even then, the 
former Government employee is not disqualified with respect to an item if it is a general 
program rather than a particular matter involving a specific party. The former Government 
employee may, however, have official responsibility for such matters.

Example 2: A Government lawyer is not in charge of, nor has official responsibility for a
particular case, but is frequently consulted as to filings, discovery, and strategy. Such an 
individual has personally and substantially participated in the matter.
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official Responsibility 

Section 2637,202

(b) "Ot'ficial responsibiht)'" - (1) Definition. "Official responsibility" is defined in 
18 U.S.C. 202 as, "the direct administrative or operating authority, whether intermediate or final, 
and either exercisable alone or with others, and either personally or through subordinates, to 
approve, disapprove, or otherwise direct Government actions."

(2) Determining official responsibility. Ordinarily, the scope of an emplovee's 
"official responsibility" is determined by those areas assigned by statute, regulation, executive 
Order, job description, or delegation of authority. All particular matters under consideration in 
an agency are under the "official responsibility" of the agency head, and each is under that of 
any intermediate supervisor having responsibility for an employee who actually participates in 
the matter within the scope of his or her duties.

(3) Ancillary matters and official responsibility. "Administrative" authority as 
used in the foregoing definition means authority for planning, organizing and controlling matters 
rather than authority to review or make decisions on ancillary aspects of a matter such as the 
regularity of budgeting procedures, public or community relations aspects, or equal emplovment 
opportunity considerations. Responsibility for such an ancillary consideration does not 
constitute responsibility for the particular matter, except when such a consideration is also the 
subject of the employee's proposed representation.

Example 1: An agency's comptroller would not have official responsibility for 
all programs in the agency, even though she must review the budget, and all such 
programs are contained in the budget.

Example 2: Within two years after terminating employment, an agency's former 
comptroller is asked to represent Q Company in a dispute arising under a contract that 
was in effect during the comptroller's tenure. The dispute concerns an accounting 
formula under the contract, a matter as to which a subordinate division oi the 
comptroller's office was consulted. She may not represent Q Company on this matter.
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Clinton Presidential Records 

Digital Records Marker

This is not a presidential reeord. This is used as an administrative 

marker by the William J. Clinton Presidential Library Staff.

This marker identifies the place of a tabbed divider. Given our 

digitization capabilities, we are sometimes unable to adequately 

scan such dividers. The title from the original document is
indicated below.

V

Divider Title:



Executive Office of the President
OEOB Conference Rooms/White House Conference Center

CONFIRMATION AND NOTIFICATION

Date of Meeting; _ 

Time: To:

Name of Individual Hosting Event: Office/Agency:

Staff Contact: Extension No.; Pager No.: Room No.:

Type of Event:

□ Meeting □ Reception □ Other

Name/Description of Event:

Number of Outside Guests; In Attendance:

Total Number of Attendees: □ President □ First Lady □ Vice President □ Mrs. Gore

Room(s) Requested:

□ Roosevelt Room □ Rm. 180 □ Rm. 472 □ Rm. 474 (Indian Treaty Room)

□ Rm. 476 □ Rm. 450

White House Conference Rooms: □ Truman Room

□ Jackson Room

□ Rm. 459

□ Wilson Room

□ Lincoln Room

□ Other;

□ Eisenhower Room

General Services:

□ Elevator Service □ #4 □ #6 U Ml

Time Reserved: Floors Reserved: □ Podium □ Flags

Special Room Arrangements for the Indian Treaty/Truman Room:

□ Conference Style □ Theater Style □ Other________

Number of Chairs: Number of Tables:

Entrance/Gate Preferred:

□ 17th & G □ Pennsylvania Avenue

□ Northwest Appointments Gate □ East Appointments Gate

□ Southwest Appointments Gate

□ East Visitors Gate

Additional Requirements or Requests:

FORM 1



KEY LIST

name NUMBER

Al 522 L. Bearrea 62522

Al 523 62523

Al 524 62524

Al 602 60602

Al 628 60628

Al 629 60629

Al 630 60630

Al 631 60631

Al 632 60632

Al 633 60633

Al 634 60634

Al 635 Patsy Fleming 60635

Al 636 60636

Al 637 60637

Al 801 15801

Al 803 Cunkel 15803

Al 829 15829
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MEMO FOR SCHEDULE/INTERVIEW APPEARANCE

'Everyone should have a schedule format file saved on their disk

Date

INTERVIEW PROPOSAL 
FOR

PATSY FLEMING
NATIONAL AIDS POLICY COORDINATOR

ONAPC STAFFER:

DATE/TIME OF EVENT:

LOCATION:

ORGANIZATION:

CONTACT:

PURPOSE:

OTHER PARTICIPANTS:

MEDIA COVERAGE:

REMARKS REOUIRED:

BACKGROUND:

RECOMMENDATION: RANK SURROGATE

NAPC ACTION: APPROVED WITH RANK___
DENIED (PLEASE SEND REGRET)

COMMENTS:

When a fax comes in for an interview or schedule proposal, John will ask for one of us to brief him. Then we must gather as 
much information as wo can and "plug" it in to this format in a concise fashion. This is very important because the Coordinator 
does not have time to look at an entire fax. As stated before, "follow-up" is very important and is especially needed here. 
Always write down all information, phone numbers, addresses, etc. in order to maximize efficiency.

After this form is completed, print it out and write a 
under.

’sticky" to John stating what disk and under what file name the memo is

The final copy, after it is approved by John is placed in the Coordinator's "In Box."
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Building:_

TELEPHONE DIRECTORY UPDATE 

Legal Name

last first middle 

Room:

Telephone:

Agency:_
Organization

Division:_

Title:

Effective Date of this Change

Action: □ Add □ Change □ Delete

Submit to: Office of Administration
Room 479, OEOB 

Fax to: (395)7279

Reproduce and use this form as required

TELEPHONE DIRECTORY UPDATE 

Legal Name

last first middle 

Building: Room:

Telephone:

Agency:.
Organization

Division:.

Title:

Effective Date of this Change

Action: □ Add □ Change □ Delete

Submit to:

Fax to:

Office of Administration 
Room 479, OEOB 
(395)7279

Reproduce and use this form as required

Building:

TELEPHONE DIRECTORY UPDATE 

Legal Name

last first middle 

Room:

Telephone:

Agency:__

Division:__

Title:

Organization

Effective Date of this Change

Action: □ Add □ Change □ Delete

Submit to:

Fax to:

Office of Administration 
Room 479, OEOB 
(395)7279

Reproduce and use this form as required Reproduce and use this form as required

TELEPHONE DIRECTORY UPDATE 

Legal Name

last first middle 

Building: Room:

Telephone:

Agency:
Organization

Division:.

Title:

Effective Date of this Change

Action: □ Add □ Change □ Delete 

Submit to:

Fax to:

Office of Administration 
Room 479, OEOB 
(395)7279
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JUSTIFICATION FOR TRAVEL FORM

PLEASE COMPLETE THE INFORMATION BELOW BEFORE FINALIZING ANY TRAVEL 
PLANS FOR OFFICIAL BUSINESS.

Name of individual being asked to travel:

Name of organization/individual requesting travel: 

Purpose of travel: _________________________

Destination:

PLEASE ANSWER THE FOLLOWING QUESTIONS:

(1) Can the organization pay for the traveler's expenses?

□ Yes □ No

(2) Has the organization been asked to pay for the traveler's expenses?

□ Yes □ No

If not, why?

(3) If the organization can pay for the traveler's expenses, but declines to pay, why 
is it important to spend Government funds to travel?

FORM 5



GIFT TRAVEL REQUEST FORM

1. Event (identify meeting or similar function for which payment is to be accepted.)

2. Sponsor of Event

3. Location of Event

4. Dates of Event

From:

5. Nature of Event

6, Employee 
Name:

Government Position:

Travel Dates: From:

7. Accompanying Spouse [if applicable) 
Name:

Employee:

Government Position:

Travel Dates: From:

8. Non-Federal Sources of Payment (identify all non-Federal sources from which payment would 
be accepted in connection with this event.)

A. B.

C. D.

9. Nature of Payments (Itemize on back of form.)

0. Total Amount of Payments (indicate total amount of payments to be accepted for this 
employee and/or accompanying spouse in connection with this event.)

FORM 6



Total of Payments to Agency by Check: $ Total of Payments in Kind: $_

Nature of Payments. For each payment offered, identify: (a) nature of benefit; (b) mode of 
payment; (c) individual for whom provided; (d) non-Federal source; and (e) amount of payment. 
When describing mode of payment, use "C" for check or "K" for kind. Use "E" for employee or 
S" for spouse when identifying individual for whom payment was provided, and use applicable 

letter from question 8 to identify non-Federal source. To valuate benefits provided in kind, use cost 
to other participants for waiver of conference of training fee. For transportation or lodging, use 
cost to donor or consult rate for similar benefit in effect at time benefit provided. For travel on 
private or chartered aircraft, determine value by computing total constructive cost of transportation 
using premium class air fare. For meals and other benefits, use cost to donor or reasonable 
approximation.

(alNature of Benefit

■ .

.....

(bl Mode of Payment
eorK

.■ ..............................................................................

Ic) Individual 
E of S

.. . :::::-:-x:x:x:::::::::::-::x-.:.:::

(d) Non-Federal Source
A,B,C, OR D Ifrorn 
item 8 on previous

pass

■■■■ : ■(e) Amount

•X-X-: --x

1. Date Submitted:

Comments by OGC:

Request approved: 

Date:

Request denied:

FORM 6



Withdrawal/Redaction Sheet
Clinton Library

noaiMi'.M iNO. 
AND TVPi:

SlIRJECITTITLE DATE RESTRICTION

001. form [Personally Identifiable Information] [partial] (I page) 11/22/1994 b(6)

COLLECTION:
Clinton Presidential Records 
National AIDS Policy Office 
Todd Summei's 
OA/Box Number: 21081

FOLDER TITLE:
Office of National AIDS Policy Staff Handbook [binder]

2018-0758-F
rs3220

I’residcniial Records Act - |4-l ll.S.C. 2204(a)!
RESTRICTION CODES

Freedom of Inrormalion Act - |5 ll.S.C. 552(b)|

I’l National Security Classified Information 1(a)(1) of the ERA] 
l’2 Relating to the appointment to Federal office 1(a)(2) of the PRAj 
P3 Release would violate a Federal statnlc 1(a)(3) of the PRA|
P4 Release would disclose trade secrets or confidential eommercial or 

fiiianeial inrormalion 1(a)(4) of the PRA|
P5 Release would diselose eoiifidential adviee between the President 

and his advisors, or between sneb advisors |a)(5) of the PRAj 
P6 Release would eonslitiite a clearly unwarranted invasion of 

personal privacy 1(a)(6) of the PRAj

C. Closed in aeeordanee with resirielions eoniained in donor's deed 
of gift.

PRM. Personal record misfile defined in accordance with 44 ll.S.C. 
2201(3).

RR. Document will be reviewed upon request.

b(l) National security classified information 1(b)(1) of the FOIAj 
b(2) Release would disclose internal personnel rules and practices of 

an agency 1(b)(2) of the FOIA|
b(3) Release would violate a Federal slaliile 1(b)(3) of the FOIA| 
b(4) Release would diselose trade secrets or confidential or financial 

information 1(b)(4) of the FOI Al 
b(6) Release would eonslilnle a clearly unwarranted invasion of 

personal privacy 1(b)(6) of tbc FOIAl 
b(7) Release would disclose information compiled for law enforcement 

purposes 1(b)(7) of the FOI Al
b(8) Release would disclose information concerning the regulation of 

fiiianeial iiistitnlions 1(b)(8) of the FOIA| 
b(9) Release would disclose geological or geophysical information 

eoncerning wells 1(b)(9) of the FOI A|



TRAVEL VOUCHER

(Re»d the Privacy Act 
Statement on the back)

> UcI'Amimcn i OH taiMOi-iiirtxicNi.
aUXEAU DIVISION OR OFFICE

Executive Office of the 
President

B. • (Latt, tint, middit initiaO

Fleming, Patricia S.
c. MAILING ADDHESS lincluda ZIP Coda!
Office of the National AIDS Policy Director 
750 17th St., NW, Suite 600

i. nrtfc OF THAWci. I
Q TEMPORARV duty 
p-| PERMANENT CHANGE 
LJ OPSTATION

b. SOCJAL SECUf^lTY NO.

: . . (b)(6)

d. OFFICE TELEPHONE NO.632-1090

•. PRESENT DUTY STATION

B. TRAVEL ADVANCE

d. Oununamfl

b. Amount to b« Bopliod

Amount du« Gowarnmont 
!Attached: Q Check O Cath)

O. Balonca out»tandino

12. GOVERNMENT TRANSPORTATION 
REQUESTS. OR TRANSPORTATION 
TICKETS, IF PUR­
CHASED WITH CASH 
(List by rmmb^f botow Qsatt%9^r

coupon: i( cmb is used 
show c/»im on romtrm tkh.)

f. RESIDENCE /OfKWSrtfP>

ei, ViAAeHCn ftW.
■ ■'

4. SCHEDULE Na , ; :
• 5 '

a. PERIOD OF TRAVEL

a. FROM11/2D/94 b. TO11/20/94

7 TRAVEL AUTHORIZATION

A. nUMBER(S)69638
b. DATE(S)11/16/94

9. CASH PAYMENT RECEIPT

a. DATE RECEIVED b. AMOUNT RECEIVED
S

c. PAYEE’S SIGNATURE

10. CHECK NO.

n. PAID BY

I htf»bv 10 ih« United Sut« env ri9ht I m«T hew egiintt «i»v oertiie in connection with reimhurwOlf ^ Travetarit Initiali 
trenstortalion chetqei Oetcribed below, putcheted under ceth pevment proceOurei IFPMR 101-71 F-

AOENTT! 
VALUATION 
OF TICKET

(a!

ISSUINd
CAR­
RIER

(Initialtl
lb)

MODE. 
CLASS OF SERVICE 

AND ACCOM­MODATIONS 
lei

DATE
ISSUED

Idl

POINTS OF TRAVEL

FROM

fa)

TO

(f)

Wash, DC Miami, FL

Miami, FL Wash, DC

13. I ceriily ihei tfm voucheru true end correct to the beet ot my knowted*e end belief, end thet pevmem or credit hei not been 
received by„>nerWRereepolic»ole, per diotn cleimed it beeed on the everege con of lodging incurred during the period covered bv 
thii voucher.

traveler^
SION HERE ^ r

lOATE AMOUNT^
CLAIMED^

A/0 TB: f&istitcauan oi sn irmn m vt ejtponto seeount worts it iorioituro oi c/sim (38 U.5LC 25(41 snd moy ftmtt m a fina of not more 
than $(0,000 or impnsonmant foe not more than S yaars or both (18 U.S.C. 287; i.d. 100V.

Thii vouener i» •bprovto. Long diattnea t«l«pbon« calU. if any. ar« c«rtifi«d at 
ntceuary in iht inrerttr oi th« Govarnmanr. (NOTE: If long distatKe te/aphona tails 
ana tneiudad, tha approving ofTtciai must haua boon authomad in writmg by tha 
head of dta daoartmanr or agancy to so certify (3( U.S.C. 680aiJ

APPROVING 
OFFICIAL ^ 
SIGN HERE ^

DATE

17. FOR EINANCE OPftCE USE ONLY COMPUTATION________ _

DIFFER­
ENCES,

IF ANY " 
(Eaptain . 
and shorn 
amount) -

16. LAST PRECEDING VOUCHER PAID UNDER SAME TRAVEL AUTHORIZAHON

a. VOUCHER NO. b. 0.0. SYMBOL C. MONTH &year

TOTAL VERIFIED CORRECT FOR 
CHARGE TO APPROPRIATION

Cartifiar'WffeTHIS VOUCHER IS CERTIFIED CORRECT AND PROPER FOR PAYMENT

DATE
AUTHORIZED 
CERTIFYING 
OFFICIAL . 
SIGN HERE V

c. APPLIED TO TRAVEL ADVANCE 
tApproprimtion tymbol):

NET TO TRAVELER
18. ACCOUNTING CLASSIFICATION

:D12-116 8SM 75»0-00-«3*-»180 STANDARD FORM 1012 (REV. 10-77) 
Prescrlbod by GSA, FPMH (41 CFRl 101-7

FORM



o

iscHEDULE I
. OF r M Hi— .11_________  ®'*"‘ *?“'• I Sho** amount Incurn.OF
expenses

;AND
!amounts
i CLAIMED

--------- --WW «w iriMiCo/, fej If tha vouchtr Includti rrm
P« diam allowancaa lor 
mambafi of ampfoyaa-f onty
immadiata family, ihow fer
mambari' namat. agat. aeiua/
and ralationihip to am. aapanta
Ployaa and marital ttatut trara/
of Chlldran (unlatt Infor­
mation it thown on tha 

authoriaatio^

W I .IP.. .nd dally .....

W •» ‘•allboy.,

• t, -------

5Kr“
if thit it j
continu9tio!% < thrnt

^AGE
— - __TRAVEL AUTHOHIEATION NO

TRAVELER'S LAST NAME

ITEMIZED SUBSISTENCE EXPEWES MILEAGE
amount CLAIMEDmeals miscel RATEamAMiJ LANEOUS total 

SUBSISTENCE
expense 

w

SUBSISlunch 
fai

loogino mileageNO. OFMiles
ft/

SUBSISTENCE 

(ml

total OTHER

Depart Wash,

to Miami,
Arrive Miami

Depart Miami, FL

to Wash, DC

Arrive Wash, DC

SUBTOTALS ^
TOTALS »

-----------

axnssii?»£i£!.“WI srtw r*qu«Bt«tf ||•llglbl* Indivldualf for •llowaliU taAJa'i----- IIT or rolmburtomoni ta

.U.S. th. calm may . .>L‘_".SSNI rapuLad t.

A«~n.’s'um,;;:-;iS'tjy r'::ilc"i.^JTnTar;y'*’‘r^^^^
Coda I2S u s e. sonibl Md ifoil

rM^;xx7o‘‘R:*Vn‘^r«;hr/v.a:r.;rrr’"‘«
f«*'"burMm«n| which It or maw *11'^! '•locotloA allowi

fn^J^rnr:!^3-::lLy;;;Lr:(

TOTAL
AMOUNT
CLAIMED^



THE WHITE HOUSE OFFICE 

TRAVEL AUTHORIZATION
NO. ^9638

Date of Request 11/16/94

1. TRAVELER:

Name: Patricia S. Fleming ^ White House Staff
Extension: 632-1090 Room: 730 17th □ Other:

2. PURPOSE(s)and DATE(s): To attend the Memorial POTUS

3. ITINERARY:
(List all cities where stopoyera occur.)

DEPARTURE RETURN -
Date:
11/20/94

Time:
AM

Mode:
Conmerclal

Date:
11/20/94

Time: ■"
PM

Mode:
Conmercial

G9 OFFICIAL □POUTICAL □501(c)(3) □ OTHER

SPECIAL EXPENSES
□ Commercial Car Rental
□ Hotel 

Name:
□ Other: _______________

□ Taxi
TRAVEL ADVANCE REQUESTED

□ Yes Q No Q Amount $_ 
Rfedpient’s
Signature:______________________
Date:___1 -

.. S* w f - CsL^ Ut-4-
7. TRAVELER'S SIGNATURE: .

8. APPROVING SIGNATURES:

Ofilce Head:

Approving Official
(Political or Foreign Travel):

Special Assistant to the President and 
Director of White House Operations:

a have read and agree to the terms sat forth on the reverse side.)

9. f=OR TRANSPORTA TION OFFICE USE ONL Y: 

Control No.: ________ Account:

/75'// ORIGINAL (Return with Voucher) (REV. C/21,‘89)

FORM 7
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The Dos and Don’ts of AIDS-Related Vocabulary/Phrases

Don’t Say Do Say

AIDS Victim 
Innocent Victim 
Sexually explicit materials 
Intravenous Drug User 
Risk Group 
Sexually Promiscuous 
Safe Sex 
Unsafe Sex 
AIDS Test 
Drug Addict 
Out-of-school youth 
Venereal Disease 
Gay Sex

Person Living with HTV/AIDS (PLWA) 
Person Living with HIV/AIDS (PLWA) 
Linguistically specific materials 
Injecting Drug User (IDU)
Risk Behavior
Having Sex with Multiple Partners 
Safer Sex 
Unprotected Sex 
HTV-Antibody Test 
Drug User
Homeless, runaway, independent youth 
Sexually Transmitted Disease (STD)
Sex between men or sex between women
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Abbreviations/Acronyms

In the ONAP office, many terms and names are abbreviated for various reasons. Following is a list of 
some of those most commonly used within the Office.

AAC — AIDS Action Council
ACE — Alameda County Exchange
ACT-UP — AIDS Coalition to Unleash Power
AHA — Agency for HIV and AIDS
AID — U.S. Agency for International Development
AIDS — Acquired immunodeficiency syndrome
ALIVE — AIDS Links to Intravenous Experience
AmFAR — American Foundation for AIDS Research
APLA — AIDS Project Los Angeles
AZT — Azidothymidine (drug)
BWMT — Black and White Men Together
CARE — Comprehensive AIDS Resources and Education (Consortium)
CARE — Comprehensive AIDS Resources Emergency Act
CDC — Centers for Disease Control and Prevention
DHHS — Department of Health and Human Services
DNA — Deoxyribonucleic acid
EOP — Executive Office of the President
FDA — Food and Drug Administration
FHI — Family Health International
FLOTUS — First Lady of the United States
FROSTD — Foundation for Research on Sexually Transmitted Diseases
FRR — Fundamentalist religious right
GAO — Government Accounting Office
GLAAD — Gay & Lesbian Alliance Against Defamation
GLCCB — Gay & Lesbian Community Center of Baltimore
GMHC — Gay Men’s Health Crisis (New York City)
GPA — Global Programme on AIDS
HIV — Human immunodeficiency virus
HIV+ — HIV positive
HIV- — HIV negative
HRCR — Human Rights Campaign Fund
IFPMA — International Federation of Pharmaceutical Manufacturers Association
IVDU — Intravenous drug user
JAMA — Journal of the American Medical Association
LDC — Lesser developed country
LUST — Lesbians Undoing Sexual Taboo
LYRIC — Lavender Youth Recreation and Information Center
MACS — Multi-Center AIDS Cohort Study
MCW — Medical College of Wisconsin
MDRTB — Multidrug-resistant tuberculosis
MMWR — Morbidity and Mortality Weekly Report
MSM — Men who have sex with men
NAPWA — National Association of Persons with AIDS



NBC — National Baptist Convention
NCI — National Cancer Institute, NIH
NEED — Needle Exchange Emergency Distribution
NEP — Needle Exchange Program
NGLTF — National Gay and Lesbian Task Force
NIAID — National Institute of Allergy and Infectious Diseases, NIH
NICHD — National Institute of Child Health and Human Development, NIH
NIH — National Institutes of Health
NLGHF — National Lesbian and Gay Health Foundation
NMAC — National Minority AIDS Council
NMO — National Minority Organization
NORA — National Organization Responding to AIDS
NTFAP — National Task Force on AIDS Prevention
OAA — Office of AIDS Activities
OAR — Office of AIDS Research, NIH
OASH — Office of the Assistant Secretary for Health
ONAP — Office of National AIDS Policy Coordination
OS — Office of the Secretary (of DHHS)
OUT! — Oppression Under Target!
PC HA — Philadelphia Community Health Alternatives
PHS — Public Health Service
PID — Pelvic inflammatory disease
PLWA — Person living with AIDS
POTUS — President of the United States
PRIDE — Parents Resource Institution for Drug Education
PRP — Public review panel
PSA — Public service announcement
PWA — Person with AIDS
PLWAC — Persons Living with AIDS Coalition
SBC — Southern Baptist Convention
SFAF — San Francisco AIDS Foundation
SHARP — Survey of Health and AIDS Risk Prevalence
STD — Sexually transmitted disease
TVC — Traditional Values Coalition
UCSF — University of California at San Francisco
UN — United Nations
UNDP — United Nations Development Program
USF — University of San Francisco
WHO — World Health Organization
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PRESroENTIAL CABINET MEMBERS

Secretary Warren Christopher

Secretary Robert Rubin

Secretary William Perry

Attorney General Janet Reno

Secretary Bruce Babbitt

Secretary Designate Dan Glickman
Acting Secretary Frank Newman

Secretary Ronald Brown

Secretary Robert Reich

Secretary Donna Shalala

Secretary Henry Cisneros

Secretary Frederico Pena

Secretary Hazel O’Leary

Secretary Richard Riley

Secretary Jesse Brown

Leon Panetta

Chairwoman Laura D’Andrea Tyson 

Director Alice Rivlin 

Ambassador Madeleine Albright 

Ambassador Mickey Kantor 

Director Lee Brown

Department of State 

Department of the Treasury 

Department of Defense 

Department of Justice 

Department of the Interior 

Department of Agriculture

Department of Commerce 

Department of Labor

Department of Health and Human Services

Department of Housing & Urban Development

Department of Transportation

Department of Energy

Department of Education

Department of Veterans Affairs

White House Chief of Staff

Council of Economic Advisors

Office of Management & Budget

Ambassador to the United Nations

U.S. Trade Representative

Office of National Drug Control Policy
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GENERAL INFORMATION

Access List
New employees with a temporary pass or individuals needing temporary access (30 days or 

less) must be cleared into the White House Complex on the Access List. Access for new employees 
will be automatic if the personnel forms are properly completed (see Tab B, Employment). Questions 
concerning the Access List should be forwarded to the White House Security Office (Room 84, 
OEOB, x2345).

Staff on the Access List must stop at a regular entry gate, present picture identification, and 
advise the officers they are on the Access List. The temporary pass that is issued must be returned 
upon leaving the Complex.

Personnel on the Access List may not clear individuals into the White House, OEOB, NEOB, 
or perform escort duty.

Administrative Contacts
Each White House office has a designated administrative contact, who serves as part of a 

network created to collect and disseminate administrative information within the White House. The 
White House Administrative Office serves as liaison with the administrative contacts.

Administrative Office
The White House Administrative Office (Room 1, OEOB, x2500) is responsible for a wide 

variety of administrative functions, which include the scheduling of conference rooms, the 
purchasing of specialized supplies and equipment, the processing of bills, formulating annual budget 
plans, issuing parking permits, magazine and newspaper subscriptions, issuance of travel advances, 
and the processing of travel vouchers.

This Office is separate from the Office of Administration, which provides common support 
functions to all agencies of the Executive Office of the President (EOP).

Appointments
White House passholders are authorized to clear outside visitors into the White House 

Complex. EOB passholders are authorized to clear appointments into the OEOB and NEOB only.

In either case, the passholder must call the U.S. Secret Service WAVES Center (x6742) and 
have the following information available for the agent;

visitor's first and last name; 
visitor's date of birth; 
date, time, and place of meeting; 
caller's name; and
social security number for those meeting with the President, Vice President, or First 
Family.

Appointments must be made at least 30 minutes before arrival and are good for 1 hour before 
or after the time given. East and West Wing visitors must be escorted at all times by a White House 
passholder.

When over five appointments are anticipated, the list of names should be submitted at least 4 
hours in advance on U.S. Secret Service Form SSF 2037 (see Tab G, Forms). Names of visitors 
meeting with the President, Vice President, or First Family should be submitted 48 hours in advance.



Visitors attending events for which they have received and accepted official invitations will 
be noted on the gate list and need not be cleared individually.

Arrival Ceremonies (See Ceremonies)

Athletic Facilities

There are two athletic facilities in the EOP Complex.

• The Senior Athletic Unit (Room 11, OEOB, x6616) is limited to Assistants and Deputy 
Assistants to the President and the Cabinet. The Unit is open for female members from 
5:45 a.m. - 7:00 a.m. and 3:30 p.m. to 5:30 p.m. daily and to male members at all other 
times.

• The White House Athletic Center (Room 2008, NEOB, x5688) is a full service exercise 
and fitness facility open for membership to all EOP employees (including detailees and 
contractors assigned to EOP agencies). The facility has locker rooms, showers, sauna, 
jacuzzi, and exercise equipment. Aerobic and exercise classes are also offered. Upon 
request, individual exercise programs for members can be developed by staff 
physiologists. The Center is open weekdays from 7:00 a.m. to 8:00 p.m.

Audio Visual Equipment

Slide projectors, overhead projectors, and screens are available from the Supply Store (Room 
082, OEOB, x2622). One day advance notice should be given to assure availability and delivery. For 
meetings where the President is directly involved, WHCA will supply audio-visual equipment.

Briefing Papers (Presidential)

A briefing paper with 16 copies in the format prescribed in the White House Correspondence 
Manual must be submitted to the Staff Secretary by 3:00 p.m. the day preceding a Presidential 
appointment or event. (See Tab D, Materials for the President).

Business Cards

Business cards are available to all Commissioned Officers and other White House Office staff 
on a case-by-case basis following approval by the Director of White House Operations.

Order forms are available from the White House Administrative Office (Room 1, OEOB, 
x2500). Due to Government regulation, the cost of business cards must be paid personally by staff 
members.

Cabinet Room

The Cabinet Room is reserved for the use of the President. This room can be viewed as part 
of the West Wing tour (See Tours).

Central Files (See Records Management, Office of)



Ceremonies

Arrival Ceremony

Arrival ceremonies help welcome visiting foreign heads of state. Staff members may 
escort up to 6 guests, but must enter the South Lawn through the Southwest Cate. Should 
staff have suggestions for inviting large groups of guests, please forward a brief description to 
the Director, Visitors Office (East Wing, x2322).

The proper courtesies should be practiced by staff members at all White House 
ceremonial functions to provide leadership for other guests who may be unaware of proper 
etiquette.

Segment:

Ruffles and Flourishes 
Hail to the Chief 
All National Anthems

Segment:

Ruffles and Flourishes 
Hail to the Chief 
All National Anthems

Civilian Personnel

Courtesy:

Stand at attention

Stand at attention and applaud

Stand at attention, may place hand over heart

Military Personnel

Courtesy:

Stand at attention

Stand at attention and applaud

Stand at attention and salute if outdoors; 
if indoors, stand at attention only.

Other West Wing or Residence Ceremonies

White House staff members should not attend other ceremonies or official events unless 
specifically invited. Staff members who are invited should not bring guests unless the 
invitation specifically includes them.

Invitation lists for events in the Residence are handled through the Office of the Social 
Secretary; West Wing events are usually coordinated through the project officer for the 
particular event. If staff members have any suggestions about an event, they should contact 
the project officer.

Classified Information

Executive Order 12356 prescribes a uniform system for classifying, declassifying, and 
safeguarding national security information. National security information shall be classified as "Top 
Secret," "Secret," or "Confidential." Documents may be classified only by persons granted classifying 
authority by the President, agency heads, or those delegated the authority to do so under Executive 
Order 12356; and only in accordance with the procedures outlined in Executive Order 12356. 
Questions concerning classification of documents should be referred to the Director, Office of 
Information Policy and Security Review (x3103). The NSC Office of Security (x4907) can provide 
guidance on the proper procedures for handling, storing, and destroying classified information.



Classified information found unsecured will be confiscated by the Uniformed Division of the 
Secret Service, and a copy of a security violation will be left at the location where the violation 
occurred. The individual responsible and the superior senior staff member involved will receive an 
appropriate warning letter from the Counsel's Office. Any discovery by staff members of unsecured 
classified documents or other violations of sound security practices should be reported to the White 
House Security Office (x2601).

Disclosure of classified or other sensitive information is prohibited. It is critical to avoid even 
the appearance of using information for private gain obtained in the course of an employee's official 
duties.

Classified information may only be disclosed to persons who hold security clearances for that 
particular level of classification and have a need to know the information. Verification of security 
clearances is handled by the White House Security Office (x2601). The disclosure of classified 
information to unauthorized persons may result in criminal prosecution. Classified information may 
not be discussed on any telephone, unless the telephone has been specifically secured.

Commissions and Certificates

A commission is a formal document signed by the President to appoint a person to Federal 
office, generally a Senate confirmed position, an Executive level position, or a Presidential board, 
council, or commission.

Where the appointment is not to a Federal office, but requires Presidential action, a 
certificate is used. Any question concerning the issuance of appointment documents should be 
directed to the Office of the Executive Clerk (x2226).

Computer Services and Support

Numerous computer and word processing services are available to White House staff 
through the Information Resources Management Division (IRMD) of the Office of Administration. 
Please call x7370 for further information or assistance on the following:

• Training - Regularly scheduled training on a variety of software packages is available 
from the Computer Support Center (Room 483, OEOB).

• Technical Assistance and Repair - The Help Desk provides limited technical assistance 
by phone and coordinates the repair of equipment or service.

Requests for new or revised computer systems should be directed through your 
administrative contact to the Director of White House Operations for approval.

Conference Rooms

The White House Administrative Office (Room 1, OEOB, x2500) is responsible for the 
approval, reservation, and coordination of setup and occupancy of the Conference Rooms.

To reserve a Conference Room:

• Call the White House Administrative Office to determine if the room is available (see 
Room Chart);

• If available, the room may be temporarily reserved pending the receipt by the 
Administrative Office of a Conference Room Form at least 48 hours in advance (see Tab 
G, Forms).



CONFERENCE ROOMS

Room
Seating

Capacity Restrictions
Equipment
Available

To Book
Contact

1. Room 22
OEOB

50 theater style 
with 16 seated at 
table

Admin. Office
X2500 - WH

2. Room 180 
OEOB

27 total with 16 
seated at table

Food not allowed Admin. Office
X2500 - WH

3. Room 248 
OEOB

44 total with 14 
seated at table

Director's Office 
X4840 - 0MB

4. President's 
Briefing Room 
450 OEOB

Without TV 
coverage: 227 
seated; with TV 
coverage; 177 
seated; with 
videotaping: 212

Food not allowed Projection Admin. Office
X2500 - WH

5. Treaty Room
474 OEOB

110 Seated
200 Reception

Admin. Office
X2500 - WH

6. Room 476 
OEOB

30 total with 16 
seated at Table

Food not allowed Admin. Office
X2500 - WH

7. Roosevelt
Room

34-40 seated Table to remain in 
room. Food not 
allowed

Admin. Office
X2500 - WH

8. Ward Room 
(Conference 
Dining Room)

10-15 seated Non-meal hours WH Staff Mess
X4192 or X6377

9. Residence Varies President or First 
Lady in attendance

Social Secretary 
X7064 - EW WH

When reserving a Conference Room, it is important to remember the following rules and 
regulations:

• All agencies within the Executive Office of the President may use Conference Rooms but 
only for official functions. White House staff takes priority.

• The Conference Rooms are not available for use by private citizens or organizations.

• No outside organization may pay for food or refreshments at official events within the 
EOP complex.

• Conference Rooms are not available on weekends.

Conflict of Interest

A "conflict of interest" refers to any situation where a government official has an actual or 
apparent personal interest in the outcome of a matter which that person is in a position to influence 
through decision, recommendation, advice, or other formal or informal action.



A violation of law does not require an intent to favor one's personal interest and cannot be 
overcome by showing the absence of such an intent. Participation, by itself, in a particular matter in 
which one has a financial interest is unlawful.

The financial interests of all members of a staff member's family living within his or her 
household are regarded as his or her own.

Employees must be ever sensitive to avoid even the appearance of a conflict or other 
impropriety which can be fully as damaging as the real thing. Matters relating to conflicts of interest 
are regulated by civil and criminal statutes. Executive order, regulations, and the Standards of 
Conduct for Executive Office of the President employees. Tab F of this manual provides a more 
detailed description of these requirements. Staff members should familiarize themselves with these 
provisions and should consult the Office of the Counsel to the President on any questions.

Crank Calls

A person receiving a crank call should transfer the call immediately to the Secret Service 
Protective Division.

• Forward the call to x2686 or x2687 and identify as a crank call.

• The Secret Service agent will acknowledge your information and tell you to hang up.

Credit Union

Membership in the White House Federal Credit Union is open to all White House staff 
members. Located in Room 42, OEOB, the Credit Union is open Monday - Thursday, 10:00 a.m. to 
3:00 p.m., Friday 10:00 a.m. to 4:00 p.m., and closed on weekends and holidays. The Loan 
Department for the Credit Union is located in Room 41, OEOB (x7080).

Drug Testing

Executive Order No. 12564 and Section 503 of P.L. 100-71 established goals to achieve a 
drug-free Federal workplace. Consistent with the Executive Order and the Act, the White House has 
determined that all current and future positions have been identified as testing designated positions, 
the incumbents of which will be subject to random drug testing. This also includes mandatory 
applicant testing of individuals who are being seriously considered for employment. To obtain 
information concerning the White House and EOP Drug-Free Workplace Plan, please contact the 
White House Personnel Office (Room 6, OEOB, x2260).

Duplicating Equipment

For easy access, copiers have been placed on the first and second floors of the East and West 
Wings. The appropriate East or West Wing messenger should be notified if the machines need 
supplies or service. In addition, a central copier is located in Room 160-1/2 OEOB.

Requests for new or different equipment should be directed through one's administrative 
contact to the White House Administrative Office (x2500). Copier malfunctions should be reported to 
the OA Administrative Operations Division (x7100).

Employee Assistance Program
The Employee Assistance Program (EAP) is a confidential counseling service for EOP 

employees who need help with personal or work-related problems. The EAP helps identify problems 
and makes referrals to appropriate professional services.



Immediate help is available by dialing (301) 762-4260 or 1-800-468-8369; the EAP has a 
24-hour answering service. An appointment will be scheduled at the employee's convenience. There 
is no charge to visit an EAP counselor. To obtain a copy of the EAP brochure, contact the White 
House Personnel Office (Room 6, OEOB, x2260).

Entertainment

Acceptance of entertainment by White House staff members is strictly regulated by the 
Standards of Conduct. In general, it is not permissible to accept a free meal, refreshments, or offers of 
tickets or other entertainment from a donor who has official dealings with any component of the 
executive branch. For further information, see Tab F, Standards of Conduct.

Entertainment Fund

Congress annually appropriates a modest sum to the White House Office for official 
entertainment expenses. Before a function can be funded from this account, written approval must be 
obtained from the Director of White House Operations through the White House Administrative 
Office. The request should have Department Head approval and must include a cost estimate.

Escort System

An escort system is available for employees who are required to work after dark. By calling 
the U.S. Secret Service Watch Commander (x4366), an employee may request an escort to his or her 
car by an available Uniformed Division Officer.

Equipment

Requests for the procurement or replacement of office equipment should be sent through the 
administrative contact to the Director of White House Operations. The request should describe the 
equipment specifications and provide justification for the request.

If repair of equipment is necessary, the following offices should be contacted;

• The White House Administrative Office (x2500) for the repair of typewriters and fax 
machines.

• The Administrative Operations Division of OA (x7100) for the repair of duplicating 
equipment.

• The Client Services Desk (x7370) for the repair of ADP equipment.

Executive Clerk, Office of the White House

Located in Room 5, OEOB (x2226), the Office of the Executive Clerk is responsible for the 
preparation and disposition of all official Presidential documents, such as nominations to the Senate, 
commissions of appointments, acceptances of resignations. Executive orders, proclamations, 
messages to the Congress, memoranda from the President to units of the executive branch, and, in 
many instances, various awards, citations, certificates, and medals. In addition, the office serves as 
the official point of Presidential receipt for formal documents from the Congress, such as joint 
resolutions, enrolled bills, and Senate confirmation resolutions.

The office is charged with maintaining the official White House record of Presidential action 
on all subjects mentioned above and can provide precise information, including historical data, on 
these documents. The office also maintains a set of the U.S. Code, U.S. Statutes at Large, and the U.S. 
Code of Federal Regulations.



The Office of the Executive Clerk is open from 7:00 a.m. - 7:00 p.m. on weekdays and 
9:00 a.m. - 4:00 p.m. on Saturdays.

Executive Orders

Executive orders are formal documents issued by the President to direct or authorize specific 
action by the executive branch. After signature, they are announced by the White House Press 
Office, numbered and published in the Federal Register. They are also printed in the Weekly 
Compilation of Presidential Documents.

The procedure for processing Executive orders is itself established by Executive Order 11030, 
as amended. Regardless of where in the executive branch proposed orders are prepared, they must 
be submitted to the Director of the Office of Management and Budget (OMB) for approval. The 
OMB's Office of the General Counsel coordinates interagency clearance of proposed orders and 
consults with the Counsel to the President. Proposed orders are also approved by the Attorney 
General for form and legality before being presented to the President for signature.

Additional information concerning Executive orders may be obtained from the Office of the 
Executive Clerk 1x2226) and the General Counsel of OMB (x5600). Copies of Executive orders may 
be obtained from the EOP Publications Service (x3610) or the White House Information Center 
(Room 308, OEOB, x7000).

Executive Residence

The Executive Residence is the home of the President and First Family. For generic purposes, 
the Residence will undoubtedly always be referred to as the White House, but for administrative and 
legal purposes, it should be referred to as the "Executive Residence" to avoid confusion with the 
White House Office. For further information, see Tours.

Facsimile (Fax) Machines

For easy access, the West Wing, East Wing, and OEOB messenger offices provide telecopier 
service; fax hardcopy will be delivered as soon as possible. Refer to the White House Telephone 
Directory for fax numbers of all other EOP offices.

OEOB

Incoming..............................................................456-2461
Outgoing..............................................................456-2412

West/East Wing.................................... 456-2883

Requests for fax machines should be submitted through your administrative contact to the 
Director of White House Operations.

Federal Register

The Federal Register, a part of the National Archives, maintains an office within the EOP 
complex to compile Presidential statements, press releases, speeches, etc., for publication as the 
Weekly Compilation of Presidential Documents (Room 536, x6482).



Copies of the Federal Register and the Weekly Compilation of Presidential Documents are 
received by many West Wing and OEOB offices, but are also in the OEOB Library and the Law 
Library.

Files (See Records Management, OfHce of)

Financial Disclosure

The Ethics in Government Act requires White House staff paid at the GS-16 level or above to 
file an Executive Personnel Financial Disclosure Report (SF-278) annually. Statements are filed on 
May 15 each year, but new staff members at these pay grades must file within 30 days of arrival and 
departing staff at these pay grades must file a supplemental statement.

Currently, as a matter of White House policy, all Commissioned Officers (regardless of salary 
level) must complete an SF-278 report and file it with Counsel's Office. Filings received from 
Commissioned Officers paid below the GS-16 level now remain confidential. Under the Ethics 
Reform Act of 1989, however, all Commissioned Officers will be required to file public SF-278 
reports in 1991. All other employees paid at the GS-13 through GS-15 levels must file a Confidential 
Statement of Employment and Financial Interests (OA 39). Questions relating to disclosure as well as 
requests for forms should be addressed to the White House Counsel's Office (x2632).

Freedom of Information

The Freedom of Information Act provides that the public may obtain access to agency files 
and records by submitting a request. The White House Office is not an agency for purposes of the Act 
and need not furnish records on request, but certain units of the Executive Office of the President are 
covered. All requests for information under the Act should be referred to the Counsel's Office.

Since the Act does apply to agency records (although certain records are exempt from 
disclosure), it is important that White House files not be commingled with agency files and that 
access to the White House files be restricted to White House staff.

Furniture and Furnishings

Requests for new furniture, furniture repair, carpentry work, office rearrangement, or 
telephone installation should be submitted on a Facilities Request form (see Tab G, Forms) to the 
White House Administrative Office through the administrative contact.

To avoid confusing personal with government property, staff who furnish their offices with 
personal property should clearly label such items and send a memorandum to the White House 
Administrative Office describing each item.

General Services Administration (GSA)

The General Services Administration (GSA) manages the support facilities for the East and 
West Wings of the White House, the OEOB, the NEOB, the Winder Building, and Jackson Place 
townhouses.(Requests for East or West Wing building services (e.g., repair of heaters, air 
conditioning, ot lighting) should be directed to the Facilities Management Office (x2335).

Gifts

There are strict rules governing acceptance of gifts from foreign and domestic sources. Gifts 
from officials of foreign governments are governed by the provisions of the Foreign Gifts and 
Decorations Act, which is described further in the Standards of Conduct section of this manual (see
Tab F).



As to other gifts in general, it is not permissible for a White House staff person to accept a 
gift from an entity that has or is seeking contracts or other business with any part of the executive 
branch that conducts activities regulated by the executive branch; or has interests that may be 
substantially affected by the staff member's performance or non-performance of official duties. 
Certain exceptions apply. For example, it is permissible to accept a gift from a friend or relative, 
under circumstances that make clear that the motivation for the gift is purely personal. Other 
exceptions are described in Tab F of the Standards of Conduct section of the manual. It is important 
to note, however, that under current policy, there is no set dollar value below which gifts are 
automatically permissible.

White House staff members required to complete the SF-278 financial disclosure report 
should report to the Gift Unit (Room 457, OEOB, x7133) receipt of gifts from all sources other than 
relatives. In general, the gift should be submitted to the Gift Unit, along with a completed Staff Gift 
Record form. In filling out the form, it is important to provide full details about the circumstances of 
the gift. In the alternative, if in a particular case it is evident that it is not permissible or desirable to 
retain a gift, it may be returned directly to the donor with an appropriate explanation. In such case, 
the gift need not be sent to the Gift Unit, although a copy of the letter returning the gift should be 
provided to the Gift Unit for its records. See Tab F for more information on the procedures for 
handling gifts.

Graphics and Document Preparation

All graphics and documentation preparation services are performed by the Office of 
Administration. The OA Graphics Section (Room 5013, NEOB, x3624) prepares a wide-range of 
visual aid materials: artwork design and reproduction, camera enlargements and reductions, 
computer-assisted calligraphy, color slides, and transparencies. This branch produces charts, graphs, 
and posters; it also arranges for the printing of letterhead stationery, programs/invitations, newsletters, 
and brochures.

The OA Document Preparation Section (Room 5013, NEOB, x5163) provides high-quality 
typesetting for reports, manuscripts, booklets, newsletters, calendars, and schedules. A wide variety 
of fonts are available.

Hatch Act (See Political Activities)

Hiring
The procedures for submitting a request for any new hire, including detailees, consultants, 

volunteers, and interns, require the completion of a Request for Personnel Action form or WHP-1, 
and a Supplemental Security Form or WHP-2 (available from the White House Personnel Office). All 
such requests require department head approval and are subject to review by the White House 
Personnel Office. All personnel activities must be approved by the Director of White House 
Operations. A Security Investigation Form (SF-86) should also be obtained from and returned to the 
White House Security Office (Room 84, OEOB). Section B of this Manual addresses employment 
procedures.

Please note that all new hires are subject to mandatory applicant drug testing. No 
commitments should be made until final confirmation is received from the White House Personnel 
Office.



Holidays

Paid legal holidays are:

New Year's Day 
Martin Luther King Day 
Inauguration 
Presidents' Birthday 
Memorial Day

Christmas Day

Independence Day 
Labor Day 
Columbus Day 
Veteran's Day 
Thanksgiving Day

Internship Program
The White House Office has a number of offices that provide internship opportunities year- 

round to students who wish to learn more about the executive branch. Students must be over 18 
years of age and may serve a maximum of 90 days. Applications and information may by obtained 
from the White House Internship Coordinator (Room 100, OEOB, x6266).

Invitations To Official Events
Invitations to receptions, briefings, dinners, and other events in the Executive Residence are 

handled through the Social Secretary's Office (x7064). Staff members wishing to suggest names to 
receive invitations should forward them to the Social Secretary along with social security numbers 
and dates of birth if the President or First Lady is expected to attend.

Under no circumstances should any uninvited staff member attend, issue invitations, or 
escort guests not on the official invitation list into an event.

Invitations to events, including those to White House staff members, will indicate if a spouse 
or guest is to be included.

Leave

Several types of leave are applicable to the White House staff: annual leave, sick leave, leave 
without pay, maternity leave, military leave, and leave for court/jury duty. Commissioned Officers on 
the White House Office payroll do not earn leave.

• Annual Leave is earned at the rate of 4, 6, or 8 hours per 2-week pay period, depending 
upon length of government service (6 hours after 3 years and 8 hours after 15 years). The 
maximum accruable annual leave is 240 hours, and any amount in excess of that is 
forfeited at the end of the leave year. The compensation for unused annual leave is paid 
in a lump sum when the employee leaves government service.

• Sick leave accrues at 4 hours per pay period, with no maximum limit, but with no 
payment if not used when an employee leaves government service.

For additional information on these and other types of leave, call the White House Personnel 
Office (x2260).

Libraries
Three libraries provide a wide range of information and services to all EOP staff.

• The EOP Library, OEOB (Room 308, OEOB, x7000) covers special interest areas such as 
the Presidency, past and current administrations, American history and politics.



government policy, and national security. Staff also maintains an extensive vertical file 
and an in-house news clipping service.

• The Law Library (Room 528, OEOB, x3397) maintains a basic legal and legislative 
collection with a strong emphasis on administrative and Federal case law. The collection 
also includes congressional materials such as bills, laws, committee hearings, prints, and 
reports.

• The EOF Library, NEOB (Room G-102, NEOB, x3654) covers special interest areas 
including economics, the budget, and other areas relating to the management of Federal 
Government activities.

An on-line catalog shared by all sites provides easy access to holdings in any of the three 
libraries. Reference librarians with experience in locating information in printed and electronic media 
are available.

Lobbies

Telephone numbers for lobbies in the White House Complex are;

OEOB Pennsylvania Avenue...................................................... x4445
OEOB 17th Street......................................................................... x4269
West Lobby................................................................................... x2605
Ground Floor, West Wing............................................................x2181
East Wing.......................................................................................x4474

Guests visiting West and East Wing staff must be escorted by a passholder to and from the 
lobby area.

Lobbying

Federal laws prohibit the use of Federal funds to lobby the Congress or coordinate a lobbying 
effort by others. They do not prohibit normal congressional liaison for direct support of Administration 
proposals. The laws are aimed at efforts to enlist others in pressuring the Congress. Questions 
concerning permissible activity should be addressed to the Counsel's Office. (See Standards of 
Conduct, Tab F.)

Mail and Messenger Services 

Incoming Mail

All incoming mail and parcels undergo security screening at an off-site location prior 
to delivery to the White House Complex. The White House Mail Section is then responsible 
for analyzing and sorting Presidential and staff mail sent through the U.S. Postal Service.

The Office of Administration messengers deliver all external and internal mail within 
the White Hou<^e complex. Interoffice mail is delivered and retrieved every two 2 hours and 
should reach its destination within the complex on the next mail run.

Outgoing Mail

The White House Mail Section is also responsible for handling outgoing mail sent 
through the U.S. Postal Service.



All official Presidential correspondence should be sent to the Correspondence 
Review Section (Room 75, OEOB) for a final error check. The White House Mail Section will 
not handle outgoing Presidential correspondence unless it has been processed by 
Correspondence Review. Outgoing Presidential mail should not be folded or placed in an 
envelope (this will be done by the Mail Section).

The White House requires that Mail Section employees open any package mailed at 
Government expense in order to determine the appropriate postage rate. If, upon opening 
the package, the Mail Section concludes that the contents are of a personal or unofficial 
nature, the package will be returned to the staff member when possible.

Overnight Express Mail

The use of express overnight mail must be approved by the White House 
Administrative Office (Room 1, OEOB, x2500) prior to mailing. Preprinted forms for official 
mailings and envelopes are available from Room 1. The express mail facility is located in 
Room 52 and is open from 9:00 a.m. - 6:30 p.m. Monday through Friday.

Metro Area Deliveries

The Office of Administration's messengers make deliveries to Capitol Hill and 
Federal agencies. For information on schedules, please contact the OEOB Messenger 
Mailroom (x7005).

Red Tag Deliveries

"Red Tag" messenger service allows for immediate pickup and delivery of material. 
It should be used only when absolutely necessary. To request Red Tag service, call the 
messenger room closest to the office where the material is to be picked up.

Room 52 OEOB...................................................x7005
West Wing............................................................x2615
East Wing..............................................................x2918

Mail Window

The Mail Section (Room 52, OEOB) sells stamps and accepts parcels for mailing from 9:00 
a.m. to 4:00 p.m. Monday through Friday. In addition there are two postage stamp vending machines 
located on the Ground Floor of the OEOB and NEOB.

Mass Mailings

An office requesting a mass mailing should complete the Mass Mailing Request Form and 
submit it to the White House Administrative Office (x2500) for approval (See Tab G, Forms). The 
request should identify special printing or duplicating requirements and should include preprinted 
labels or identify the label list maintained by the Office of Records Management.

Materials for the President

All communications to the President's Office should come through the Staff Secretary, who 
may or may not "staff out" such documents for comment. (See Materials for the President, Tab D.)



Medical Unit
The Medical Unit (Room 107, OEOB, x6024) is a small dispensary for treating emergencies 

and minor maladies. It is open Monday through Friday, 9:30 a.m. to 11:00 a.m. and 1:30 p.m. to 
3:30 p.m.

Military Office (East Wing)

The White House Military Office is responsible for coordination of all military support to the 
President and the White House. This support includes:

• The White House Communications Agency (WHCA)

• Transportation - The White House Garage

• Air Force One and Marine One

• Camp David

• The White House Staff Mess

• The President's Physician

• The President's Military Aides

• White House Television Office

The Military Office also serves as a coordinating point for all administrative communications 
between the White House and the Department of Defense.

News Summary

The White House News Summary is a summary of major stories from hundreds of 
newspapers throughout the country and the major network television news prepared for the 
President, Senior Staff, and others with specific needs. The Summary is published weekdays by the 
Office of News Summary (Room 412, OEOB, x2950).

Notary Public

Notary services are available for White House staff members from the White House 
Administrative Office (Room 1, x2500).

Office of Administration (OA)

The Office of Administration is headed by the Deputy Assistant to the President for 
Management (Ground Floor, West Wing, x7052) and provides common administrative support to all 
agencies of the Executive Office of the President (EOP). The agency is comprised of the following 
divisions and offices:

• Administrative Operations Division (Room 5001, NEOB, x7100) provides 
mail/messenger, printing/graphics, procurement/contracting, and office supplies services 
to the EOP and White House.

• Facilities Management Division (Room 484, OEOB, x2335) coordinates capital 
improvement projects. Manages service requests for the White House complex and 
manages the historic preservation of the OEOB.

• Financial Management Division (Room 4005, NEOB, x7244) manages EOP accounting 
and budgeting functions, payroll services, and non-White House travel/impress funds.



• Information Resources Management Division (Room 4202, NEOB, x4980) manages 
computer and telecommunications processing, text processing, and all related 
information technology services.

• Library and Information Services Division (Room 308, OEOB, x7000) provides research 
assistance and operates two libraries in the OEOB and one in the NEOB.

• Office of the General Counsel (Room 472, OEOB, x2273).

• Personnel Management Division (Room 4013, NEOB, x3765) assists with recruitment, 
training, classification, and security and maintains official personnel records on 
employees of the EOF agencies.

Office Space

All inquiries with respect to office space should be directed to the Facilities Management 
Office (x2335).

Office Supplies

A complete inventory of office supplies is available from the supply store (Room 082, OEOB, 
x2622). Supplies may be obtained in person or by charging the item to the individual office. Bulk 
items may be delivered directly to the office by supply personnel on request.

Special supplies that are not available from the supply store may be ordered through the 
White House Administrative Office (Room 1, OEOB, x2500).

Outside Earned Income

All full-time, non-career Presidential appointees are subject to a total ban on outside earned 
income imposed by Executive Order 12674, issued by President Bush in April 1989. This ban 
extends to all full-time White House Office and Office of Policy Development staff. An exception 
applies only to certain individuals in the White House Operating Units and to staff paid below the 
equivalent of GS-9. All outside employment must be approved in advance by the Assistant to the 
President for Management and Administration. For more information see Tab F, Standards of 
Conduct.

Outside Positions

White House staff may not hold positions as officers, directors, board members, or trustees of 
any for-profit entity. Such positions on nonprofit entities are permitted subject to applicable ethical 
standards with the advance approval of the Counsel's Office. For further information on the 
applicable standards, see Tab F, Standards of Conduct.

Oval Office

The Oval Office is the President's primary working office. This office may not be entered by 
any White House staff member unless accompanied by a Secret Service Officer or member of the 
President's immediate office. For further information, see Tours.

Paging
Paging equipment is available for issuance by WHCA after approval by the Director of White 

House Operations, on a case-by-case basis.



Parking
White House office is given an assigned allotment of parking permits to be distributed 

by the adhginistrative contact on a monthly basis. Requests and inquiries should be directed through 
the administiative contact to the White House Administrative Office (Room 1, OEOB, x2500). Upon 
approval, rhe 'applicant is notified as to the area in which he or she is to park and is issued an 
appropriate vehicle sticker which must be visible at all times. Lost, misplaced, or stolen passes 
should be reported immediately.

Passes

The appropriate pass will be issued on the day a new White House staff member begins work 
or shortly thereafter. Passes must be displayed at all times while inside the White House Complex. 
Passes vary as follows:

• WHS - White House Staff

• EOB - Individuals requiring access to the EOB

• NN - Used in conjunction with an EOB pass by individuals who need temporary access
to the White House

• MIL- Military

• MAC - GSA Maintenance and Cleaning

• NCS - Non-Government Service

• USSS-U.S. Secret Service

• RES - Individuals who work in the Executive Residence

• OGA - Other Government Agency (State, Treasury, etc.)

• LE - Law Enforcement

• NEOB - Individuals requiring access to the NEOB only

Subsequent problems, such as lost, misplaced, stolen, or mutilated passes should be referred 
to the U.S. Secret Service Pass Office (Room 23, OEOB, x4259). Outside of normal working hours, 
stolen or lost passes should be reported immediately to the U.S. Secret Service Duty Desk at 395- 
4005.

Persons holding temporary photo passes that require an extension beyond the current 
expiration date should contact the White House Personnel Office at least a week in advance of the 
expiration date to ensure that arrangements are made for the extension.

Persons who are issued a non-photo temporary pass, for any reason, must return the pass to 
the officer at the gate upon leaving the complex.

Payroll
Staff members having questions regarding deductions or other aspects of their checks should 

call the White House Personnel Office, (x2260).

Personnel

An appointment on the White House Office oayroll is referred to as an Excepted Service 
Appointment or Presidential Appointment. All White i .use Office employees serve at the pleasure of 
the President, are not part of the competitive career service, and are not Schedule C employees.



Policy Staff

Employees involved in the development and implementation of policy are termed "Policy 
Staff." Compensation for these positions is said to be "administratively determined," although 
the salary levels may be equivalent to the General Schedule.

Operating Staff

Staff filling non-policy jobs in Operating Units are assigned equivalent General Schedule 
(GS) grades but do not have the status associated with competitive career employees. 
Operating Unit Staff may also be compensated by "administratively determined" (AD) salary 
levels.

In addition to permanent policy and operating staff, several types of temporary personnel are 
employed by the White House Office and are governed by strict statutory requirements. Requests to 
use such employees should be made through the White House Personnel Office and must be 
approved by the Director of White House Operations.

All Government employees including consultants, volunteers and interns, are subject to 
conflict of interest requirements and ethics rules. Consult Counsel's office for further information on 
how these requirements (described in Tab F, Standards of Conduct) apply to part-time and/or unpaid 
positions.

Personnel, Office of White House

The White House Personnel Office (Room 6, OEOB, x2260) handles all White House (Dffice 
personnel matters including questions concerning employee compensation, leave, benefits, etc. The 
Personnel Office serves as a liaison with the Office of Administration's Personnel Management whose 
responsibility it is to process all White House personnel and payroll actions.

The Office of White House Personnel should not be confused with the Presidential Personnel 
Office, which recruits Presidential appointees for positions outside the White House.

Photographs

The White House photographers cover most events in which the President or First Lady 
participates. Requests from White House staff members must be channeled through the administrative 
contact in each office. Requests for limited numbers of photographs of certain events, particularly if 
the staff member is depicted, will be filled whenever possible. The White House Photographers Office 
is located in the West Wing (x4050).

Staff members should remind their guests not to use cameras inside any building in the 
complex; cameras are only permitted at public events.

Requests for the President's or First Lady's autograph on official photographs should be 
submitted to the Office of Presidential Correspondence (Room 94, OEOB, x7610). For more 
information, see Tab G, Forms.

Political Activities

The Hatch Act prohibits participation in partisan political activities by most employees of the 
executive branch. Staff paid from the White House Office appropriation are largely exempt from the 
restrictions of the Hatch Act; however, strict rules and procedures govern participation in political 
activities. (Detailees and most other EOP employees are subject to the restrictions of the Hatch Act.)

In general, beyond those restraints. White House employees may not use Government 
property or facilities for political activities nor solicit contributions from Federal employees on Federal
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property. Staff may not engage in political activities on Government time; attendance at any type of 
political function during normal working hours requires the use of annual leave.

White House employees absent from their job for more than one day a week for political 
purposes must take annual leave or leave without pay, approved in advance. One workday a week 
may be missed for political purposes provided the employee fulfills his or her full 40-hour obligation 
to the Government during the other days of the week. For further information, (see Tab F, Standards 
of Conduct or contact the Counsel's Office).

President's Signature

The President's name on letters and telegrams should be used only when totally appropriate 
and when a senior staff signature will not suffice.

Requests for letters or telegrams over the President's name must be submitted with the written 
approval of a senior staff department head to the Office of Presidential Correspondence.

Presidential Appointments

The Office of Presidential Personnel is responsible for Presidential appointments to Cabinet 
and sub-Cabinet posts in Executive departments and agencies and to Presidential boards, 
commissions, and councils. Any suggestions, recommendations, or endorsements of persons for such 
positions should be forwarded to Presidential Personnel and not to the department or agency 
involved.

The White House should not, however, become involved in sponsoring any candidates for 
Government positions in the career competitive service since such positions are nonpolitical and 
must be filled in accordance with established laws and regulations.

Presidential or White House Commissions

Presidential or White House commissions, boards, conferences, or councils do not 
necessarily operate out of, or have any administrative connection with, the White House Office or 
the EOP. Such entities often are entirely independent, having their own separate budget, offices, and 
staff.

Precise information about the origin, duties, and Presidential appointments to such entities 
may be obtained from the Office of the Executive Clerk (Room 5, OEOB, x2226).

Presidential Messages and Correspondence, Office of

The Office of Presidential Messages and Correspondence processes all correspondence 
addressed to the President and First Lady and other Presidential documents. Inquiries about 
Presidential Correspondence should be directed to the Office of the Director (Room 94, OEOB 
X7610).

Agency Liaison

The Agency Liaison Office (Room 91, OEOB, x7486) assists the public who have written 
the President, the First Lady, or staff with their problems. These cases are resolved through 
contact with various Federal agencies and private sector organizations.



Presidential Greetings and Comments

The Presidential Greetings and Comments Office (Room 39, OEOB, x2852) is responsible 
for filling requests for Presidential greeting cards and takes general public calls from persons 
who wish to convey their opinions to the President on issues or register their complaints. The 
comments line 456-1111 is staffed by volunteers from 9:00 a.m. to 5:00 p.m. Monday 
through Friday.

Limited office assistance for East Wing and OEOB staff may be requested from volunteers 
of the Presidential Inquiries Office.

Presidential Messages

Presidential messages are letters intended to be read at public events. All requests for 
messages with the President's signature must be submitted at least 10 working days in 
advance to the Office of Presidential Messages (Room 18, OEOB, x2941) which reviews the 
request, drafts, and dispatches the message.

All staff requests must be approved by the office head.

Secretarial and Typing Unit

The Secretarial and Typing Office (Room 60, OEOB, x2304) types White House 
correspondence and provides assistance in preparing large form letter mailings.

West Wing staff offices may request temporary secretarial assistance from this Unit. 
Support may be given to East Wing and OEOB offices when staff is available.

Special Letter Response

The Special Letter Response Office (Room 93, OEOB, x2276) will review any special 
letter request. It should contain as much information as possible about the need for a letter. If 
it is deemed appropriate, a response from the President is drafted.

Student Correspondence

The Student Correspondence Office (Room 435, OEOB, x7734) responds to questions or 
letters from students from kindergarten through the college level.

White House Gifts

White House Office (Room 457, OEOB, x7133) processes all gifts for the President and 
First Lady and members of the White House staff.

Presidential Greeting Cards 

Anniversary Cards

A Presidential anniversary card will be sent upon written request for 50th or subsequent 
wedding anniversaries. Requests should be sent to the Presidential Greetings and Comments 
Office (Room 39, OEOB, x2852).

Birthday Greetings

A Presidential birthday card will be sent upon written request for 80th or subsequent 
birthdays. Requests for birthday cards should be sent to the Presidential Greetings and 
Comments Office (Room 39, OEOB, x2852).

Other special occasion cards are also available. (See Tab G, Forms.)
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Presidential Scheduling

All Presidential appointment and scheduling requests, including photo opportunities and 
courtesy calls, must be coordinated with the Office of Presidential Appointments and Scheduling. 
(See Tab C, Presidential Scheduling Procedures.)

Presidential Seal

The current Presidential Seal was first established by Executive Order 10860 and later 
amended. It denotes the Office of the President of the United States and may be used only under 
certain circumstances.

Inquiries and requests regarding the use or display of the Seal should be directed to the 
White House Counsel's Office or to the Director of White House Operations.

Press Coverage of Presidential Events

Members of the press covering activities in which the President is participating are escorted 
by members of the Press Secretary's staff. Members of the press should not be taken into rooms with 
the President unless accompanied by a member of the Press Secretary's staff. The Office of the Press 
Secretary handles arrangements for members of the press.

Unless there is press coverage of an event in which the President is participating, only 
official White House photographers may be present. Others, such as photographers hired by 
organizations participating in Presidential meetings, should not be admitted.

Press Inquiries
Inquiries from the news media should be forwarded to the Office of the Press Secretary.

Press Releases
Press releases for which the date and/or the specific occasion is known can be obtained by 

staff from the EOP Publications Service (Room 2200, NEOB, x3610). Public inquiries should be 
referred to the Publications Office (Room 2200, NEOB, 395-7332).

Inquiries from staff members requiring research to identify the specific press release should 
be directed to the EOP Library, OEOB, (x3397).

The first source in attempting to locate a press release should be the Weekly Compilation of 
Presidential Documents (The "Weekly Comp"), published by the Office of the Federal Register, or if 
from previous years, the Public Papers of the President. These documents contain most (though not 
all) press releases, nominations, announcements, speeches, etc. Offices not on the regular "Weekly 
Comp" distribution list may contact the EOP Library, OEOB (x7000).

Printing
The Office of Administration Publishing Branch provides printing and duplicating services 

throughout the EOP complex. Additionally, oversize jobs are are sent to the Government Printing 
Office. Printing requests must be approved in advance by the White House Administrative Office 
(Room 1, OEOB, x2500).

The print shop is located in Room 15, OEOB (x2295). Hours of operation are 7:00 a.m. to 
11:00 p.m. weekdays and 8:00 a.m. to 4:30 p.m. on Saturday.



Proclamations
Proclamations are formal Presidential documents with roughly the effect of an Executive 

order. There are two types of proclamations: regulatory (usually with budget or trade implications) 
and commemorative.

Commemorative proclamations are typically observances of a day, week, or month, such as 
Thanksgiving Day, Fire Prevention Week, or Red Cross Month, There are approximately 60 recurring 
ceremonial proclamations that are issued annually. In addition, there are many others that the 
Congress requests the President to issue throughout the course of a year.

Although proclamations may originate in any Government department or agency, they must 
pass through OMB's Office of Legislative Reference before proceeding to the President for his 
signature. Additional information concerning proclamations may be obtained from the Office of the 
Executive Clerk. Copies from the current administration may be obtained from the EOP Publications 
Service (x7332) or the EOP Library (Room 308, OEOB, x7000).

Publications

Requests for publications should be made through the White House Administrative Office 
(Room 1, OEOB, x2500). The request should be made in writing and specify the publication, cost, 
and the appropriate address of the recipient. These requests should be kept to a minimum and, 
whenever possible, publications should be shared by staff members.

Purchasing

For items unavailable from the supply store, a written request should be submitted to the 
White House Administrative Office (Room 1, OEOB, x2500). It should specify ordering information 
such as the quantity, size, model number, price, source, delivery date, person to whom the supply 
should be delivered, and any other data. Requests for purchases of more than a nominal value must 
be submitted in writing by the department head or his designee and forwarded to the White House 
Administrative Office for approval.

Under no circumstances should items be ordered from private suppliers without prior 
approval from the Administrative Office.

Records Management, Office of
The Office of Records Management (ORM) is open 8:00 a.m. until 10:30 p.m. daily and from 

8:30 a.m. to 3:30 p.m. Saturday. The office is often open beyond these hours to accommodate staff 
demands. However, a records manager is available anytime through the White House Switchboard.

Office of the Director

The Office of the Director (Room 80, OEOB, x2240) is the central record keeping unit 
within the White House Office. All staff members are encouraged to consult with this office 
for guidance on files and filing.

The Central Files Section

The Central Files Section (Room 72, OEOB, x2242) maintains the major segment of 
records in the White House. These records consist of papers, tapes, photographs, and 
electronic media, etc., generated or received by the President, the First Lady, and/or'their 
staffs. They are indexed utilizing a computer-based system which permits rapid retrieval of 
information. For optimum efficiency, all staff members should coordinate, file, and retrieve 
information from this system.
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Correspondence Review and Referral Section

The Correspondence Review and Referral Section (Room 76, OEOB) should receive all 
outgoing Presidential correspondence for a final check for typographical errors, mistakes, or 
inconsistencies in titles, spelling, and addresses. The correspondence will then be sent to the 
Mail Room for dispatch.

Data Entry Section

The Data Entry Section (Room 74, OEOB) has partial responsibility for a number of 
computer-based information systems in the White House. In varying degrees, this unit 
assists in the management of computerized information on Presidential and staff 
correspondence, gifts, lists of individuals and special interest groups for briefings and/or 
continuous mailings. Mail to be referred to departments and agencies for acknowledgement 
or requesting a draft for incorporation into a White House reply is dispatched through this 
section.

As stated in the Presidential Records Act of 1978, complete ownership, possession, and 
control of Presidential records is administered by the United States Government. Therefore, all staff 
members should confer with the Office of Records Management or the Counsel's Office, as 
appropriate, regarding the disposition of any records as defined by this Act.

Roosevelt Room

The Roosevelt Room is used for meetings involving the President and/or White House senior 
staff. See Conference Rooms for scheduling procedures. The Room is part of the regular West Wing 
tour (see Tours).

Seal, The Great

The Great Seal of the United States was officially created by the Continental Congress in 
1782. In 1947, the Secretary of State was given authority over use of the Great Seal, and it may be 
affixed only with his permission. Unauthorized use of the Great Seal is a criminal offense pursuant to 
18 U.S.C. Section 713.

Secretarial Assistance

See Presidential Messages and Correspondence, Secretarial and Typing Office.

Smoking Policy
Smoking is not permitted in the following areas:
• East and West Wing lobbies
• General office space, unless the space is appropriately configured and ventilated to 

protect non-smokers against invo untary exposure
• Conference rooms
• Elevators
• Staff Mess
• OEOB Cafeteria
• Restrooms

Questions regarding these regulations should be directed to the Director of White House 
Operations.



Staff Mess

Due to physical limitations, the White House Staff Mess may be used only by specific 
persons designated by the Director of White House Operations. Takeout tray service accounts may be 
established by persons permanently housed in the West Wing. Under no circumstances may travs be 
taken to the East Wing or the OEOB.

Members of the media and foreign diplomats are not allowed in the Staff Mess.

Stationery

The importance of maintaining the integrity of White House letterhead cannot be 
overemphasized. All official correspondence should be unsealed; sealed White House envelopes will 
be opened for inspection.

White House letterhead is to be used for official purposes only by bona fide staff. Azure (pale 
green) stationery is for the exclusive use of the President.

Telegrams and Mailgrams

All telegrams or mailgrams must go through the Telegraph Office (Room 87, OEOB, x2138) 
which is open 8:30 a.m. to 6:00 p.m. weekdays.

Sending 50 or more telegrams or mailgrams must be approved by the White House 
Administrative Office. Telegrams over the President's name must receive prior approval by a senior 
staff department head and be submitted to the Special Assistant to the President for Presidential 
Messages and Correspondence (x7610).

Telephones

The EOP uses two telephone prefixes: the 456 telephone prefix is unique to the White 
House, while the 395 prefix services some EOB offices and all offices in the NEOB. Internally the 
prefix does not matter; however, the correct prefix is needed from outside the complex.

Directories

White House directories may be obtained from the Mail/Messenger Room. These 
directories are restricted in nature and should not be made available to outside agencies or 
individuals.

Installation

Requests for new or altered telephone service should be directed to the Director of 
White House Operations.

When calling long-distance, the FTS "8" line should be used only for official business. 
Commercial long-distance calls are monitored, and action will be taken to recover costs for 
personal calls.

Repair

Telephone malfunctions should be reported directly to the telephone repair service 
(x9611).



Telephone Switchboards

There are two basic telephone systems in the White House:

The Administrative or "Admin" Switchboard

The "Admin" Board (456-1414) is the basic commercial telephone switchboard and is 
open 24 hours a day, 7 days a week.

The Signal Board

The Signal Board is the WHCA/Military Board. It is responsible for all mobile 
communications, including paging. Contact is generally through the "Admin" Switchboard.

Time and Attendance Records

Time and attendance records are maintained by authorized timekeepers in each department. 
In order to receive compensation, a time and attendance record must be completed for each 
employee per pay period. It must be submitted to the White House Personnel Office (Room 6, 
OEOB) no later than 6:00 p.m. on Friday at the end of the pay period. For assistance call the White 
House Personnel Office (x2260).

Tours

Executive Residence

Tours of the Executive Residence (White House) are given Tuesday through Saturday 
mornings throughout the year. It is best to double check the day before a tour since 
occasionally the Residence is closed at the last minute for an official event.

All tours begin at the Visitors Entrance, continue halfway through the ground floor of the 
Residence, upstairs to the State Floor; through the East Room, Green Room, Blue Room, Red 
Room, State Dining Room; and exit from the North Portico through the Northeast Cate.

The National Park Service distributes tickets for public tours at the Ellipse starting 
at 8:00 a.m. for tours which begin at 10:00 a.m. and officially end at 1 2:00 noon.

Information on White House public tours may be obtained from the outside by dialing 
456-7041.

Staff members are allowed to place up to ten guests at the front of the public line 
anytime between 10:30 a.m. and 12:00 noon. Staff members should meet their guest at the 
Visitors Entrance. Guests cannot be placed on the tour at any other location.

Congressional Tours

Prior to opening the Residence to the public, guided tours are given (by reservation only) 
Tuesday through Saturday, 8:15 a.m. to 8:45 a.m. White House staff may request reservations 
for Congressional Tours for family and special guests through their office's administrative 
contact.

School vacation times as well as Thanksgiving, Christmas, and Easter, are particularly 
busy, and any requests for Congressional tour tickets during this period should be limited to 
immediate family and must be scheduled several weeks in advance.

It is very important that White House staff not schedule tours for Congressional staffs, as 
each Hill office receives an allotment and must call the White House Visitors Office for 
reservations



Staff Tours

White House passholders are permitted to escort small groups (not to exceed seven, 
including passholder) through the Executive Residence when the First Family or their guests 
are not in the Residence and no activities are scheduled. Available times for this tour are 
determined by the President's schedule.

All after hours Residence tours require prior approval from the Ushers Office (x2650). 
Individuals should contact the Ushers Office the day of the scheduled tour to reconfirm.

West Wing Tours

Tours of the West Wing are limited to the Oval Office, Cabinet Room, the Roosevelt 
Room, the White House Press Briefing Room and the West Wing Lobby on the following 
days and by appointment. Please note that the hallway between the Oval office and the Vice 
President's office is not open for tours.

Monday.............................................................................7-10 p.m.
Tuesday.............................................................................No tour
Wednesday....................................................................... 7-10 p.m.
Thursday............................................................................No tour
Friday................................................................................ 7-10 p.m.
Saturday after 1 p.m............................. (no appointment necessary)
Sunday all day......................................(no appointment necessary)

No more than six (6) guests are permitted to a group. Appropriate attire is expected, and 
taking of pictures is prohibited. Reservations for staff with appropriate passes should be made 
through the Office of the Director of White House Operations (x2663).

Commissioned Officers are exempt from scheduling appointments on tour night 
provided they personally conduct the tour.

Marine One Arrivals and Departures

Although passholders may bring guests to view Marine One arrivals or departures from 
the South Lawn, normal West Wing tour rules remain in effect before and after the departure.

Unless the West Wing is open for tours at the time of a Marine One arrival or departure, 
EOB staff and guests will not be permitted to walk through the West Wing to reach the South 
Grounds. Entrance to the South Grounds should be through the West Garden Room. Due to 
Press requirements, all staff and their guests should be on the east side of the driveway.

Staff members with requests for large groups to attend an arrival or departure should 
direct their requests to the Director, Visitors Office (x2322).

Old Executive Office Building

The Preservation Office provides public tours of the OEOB. Tours are conducted on 
Saturdays from 9:00 a.m. to 12:00 noon by reservation only. No tours are conducted if a 
holiday falls on a Saturday. Call 395-5895 for reservations.



Special Events Open to the Public

Information about the special events open to the public is sent to all staff preceding each 
event by the Visitors Office. These events include:

• Christmas Candlelight Tours which are held on three nights during the Christmas 
season.

• Spring and Fall Garden Tours which are held one weekend in mid-April and mid- 
October.

• The White House Easter Egg Roll has been held Easter Monday on the White House 
Lawn since 1878. It is open to the public for children 8 years and younger 
accompanied by an adult.

Travel

The White House Administrative Office travel section processes travel documents for White 
House staff.

Domestic Travel

A travel authorization is required for all travel outside the metropolitan area. The 
authorization form (see Tab G, Forms) must be signed by the traveler, the department head or 
deputy, and forwarded to the White House Administrative Office for processing at least 24 
hours prior to departure. The Administrative Office will forward the authorization to the 
Director of White House Operations for final approval.

Cash advances for 100 percent official travel may be drawn from the White House 
Administrative Office after approval of the travel authorization, provided the staff member 
does not have outstanding unpaid or unaccounted for travel advances.

Restrictions apply on accepting offers from outside organizations to fund travel by White 
House and Office of Policy Development employees. If accepting 501(c)(3) travel, prior 
written approval must be obtained from the White House Counsel's Office (x2674). For 
further information, see Tab F, Standards of Conduct

The traveler is responsible for submitting to the White House Administrative Office for 
processing a travel voucher upon completion of each official trip. The voucher (see Tab G, 
Forms) must include the traveler's signature, the signature of the department head or deputy, 
and actual departure and arrival information.

Foreign Travel

In addition to the requirements for domestic travel, all staff members traveling out of the 
country in an official Government capacity must obtain prior written permission from the 
Office of the Assistant to the President for National Security Affairs.

Foreign travel of staff advancing or accompanying the President is handled and funded 
through the Department of State. This also applies to some individual non-Presidential foreign 
travel.

When making foreign travel arrangements, an employee should bear in mind that 
reimbursement for airfare using anything other than a U.S. Flag carrier is not permitted from 
Government funds unless specific prior approval is obtained.

Bonus mileage or other forms of promotional credits earned while travelins on sovernment 
business cannot be used to earn free personal trsvel. Any employee or volunteer who earns mileage 
and uses it for personal use is obligated to repay to the government the full value of the personal 
travel. For further information, please contact the White House Counsel's Office (x2674).



Other questions about travel rules and regulations should be directed to the White House 
Administrative Office (Room 1, OEOB, x2500).

Travel and Transportation Office

The Travel and Transportation Office (Room 86, OEOB, x2250) reserves and issues airline 
and railway tickets for all official White House approved travel. The Travel Office is open 8:30 a.m. 
to 6:00 p.m. weekdays.

U.S, Secret Service
Secret Service has four divisions at the White House:

• Presidential Protective Division (PPD)

• Vice Presidential Protective Division (VPPD)

• Technical Security Division (TSD)

• The Uniformed Division (UD)

The Presidential and Vice Presidential Protective Divisions are responsible for the physical 
protection of the President, the Vice President, and certain members of their families.

The Technical Security Division is responsible for physical security (locks and alarms), pass 
issuance, electronic counterintelligence, and any other technical security matters. TSD can be 
reached through the White House Operator.

The Uniformed Division controls and coordinates security at all entrances and various posts 
within the complex. This Division is also responsible for the management of the WAVES Center and 
for maintaining the physical security around the perimeter of the area. The watch commander of the 
Uniformed Division may be reached at (x4366).

Usher's Office

The Chief Usher is the general manager of the Executive Residence. He is assisted by the 
Curator of the White House and Assistant Ushers. Information on the Executive Residence may be 
obtained from the Usher's Office (x2650).

Requests for information about events in the Residence, however, should be directed to the 
Social Secretary's Office (x7064).

Visitors

Visitors to White House staff offices must be cleared through the WAVES Center (x6742) (see 
Appointments). Visitors in the East and West Wing must be escorted by a White House passholder to 
and from their appointments.

Visitors Office

The primary function of the Visitors Office (East Wing, x2322) is to schedule reservations for 
Congressional and special tours and coordinate any special White House events open to the public 
(see Tours and Ceremonies).
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Weekly Comp

The Weekly Compilation of Presidential Documents ("Weekly Comp") which contains most 
of the Presidential statements, speeches, nominations, and other White House press releases is 
published by the Office of the Federal Register.

White House Transportation

In-town automobile transportation for official business is available from the White House 
transportation pool. There are two transportation categories - priority and general. The list of those 
eligible is maintained by the Director of White House Operations (x2663).

• The priority list is comprised of senior staff members at the rank of Deputy Assistant to 
the President and above. This group has priority over the general list. Use extends 
through evenings and weekends and allows for transportation to Dulles and Baltimore - 
Washington International airports.

• The general list entitles staff members to use vehicles between the hours of 7:00 a.m. to 
7:00 p.m. on weekdays only and does not allow for trips to Dulles or Baltimore - 
Washington International airports.

White House cars are to be used for official business only. Except for a very few individuals 
(expressly designated pursuant to statutory requirements), official cars may not be used for 
transportation to and from home ("portal to portal service").

Eligible persons should call the White House garage dispatcher (x2660) to schedule a car.

White House staff members with occasional transportation requirements whose names are 
not on either list may request a car by calling the Office of the Director of White House Operations 
(x2663). Such requests will be accommodated whenever possible.

White House Communications Agency (WHCA)

The White House Communications Agency, a unit of the Department of Defense, falls under 
the White House Military Office (x2150). WHCA's functions include:

• The Signal Switchboard

• The WHCA Computer Center

• Public address and audio support for the President

• The in-house closed circuit television

White House Fellows

White House Fellows are a group of approximately 15 to 20 outstanding men and women 
selected by the President's Commission on White House Fellowships to serve for 1 year in the 
executive branch of the Federal Government.

On occasion several may serve at the White House. Most typically work in Cabinet agencies 
and have no direct connection with the White House.
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