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approval or the approval of one of my designated representatives:
Nancy Reagan, Frederick J. Ryan, Jr,, Stephen Blitz, or individuals
from the law firm of Gibson, Dunn & Crutcher designated in
writing by Mr. Blitz. My intention, of course, is to make these
personal records available for scholarly research at some future
date in order to ensure that the historical record will be as
complete as possible.

Sincerely,

M@M{f"

Dr. Ralph C. Bledsoe

Director

Ronald Reagan Presidential Library
40 Presidential Drive

Simi Valley, California 93065




On January 20, 1994, the Presidential records of former President
Reagan and the Vice Presidential records of former President Bush
will become subject to access under the Presidential Records Act
and the Freedom of Information Act as incorporated in the PRA. As
might be expected with the implementation of any new statute,
issues of interpretation have arisen regarding the processing of
Presidential records and the handling of requests for access to
those records. The overriding issues concern: the requirement of
segregating non-restricted and non-exempt information in un-
processed files upon request by a researcher, the handling of

classification review, and the interpretation of the PRA restric-
tion categories.

X,

(1) PRA and FOIA reguests--processing "gqueues": Archivists at the
Reagan Library over the past several years have been processing
records in their custody in a traditional archival manner, i.e.,
reviewing documents to determine whether they can be released in
their entireties. If a document can be opened in its entirety,
archivists leave it in the files; if a document or part of a
document will be withheld because they believe a PRA restriction
category or a FOIA exemption applies, the document is withdrawn and
replaced by a withdrawal sheet. At this point, Reagan Library
archivists have processed about one-seventh of the Library’s paper
collection (which totals approximately 50 million pages). Accord-
ing to standard Presidential library practices, the remaining six-
sevenths of this collection would be basically unavailable to
researchers while it is being processed.

If a request (whether under the PRA or under FOIA) is received for
records that have already been processed, the Library staff will
conduct a line-by-line review of closed documents to determine
whether any unrestricted information can be released. Even though
it is not entirely clear whether a line-by-line review is required
under the PRA, former President Reagan’s representative, Stephen
Blitz, suggested that the review of segregable information should
take place at this stage, rather than requiring a researcher to
make a formal administrative appeal.

Traditionally, in a Presidential library, a request by a researcher
for unprocessed materials would be responded to by telling her that
the materials have not yet been processed; those materials would be
processed when reached in the course of the library’s normal sys-
tematic review of records. When a FOIA request comes in for un-
processed materials, Reagan Library staff propose to establish
whether this request should go into a "quick" or "project" queue.!

! This raises a separate issue. The Reagan Library intends to
treat as FOIA requests only those requests that expressly mention
the FOIA, and to treat any other requests as traditional researcher
requests. We have advised the staff that this is contrary to the
rule that applies throughout the Executive branch, that is, there
is no requirement that a FOIA request invoke the magic words in
order to be treated as a FOIA request with its accompanying proce-



When the request reaches the top of the queue, the archivists will
determine exactly which documents are responsive to the request and
review the documents for application of any PRA restrictions and/or
FOIA exemptions. During our visit to the Reagan Library, we be-
lieve that everyone came to understand that FOIA review may require
line-by-line segregability. The question of whether a line-by-1line
review is required under either the PRA or the FOIA needs to be
resolved.

The PRA, starting with the "Definitions" section, refers to "rea-

“sonably segregable." See 44 U.S.C. 2201(2) ("The term ‘Presiden-
tial records’ means documentary materials, or any reasonably
segregable portion thereof, created or received . . . .");
2204 (b) (1) ("Any Presidential record or reasonably segregable
portion thereof containing . . . "); 2204(b)(1)(B) ("upon a de-
termination by the Archivist that such record or reasonably segre-
gable portion therof . . . "; 2204(b)(3) (during the period of

restricted access the determination of whether access to a Presi-
dential record or reasonably segregable portion thereof shall be
restricted . . ."). Although the language of 2204 (b) (2) arguably
indicates that a record may be withheld in its entirety, this
interpretation seems to be contrary to the plain words of the
statute elsewhere and is contradicted by the legislative history.
The legislative history states in this regard:

It is anticipated that the Archivist will process the
former administration’s papers in a manner roughly
similar to current practices. Detailed processing will
involve going through the records page by page and
applying to the information contained in them the
restrictive categories chosen by the former head of
state. Where only a portion of a record is determined to
be exempt from disclosure, the record must be disclosed
with the reasonably segregable restricted portion

deleted. This follows the segregability requirement
contained in the Freedom of Information Act, 5 U.S.C.
552 (b) .

House Report etc. at 5746. See also id. at 5747 (in making the
determination, under Section 2204 (b) (3), of whether particular
records fall within a PRA restriction, "[t]he actual identification
and segregation of materials pursuant to the restrictions is left
to the Archivist.").

The legislative history also goes on to state that when the "grace
period for archival processing of unrestricted records has ended,
the records shall be administered in accordance with the Freedom of

dural requirements. We have therefore advised the staff that it
must give notice to the public of its policy in this regard and
that it should include this notice in the Federal Register notice
that it will need to issue in any event, alerting the public to the
procedures for making FOIA requests to the Library.



Information Act." Legis. history at 5747. Moreover, the history
states that although Presidential records are not currently covered
by the FOIA, "they effectively become agency records for the
purposes of this provision [subsection (c)(3)] in applying FOIA
requirements to them." Id. See also Section 2204 (c) (3) ([records
deemed to be records of NARA for FOIA purposes]). In light of both
the statute and legislative history, a response to a FOIA request
that merely advises the requester that the requested records are
not yet processed and that acccess will have to await processing in
the manner of traditional Presidential library systematic review--
o T : g A : ;

“which does not include line-by-line review or review for current
classification status--may not withstand judicial scrutiny.

(2) Interpretation of PRA restrictions: The PRA allows an incum-
bent President to claim any of six categories of restrictions under
which access will be denied for up to 12 years. Of these six re-
strictions, two are different from the exemptions from access
allowed under the FOIA; the other four restrictions are worded in
precisely the same way as in the FOIA. The question has arisen
whether the exact duplication of language suggests that the inter-
pretation of the PRA restrictions should follow the FOIA case law.
This issue needs to be addressed with regard to all four of these
PRA restrictions, but has arisen most immediately with regard to
PRA Restriction 1 (national security information) and PRA Re-
striction 6 (clearly unwarranted invasion of personal privacy).

PRA restriction 1: Both PRA Restriction 1 and FOIA Exemption 1
provide for the withholding of information that is specifically
authorized under the Executive Order on national security
information and that is "in fact properly classified pursuant to
such Executive order." Under court interpretation of FOIA
Exemption 1, material must be both substantively and procedurally
classified in order to meet the statutory criteria of being
"properly" classified. As a consequence, for FOIA purposes,
agencies must conduct a classification review of documents that
become subject to FOIA requests in order to ensure that any

information claimed to be exempt 1is currently and correctly
classified.

One proposal for the Library is that any records that were marked
as classified remain "classified" and closed under PRA Restriction
1, and that no classification review need be carried out when these
records are requested under the FOIA; the Library will simply
inform FOIA requesters that it will do a systematic review of the
files, open all releasable material, place withdrawal sheets in the
file, and, at that point only, will accept mandatory review re-
quests on specific documents. Although this is consistent with
traditional Presidential library processing (and with NARA regu-
lations governing mandatory review), it is inconsistent with the
position that the PRA Restriction 1 is a blanket restriction that
lasts until the expiration of the 12-year time limit or until the
former President waives the time limit.



This position could result in the following scenario: A FOIA re-
quester is denied access to materials that are classified and re-
stricted under PRA Restriction 1. The requester files an adminis-
trative appeal under the FOIA and again is denied access to classi-
fied materials. If the requester seeks judicial review under the
FOIA, she will presumably argue that the Library has not provided
access to all unrestricted information. The government would at
that point have the burden of proving that the information to which
access had been denied was all "properly" classified. It will be

impossible to carry that burden without having conducted a classi-
“fication review.

PRA restriction 6: Both PRA Restriction 6 and FOIA Exemption 6
provide for the withholding of "personnel and medical files or
similar files the release of which would constitute a clearly un-
warranted invasion of personal privacy." The Office of Presiden-
tial Libaries has expressed the view that the FOIA case law on
Exemption 6, which requires that an agency balance the individual’s
privacy interest against the public interest in disclosure of the
information at issue, should not be applicable to considerations
under PRA Restriction 6. That Office notes that Presidential
libraries "have never applied the public interest test in Presi-
dential papers because in most of our files a legitimate public
interest argument could be made."

As noted above, four of the PRA restrictions use precisely the same
language as the FOIA exemptions; the legislative history of the PRA
states that this mimicry was intentional. See Legis. History at
5734 (restrictive categories "modeled" after FOIA exemptions). 1In
fact, the legislative history, in setting out the wording of the
restrictive categories, noted in the case of Restrictions 1, 3, 4,
and 6 that the "scope of this category is comparable to" the cor-
responding FOIA exemption." Legis. History at 5745. 1In light of
this, it would be difficult to argue that the case law governing
the FOIA exemptions is not directly relevant to determining the
meaning and scope of the very same words as used in the PRA re-
strictions. This argument might be possible if one were comparing
the same language used in two different statutes, but in this case

the FOIA is actually incorporated into the PRA as part of the
statutory scheme for access.

For example, to follow the suggestion of the Office of Presidential
Libraries that the public interest should not be considered in
applying PRA Restriction 6 would require us to read out of the
restriction the word "unwarranted." This is because the Supreme
Court in interpreting FOIA Exemption 6 (and FOIA Exemption 7(C),
which protects law enforcement records or information the release
of which could reasonably be expected to cause an unwarranted
invasion of personal privacy) has held that the way in which an
agency determined whether an invasion of privacy is warranted or
not is by balancing the individual’s privacy interest in not having
information withheld against the public’s interest in disclosure of
that information. See, e.g., Department of Justice v. Reporters
Committee for Freedom of the Press,489 U.S. 749,  (1989).




Two additional problems that have arisen concern the designation of
certain records as personal or Presidential.

(3) Interfiling of personal and political materials: __ Archivists
at the Reagan Library discussed a possible problem caused by the
interfiling of personal and political material within the White
House central files. Among records from the Reagan White House
central filing system there are records relating to President
Reagan and the First Lady that contain personal information. There
,/re also records from these files that contain material that in
“other Presidential libraries would be treated as the former Presi-
dent’s personal political records, i.e., documents relating to his
role as leader of his political party. These records appear to
have been filed at all times among the Presidential records in the
White House central files. Until December 27, 1993, President
Reagan had requested no special treatment for these "personal"
records; by letter of that date, he directed that these records be

segregated from Presidential records and kept with his other
personal records.

Obviously, these personal records were not segregated from Presi-
dential records during or even at the end of President Reagan’s
administration, as required by Section 2203 (b). There is also a
question whether this claim can be made retroactively.

(4) NSC Files at the Reagan Library: _Approximately 3,100 boxes of
records were transferred to the Reagan Library from the NSC at the
end of the Reagan administration. Of these, one-third were desig-
nated as Presidential Records and the other two thirds were de-
scribed as the convenience files of staffers. Steven Tilley, late
of the NSC Information Policy Directorate, believes that these
"staff files" are the equivalent of project or program files at the
NSC. While these files often contain copies of the records that
remain in the NSC’s institutional files, the existence of addition-
al material as well as the unique organization and subject focus of
these files suggests that they are more than Jjust "convenience
files." The Office of Presidential Libraries has proposed that all
of the NSC material be treated as Presidential Records. We believe

that there may be problems with this belated classification for the
NSC "staff Files."
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THE ARCHIVIST’S CODE

THE ARCHIVIST has a moral obligation to society to take every possible measure to ensure the
preseirvatlion of valuable records, not only those of the past but those of his own times, and with
equal zeal.

THE ARCHIVIST in appraising records for retention or disposal acts as the agent of future
generations. The wisdom and impartiality he applies to this task measure his professionalism,
for he must be as diligent in disposing of records that have no significant or lasting value as in
retaining those that do.

THE ARCHIVIST must protect the integrity of records in his custody. He must guard them
against defacement, alteration, or theft; he must proteet them against physical damage by
fire or excessive exposure to light, dampness, and dryness; and he must ensure that their evi-
dentiary value is not impaired in the normal course of rehabilitation, arrangement, and use.

THE ARCHIVIST should endeavor to promote access to records to the fullest extent consistent
with the public interest, but he should carefully observe any proper restrictions on the use of
records. He should work unremittingly for the increase and diffusion of knowledge, making his
documentary holdings freely known to prospective users through published finding aids and
personal consultation.

THE ARCHIVIST should respond courteously and with a spirit of helpfulness to reference re-
quests. He should not place unnecessary obstacles in the way of researchers but should do
whatever he can to save their time and ease their work. He should not idly discuss the work
and findings of one researcher with another; but where duplication of rescarch effort is ap-
parent, he may properly infarm another researcher.

THE ARCHIVIST should not profit from any commercial exploitation of the records in his
custody, nor should he withhold from others any information he has gained as a result of his
official duties—either in order to carry out private professional research or to aid one researcher
at the expense of another. He should, however, take every legitimate advantage of his situa-
tion to develop his professional interests in historical and archival research.

THE ARCIIVIST should freely pass on to his professional colleagues the results of his own or
his organization’s research that add to the body of archival and historical knowledge. He
should leave to his successors a true account of the records in his custody and of their organi-
zation and arrangement.

y
DMW
WAYNE C. GROVER

Archivist of the United States
1948-1965

National Archives and Records Service
General Services Administration









an A and followed by the fiscal year and the number of the
accession assignhed in numerical order for accessions within each
fiscal year. For example, A89-6 is the sixth accession for fiscal
year 1989. If additions or accretions are received to an
accessioned collection within the same fiscal year, it is indicated
by a slash following the original accession number; e.g., A89-6/2
(shows that a second segment of the same collection has been
received and accessioned within the same fiscal year). If
additional segments or accretions are received and accessioned over
more than one year, a new number is assigned to designate the
appropriate fiscal year.

The guantity or volume of the accession should be indicated

in linear feet to the nearest tenth of a foot. The page equivalent

for linear feet is 2,000 pages, while the page equivalent for cubic
feet is 2,500 pages. So if a collection of 100 cubic feet is
received, it should be noted as 125 linear feet.

Archival Measurements

1 linear feet = 2,000 pages

1 archives box = 800 pages

2.5 archives boxes = 2,000 pages
2.5 archives boxes = 1 linear foot
1 cubic foot = 2,500 pages

1 FRC box 2,500 pages

1 FRC box a cubic foot

1 FRC box c. 3 archives boxes

Inclusive dates should be the date span of the accession,

which for accretions will often be a shorter date span that
indicated in the collection title. Use commas to indicate
important file gaps; e.g., 1962-70, 1980-85.

Donor - name of the person who signed the deed of gift.
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PRESIDENTIAL RECORDS

I. DEFINITIONS

The term "Presidential records”, as well as related terms
which may provide additional insight on the meaning of the term,
is defined in the Presidential Records Act (PRA) of 1978. For ease
of reference, the statutory definitions of those terms are printed
iﬁ full below.

The term "Presidential records” means "documentary materials,
or any reasonably segregable portion thereof, created or received
by the President, his immediate staff, or a unit or individual of
the Executive Office of the President whose function is to advise
and assist the President, in the course of conducting activities
which relate to or have an effect upon the carrying out of the
constitutional, statutory, or other official or ceremonial duties
of the President.” With the exception of the President’s personal
papers, the term "Presidential records” encompasses all material
formerly known as "Presidential papers”.

Such a term -

(A) idincludes any documentary materials relating to the
political activities of the President or members of his staff, but
only if such activities relate to or have a direct effect upon the
carrying out of constitutional, statutory, or other official or
ceremonial duties of the President; but

(B) does not include any documentary materials that are (i)

official records of an agency (as defined in section 552(e) of
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title 5, United States code) [knhown as Federal records]; (ii)
personal records; (iii) stocks of publications and stationery; or
(iv) extra copies of documents produced only for convenience of
reference, when such copies are clearly so identified.

The term "personal records” "means all documentary materials,
or any reasonable segregable portion thereof, of a purely private
or nonpublic character which do not relate to or have any effect
upon the carrying out of the constitutional, statutory, or other
official or ceremonial duties of the President. Such term includes

(A) diaries, journals, or other personal notes serving as the
functional equivalent of a diary or journal which are not prepared
or utilized for, or circulated or communicated in the course of,
transacting Government business;

(B) materials relating to private political associations, and
having no relation to or direct effect upon the carrying out of
constitutional duties of the President; and

(C) materials relating exclusively to the President’s own
election to the office of the Presidency; and materials directly
relating to the election of a particular individual or individuals
to Federal, State or local office which have no relation to or
direct effect upon the carrying out of constitutional, statutory,
or other officials or ceremonial duties of the President.”

“The term 'documentary material’ means all books,
correspondence, memorandums, documents, papers, pamphlets, works
or art, models, pictures, photographs, ptats, maps, films, and

motion pictures, 1inciuding, but not 1imited to, audio, audio-



visual, or other electronic or mechanical recordations.”

II. INTRODUCTION - WHORM FILES

The White House Office of Records Management (WHORM), a
permanent unit of the White House Office, maintained a central
filing and retrieval system for President Reagan and his staff.
The WHORM maintained two primary filing systems, the Subject File
aﬁd the Alpha (Name) File (known as "Central Files”), and two basic
file groups, the Staff Member and Office Files (SMOFS) and Bulk
Mail.

The President’s White House Office staff used the WHORM
Central Files Section, (e.g., speechwriters; economic, legal, and
congressional affairs staff; scheduling, advance and public liaison
staff). The staffs of the Council of Economic Advisors (CEA),
Office of Policy Development (OPD) and the National Security
Council (NSC) have also used the WHORM. NSC usage was generally
1imited to unclassified or Tow level security materials. Most high
level security classified materials originated or handled by the
NSC were stored within the NSC Secretariat.

In subject content and document type, the WHORM files reflect
all the diverse activities of the White House including:
correspondence with the general public; policy-making and policy
implementation; routine administrative functions; political
activities that relate to the constitutional duties of the
President; and social events and ceremonial aspects of the office.

The public activities of the First Lady are also documented.
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Upon the resignation of any member of the White House staff,

he or she was required to sign a statement, administered by the
WHORM, affirming that all Presidential records as defined in the
PRA remained with his or her office or successor, or had been
delivered to the WHORM. A brief oral history interview (exit
interview) was also conducted with selected staff members,

concerning the duties and function of the departing staff member.

III. WHORM SUBJECT FILE

Content

The Subject File 1is the heart of the WHORM central files,
where most substantive material 1is Jlocated. It includes:
memorandums, letters, cables, reports, drafts, publications, press
releases, speeches, lists, clippings, briefing papers, schedules,
invitations, courtesy messages, and public opinion mail.

This material is primarily the product of staffs of the White
House Office, Office of Policy Development, National Security
Council, and Council of Economic Advisors. In addition to material
prepared by them, it includes related communications from:
officials at all levels and branches of federal, state and local
government; political advisors and organizations; spokesmen for or
members of various economic, political, ethnic, religious, and
professional groups; foreign officials; and the general public.

Content reflects politicatl, policy, administrative, personnel,
and public relations concerns; 1including those domestic and

foreign, significant and insignificant. Although the Subject File
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Arrangement within each sub-category and folder is numerical

by identification number (6 digit), which works out to be roughly

chronological. Some identification numbers have a 2 letter suffix

(CA, CN, CS, CU, SC, or SS) for white House offices that handled
particular case files.

Satellite Files

The Subject File has four satellite files created to protect
confidentiality or to solve storage problems.

Oversized Material:

Bulky items such as thick document cases, books, and other
publications, posters, petitions, video tapes, as well as Staff
Member and Office Files (SMOFS), were assigned control numbers upon
receipt and stored 1n numerical order. These were known as

Oversize Attachments (OAs). The few items that would not fit into

a standard Federal Records Center (FRC) box, such as large posters
or charts, were numbered in a separate sequence and called Oversize

Attachments - Shelf (OA-Shelf) because of their storage require-

ments. Both OA and OA-Shelf material are retrieved via the C-
TRACK retrieval system and the OA and OA-Shelf logs (green books).

Some of the OA materials that are part of the Subject File or
Alpha File will be integrated or filed back into the Subject or
Alpha Files during the course of processing, while the remaining
(true OAs) or less significant OA and OA-Shelf material will be
reviewed and processed in place.

Confidential Material:

A member of the White House or WHORM staff sometimes
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determined that an item required restricted access because it was
security classified or otherwise sensitive. Therefore, parallel
Subject and OA files were established and kept under tighter access

controls. They were known as Confidential File (CF) and

Confidential File Oversize Attachments (CFOA) respectively. The

contents of both were retrieved via the C-TRACK retrieval system
and the CFOA 1logs.

Virtually all of the Confidential File consists of material
from the Subject File, while the bulk of CFOAs consist of Staff
Member and Office File (SMOF) material. To facilitate research,
during the course of processing and review the CF and CFOA material
will be interfiled 1into the main Subject File or the SMOF
collections where appropriate. CF items are identified by a "C.F."
mark stamped on the document (usually in the upper right corner),
and their 1location within the Subject File by a blue cross
reference sheet.

There is also a small number of CFOA-Shelf items, consisting

primarily of matrix or signature wheels used with the autopen.

IV. WHORM ALPHA (NAME) FILE

The Alpha File, also known as the Name File, consists
primarily of routine material not usually recorded in the Subject
File; such as correspondence answered with a form acknowledgement,
autographed photos, invitations declined, agency referrals, much
of the First Lady’s correspondence, and letters in support of the

President. Some of the Alpha File (AF) material is entered and
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computer file. Nearly all SMOF records are cited in C-TRACK under
subject codes FG0O06-01 (White House Office), FG0O06-03 (Council of
Economic Advisers), or FGO0O6-07 (Office of Policy Development); and
cross-referenced under appropriate subject codes matching the file
folder titles. Non-institutional (or non-Federal record) staff
member and office files of the National Security Advisor’s office
and other NSC offices were maintained by the NSC Secretariat.

A1l sStaff Member and Office File material created and
accumulated during the Administration will be consolidated and

arranged by office and/or staff member prior to processing.

VI. BULK MAIL

The Reagan Administration received voluminous routine
correspondence from the general public that is referred to as "bulk
mail”. This type of material includes public opinion mail,
requests for photographs, holiday and birthday greetings, get well
messages, crank mail, and support mail.

As a result of the sharp increase in volume, when compared to
previous administrations, the Reagan Administration became the
first Administration to systematically dispose of bulk mail. In
an agreement with NARA, authorized by the Presidential Records Act,
WHORM and NARA’s Office of Presidential Libraries (NL) instituted
sampling procedures for bulk mail scheduled for disposal. Nearly
250 cubic feet of sampled bulk mail has been retained out of 20,
635 cubic feet of paper macerated and recycled; a sampling of about

1.5%.



ALPHABETICAL LISTING OF PRIMARY SUBJECTS

CODE SUBJECT CATEGORY

AG
AR
AT
BE
(69.
CM
Cco
DI
ED
FA
FE
FG
FI
FO
GI
HE
HI
HO
HS
HU
IM
IN
IS
IT
Iv
JL
LA
LE
LG
MA

AGRICULTURE

ARTS

ATOMIC / NUCLEAR ENERGY
BUSINESS - ECONOMICS

CIVIL AVIATION

COMMODITIES

COUNTRIES

DISASTERS

EDUCATION

FEDERAL AID

FEDERAL GOVERNMENT

FEDERAL GOVERNMENT - ORGANIZATIONS
FINANCE

FOREIGN AFFAIRS

GIFTS

HEALTH

HIGHWAYS - BRIDGES

HOLIDAYS 1

HOUSING

HUMAN RIGHTS

IMMIGRATION - NATURALIZATION
INDIAN AFFAIRS

INSURANCE

INTERNATIONAL ORGANIZATIONS
INVITATIONS

JUDICIAL - LEGAL MATTERS
LABOR - MANAGEMENT (NON-GOVERNMENT)
LEGISLATION

LOCAL GOVERNMENTS

MEDALS - AWARDS
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MC
ME
ND
NR
oS
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SO
SP
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TN
TR
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VA
WE
WH

MEETINGS - CONFERENCES
MESSAGES

NATIONAL SECURITY - DEFENSE
NATURAL RESOURCES

OUTER SPACE

PARKS - MONUMENTS

PEACE

PERSONNEL MANAGEMENT
POLITICAL AFFAIRS

POSTAL SERVICE

PRESIDENTIAL (PERSONAL)
PROCUREMENT

PUBLIC RELATIONS
PUBLICATIONS

REAL PROPERTY

RECREATION - SPORTS
RELIGIOUS MATTERS

REPORTS - STATISTICS

SAFETY - ACCIDENT PREVENTION
SCIENCES

SOCIAL AFFAIRS

SPEECHES

STATE GOVERNMENTS

TRADE

TRANSPORTATION

TRIPS

UTILITIES

VETERANS AFFAIRS

WELFARE

WHITE HOUSE ADMINISTRATION
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PROCEDURES AND GUIDELINES

FOR REVIEW OF PRESIDENTIAL RECORDS

OVERVIEW

Review is the process of identifying and segregating materials
that are to be temporarily closed to researchers. Normally, review
is performed after the material has been properly arranged and
reboxed from Federal Records Center (FRC) boxes into Archive boxes;
so that the file identification for material to which access is to
be denied can parallel that of material which will be made
available to researchers. In this way, review can serve as a
supplement to and a quality control check on processing of
Presidential records.

The following are procedures and guidelines for use by Reagan
Library personnel charged with reviewing and segregating into
appropriate categories Presidential records under the Presidential
Records Act (PRA).

The terms of the PRA strike a balance between full public
disclosure of documents of historical interest on the one hand, and
the necessity of protecting personal privacy rights and the
integrity of the President’s policy-making process, as well as the
confidentiality of sensitive government information (e.g., national
defense information), on the other. Under the Act, After the
earlier of either five years after President Reagan's term expires

or an earlier time period chosen by NARA upon the completion of the
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processing of certain file segments, documents are to be made
available to the public unless they fall within one or more
statutory categories that restrict public access to Presidential
records.

Statutory Restrictions

Under the PRA, documents are to be restricted for at least 12
years if they fall within one of the six enumerated categories
found in the Act and the former President has requested that the
documents be so restricted. In three separate Jletters to the
Archivist of the United States, dated June 9, 1981, February 6,
1989, and June 28, 1991, President Reagan requested that any
documents falling within one of those six enumerated categories be
restricted for 12 years (until January 20, 2001); this restriction
was partially waived by President Reagan in a letter to the
Archivist dated September 10, 1991. The PRA also provides that
documents that fall within one of eight categories under the
Freedom of Information Act (FOIA) are also to be restricted.

The task of Library personnel is to process and review these
documents and determine which of them should be made available to
the public and which ones fall within the restricted statutory
categories found in the PRA or the FOIA. Documents which do not
fall within a restricted category should be placed into “open
files”™, documents that do fall within one or more restricted
categories should be segregated into "closed files”, appropriately
marked with the applicable restriction(s).

Under the Act, The Archivist {(i.e., the Library) has an
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affirmative duty to make Presidential records available to the
public as “rapidly and completely as possible consistent with the
provisions of this Act.” This means that release of documents to
the public is to be tempered by the Act’s constraints on premature
and inappropriate disclosure. Full consideration must be given to
the need to protect sensitive documents as well as the duty to make
the majority of the records of the Reagan Administration available
té researchers as early as possible.

In segregating restricted documents, reviewers should remember
that a decision to restrict access does not preclude access in the
future. Because mistakes in restricting access to documents that
should be made available to the public can be easily remedied (and
with the passage of time will 1ikely automatically be so remedied),
while the adverse consequences of premature release may never be
remedied and may act as a disincentive to continued full

documentation by future Presidents.

PROCEDURES

1. Before beginning actual review of any documents, reviewers
must thoroughly familiarize themselves with the statutory and
related criteria under which their review must proceed. These
criteria are found in the Presidential Records Act of 1978 (44
U.S.C. Chapter 22), NARA regulations impiementing the PRA (36 CFR
Part 1270), Executive Order 12667, the Freedom of Information Act

(5 U.s.C. 552), and President Reagan’s letter of September 10,
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1991. These statutes and regulations are located in Appendixes A-
D of this manual.

2. Reviewers should also familiarize themselves with the
personalities, issues and events of the Reagan Administration.

3. File segments will be assigned to reviewers for processing
by the Supervisory Archivist.

4. After receiving a file segment assignment, reviewers should
first do a preliminary review to determine whether the file segment
may be opened or closed in its entirety without the usual page by
page review. This process, more common 1inh reviewing materials
under a deed of gift, 1is rarely expected to be applied to
Presidential records. Any decision by a reviewer to open or close
an entire file segment is preliminary and must be confirmed by the
Supervisory Archivist.

5. In general, documents are to be reviewed page by page. If
the document contains restricted material, ordinarily the entire
document should be restricted. Where possible, however, the
reviewer must open useful non-restricted segments of a document
containing restricted material by sanitizing the restricted
information. Reviewers (during initial or first review) should
attempt to open portions of documents containing restricted
information only if the document contains a significant amount of
non-restricted material to be useful to researchers, and reviewers
can open that material without compromising the restricted
information. Normally, all segregable open portions of documents

that are otherwise restricted will be opened through sanitization
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during a re-review of the document after initial opening.

6. Where a number of documents are fastened together to
constitute a “"case file” (also called a "letter case”), reviewers
are to remove restricted documents or pages so that the rest of the
case may be opened, including inconsequential documents or pages.

7. Reviewers are to tab all restricted material for withdrawal
by placing a double tab around the restricted page(s). The
restricted category under which the item 1is closed should be
indicated by writing on the tab the appropriate 1letter/number
matching one of the categories 1listed at the bottom of the
withdrawal sheet (A, B-1 thru B-9, C).

8. Library staff are to prepare withdrawal sheets for all
closed material, under the specifications found in the section of
the manual entitled "Review Withdrawal Sheets”.

9. In addition to review, processing archivists are also
responsible for:

(a) ensuring that all documents have been placed in their
appropriate folders and that all folders have been placed in their
appropriate box; (b) keeping an eye out for misfiles and documents
in case files that are incorrectly subject-classified within the
WHORM Subject File; (c) tabbing all deteriorating documents for
preservation copying (write PRES on tab); (d) removing metal clips,
rubber bands and other extraneous matter; (e) tabbing for
reproduction useful information for the vertical (reference) file;
(f) transferring books, maps, audiovisual and museum items to the

appropriate Library location; (g) removing uniquely valuable items.
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See manual section entitled "Processing Guidelines"”.

10. Upon completing review of each box of folders, reviewers
are to initial the box in the lower right-hand corner. After
completing review of a full cart of boxes (15 boxes), or a smaller
assigned segment, reviewers are to transfer the cart of boxes to
the second reviewer (assigned by the Supervisory Archivist).

11. The second reviewer will not conduct a page by page
review, but will check/review all tabbed items, do a spotcheck of
the box and a full review of one folder at random per box. Upon
completing a review, the second reviewer should stamp (circular
Library stamp) and initial (within the stamped circle) the box in
the lower right-hand corner along-side or near the initial of the
first reviewer.

Following completion of review, the second reviewer should
return the cart of boxes to the first reviewer. Any unresolved
review differences between the first and second reviewer should be
brought to the attention of the Supervisory Archivist. After the
first reviewer has checked any notations made by the second
reviewer and made any necessary corrections, the cart will then be
assigned (by the Supervisory Archivist) to a staff member (usually

an Archives Technician) for withdrawal.
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GUIDELINES FOR REVIEWING DOCUMENTS

The criteria for restricting access to particular documents
are found 1in the Presidential Records Act of 1978 and 1in the
Freedom of Information Act. Reviewers should recognize that the
guidance offered below 1is Jjust that, guidance, and it will not
cover every situation the reviewer will face. Overall, reviewers
should rely on the law use common sense in making judgments on
whether to restrict access or to open particular records.

As authorized by the Presidential Records Act, President
Reagan in letters to the Archivist, dated June 9, 1981, February
6, 1989, and June 28, 1991, elected to restrict access to
Presidential records that fall within one or more of the six
categories set forth in section 2204(a) of the Act for 12 years
after the expiration of his term of office. This access
restriction was modified by President Reagan in a letter to the
Archivist, dated September 10, 1991.

Under the PRA documents that do not fit within any one of the
six enumerated restricted categories do not automatically become
publicly available. Rather, those records are to be reviewed in
accordance with the FOIA exemptions cited 1in the PRA. [In
addition, records that currently fall within four of the six
categories will be administered in accordance with the FOIA after
the 12-year period expires (January 20, 2001).] Under the FOIA
restrictions, records can and should be withheld from public

disclosure if they fit within one or more of eight categories.
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A ninth FOIA category, FOIA exemption (b)(5) —— which protects

"inter—-agency or intra-agency memorandums or letters which would

not be available by law to a party ... 1in litigation with the

agency”, 1is not available as a basis for restricting access to
Presidential records.

There are, in essence, 10 restricted categories altogether.

Four of the 12-year restrictions on access to documents enumerated
in the PRA read verbatim 1ike four of the applicable FOIA
restrictions. Consequently, the law developed under the FOIA
provides useful definition to these PRA exemptions, as well as to
the pure FOIA exemptions which have no enumerated PRA counterpart.
Reviewers should understand, however, that unlike under the
FOIA, under the PRA information that would otherwise fall within
one of the exemptions may be made publicly available only if the
President or one of his agents has through publication made the
information available. For example, information that has been
leaked to the press does not 1lose 1its protected status.
Consequently, unless otherwise specified in the guidelines below,
information in the public domain must still be protected under the
six 12-year PRA exemptions unless the reviewer knows that it was
made public by the President or by an advisor to the President.
As a general matter, reviewers should remember that these
restricted categories represent Congress’ attempt to protect vital
constitutional and policy interests of both individuals and the
government. Common sense should be employed in reading these

restrictions and in making decisions as to whether documents do or
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do not fall within those restrictions.

The ten basic statutory restrictions on access are set forth
below. For each enumerated category, some general guidance is
provided to aid the reviewer 1in identifying the items that fall
within that restriction. Much of the guidance provided below comes

from the Justice Department Guide to the Freedom of Information

Act. Reviewers should familiarize themselves with that guide and

the case law discussed therein.



RoNALD REAGAN

September 10, 1991

Dear Dr. Wilson:

Pursuant to the provisions of the “Presidential Records “tch: of 1978",
and as referenced in my letter to you of June 28, 1991, I to reduce
the restriction periods for cartain categories of records. I hereby waive
the 12-year restriction for certain documems, as described pelow, within
the following two categories set forth in Section 2204(a) ¢f the Act:

(2) relating to the appointments to Federal office; | (and)

(5) confidential commuimnications requesting or subnfitting advice,
between the President and his advisers, or between advisers.

My waiver of the 12-year restriction in Section 2204(a)(2) Fpplies to all
documents “relating to appointments to Federal office®, upiess either:

(a) the document conteins clearly confiden personal
information,—such—as a social security number, , medical
history or other information that would otherwise refjuire it to be
restricted under category (6) of the Act, or

(b) the document comes from, or contains any substantive
notation thereon from a member of the White Hbpuse staff or
other member of the Administration or other p
be regarded as an "adviser” to the President (such
or Congressman who writes to the President as a p4
and trusted adviser, rather than in his or her offiqz
or would otherwise require it to be restricted unde

of the Act.

the followmg ten categories of "o
or submitting advice, between the Presxdcnt and his 2 s
such advisers® unless the document would otherwise be resgricied under
any of the categories in Sections 2204(a)(1), (2), (3), (4). lor (6):
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Federal, state and local law enforcement personnel
have a privacy interest in having references to them in
investigatory files protected as do individuals who
provide information to law enforcement agencies.

The names of witnesses, their home and business
addresses, and their telephone numbers have been properly
protectable under 7(c).

The exemption cannot be invoked to shield the fact
that a third party has been investigated once the agency
has publicly confirmed the existence of an investigation.
- Second, the privacy interest must be balanced against

the public interest that would be served by disclosure.

The public 1interest favors nondisclosure under
certain circumstances, including avoiding impairment of
ongoing and future law enforcement investigations.

The public interest 1in disclosure must be very
significant to overcome legitimate privacy interests.
4. Information is to be protected under D if it “could

reasonably be expected to disclose the identity of a
confidential source, including a state, local, or foreign
agency or authority or any private institution which furnished
information on a confidential basis, and, in the case of a
record or information compiled by a criminal law enforcement
authority in the course of a criminal investigation, or by an
agency conducting a lawful national security intelligence

investigation, information furnished by a ’'confidential
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records on financial institutions that are no longer in

existence.
X. Exemption (b)(9) of the FOIA [category B9 on the
withdrawal sheet]: "geological and geophysical information and

data, including maps, concerning wells."”
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items withdrawn, will contain an entry for each document removed,
except as noted below. If the entire contents of a file folder are
restricted, a new folder containing only the withdrawal sheet
should be substituted in its place.

When the contents of an entire box are removed (rare for
Presidential records), a withdrawal sheet for the entire box should
be folderized and placed in a properly labeled box in sequential
ofder with the open material. wWhen the contents of an entire
series are removed (not 1likely for Presidential records), the
withdrawal sheet for the series should be folderized and placed at
the end of the preceding box and series. Withdrawal sheets for
entire boxes and series need not 1list each item withdrawn.
Instead, a notation to the effect that the entire box or series has
been withdrawn will be inserted including a general description of
the withdrawn material. It should be noted, however, that it is
rare for the contents of an entire box or series to be removed.

8. In instances of which a number of fairly routine
consecutive documents of the same type within a folder, an entire
folder, or even a box, are closed for the same reason, a summary
description of the following kind may suffice: "20 letters from the
general public relating to loss of medicare benefits” or "30
letters of inquiry relating to jobs in the FBI".

4. When reviewing collections containing security classified
materials, the Library staff will separate classified material from
non—-classified documents during the withdrawal process. The

control copy for the classified parallel file will also indicate
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function is necessary for preservation as well as rearrangement and
accessibility to the material.

1. The amount of material included in a folder should be
Timited to about 50-60 pages, or enough to fill the standard folder
to the first crease.

2. Where possible (for straight alpha or straight chron
arrangements), material of the same letter of the alphabet or date
span should be in a folder.

3. If an original folder must be broken 1into additional
folders, they should be numbered sequentially within square
brackets following the folder title; e.g. [1 of 5], [2 of 5], etc..

4. In most cases, "identical” duplicate records should be
removed from the file for eventual disposal.

5. Boxes should be filled or packed to avoid "“slumping”, but
not so full or tight as to hinder the removal of items. When more
than a small amount of material is withdrawn from a box during the
review process, resulting in "slumping” of the folders, spacer
boards (folder supports) should be inserted to support the folders
within the box in an upright position.

6. In reboxing it is important to remember to leave sufficient
space (but not excessive space) for refiling withdrawn restricted
items when they eventually are opened to research.

7. Processors should number boxes for an entire collection or
major series in one sequence.

8. Letter size folders and boxes should be used, unless more

than a few pages (over 5%) of material within a box are legal size
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Washington, DC 20408

. January 12, 1994

NL

Changes to incorporate for the draft processing manual for
the Reagan Library

" NLS

.
.

I have asked Nancy Smith to review your draft processing
manual and recommend changes that make the manual more
factually correct. Overall this is an excellent manual
providing good advice and assistance for the processing
archivist. NL requests the following changes which are
keyed to the page number of the manual.

1. Page 1, first paragraph, line ten, should be changed
from project supervisor to Library Director or Assistant
Director, depending on who Ralph wishes to make responsible
for handling questions regarding the processing manual in
addition to the supervisory archivist.

2. Page 6, first paragraph, third sentence, since you are
citing specifically from the Presidential Records Act,
please include the statutory cite, USC 44 2201 et. seq.

3. Page 6, second paragraph, last sentence, starting '"with
the exception..." should be deleted. The definitions in the
Act speak clearly as to what is Presidential and Personal
record. We should not do an interpretation that may not
always hold true.

4. Page 9, the third and fourth paragraphs, the description
for the WHORM subject file should be consistent with former
President Reagan’s letter of December 27, 1993, which states
that PP and PL are personal records. Therefore, the manual
should drop the references to political material in these
two paragraphs. You may also want to separate out from the
Alphabetical Listing, or in someway indicate a different
status, on the listing of Primary Subjects of WHORM for the
subject categories designated as Personal by former
President Reagan.

5. On page 16, second paragraph, first sentence, strike the
words ''at least' for the period of time the Presidential
restrictions can apply. The Presidential restriction
categories only last for twelve years, after that period any
material that is restricted would need to be restricted

Neetional Archiees ared Records Admiistntion



under a FOIA exemption.

6. On page 17, first paragraph, sentence starting '"This
means that release.." to the end of the paragraph, NL would
recommend deleting. This is an interpretation of the Act
and while correct, leaves us open to be sued over the
interpretation. It is probably better to let the Act speak
to balancing release with the review for the restriction
categories.

7. On page 17, second paragraph, NL would recommend
modifying this paragraph. While NL agrees with reviewers
being careful about premature release, we think it should be
phrased along the following lines: '"Reviewers shbuld
remember that a decision to restrict access to a document
under the Presidential Records Act does not preclude access
at a later date. The adverse consequences of premature
release may never be remedied and may act as a disincentive
to continued full documentation by future Presidents."

8. Page 18, #4, please delete the second sentence. NL does
not feel reviewing a whole file segment in its entirety for
opening or closing is any more common in personal paper
collections than in Presidential records.

9. Page 18, #5, is NLS currently doing a line-by-line
review on the first review, or are review decisions being
made on a document basis? This sentence needs to reflect
NLS’s current review policy.

10. Page 21, first paragraph, sixth sentence needs the
addition of and after law to make sense.

11. Page 22, beginning with the second paragraph, please
separate the FOIA exemptions from the Presidential
restrictions throughout the manual. It causes confusion to
consolidate these two restriction categories and may end up
causing review problems. .

12. Page 22, third paragraph, needs to be changed to

clarify what we are saying. The second sentence should be

modified along the following lines:
For example, an unofficial leak does not mean that a
document loses its protected status. Information in
the public domain must still be reviewed to see if it
falls into one of the six PRA exemptions, unless the
reviewer knows that is was made public by the President
or by an advisor to the President.

13. Page 24, for clarity please deal separately with FOIA
and PRA restrictions. The sentence starting '"the
requirements under..." should be changed to reflect NLS'’s
current policy.



14. Page 24, #2 goes into too much detail about certain

types of national security information. NL suggests

changing the language to read as follows: ¢
2. Classified documents may contain various markings
unaccompanied by a normal security classification
marking which may not be immediately intelligible. If
reviewers encounter documents with markings that they
are not familiar with they should immediately refer
these items to the Supervisory Archivist or a staff
member with specific expertise in national security
information.

15. Page 33, first paragraph, the sentence starting '"While
any document'" should be deleted. This is our interpretation
and may not in all cases be accurate.

The last sentence in the second paragraph should be changed
to reflect generally the types of records that could be
closed under this exemption. Suggested language for this
sentence is: ''records protected under this exemption could
include policy, legal or similar advice provided to the
President by his advisers. NL recommends using this general
language and then deleting numbers 1 - 4 which basically
restate the above more general advice.

16. Page 34, third paragraph, starting 'records falling
within the advice or request...'" should be modified for
clarity. There could be cases where a marking on a
document, i.e., eyes only or confidential, assisted the
reviewer in determining whether the item falls into the
"confidential advice' restriction, however, they are not the
determining factor. Perhaps, this paragraph could be
modified along the following lines, if NLS feels it is
important to leave this idea in:
Records falling within the advice or request for advice
categories should be reviewed (opened or closed)
primarily on content. Markings such as eyes only or
confidential, while not dispesitive, may assist the
reviewer in determining whether the advice falls within
the confidential advice restriction.

17. Page 34, fourth paragraph, should delete our
interpretation of former President’s Reagan’s September
letter. This may not be the former President’s
interpretation. We are better off just using the language
or citing his letter.

18. Page 36, once again do not compare FOIA and PRA
restrictions. Perhaps, you should handle PRA restrictions
first and then FOIA exemptions.

The third paragraph starting "exemption (a)(6) of the PRA"
should be deleted as it is interpretative and may not always
hold true. The language used in the Act for this



restrictive category should be our review guide.

Point number 2 under the first requirement should, on the
same logic, be deleted as it is our interpretation of the
term similar files - just use the exact language 3f the
restriction.

The underlined sentence on this page should be changed for
clarity to read as follows: '"Information that is restricted
because it falls into "personnel', '"medical'", or "similar"
files must apply to specific individuals, not groups or
organizations."

19. Page 38, number 6, strike this interpretation and let
the restriction language speak to this point.

:
]

20. Page 48, point 6, is not totally accurate and should be
modified along the following lines: '"It is the policy of
the National Archives to provide researchers with enough
information on restricted items that these items can be
appealed. This information would normally would include
date and the names of the correspondents."

21. On page 49, last paragraph, this probably gives too much
detail about national security information. Could this be
handled more generally along the following lines:
Use special care in citing specific intelligence
documents. For further clarification of how to handle
these documents talk to the Supervisory Archivist or an
archivist with specific national security expertise.

These changes are NL’s interim guidance on the manual. I
have referred this memo to Miriam Nesbit for further comment
or guidance. Please let me or Nancy Smith know if you have
any problems with the suggested changes.

T pn B Lo
é;A;ZC__7z£a¢=9Z?;

JOHN FAWCETT

Assistant Archivist

for Presidential Libraries
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DESCRIPTION

The purpose of description is to provide archival control over
the Library’s holdings and to facilitate reference service through
the development of finding aids. The primary types of finding aids
are: a preliminary 1list of holdings (which will later evolve into
a Guide to the Historical Materials in the Ronald Reagan Library);
a register for fully processed collections; a container list for
uﬁprocessed collections or series; and an Accession Registration
statement for accessioned collections or accretions to collections.

Completed finding aids will be located permanently in the
research room. The staff will inform researchers of their
availability. Security copies and additional copies for staff use
will be located in various Library 1locations not available to
researchers.

REGISTERS

Registers, commonly referred to as John Doe registers or
preliminary inventories, will be prepared for most collections.
These registers somewhat resemble registers used at the Library of
Congress, but have evolved over the years at various Presidential
libraries to their current format. The registers consist of a
scope and content note or introduction, biographical sketch where
applicable, series descriptions, and a container (folder title)
list. See register format examples in the appendix.

For many series the processing archivist will find it con-
venient to take notes on each folder in a box, recording signifi-

cant items as well as information about the contents of the folder
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and major correspondents. These notes will serve as background for
developing the series descriptions, preparation of the scope and
content note of the register, and subject annotations for the
folder title 1list (when Jjustified).

Not every folder will contain information of sufficient
importance to be recorded beyond the folder title (i.e., subject
annotations or indexes); a general statement 1in the series
déscription is usually adequate in most cases. As a general rule,
descriptive detail will vary among series and collections depending
upon the substance and importance of the material being
described.

Scope and Content Note

The scope and content note (introduction) includes a
description of the activities and responsibilities that led to the
creation of the materials; a brief description of what is included
and not included (if logically expected to be included); gaps and
inconsistencies; organization and function of the office; primary
subjects and correspondents reflected in the collection; and a
brief description of related material within the Library’s
holdings. Except for large and important collections, the scope
and content note should rarely exceed 400 words or about one page
in length.

Series Descriptions

Series descriptions 1include physical types of material,
significant and predominant subjects and activities documented,

problems and values unique to the series, and arrangement format.
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5. If a letter or page gives useful information about a
withdrawn item, it should be copied and the copy sent along with
the item and Transfer Sheet copy to the audiovisual archivist.

6. A photograph may be retained with the papers if it 1is
simply a snapshot from the general public, accompanies a resume,
or is useful if left in its original 1location; but it should be
placed in a polyester sleeve or a negative envelope for smaller
items.

Scrapbooks

1. If a scrapbook contains only photographs or a combination
of photographs and newspaper clippings, it should be transferred
to the audiovisual archivist, using procedures for the removal of
audiovisual materials.

2. If a scrapbook contains only newspaper clippings, the
processing archivist should consult with the Supervisory Archivist
or project supervisor.

Maps

Maps should be kept in the files unless they are oversize or
of extraordinary historical value. Oversize maps should be
unfolded or flattened and handled as oversize publications, or
transferred to the audiovisual archivist for placement in the flat

file (where most oversize maps will be stored).
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PRESERVATION

The following guidelines are intended to instruct archivists
in a full range of advisable routine preservation actions short of
laboratory treatment. They are not meant to be hard and fast
rules, but rather represent the best practice for most situations.
Common sense will reveal exceptions, as will archival judgements
apout the use, intrinsic value, condition, and space available for
storage of the records being considered.

1. Reboxing Documents.

A. When placing records into acid-free archives boxes,
care must be taken to neither overfill nor underfill boxes.
Folders should be snug within a box, but not tight to the
point where it is difficult to remove and refile a folder.
If too many records are placed in a box, damage will occur as
they are forced in and out. On the other hand, if there are
too few records in a box, they will bend and slump, resulting
in documents that are curved and distorted. Corrugated acid-
free spacer boards should be used in partially filled archives
boxes to keep folders upright.

B. Records must be placed in boxes that are large enough
to accommodate them without damage. Archives boxes 1in a
variety of sizes and formats are available to meet the diverse
storage requirements of archival records. Items that are too
large for letter or legal size archives boxes should be placed
in half-suit boxes or an appropriate size archival box.

C. If an item is to large for a box, it should be placed
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flat on the shelf in an oversize storage area (usually at the
end of the series or collection). A transfer sheet should be
left in the file indicating the location and description of
the oversize item.

2. Refoldering Documents.

A. Records must be placed in acid-free file folders or
envelopes that are large enough to accommodate them safely.

B. Folders or envelopes should not be overfilled, as
records will not be properly supported and protected during
handling and storage. The creases or score lines on a folder
should be used as a guide to 1imit the number of items/pages
that can be safely placed within the folder. Preferably, the
amount of material within a folder should be no thicker than
the first crease or score line at the bottom of the folder (c.
50-60 pages), and definitely no thicker than the width of the
second crease or score line. The appropriate scored 1lines
should be creased, but only when the volume of material
justifies it (over 40 pages or so).

C. Unbound records that are currently stored in boxes
without folders should be placed in acid-free file folders for
support and protection. Material should also be removed from
ring binders and placed in acid-free folders. If a binder has
some historical significance, it should be boxed at the end
of the series or collection (along with other oversize items).

D. Records should be unfolded and flattened. Letters and

items within envelopes should be removed, unfolded, and
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stapled (preferred option using rustproof staples) or clipped
together with the envelope behind the top left corner.

3. Written Notations on Archival Records.

A. No marks or information should be written directly on
archival records without authorization from the Supervisory
Archivist or project supervisor.

B. Al11 authorized notations should be written in archival
ink as neatly and unobtrusively as possible, and should be
enclosed within brackets to indicate that the information was
added by the Library staff.

C. Only non-acidic and non-bleeding ink should be used
to stamp archival records with the "Ronald Reagan Library"
stamp, declassification notices or other markings.

4. Fasteners.

A. Metal fasteners, office-quality paper clips, rubber
bands, bull-dog clips, colored cloth tape, and similar devices
should not be used to unite permanently valuable archival
records. Many metal fasteners can rust, causing permanent
staining and weakening of paper. Bulky fasteners, such as
"buli-dog” clips, canh cause physical distortion of paper
records and keep them from l1ying flat. NOTE: A1l metal clips,
that do not show signs of rust, should be retained for non-
archival Library staff use.

B. Non-corrosive, rustproof staples should be used 1in
instances when paper records are strong and flexible, although

no staples should be used on records of high intrinsic value










































































































































































