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MEMORANDUM

SUBJECT: Presidential Papers

As you may know, all White House Office papers have traditionally
been regarded as the personal property of the President and subject
to such control and disposition as he may determine. The President
has evidenced a strong desire to preserve a complete and accurate
record of his tenure in office, and the papers which you have re-
ceived and generated as a member of his staff comprise an integral
part of that record.

It is requested that you take a few moments to familiarize yourself
with the attached chapter of the White House Staff Manual pertaining
to White House Office Papers, particularly if you expect to leave the
staff in the near future. The need for strict compliance with these
provisions cannot be overemphasized.

If you expect to leave the staff, the procedure is quite simple: except
for personal papers (as defined on page 2 of the attachment), your
entire files, including chronological and reading files, are to be sent

to Central Files prior to your departure. There they will be boxed

and stored for ultimate transfer to the Presidential Library. Please

be assured that all confidential and sensitive materials will be protected
from premature disclosure and will be stored in secured facilities.

All other members of the staff should inventory and review their files
and immediately forward to Central Files all working files of official
business which are inactive and no longer needed. These files will be
stored by office, as well as listed by subject matter and will be readily
available for your future reference.

In addition to the regulations involved, compliance with these procedures
will be an expression of loyalty by you to the President.
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WHITE HOUSE OFFICE PAPERS

By custom and tradition, all White House Office papers are regarded

as the personal property of the President and subject tc such control
and disposition as he may determine. At the close of the Administra-
tion, the entire collection of papers now being created may be expected
to be deposited in a Presidential library similar to the libraries that
preserve the papers of the last six Presidents. To provide the Presi-
dent with a complete and accurate record of his tenure in office, the
White House staff must oversee the preservation of the papers it
generates

The procedures set forth in this document represent the collective
thinking of many members of the staff as to how best to preserve
papers and documents for the President. Compliance with these
procedures is an expression of loyalty by the staff to the President.
For these procedures to be effective, it will require cooperation and
assistance of every staff member.

The security classification of each document prepared in the White
House is determined by the individual staff member writing it in
accordance with Executive Order 10501 -- or other applicable

Executive Orders. He is responsible for insuring that classificatiocn
assigned to his work reflects the sensitivity of the material concerned,
and also for making certain that this classification is not excessively
restrictive.

White House Office Papers: Filing with Central Files

1. It is requested that the maximum possible use be made of Central
Files, and the procedures listed below be followed. This will aid in
the faster and more complete retrieval of current information, eliminate
unnecessary duplication of files, prevent excessive xeroxing, and maxi-
mize preservation of White House papers.

2. Each staff member shall maintain his personal files separate from
any working files he may keep on official business and clearly designate
them as such. Personal files include correspondence unrelated to any
official duties performed by the staif member; personal books, pamphlets
and periodicals; daily appointment books or log books; folders of news-
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Ature relating to a person's employment or service. Personal files
ghould not include any copies, drafts or working papers that relate
to official business or any dccuments or records, whether or not
adopted, made or received in the course of official business.

3. EBach staff office shall forward reqularly to Central Files three
copies of ail outagoing ofrficial business consisting of correspondence
and memoranda. One copv of all other outgoing related materials
should _also ke filed.

ce shall forward reqularlvy to Central Files any
usiness from scurces other than White House staff
n, if any, has been taken. Each staff office, if it
p a copy of such incoming official business for

4, Each staff
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offices after acti
so desires, may ke
its own working fi

rly to Central Files anv

5. Each staff office shall forward regula

originals of incoming official business from other White House staff
offices after action, if any, has been taken and if such originals were
not intended to ke returned to the sender. If desired, a copy may be
kept for the staff's working files.

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

7. Each staff office at its own discreticn may segregate any we.grials
that it believes to be particulaxly sensitive and which shouid not be filed
by subiject matter. Such sensitive materials should be forwarded to the
Staff Secretary on the same basis as ocutlined in paragraphs 3 through 6

in an envelope marked SENSITIVE RECORDS FCR STORAGE with the

office or individual from which they are sent marked on the outside and

(as appropriate) a list of inventory in general terms attached. This

list of inventory should alsc be sent to Central Files so that notations
can be made in subject files that certain material is missing from the
file. These materials will be filed in locked containers and will only

be made available to the individual oxr office from whom they were

received.
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8. No defense material classified under Executive Order No. 10501
with a classification of TOP SECRET or Restricted Data under the
Atomic Energy Act of 1354 should dbe forwarded to Central Files,
All such material shculd be forwarded to the Staff Secretary for

storage.

9. No exceotions to the above shall be made without the express
consent of the Counsel to the President. Additional advice on the
operation oI Central Files may be cbtained from Frank Matthews,
Chief of Central Files (Ext. 2240).

White House Office Papers: Disposition of Papers Upon Leaving Staff

1. Upon termination of emplovment with the staff, each staff member
will turn over his entire files to Central Files with the exception of any
personal files he might have maintained.

2. Personal files include: correspondence unrelated to any official
duties performed by the staff member; personal books, pamphlets

and periodicals; daily appointment books or log books; folders of .
newspaper or magazine clippings; and copies of records of a personal
nature relating to a person's employvment or service. Personal files
should not include any copies, drafts, or working papers that relate
to official business; or any documents or records, whether or nct
adopted, made cr received in the course of official business. The
White House Office of Presidential Papers, staffed by representatives
of the National Archives, is available to assist staff members ... the
determination of what are personal files. Any question in this regard
should be resclved with their assistance by contacting John Nesbitt,
supervisory archivist of the Office of Presidential Papers (Ext. 2545).

3. A staff member, upon termination cf employment, may at his
discretion meke copies for his personal use of a carefully chosen
selection of the following tvpes of documents within his files:

(A) Documents which embecdy original intellectual thought contributed
by the staff member, such as research work and draftsmanship of
speeches and legislaticn.
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Documents which might be needed in future related work by the

. No staff members shall make copies as permitted in paragraph
three of anv (.cumcnts which contain defense material classified as
CONFIDENTI&], TICRET OR TOP SECRET uncer Executive Order

No. 10501, K« ercted Data under the Atomic Energy Act of 1954,

or informaticn quoplled to the government under statutes which make

1 The disclo.urc of such information a crime.

5. Each staff member who decides to make copies of such documents
! deacrxg«d 'n paraqrqph three shall leave a list of all such documents

CQE}Uu with Central Files. This will enable retrieval of a document
in the uvent that all other copies of it and the original should be later

lost.

6. The dlscretlonary authority granted in paragraph three is expected

v bo exercised sparingly and not abused. All White House Office papers,
wncluding coples thereof, are the personal property of the President and
should be respected as such. Any copies retained by a staff member
should be stored in a secure manner and maintained confidentially.

7. All confidential and sensitive materials will be protected from
premature disclosure by specific provisions of the Presidential Libraries
Act of 1955 (44 U.8.C. 2108).
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