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THE WHITE HOUSE 

WASHINGTON 

December 15,. 1972 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM, JOHN W. DEAN, m't:J' 
SUBJECT: Acceptance of Christmas Gifts 

With the Christmas season at hand, I would like to take this opportunity 
to bring to your attention the restrictions imposed by statute and 
regulations upon you, as a member of the White House Staff, regarding 
the acceptance of Christmas gifts. 

Gifts between Staff members 

Although federal statutes prohibit the acceptance of gifts from fellow 
employees of a lesser pay status, this has not been interpreted to 
preclude the traditional exchange of gifts of nominal value between co -
workers within an office. The solicitation of contributions for a 
Christmas gift for an employee in a superior official position is also 
prohibited by statute, as is the giving of such a gift or donation. 

Acceptance of other gifts 

Members of the White House Staff are expressly prohibited from soliciting 
or accepting gifts from corporations or persons 1) who have or are 
seeking contractual agreements with any Executive department or agency, 
2) who engage in activities regulated by Executive departments or agencies, 
or 3) who have any interests which may be substantially affected by the 
performance of your job. This latter group includes federal employees 
as well as persons in the private sector. 

The foregoing does not, however, preclude your acceptance of unsolicited 
advertising or promotional items such as pens, pencils, note pads, 
calendars, etc., so long as they are of nominal value, i.e. , $10. 00 or 
less. Similarly, you are not prohibited from accepting reasonable 
gifts, promotional or otherwise, from close personal friends or relatives 
who have dealings with the government, when it is clear that the motivation 
for the gift is the personal relationship, and acceptance would not give 
rise to the appearance of a conflict of interest. 

I 
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Entertainment 

At this time of year, members of the White House Staff are often invited 
to Christmas parties. If your attendence at a particular function is 
otherwise acceptable and does not create an appearance. of conflict 
with your position on the Staff, there is no prohibition against your 
accepting food and refreshment while in attendance. 

Procedures for disposition of prohibited gifts 

Any prohibited gift should be returned to the donor along with a letter, 
a copy of which should be retained for your files, stating the reasons 
for its return. If for any reason it is not possible to return the gift, 
please forward it to my office along with a letter of explanation. The 
gift will then be turned over to a public or private charity or charitable 
institution. 

The rationale for these restrictions is two-fold. First, as between 
members of the Staff, they remove any appearance that a person is 
attempting to gain favor with a superior by the giving of a gift, and also 
resolve that no such gift is expected. Second, with regard to gifts that 

· might be offered from those outside the White House, they prevent you 
as a member of the Staff, from being thrust into a position of conflict 
with your job, or more often, from being exposed to the appearance of 
such a conflict. 

If you have any specific questions with regard to the foregoing, or desire 
additional guidance on a problem, please feel free to consult with me or 
a member of my staff. 



THE WHITE HOUSE 

WASHINGTON 

Western White House 
San Clc1nentc 

August 29, 1973 

MEMORANDUM FOR: THE WHITE HOUSE STAFF 

SUBJECT: Poll Inforn1ation 

The PrC'sident thought you would be interested in seeing the results 
of a poll conducted by Al Sindlinger following the President's press 
conference. The poll was based on 1284 samples over the period 
Friday through Monday, August 24-27. 

88. 3% of those polled had knowledge of the President's 
press conference. 

Of those with knowledge, 48. 4% were strongly positive, 
18. 3% were neutral and 33. 2% were negative. 

On the question of how the President was doing his job, 
Sindlinger reports the follO\ving: 

Excellent 
Good 

13. 2% 
37. 1 % 

With a total of 50. 3% distinctly positive 
Fair 20. 5% 
Poor 24.5% 
No Opinion 4. 7% 

The preceding ratings suggest a clr;1.n1atic improvcn1ent in the 
Gallup/Harris ratings published before his speech which reflected 
only 31 % and 32% respcctivdy as favorable. (Gallup showed 38% 
approval following the President's August 15 spe1:·cl1). 

The Sindlinger Poll rated Congressional pcrformacc 
as follows: 

Excellent 
Good 

2. 3% 
30. 4% 

I 



Fair 
Poor 
No Opinion 

-2-

35% 
19. 9% 
11. 6% 

--------

The above statistics confirm the dramatic impact of the President's 
speech, White Paper and especially his news conference. The 
President thought you would wish to have these statistics which will 
be released by Sindlinger to the media today. 

ALE~~~IG~.~) 
General, United States Army (Ret.) 

I 



THE WHITE HOUSE 

WASHINGTON 

· s -eptembcr 13, 1973 

MEMORANDUM FOR: 

FROM: 

SUBJECT: 

WHITE HOUSE STAFF 
DOMESTIC COUNCIL STAFF 

LEONARD GARMEN~ . . 

Contacts with fndependenf'.egulatory 
~encies 

It is most important that all members of the White House and Domestic 
Council staffs be familiar with the standards of conduct expected 
of them in regard to contacts with thn independent regulatory agencies. 

As part of their quasi-judicial statutory functions, such agencies 
have adjudicative responsibilities for resolvfog jndividual cases 
involving rates, licensing, rontc awards, enforcement and c01npliance, 

. and the like. Likewise, often such agencies are charged with rule- , 
1naking responsibilities. In the pc1·formancc of these functions, the 
agency members are ~ntitled and obligated to exercise their own 
inc1cpendcnt jud[;mcnt, free from. control by f: he Executive_ and 
Legislative branches except as provided hy l;:i.w. 

This does not mean that Executive branch officials may not express 
the Administration's views on any matt.er in issue before an independent 
regulatory agency; to the contrary, it is sometimes quite necessary 
and clesirahle that such views be made known. Nor does it mean 
that there can he no communications with independent regulatory 
agencies regarding matters of n1utual interest or concern. However, 
to preserve the public confidence in the independence of such agencies, 
it is necessary that all such expressions and contacts be ·made in 
accordance with proper procedures and be subject to ublic scrutiny. 

f0,-,0 . ~· <;-, 
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Accordingly, henceforth the following guidelines and procedures 
are to be observed in any matters relating to the activities of an 
independent regulatory agency: 

1. Corrcspon<lcrice received from Senators, Congressmen, 
and the general public which should more properly be 
ans'\verecl directly by an indepenrfont regulatory agency 
should be forwarded without su1H,tantivc comment to the 
appropriate agency for response and an jnformatian COP-Y. 
of the transmittal should be forwarded to the office_cu 
the Counsel to the President. 

2. b1 the course of the performance of your duties, you 
n1ay be placed in a position where someone volunteers 
to you their comments and views on a matter pending 
before an independent regulatory agency. While you may, 
of course, listen to such views, such visits or the 
submission of written briefs should be avoided wherever 
possible. A better course in most instances is to suggest 
that the party submit his position directly to the agency 
involved. 

3. No staff member should communfrate with the personnel 
of an independent_ regulatory agency concerning any matter 
pending hcforc that agency until prior consultation with and 
clearance by the Counsel to the Prcsi<lent. This rule 
is applicable regardless of whether the matter is adjudicative 
or rule-1naking in nature, and is also applicable to mere 
inquiries as to the status of a case since experience has 
shown that the most innocent inquiry is subject to being 
misconstrued an<l could create the appearance of impropriety. 

4. If after consultation with the Counsel to the President 
it is determined that a communication of views to an 
independent regulatory agency is necessary and appropriate, 
such communication shall be in writing or a written memoran-
dum shall be made of any conversation or meeting. Copies 
of such records shall be forwarded to the Counsel's office, 
and will be available to anyone upon written request except 
to the extent that such disclosure is inconsistent with the 



rules of the agency concerned to protect personal 
privacy, proprietary_ information. classified information, 
and the like. ·., ,,,i 

If you have any questions regarding these guidelines and procedures, 
please contact the office of the Counsel to the President. 



THE WHITE HOUSE 

WASHINGT N 

October 1, 1973 

ADMINISTRATIVELY CONFIDENTIAL 

MEMORANDUM FOR: 

FROM: 

SUBJECT: 

STANLEY S. SCOTT 

BRUCE A. KEHRLI~ 

Official Acceptance of Certificates, 
Awards, Gifts, Etc. 

1v1any requests are received at the White House from organizations, 
as well as private citizens, who wish to indicate their support of the 
President by personally presenting him with certificates, awards, 
gifts, etc. 

The President's very heavy schedule will frequently make it impossible 
for hirn to be personally involved. In some cases, the person who asks 
to make the presentation will then indicate a desire to have a mernbP.r 
of the President's staff accept. In other cases, it may be desirable 
for an official acceptance by the staff to be offered as a substitute 
because the request is especially worthwhile. 

Before any ·commitrnent is made, however, the request and all , 
necessary background informati(!)n should be dire·cted to Mike Farrell 
for a determination as to whether any official acceptance is appropriate. 
This applies not only in cases where it n~ay seem appropriate for the 
acceptance to be done officially at the White House, but also applies 
to instances where you are representing the President at functions 
outside the White House and you have been informed in advance of a 
proposed presentation. 

It should be noted,. however, that this procedure in no way affec.ts the 
i:::pera.tion of the Gift Unit, vvhich is headed by Mrs. Ma::::ge Wicklein, 

Please verbally inform your staff of this policy, in the event they rr,ight 
b e involved in such an acceptance. 

Thank you for your cooperation. 



HIGH-PRIORITY 

MEMORANDUM FOR: 

FROM: 

SUBJECT: 

THE WHITE HOUSE 

WASHINGTON 

October 9, 1973 

ST\N ~T 

DAV~i~t/ PARKER 

Presidential Telephone Program 

Over the past few months, we have reduced our efforts 
in generating good telephone call recommendations. 
However, the time has now come that we want to refocus 
our attention on this program and stimulate some more 
good ideas. We are interested in ideas that are in 
support of the President's positions or would have 
enormous value in showing the President's interest and 
concern in certain legislation. Routine or predictable 
calls, such as birthdays, etc., should be omitted except 
where unusual circumstances ,diet.ate .that the call should 
be made. 

Presidential calls provide an excellent opportunity to 
increase the President's exposure and identify the Presi-
dent with unique and worthwhile events and programs. I 
hope you and your staff will find the time to take a 
personal interest in making certain that the President 
receives the best possible proposals. 

This new thrust will commence immediately and you 
should get your proposals to me starting today. A 
copy of the format is attached. 

Your cooperation in this new effort will be much 
appreciated. 

Thank you. 

.... ... , 



(SAMPL:S) 

RECOMMENDED TELEPHONE CALL 

TO: 

RECOMMENDED BY: 

PURPOSE: 

BACKGROUND: 

TALKING POINTS: 

Date of subn,is si on 

Name of person you recommend be called 
with brief i~entifying information only when 
you suspect name will be unfamiliar to the 
President. 

Your nan,e and if recommendation has concurrence 
of another staff member, so state. 

Preferably one sentence; two at most. 

Whatever background information you feel 
will be helpful to the President. Usually 3-4 
short sentences will suffice to set the stage 
and give substance to talking points. Also, 
1nake sure that no letter has been sent by 
Correspondence for same purpo se as the call 
and so indicate by stating this in the background. 

1. 

2. 
(The specific points that you 

3. recommend be 1nade during 
the conversation) 

4. 

NOTE: Original plus 4 copies are to 
be sent to lvir . Parker. 



THE WHITE HOUSE 
WASHINGTON 

December 12, 1973 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM: FRED F. FIELDING ~ , 

SUBJECT: Acceptanc-e of Christmas Gifts 

With the Christmas season at hand, we would like to take this 
opportunity to bring to your attention the restrictions imposed 
by statute and regulations upon you, as a member of the White 
House Staff, regarding the acceptance of Christmas gifts. 

Gifts between Staff Members 

Federal statutes prohibit the acceptance of gifts from fellow 
employees of a lesser pay status. The solicitation of contribu-
tions for a Christmas gift for an employee in a superior official 
position is also prohibited by statute, as is the giving of such a 
gift or donation. However, these laws have not been interp-reted 
to preclude the traditional exchange of gifts of nominal value 
between co-workers within an office. 

Acceptance of Other Gifts 

As a member of the White House Staff you are expressly prohibited 
from soliciting or accepting gifts from corporations or persons 
(1) who have or are seeking contractual agreements with any 

, Executive department or agency, (2) who engage in activities 
regulated by Executive departments or agencies, or (3) who have 
any interests which may be substantially affected by the perfor- .-
mance of your job. This latter group includes federal employees 
as _well as persons in the private sector . . 

The foregoing does not preclude your acceptance of unsolicited l 
advertising or promotional items such as pens, note pads, .1 

calendars, etc., ~o lo-ng as they are of nominal value ($,10 o ~ ). 
(/'· 0 (./ 
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Similarly, you are not prohibited from accepting reasonable 
gifts, promotional or otherwise, from close personal friends 
or relatives who have dealings with the government, when it 
is clear that the motivation for the gift is the personal relation-
ship, and acceptance would not give rise to the appearance of a 
conflict of interest. 

Procedures for Disposition' of Prohibited Gifts 

Any prohibited gift should be returned to the donor along with 
a letter, a copy of which should be retained for your files, 
stating the reasons for its return. If for any reason it is not 
possible to return the gift, please forward it to the Counsel's 
office along with a letter of explanation. The gift will then be 
turned over to a public charity or charitable institution. 

The rationale for the foregoing restrictions is two-fold. First, 
as between members of the Staff, they remove any appearance 
that a person is attempting to gain favor with a superior by the 
giving of a gift, and also resolve that no such gift is expected. 
Second, as to gifts that might be offered from those outside the 
White House, they protect you as a member of the · Staff, from 
being thrust into a position of conflict with your job, or more 
often, from being exposed to the appearance of such a conflict. 

If you have any specific questions in regard to the foregoing, or 
desire additional guidance on a problem, please feel free to 
call me. I 



TO: 

FROM: 

THE WHITE HOUSE 

WASHINGTON 

July 31, 1974 

THE WHITE HOUSE STAFF 

ROLAND L. ELLIOTT 

Citizens from around the nation and from foreign countries 
have been calling the White House around the clock to offer 
support and suggestions for the President during the im-
peachment proceedings. We feel it is important to be as 
responsive as possible to these calls and are working on 
an organized method of handling them. Anne Higgins is 
coordinating the effort and should you feel that you have 
some extra time to volunteer during the evenings or on 
weekends, would you please give her a call on Ext. 2109. 

Also, should your offices receive any mes sages of support 
from the general public during your working hours, would 
you please record the full name, address, zip code and 
comments on index cards and send them to Mrs. Higgins, 
Room 98, EOB. 



THE WHITE HOUSE 

WASHINGTON 

August 8, 1974 

MEMORANDUM FOR: 

FROM: JERRY~~ 

SUBJECT: East Room Invitation 

You, your spouse and your secretary are invited to hear 
a statement by the President in the East Room on Friday 
morning, August 9. Mrs. Nixon and the Family are also 
expected to attend. Please be there by 9:15 a. m. 

Thank you. 

I 
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THE VICE PRESIDENT 

WASHINGTON 

MEMORANDUM FOR THE ·wHITE HOUSE STAFF 

Augus '; 9, 1974 

FROM: The Vice President 

I know this has been a c.ifficult and confusing tin'le for each of you. 
You must have feelings of sorrow, as I do, but you also should be 
proud - - proud of the P resident you served and of your efforts for hirn 
and the country. 

Many of you will want to go on to other pursuits now that your service 
to him has ended. I understand and respect that, but I also need your 
help . I ask each of you to stay on long enough to assure a steady and 
informed transition of the Pres id ency. 

I have asked some friends whose counsel I respect to help me with 
the transition. They will forn'l a bridge for me to my Vice Presidential 
staff office and to the officials of the Executive Branch until a permanent 
organization is established, I ask your help and cooperation for them as 
well as mysel£. 

President Ni.,'{on fought long and with all his might to serve the 
American people well, 2nding his Presidency with a selfless and 
courageous act, You can still serve hirn. and the Nation by he lping rr~e 
to carry on the essential functions of the Presidency. I will meet vnth 
the senior officials of the YVhite House in the Rooseve lt Roon'l soon J.fter 
I take the oath of office to discc:ss transition arrangements and 
responsibilities. 



\-.. 
THE WHITE HOUSE 

WASHINGTON 

August 9, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF: 

Dy custom and tradition, the files of the White House Office 
belong to the President in whose Administration they are 
accumulated. It has been the invariable practice, at the end of 
an Administration, for the outgoing President or his estate to 
authorize the depository or disposition to be made of such files. 

President Taft in his book "Our Chief Magistrate and his 
Powers, 11 made the following reference to this practice: 

"The retiring President takes with him all the 
correspondence, original and copies, which he 
carried on during his A<lmini st ration .... 11 

In the interest of continuing this practice, it has been directed 
that, so long as Presi<lent Nixon 1 s files remain in the White House 
Office, there is to be no intermingling of the files of the two 
A<lm.inistrations. This applies of c ourse both to the Central Files 
and the files in the offices of the various members of the staff. 

Papers of the White House Office at the time of President Nixon 1 s 
r e signation a s well as those en route at that time an<l intended for 
hirn shall he c onside red as belonging to the Nixon A<lministration 
file s . O f c:011rse, soni c Nixon Adrninistrc11-ion files may be needed 
for future rc fc~rence. These files s hould he rluplicaterl and placed with 
all other pape rs accnmnlatecl aft:c-r noon torlay which constitute a 
n f' w set of fil e s for Pre s ident F onl. 

Spe c ifically, please c :,rpcdite the return of all withdrawals you 
hav e made from Central Files. On i\1onday, August l ?,, archivists 
und e r the supervision o f John TI. Nesbitt, Office of Presidential 
Papers, will he availahle to assist in the collection and segregation 
of President Nixon 1 s p a pers for s hipment. M.canwhi 1 e, please read 
the attached instruction s . 

Spcci al Assistant to the President 



WHITE HOUSE OFFICE PAPERS 

By custom and tradition, all White Honse Office 
papers are n•garded as the personal property of 
the PresidPnt aml suuject to such control and dis-
position as he may cl<'termine. At the close of the 
_\<!ministration, the rntirc collection of papers now 
being creah·d may IH' exprctc<l to be drpositcd in 
a Prcsidl•ntial library similar to the libraries that 
preserve the papers of the last six Presidents. To 
provide the l'resident. with a completl' and accu-
rate record of his tcn11rc in office, t.lw ,vhite House 
staff rnusL <n-ers<•e thci pn·~ervation of the paprrs 
it generates. 

The procedures set forth in this document rep-
resent the collective thinking of many members of 
the staff as to how best to preserve papers and 
documents for the President. Compliance with 
these procpJures is an expression of loyalty by the 
staff to the !'resident. For these procedures to IJe 
effectiYe, it will require cooperation and assistance 
of every staff member. 

The security classification of each documc-nt 
prepared in the White House is determined by the 
individual staff member "Titing it in accordance 
with Exeeuti,·e Order lO!'i0l-or other applicable 
Exeeuti n· Onlc•rs. He is n•sponsible for insuring 
that the classifil'ation assig-11ed to his "·ork refler,ts 
the sensitiYity of the mat<,rial concerned, and also 
for making certain that. this classification is not 
cxcessi ,·ely rest rictin~. 

Whito !-louse Ofiico flnr,cm;: Fi!inr, wifh Contm! 
Files 

1. It is requested that the maximum possihle 
use be made of Central Files, and tlw procedures 
listed below be fol!olt'ed. This will aid in the fast.er 
and more complete retricYn.l of currr.n t informn,-
t.ion, climi11:tte lllllH'<'essary dnplicat.i0n of files, 
prevent, exc<·ssi\'e xeroxing, and ma "i111izo preser-
rntion of Whitc House papers. 

:2. Eac!t staff' member shall maintain his pe1·-
soual files Sf'J>arate from any workin_q fifo8 he mriy 
keep on ojfir-i,1/. lnu1incss a11d cl,ea1'ly designate them, 
as such. PPrsomd f-ilt>s indude corn'spo11dence un-
related to a11y official clnti!'s performc<l hy the staff 
member; personal books, pamphlets and pcriodi-
ca,ls; daily appointment hnnks or loG hookf',; folders 

of newspapers or magazine clippings; a.nd copies 
of records of a personnel nature relating to a per-
son ·s employmc11t or scnic!'. Personal files should 
not. indnde any <'<>pies, drafts or working papers 
that relate to oflicial busi11ess or any do~uments or 
1·!'1•ords, whetlH•r or not adopted, made or received 
in th(I co11rsc of oflicial business. 

:t Ear•!, staff offire shall forward regularly to 
0f'1itml fr'ifr,s tl11·ec copies of all outgoing official 
ll/lsiness 1'011si8ting of rorrcspondencc and mcmo-
l'(l/1(/a. One mpy of all other outgoing related 
materials should also be filr'rl. 

•1. Each staff offir:e shall forward regularly to 
Central Files any incmninr; official business from 
so11rres other than White !louse staff offices after 
adion, if any, has been ta.ken. Each staff office, if 
it so desires, may keep a. eopy of such incoming 
ollieial business for its own worki11g files. 

5. Each staff office shall forward regularly to 
Ocnt ral Files any 01·ir1inals of incoming official 
bllsiness from, otlw1· White II ouse staff otlz'ces after 
ru:tion, if any, has been taken and if such originals 
were not intended to be retunied to the sender. 
If desired, a <~opy may be kept for the staffs work-
i II/.; fil CS. 

H. Erich staff off{ce shall forward to Central Files 
at such times n11 it dclCl'niines to be appl'opriate 
all 1corldng files of offi1·ia.l lmsiness which are in-
arti1·e a11<l no lon_qe1· 11eerfrd. These files will be 
stored h,v oflice as ,rnll as listed by subject matter. 
They will, of course, always ho a.rn,ilable for later 
rc·fcrcncc. 

7. Each staff office at its own discretion may seg-
regate any materials that. it IJelieves to oe partic-
111ol'ly sensitire and 1.l'hich should not be filed by 
s11hjeet 11111ttcr. Such se11sitirn materials should be 
fonrnr<lPd to thn Sta.ff :-,;Prrdary on the same basis 
as 011tli11rcl in paragraphs ;3 through 6 in an en-
\'Plopn 111arkP<l ~1EN:-,j[Tl\'E RECORDS FOR 
STOUA(-;J•~ \\'ith the office or indi,·idual from 
\\'hich thnv arr SPIit 111:trkcd on the outside and (as 
n.p propri:it·<:) a list of in YCntory in general terms 
attached. This list of i1we11tory should also be 
sent to Centrn l Files sot hat notations can be made 
in suhjert. liles th:tt.ccrtain material is missing from 
tlH' file. Thc~o n1:1lt>rials \\'ill ho filed in locked con-
tainers and will only be nmde available to the in-

( F 
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dividual or offire frn.m whom they were received. 
8. No drf1'11se mathia! dassified under Exec1t-

til'e Urdl'r ".Yo. 1050/11,itli a classification of TOP 
SEOHET 01· He8tricted Data 1mde1· the Atomic 
1:·11er_qy ..:lr'l of 195.1; should be forwa1'ded to Cen-
t!',,l Files. a\ll such n~1terial should be forwarded 
to the Staff Sc•crf'tary for storage. 

9. No e,ucptiohs tp the above shall be made 
without the expres·.~ ~onsent of the Counsel to the 
President. Additional ad,·ice on thP. operation of 
Central Filrs may be obtained from Frank 
)Iatthews, Chief of Central Files (Ext. :>.2-10). 

White House Office Porers: Dizposirion of Pnpcrs 
Upon Leaving Staff 

l. Upon tenninatinn of employment with the 
staff, each staff member will turn over his entire 
files to Central Fifes with the exception of any 
perso-nal Jiles he might have mainta,ined. 

2. Personal files include: correspondence unre-
lated to any official duties performed by the staff 
member; per,;onal books, pamphlets and periodi-
cals; daily appointment books or log books; folders 
of newspaper or magazine clippings; and copies 
of records of a personal nature relating to a per-
son's employment or service. Personal files should 
not include any copies, drafts, or working papers 
that relate t-0 official busi1wss; or any dornments or 
records, ,·:hether or not adopted, maclo or received 
in the course of official business. The "White Honsr 
Office of Pre:-;idential Papers, staffe<l by represen-
tatives of the National Archives, is 11.vn.iln.hlc to 
assist staff members int.he determination of what 
are personal files. Any riuest.ion in this rcganl 
should be resohed wit.h their assi:,:tnnre by con-
t.acting ,John Xesbitt, snpuvisory nrchiviF't of thP. 
Office of Presidential Papen, ( E:Rt. ?!LVi). 

3. A staff member, upon termination of employ-
ment, may at his discretion -malcc copies for hi.-J 
7>ersonal ·use of a car('/11/ly chosen S('lcction of the 
following types of docmnents within his files: 

(A) Documents which embody original intel-
lectual thmtght contrib-utcd by the staff member, 
such as research work and draftsmanship of 
speeches and legislation. 

(B) Docnments which might be needed in 
fut1tre related worlc by the individual. 
4. No staff members shall make copies as per-

mitted in paragraph three of any documents which 
contain rfofen,c;c material classified as CONFI-
[)P,'Nl'IAL, SECRET OR TOP SECRET umder 
Execnti11e Order No. 10501, Restricted Data under 
the Atomic Energy Act of 1954, o-r infol'lnation 
supplied tn the ,r;overnment wider statutes which 
make the disclosure of such information a crime. 

5. Each staff nwrnbcr 1cho decides to 11wke copies 
nf such doc1rnwnts des(')·ib('d in paragraph three 
Nhall lear·c a list of all s11ch documents to pied with 
01mtral Files. This will r.nable retrientl of a docu-
nwnt in tlic evl'llt that all other copies of it and the 
original should be later lost. 

G. The distretionary rwtlw1ity granted in para-
gmph thr('e is expected to be exerci,c;ed sparingly 
1111rl not abused. All \Vhite House Office papers, 
induding f'opies thereof, :ire the personal property 
of the President and should be respected as such. 
Any copir,s retained by a staff member should 
be stored in a secure manner and maintained 
mnfidcmtially. 

7. All cnnfi<lent ial and sensit.ive materials will 
be prolc1cti•d from prcrnaturn disclosure by specific 
provisions of the Pres ident.ial Libraries Act of 
1 %5 ( 44 u.s.c. 2108). 

I 



THE WHITE HOUSE 

WAS ti IN GTO N 

August 29, 1974 

MEMORANDUM TO THEW IITE HOUSE STAFF 

FROM: J. F. terHORST 

SUBJECT: 11 Ground Rules" Regarding Interviews with Newsmen 

Most White House officials have occasion to be interviewed by the 
news media conce r ning matters pending before them or to discuss 
general Administration policy. The President supports and 
encourages increased accessibility to the media, balanced, of 
course, with the need to insure a proper and timely flow of 
information to the public. · 

There are certain ground rules to be observed when talking to a 
reporter. The most important rule -- and the one most often misused 
or misunderstood - - concerns the attribution of information given 
to a newsman by someone on the White House sta{!. 

It is the responsibility of the person releasing the information to 
set the level of attribution - - on the record, on background, on 
deep background, off the record, or for guidance. 

It is the reporter I s job to seek the highest level of attribution for 
his story. If no discussion of attribution occurs, the reporter is 
correct to assume the information is on the record. 

The five types of attribution under which the Press Office operates 
are as follows: 

ON THE RECORD: All statements are directly quotable and 
attributable, by name and title, to the person who is making the 
statement. 

I 
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ON BACKGROUND: All statements are directly quotable, but 
they cannot be attributed by name or specific title to the person 
commenting. The type of attribution to be used should be spelled 
out in advance: A White House official, an Administration 
spokesman, a government lawyer, or whatever. 

ON DEEP BACKGROUND: Anything that is said in the interview 
is usable but not in direct quotation and not £or attribution. The 
reporter writes it on his own, without saying it comes from any 
government department or official. 

NOTE: Reporters generally dislike this form of attribution 
and it should be used only in the most delicate circumstances 
and urgent news. Too often, government officials use 
''deep background 11 to plant or leak stories or to get the 
reporter to stick his neck out when the official has only 
part of the information. 

OFF THE RECORD: Information given 11 off the record" is for 
the reporters' knowledge only and is not to be printed or made 
public in any way. The information also is not to be taken 
to another source in hopes of getting official confirmation. This 
form is mainly used to prevent reporters from speculating along 
inaccurate lines. 

NOTE: Reporters do not like to obtain information 11 0££ the 
record" because they have to sit on it while their competitors 
are able to get it "on background 11 somewhere else and print 
it. Some absolutely refuse to hear it, so it is essential to 
secure a reporter's agreement before going 11 off the record. 11 

But if there is good reason -- and the reason is clear -- they 
will go along with it. 

GUIDANCE: Reporters often will ask for "guidance" on the 
particular timing or status of an event. In this case, they believe 
they are receiving the information on a 11 background" basis, and 
not 11 off the record, 11 and the information will be used in stories 
which say "White House sources predicted that the appointment 
would be made this week. 11 It must be made clear when giving 
a reporter "guidance1

' whether he can use the information in a 
story. ~- FO~'O 

Q <,, 
..J<( t£ . )> I 

a: ::0 
~o '" 

/ 
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It is important to understand that the terms II off the record, 11 

' 'background, 11 11 deep background," and 11 guidance" are much 
misused, even by reporters themselves. To avoid confusion 
which might have serious consequences, make sure you and the 
reporter know exactly how he is receiving his information and to 
whom he can attribute it before the interview begins. 

You should both understand not only which of the categories you 
are speaking under, but exactly what that category means to the 
other per son. 

One of the most commonly misunderstood uses of attribution is 
by the government offical who says to a reporter that he is 
supplying the information off the record and not to quote him. 
By saying, "Don't quote me, 11 the source is really talking 
11 0n background" and not "off the record, 11 so the reporter feels 
he is entitled to use the information as long as he doesn't attribute 
it to a specific source. 

Those who choose to talk to reporters on something other than an 
11 on the record" basis should be aware that they, as well as the 
reporter, have a responsibility for keeping the conversation 
confidential. An official who tells someone he has been interviewed 
by a reporter can't complain if he is later identified with something 
written by the reporter. 

Finally, the Press Office strongly recommends that White House 
officials speak II on the record. 11 It is by far the safest policy. 

We also encourage you to speak to reporters openly and fully 
about matters within your area of responsibility and personal 
knowledge -- but you should be aware of the dangers of uninformed 
speculation or talking about something not within your field of 
expertise. 

.... ..... 
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THE WHlTE HO USE 

September 4, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM: JERRY H. JO~ 

This is just a reminder that all official cor,respondence should be 
typewritten on White House stationery. Several handwritten 
envelopes have been arriving at the Mail Room to be stamped and 
sent out. Of course, White House stationery and postage are to 
be used only for official business and are not to be used for per-
sonal use. The azure paper and envelopes are to be used exclusively 
for Presidential correspondence and should never be used for any 
other purpose. The White House Correspondence Manual should be 
consulted if there are any questions. 

Mail deposited in mail boxes in the White House and EOB is picked 
up by the U. S. Postal Service and goes directly to the City Post 
Office. It should be properly stamped when placed in these boxes. 
Mail placed on top of the boxes will not be picked up by the Postal 
Service and it could become lost. 

Official outgoing mail should be sent to Room 99, EOB to be stamped 
and dispatched. Any questions concerning the handling of mail should 
be directed to the Mail Room, Extension 2541. 

Thank you. 



MEMORANDUM 

FOR: 

FROM: 

SUBJECT: 

THE WHITE HOUSE 

WASHINGTON 

September 18, 1974 

ALL WHITE HOUSE AND OEOB STAFF 

LUCY WINCHESTER ~w 
SOCIAL SECRETARY 

STAFF PICNIC 
September 19, 1974 
11:30 a. m. thru Z:00 p. m. 

The President and Mrs. Ford wish to invite White House and OEOB 
Staff Members to a picnic on the South Grounds of the White House 
on Thursday, September 19, 1974, between 11:30 a. m. and Z:00 p. m. 
This should permit office supervisors to rotate lunch hours in order 
to keep phones covered, as usual. 

The East Wing and West Wing Staff should enter the South Grounds 
through their respective foyer entrances. All OEOB pass holders 
should enter the South Grounds through the Southwest Gate. This is 
a "lunch hour" picnic for the White House and OEOB Staff and does 
not include spouses or families. 

Should there be inclement weather on Thursday, the picnic will be 
rescheduled for Friday at the same time. 

The President and Mrs. Ford are looking forward to meeting as many 
of you as possible and hope each of you will enjoy the picnic. 

,, 



THE WHITE HOUSE 

WASHINGTON 

September 18, 1974 

MEMORANDUM FOR: STANLEY SCOTT 

FROM: WARREN s. RUSTAND W S'f'Z__ 

SUBJECT: Presidential Schedule Suggestions 

With the new faces on the White House Staff, this is a 
good time for me to take the opportunity to remind you 
that we are constantly looking for creative suggestions 
for the President's schedule. 

You can help by making certain that each and every good 
idea generated by you or your staff is written up in our 
schedule proposal format (copy attached) and forwarded 
to me, the Appointments Secretary to the President. 

I look forward to receiving your recommendations and 
hopefully on a regular basis. 

I 



MEETTh"G : 

DATE: 

PURPOSE: 

FORM.A.T: 

SPEECH 
MATERIAL: 

PRESS 
COVERP.GE: 

STAFF: 

RECQ\21ENI): 

OPPOSED: 

PREVIOUS 
PARTICIPATION: 

BACKGROUt.1D: 

SC'tlEDULE PIDPOSAL 
DATE: 
FID.:-1: 
VIA: David N. Parker 

or greeting - drop-by - address - reception -
etc. 

day and date proposed (leave blank if no 
specific ti.t""t'\2 require-rent) 

e}.plicitly stated as to why the event should 
be done and exactly what our objective is in 
doing it 

-location (roo."11, office or city and specific 
place in the city) 

-participants (attac..r1 list and narrative dis-
cussion of carp:Jsition of the group or 
audier1ce) 

-expected length of participation requested 
-when speaking to an audience or convention, 
prelii'Tiinary progra.-r: must be attached 

-indicate other suggested rrove-rents 

rerparks or talking points - required topic 
state concisely what types of remarks are 
appropriate 

state what type of press and photo coverage 
W'C)uld be desirable to acccrrplish our press 
objectives 

attending rreeting 

list of those who support the proposal and 
include any pertine...7.t ccrrrnent they may make 
concerning the proposal 

cite any opposition to the proposal and why 

state whether or not the President has seen 
officials or participated in meetings of · 
orga.'"lization named and when 

this should indicate both t.rie pros and cons 
of the proposal in the briefest possible 
manner 

APPROVE 



MEMORANDUM 

MEMORANDUM FOR: 

FROM: 

SUBJECT: 

THE WHITE HOUSE 
WASHINGTON 

October 16, 1974 

WHITE HOUSE STAFF 
AND 

CABINET MEMBERS 

PAUL A. MILTICH 

ATTACHED 

I thought the attached article by Karen Elliott of the Wall Street Journal 
in the October 16 issue of the Journal would be of interest to you. 



The Pardon of Nixon 
Was ,Timely, Legal, · · 
J awors k! ~eli:Ves ,o\"~~ 
He Says Nixon's Acc~ptance~ 

Clearly Shows His_ Guilt 
And More ;Evidence Is ·nue 

The apeclal proaeeuw :aa~ ·hteJ1u:: iept !whether· b' would have proaecu~ the .-: 
anent on Pl• }l&M!>n~ on .:Mr.- Npcon'a,l'Qle : mer President U :Mr. Ford t ~ ; ; 
J.n the · wat,rr~ ... . . . . ., · him. "NQtb!Jig 111 aerved by ~ ; cover-up for,~~:;''·• ' ' . ·. - , hypothetical lituattoru, now;" be declated,!/~. 
IOM: He :wranled . ~ . :. . But '!i{r; ;r,aworskl aald tbJt If the tol'DitJ'i . 
wait until -., -~ wu ~ldent ba.d been char,ed, hia trJal~ · 
choaen a#, ;;~•- : wouldn't have come for many JJtontbl, 
tered for fM -~.i -~ p.ve no conatder&Uon to doing , aJl~, · 
bve ct :HJ:'-:· ·lllimu-i with tbe former Prelident untll. atter tli'•: 
::re~• cover-up jury was 1eque1tered," ha aald. ., 
wait untll » Md u-. · , A major .tult Ifill faeln&' the iq,eclal Pf°';,:, 

· · nounoed -..~~ - ecutton ·force 1a _a report to Congress on ~ " ,. 
tion. Ati ' tlw.t'.' ,-.-· Nixon inveatlgatlon and on . other aspect.·~ : 
happened, t'., M4: __,,, the Watergate cue. ~t TeP9rt will , , 
Mr. JaWOt'Pl J, .falk- elude mucb ~vtdence ·qainst -~ ·formei; 
tng: Then wm , . .,_. Prul!lent unless Conpu ~~cWcally , 

By KAREN J. _ELLIOTT piore n~;_tit,;': thomes if.II incl\1111~. Wit.bout such au~.'. 
Sta!/R.,portero/Tx.WA.LLST1tsaT;TotntNAL terviewa, • .. _a•a'd. -,at.,I,-- lty, Mr. Jtworsld 1'elle"lea, & P~:~.-;. 
WASHINGTON-Special Watergate Pros- lhmd&y be :; ta' ~ :"••·. .can't ethically 'dfs~l<>M evidence agiwa•":-,."' 

ecutor Leon Jaworski aeea notblng wrong uled to a~•mi. RBC'a'·••ii.eet .the Preas" man who haan't cbarged; Mr. J•~~;, 
with President Ford's decision last montp to program. · • ·•ki baa uked ~,reaa ~r autharl.ty to. 
pardon Richard Nixon. · M:r. Jaworski denies that the pardon . include auch material the report, ' . ·-·· 

Mr. Jaworski, talking publlcIY about the prompted his reslcnation; He aald tn the tn- , "We can paint a very full picture of~,.: 
controversy for the first time~ concedes that tervlew yesterday • that he decided three . Nixon's ~e in obstructing justice, but 
the pardon . prJVented .an indictment and weeks ago to 2'eBlp beca• he had com- : difficulty .arlsea 1rt oth,r · areu , where 1ife 
trial of Mr. Nixon. But he believea tlu!,t auf. pleted what he bu always conatdered to be : didn't bl'ing chargu," he ~aid. The, ~atbr.< 
fie-rent evidence baa, · or llbQn will, become h1a primary tuk-outUnlng Mr. role rate grand jury named Mr. Nixon as an un,.. 
public to show conclµal.vely lhll,t former in the cover-up. · _ indicted coconspirator in the obstruction .~ '.: 
President was guilty of obetructlon. of jua; Bia own departure,. he llald. w4D'l 1low , justice for which hill toriner aides are be~;., 
tice. · · the inveatlgatlona that Ute prosecutor's of• tried. · . · . .;, 

"The evidence wm show }:le's guUty, just flee 111 conducting into the milk-fund acandal M.r. _Jaworski 11 turning ~hllosophical, -,
1

, 

u much as a rullty plea," tile speclal prose- and into lllegal poUUcal contnbuti~ by i he pi:-&pares to leave for a rest at his Te~; 
cutor declared durlnJ an interview yester- corporaUona. A!)tlon . 11 . expected aoon · ranch where he will '-'watch the · deer ~ --
day ln hill sparsely · fumlahed office here. against other companies, he aald. · : birds ' and think about something 
Next week, ~- Ja:worskl is lee,vtng the job i,The Best-Preparecl Cue" 1 Watergate . for the first time-in -a ye&?'.',; 
he has held for 11 months and ill returning The special prosecutor said thatevtdence · Watergate, he belleves, has shoWll U,.at Ui•~~ 
to Houston to resume the prac~ce of law. to be presented during the current Water• . American governmental 1yate·m wori,t .. 

The special prosecutor believes, further• gate trial wlll further enmelh. the form~ , "Here ar. top ~en in government 
more, that both the offering of a -pardon and 'Prellldent ln the -CO'.l!er-up • .. )(r. J&wor~ , haven't-been spared from mveatigatton, ex-_. 
Mr. Nixon's acceptance ·ot it clearly signify who won't be participating in the ~~I>. : pcieure and _convtcUon," he aaid, :"::.'.· 
hill guilt: tion, called it "the bellt•prepared case 1 v.a But he . lsn;t sorry to be lea'ring'. "Thit• 

"A pardon isn't juat a 'be!lutlful docu- been assoclated with.." , · · · whole thing' ill a tragedy," he said. "An<J;J,; 
ment to frame and hang on the wall. You • Mr. Jawor11ki'1 attitude about the co~ : don't get any frOm bein&'· ~ -
are offered; a ,_ pardon only lt ~rsl_al pardon reats on the __ uaumptlon : volved in~ national tragedy." 
lleved you C&l$ be pharged and convtoted. drawn from •~ early Ford new• conference I 
You· accept it only it ,yQu :·want to be that ~t Ford ~waya bitende4,to~ 
cleared.,.. . · · · ·· ' don Mr. Nixoq eventually. 'l'Jiua, to Mr. Ja• 

· · · ·• ' ' " · · worakl all that 1a at Jaaue la the t1m1ng of · An All-Old """-- · ·· , · · ' · •·• ,,_,,.-.~ '' ' i "·. _ • .• _i;'' _"...•l ••~.' '.' ; th.e ~• 'l _ • .• ' '.-

; lllf , Ji:w9~ • -~tude ~t.the _ _pa;rc!PIJ : Mr baetste If' Mr. Ntxon'a 
haa been a .au~ject of s~~n . case had been all~ to--proceed,to indict~ 
here tor wew,. , Kally have .tht,t ment litld trial, t1ie pUbUc ~ - · ~ve 
the ,weclal -~ - ~ - pined .f-· le~d more . about tqnner 
r, p(ltatio_n in W&ahfngtan tor toug~• .and Pre.tilent's role than wlll come out in. the 
tn.tegrlty, ob~ctect to the, ~cSaicm. It •Tell trla1 · or his former atdel. a mistake to 
has been ln re~ daya that h1a be1-Ve · there would ~fe-.~ -more .evl• 
supposed anger over the Jl&i'd<?D- .11 what dence for the public lf Jie had been tried," 
prompted -~ l'elllgn hill pas~ , · the ilpeclal proeeoutor aald. · • . 

In fact, his sta~em.ents y,eaterday ,1If he ·had been · pardcmed after lndlct-
amount to an all-out def~ of the moat ment, the public would have no new blfor• 
controversial aspect .of the · pardon: its tim• mation. If he 'bad gone to trl&l, he could 
lnr prlor to a Nixon indictment and trial. have tntoked his Fifth Amendment guaran, 
Thus, the Jaworski position could. hav .. sil• tees against seJf.fncrlminaUon,"pleaded nolo 
nlfJ.cant political benefit for President Ford, contendere, or even pleade!i guilty, and we 
whose popularity with the public .baa wdUldn't have teamed any lfew detatll," 
dropped dramatically alnce _he (1'8!\~ the_ Mr. Jaworski said. 
pardon. The special prosecutor wouldn't aay 

, 
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THE WHITE HOUSE 

WASHINGTON 

October 24, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

SUBJECT: Court Order Regarding Presidential 
Materials of the Nixon Administration 

Attached is a copy of a Supplemental Order of the United 
States District Court for the District of Columbia, by 
Judge Charles R. Richey,. issued October 22, 1974. The 
Defendants are: . Arthur E. Sampson, Administrator of the 
General Services Administration; Philip W. Buchen, Counsel 
to the President; and H. Stuart Knight, Director of the 
Secret Service. 

Please note: 

1) The order enJ01.ns "the Defendants, their superiors, 
agents, and assigns" against certain acts. 

2) The order applies to "the materials, including 
documents, tapes and other papers, known as the 'Presidential 
materials of the Nixon Administration' that are presently in 
the custody and control of the Defendants." 

3) The order enjoins the persons .affected "from dis-
closing, transferring, disposing or otherwise . making known 
to any person, be he/she private citizen or public official, 
the materials." The order does not prohibit use of the 
papers for court, prosecutorial or grand jury matters, or 
for purposes of current government business. 

Although the order by its terms does not apply to all 
members of the White House staff, all White House staff per-
sonnel are expected to act as if they were bound by it. 
Similarly, all materials and papers prepared during the 
Administration of President Nixon should be regarded as 
actually or potentially subject to the order. 

I 
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Attached also is a copy of an August 9, 1974, memo-
randum from Jerry H. Jones on the subject of collecting and 
segregating "papers of the White House Office at the time of 
President Nixon's resignation as well as those enroute at 
the time and intended for him." 

Based on the August 9, 1974, memorandum and the printed 
attachment to it, and in accordance with Judge Richey's order, 
I have notified counsel to Mr. Nixon and pereby give my con-
sent that: 

_(i) The remaining papers in the files of the White House 
Office which have not yet been segregated and placed in 
storage may be used to complete implementing the August 9, 
1974, memorandum. 

(ii) Papers necessary for purposes of current ~overn-
ment business shall be used for such purposes if practi-
cable in the form of duplicated files as provided in 
the memorandum, and a listing of any files so duplicated 
shall be supplied to me. 

Implementation of the August 9 memorandum shall be completed 
by November 1, 1974, except that no papers will be prepared, 
as provided in that memorandum, "for shipment." To this end, 
each member of the White House staff subject to the August 9 
memorandum shall certify in writing to this office, by November 1, 
that the collection and segregation .called for have been com-
pleted, and that the materials have ·been stored within the 
White House complex as designated by the Office of Presidential 
Papers. 

John Nesbitt, supervisory archivist of the Office of Presidential 
Papers (Extension 2545) and his staff will be calling on you 
and will be available for assistance. 

0~--w~ P'hi ip . Buchen 
Couns · to the President 

Enclosures 



COPY -
UNITED STATES DISTRICT COURT 
FOR THE DISTRICT OF COLUMBIA 

RICHARD M. NIXON 

Plaintiff . . 
v. : C.A. No. 74-1518 

ARTHUR F. SAMPSON, et al~, 

Defendants 

and 

THE REPORTERS COMMITTEE FOR FREEDOM 
OF THE PRESS, et al., 

Plaintiffs 

v • 

. ARTHUR F. SAMPSON, et al. , 

. . 

. . 

. . 

. . 

. . 

C.A. No. 74-1533 

Defendants 

SUPPLEMENTAL ORDER 

. . 

(
.fo~ l) 

yf 
,.::}t, / 

' Upon consideration of the Temporary Restraining Ordet- ·· --
issued yesterday, dated October 21, 1974 at 4:20 p.m., and 
upon consideration of the parties' requests for certain 
modifications .thereof, and it appearing that the parties 
consent to said modifications and that the same are con-
sistent with the ends of justice, and it appearing that the 
aforesaid Order as well as this Supplemental Order are 
necessary to preserve the status quo in the above-entitled 
litigation, it is by the Court this 22nd day of October, 1974, 

ORDERED, that the Court's Order of October 21, 1974, be 
and the same is hereby amended and supplemented as follows: 

ORDERED, that the Motions for a Temporary Restraining 
Order be, and the same are hereby granted in part and denied 
in part; and it is 

I 
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FURTHER ORDERED, that the Defendants, their superiors, 
agents and assigns are, subject to the conditions hereinafter 
described in the balance of this Order, hereby enjoined from 
disclosing, transferring, disposing or otherwise making 
known to any person, be he/she private citizen or public 
official, the materials, including documents, tapes and 
other papers, known as the "Presidential materials of the 
Nixon Administration", that are presently in the custody and 
control of the Defendants; and it is 

. FURTHER ORDERED, that the Defendants ' are hereby enjoined 
from effectuating the terms and conditions of the "Agreement" 
entered into by Richard M. Nixon and Arthur F. Sampson, on 
or about September 6, 1974, and it is 

FURTHER ORDERED, that the injunction shall not serve as 
a bar to the production of said materials pursuant to a validly-
issued subpoena, discoyery demand, or court order in any civil 
or criminal case, either outstanding or while this injunction 
is extant; or to the production of said materials in regard 
to the ongoing Watergate ' criminal trial before United States 
District Judge John Siricar or to the production of said 
material pursuant to requests by the Special Prosecutor, or 
to a validly issued subpoena by a Grand Jury; or to the use 
of said materials, with prior notification to counsel for 
Plaintiff Richard M. Nixon and with the consent of Defendant 
Philip w. Buchen, for purposes of current government business, 
and it is 

FURTHER ORDERED, that Plaintiff Richard M. Nixon, or 
his attorney, shall be afforded access to said materials under 
current access procedures established by Defendants for the 
sole purposes of preparing to testify in the Watergate trial 
and determining whether to raise any privileges or defenses 
he believes he might have tn opposition to production of said 
materials for current government business or pursuant to 
requests by the Special Prosecutor or to validly-issued sub-
poenas, discovery demand or a court order, and if Plaintiff 
Richard M. Nixon shall be unable to physically do so, the 
government Defendants shall provide copies of ·said materials 
for such use, but he shall not disclose or divulge the contents 
thereof except in. regard to his testimony or in response to 
validly-issued subpoenas, and said copies shall be returned 
promptly, to the Defendants when such purposes have been served; 
and it is 

I 
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FURTHER ORDERED, that any person either now or 
previously a member of the White House staff shall be 
afforded access under current access procedures established 
by Defendants, with or without his/her attorney present, 
to said materials which comprise or comprised his/her files 
while a member of the White House staff, and be allowed to 
take notes regarding the same, but not to make copies thereof, 
all the above solely for any purposes relating to criminal 
investigations or prosecutions; and it is 

FURTHER ORDERED, that any search conducted for purposes 
of producing or using said materials as provided in this 
Order shall be conducted jointly by Defendant Philip w. Buchen, 
or his agent, and counsel for Plaintiff Richard M. Nixon, or 
his agent, and said persons shall take such steps as are 
necessary to assure that the search for and copying of said 
materials will in no way destroy or affect the original charac-
ter of any of the materials, including tapes, documents or 
other papers referred to herein; and it is 

FURTHER ORDERED, that the Plaintiffs shall not be 
required to post any bond; and it is 

FURTHER ORDERED, that this injunction shall be effective 
for ten (10) days and shall be renewed upon proper application 
of the parties. 

United States District Court 
for the District of Columbia 

A TRUE COPY 

JAMES F. DAVEY, CLERK, 

By /s/ ESTHER E. CREIDEN 
October 22, 1974 
Time 2:35 p.m. 

/s/ CHARLES R. RICHEY -------:C::-:h_a_r.....,1.-e-s-=R-.'""'"'=R:""li_c_h_e_y _____ \:) 
United States District Judge '-,, _ _,___ .. ,./ 



THE WHITE HOUSE 
WASHINGTON 

August 9, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF: 

By custom and tradition, the files of the White House Office 
belong to the President in whose Administration they are 
accumulated. It has been the invariable practice, at the end of 
an Administration, for the outgoing President or his estate to 
authorize the depository or disposition to be made of such files. 

President Taft in his book "Our Chief Magistrate and his 
Powers," made the following reference to this practice: 

,r"f=OA'/" ~· v< 
Q 'o, 
-I :D < )-

"The retiring President takes with him all the 
correspondence, original and copies, which he 

c: :J] 

'\-: 

carried on during his Administration. 11 

In the interest of continuing this' practice, it has been directed 
that, so long as President Nixon's files remain in the White House 
Office, there is to be no intermingling of the files· of the two 
Administrations. This applies of course both to the Central Files 
and the files in the offices of the va1·ious members of the staff. 

Papers of the White Hmu:;e Office at the time of President Nixon's 
resignation as well as those enrontc at that time and intended for 
him shall he considered as belonging to the Nixon Administration 
files. Of course, some Nixon Adrninistrc1tion files may be needed 
for future reference. These files should he duplicated and placed with 
aJl other papPrs accumnlate<l after noon todav which constitute a 
new set of files for President Ford. 

Specifically, please expedite the return of all withdrawals you 
have made from Central Files. On Monday, August 12, archivists 
under the supervision of John R. Nesbitt, Office of Presidential 
Papers, will be available to a \ssist in the collection and segregation 
of President Nixon 1 s papers. for shipment. Meanwhile, please read 
the attached instructionR. 

(]~~ 1-{0;1,~t:) 
{d erry &r. J olb{s · 
Special Assist.ant. to the Pres i<lent 

/ 
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WHITE HOUSE OFFICE PAPERS 

By custom and tradition, all White House Offire 
papen; am r-cgur<led as t lw pm'Honal propmty of 
the President and subject. to such control 1.u1d diH-
position as he may determine. At the close of the 
Administration, 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 President with a complete and accu-
rate record of his tenure in office, the White House 
staff umst oversee the preservation of the papers 
it generates. 

The procedures set forth in this document rep-
resent 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 the classification 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 

l. It i..~ requested that the maxi1T11Um 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 informa-
tion, eliminate unnecessary duplication of files, 
prevent excessive xeroxing, and maximize preser-
vation of White House papers. 

2. Each staff vi.ember shall maintain his per-
sonal files separate from any working files he may 
keep on official business and clearly designate them 
as such. Personal files include correspondence un-
related to any official duties performed by the staff 
member; personal books, pamphlets and periodi-
cals; daily appointment books or log books; folders 

of newspapers or ma~azine clippings; and copies 
of record:, of a 1wrH<m1wl no.turo rnln.ting to 1~ per-
son's employment or survice. Personal files should 
not include any copies, drafts or working papers 
that relate to official business or a.ny documents or 
records, whether or not adopted, made or received 
in the course of official business. 

3. Each staff office shall forward regularly to 
Centml Files three copws of all outgoing offici,al 
business consi:sting of correspondence and memo-
randa. One copy of all other outgoing rel,ated 
materials should also be filed. 

4. Each staff office shall forward reg-ul,arly to 
Central Files any incoming official business from 
sources other than White House staff offeces after 
action, if any, has been taken. Each staff office, if 
it so desires, may keep ,a copy of such incoming 
official business for its own working files. 

5. Each staff office shall forward regularly to 
Central Files any originals of incoming official 
business from other White II ouse staff offices after 
action, if a;ny, has been taken and ·if such originals 
were not intended to be returned to the sender. 
If desired, a copy may be kept for the staff's work-
ing files. 

6. Each staff office shall forward to Central Files 
at such times as it deterrnines to be appropriate 
all working files of official business which are in-
active and no longer needed. These files will be 
stored by office as well as listed by subject matter. 
They wil-1, of course, always be available for later 
reference. 

7. E'ach staff office at its own discretion may seg-
regate any rnaterials that it believes to be partic-
ularly sensitive and which should not be filed by 
subject matter. Such sensitive materials should be 
forwarded to the Staff Secretary on the same basis 
as outlined in paragraphs 3 through 6 in an en-
velope marked SENSITIVE RECORDS FOR 
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 also be 
sent to Central Files so that notations can be made 
in subject files that certain material is Ji1issing from 
the file. These materials will be filed in locked con-
tainers and will only be made available to the in-

I 
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divicfua\ or office from whom they were received. 
8. NJ defense material, classified under Execu-

tive Order No. 10501 with a classification of TOP 
8El'RE'T or Restricted Data under the Atomic 
f~'n<;1•gy Act of 1.954 slwuld be forwarded to Cen-
tral File.~. All such 11mterial :-;lionld be forw11rde1l 
t.o t.li1l St II fl' S1•1'1'<'1 lll',Y for :-;f.orn.gi\, 

!), No t;cr:cptior1.y to lite above sliall lrn m.ado 
without the express consent of the Counsel to the 
President. Additional advice on the operation of 
Central Files may be obtained from Frank 
Matthews, Chief of Central Files (Ext. 2240). 

White House Office Papers: Disposition of Papers 
Upon Leaving Staff 

1. Upon termination of employment with the 
staff, each staff member will turn over his entire 
fil,es to Central Files with the exception of itny 
personal files he miqht have maintained. 

2. Personal files include: correspondence unre-
lated to any official duties performed by the staff 
member; personal books, pamphlets and periodi-
cals; daily appointment books or log books; folders 
of newspaper or magazine clippings; and copies 
of records of a personal nature relating to a per-
son's employment 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 not adopted, made or received 
in the course of official business. The White House 
Office of Presidential Papers, staffed by represen-
tatives of the National Archives, is available to 
assist staff members in the determination of what 
are personal files. Any question in this regaTd 
should be resolved with their assistance by con-
tacting John Nesbitt, supervisory archivist of the 
Office of Presidential Papers ( Ext. 2545). 

3. A staff member, upon termination of employ-
ment, may at his discretion make copies for hi.~ 
personal use ofa ca1·efully chosen selection of the 
folwwinq types of doooments within his files: 

(A) Documents which embody oriqinal, fotel-
leotual thought nontrilmted by t/ui Ntaff mMnbe·r, 
Huch nH t'l1Ht11Lt'<',h work 1u11l drn.flH1111mid1ip of 
Rpeeches and legi81alion. 

(B) Documents which 1niqht be needed in 
future related work by the individual,. 
4- No staff members shall make copies as per-

mitted in paragraph three of any documents which 
contain defense material, classified as OONFI-
DENTIAL, SECRET OR TOP SECRET under 
Executive Order No. 10501, Restricted Data under 
the Atomic Energy Act of 1954, or information 
supplied to the government wnder statutes which 
make the discwsure of such information a crime. 

5. Each staff member who decides to make copies 
of such documents described in paraqr·aph three 
shall lea1.;e a list of all sui:h doooments copied with 
Central Files. This will enable retrieval of a docu-
ment in the event that all other copies of it and the 
original should be later lost. 

6. The discretionary authority qranted in para-
qraph three is expected to be exercised sparinqly 
and not abused. All White House Office papers, 
including copies 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 an<l maintained 
confidentially. 

7. All confidential and sensitive materials will 
be protected from premature disclosure by specific 
provisions of the Presidential Libraries Act of 
1V55 (44 u.s.c. 2108). 



THE WHITE HOUSE 

WASHINGTON 

November 1, 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

SUBJECT: Safeguarding Classified and Sensitive Information 

Each staff office is requested to establish adequate internal procedures 
to assure that classified and sensitive documents and related materials 
are protected at all times. A specific person in each office should be 
given this responsibility, but it should be made clear that the last person 
in an office assumes the responsibility for the security of classified 
material. 

The Executive Protective Service officers have been instructed to con-
duct a thorough after-hours security inspection of each staff office in 
the White House and Executive Office Building (EOB) on a nightly basis. 
Their authority to inspect extends to all exposed classified or sensitive 
documents, as well as all other related materials not properly secured. 
Classified material to be destroyed should be handled in the manner pre-
scribed below. All other classified material should never be left 
unattended on desks. When an office is closed or unattended, materials 
should be locked in a secure cabinet. In the event of a serious security 
violation, the Executive Protective Service will file a formal report with 
the office concerned. 

All classified and sen$itive materials to be destroyed should be separated 
from other office trash and waste materials and placed in a specific 
container designated for this purpose. At pre'sent, paper bags marked 
11 BURN11 are availal:ie from the White House Supply Room and can be 
ordered along with other office supplies. Burnbags are collected under 
Executive Protective Service supervision and are disposed of in the 
secure macerator located in the EOB. Since the macerator has a limited 
capacity, all nonclassified and nonsensitive waste materials are collected 
and disposed of by the regular GSA cleaning force. 

( 

The provisions of the memorandum do not apply to the Situation Room 
since, because of the volume, separate disposal procedures are required • 

.(:_·/4-/ / c//~.I, : / ,___/:I 1V_ / · ~· 
DONALD H. RU¥ FELD 
Assistant to the'President 

I 
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THE WHITE HOUSE 
WASHINGTON 

December 19> 1974 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM: PHILIP W . BUCHEN 1? {,J .13. 
SUBJECT: Acceptance of Christmas Gifts 

With the Christmas season at hand, I would like to take this 
opportunity to bring to your attention the restrictions imposed 
by statute and regulations upon you, as a member of the White 
House Staff, regarding the acceptance of Christmas gifts. 

Gifts between Staff Members 

Federal statutes prohibit the acceptance of gifts from fellow 
employees of a lesser pay status. The solicitation of contributions 
for a Christmas gift for an employee in a superior official position :~:~~~:::;;t:I~t:~n;l:::}:~::~~;l:~;~:~:::r:;1:~~:w ,j't·~)o <'(p 
co-workers within an office. ...i :D 

.( ),, 
. . 

Acceptance of Other Gifts ; 

As a member of the White House Staff you are expressly prohibited 
from soliciting or accepting gifts from corporations or persons 
(1) who have or are seeking contractual agreements with any 
Executive department or agency, (2) who engage in activities 
regulated by Executive departments or agencies, or (3) who have 
any interests which may be substantially affected by the performance 
of your job. This latter group includes federal employees as well 
as persons in the private sector. 

The foregoing does not preclude your acceptance of unsolicited 
advertising or promotional items such as pens, note pads, calendars, 
etc., so long as they are of nominal value ($10 or less). Similarly, 

/ 
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you are not prohibited from accepting reasonable gift-s, promotional 
or otherwise, from close personal friends or relatives who have 
dealings with the government, when it is clear that the motivation 
for the gift is the personal relationship and acceptance would not 
give rise to the appearance of a conflict of interest. 

Additionally, present law prohibits the acceptance of gifts in excess 
of $50 {retail value in U. S.) from representatives of foreign 
governments ex:~ept with the express consent of Congress. Any 
such gift which cannot appropriately be refused shall be submitted 
to the Counsells office (Room 106, OEOB) £or transmittal to the 
D~partment of State. 

Procedures for Disposition of Prohibited Gifts 

Any prohibited gift should be returned to the donor along with a 
letter, a copy of which should be retained for your files, stating 
the reasons for its return. If for any reason it is not possible to 
return the gift, please forward it to the CounsePs office -(Room '106, 
OEOB) along with a letter of explanation. The gift will then be 
turned over to a public charity or charitable institution. 

The rationale for the for-egoing restrictions is two-fold. First. 
as between members of the Staff, they remove any appearance 
that a person is attempting to gain favor with a superior by the 
giving 0£ a gift, and also resolve th.at no such gift is expected. 
Second, as to gifts that might be offered from those outside the 
White House, they protect you as a member of the Staff from 
being thrust into a position of conflict with your job, or more 
often, from being exposed to the appearance of such a conflict. 

I 



THE WHITE HOUSE 

WASHINGTON 

December 20, 1974 

MEMORANDUM FOR ALL WHITE HOUSE PERSONNEL 

FROM: PHILIP W. BU CHEN 

SUBJECT: Tax Assistance 

The Internal Revenue Service Taxpayer Assistance Service has 
been useful to White House employees in the past. I am attaching 
a schedule of the services available in this area and want to 
point out that the location of the closest IRS office for this 
purpose is 1201 E Street, N. W. 

In other years, IRS representatives have visited our offices to 
help those requesting such service. Due to the low volume of 
inquiries, however, I have agreed that we can use the E Street 
office and we will no longer have special representatives visit 
the White House. 

I 
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Hours of Service (Contd.) 

Monday evenings (beginning January 27, 1975) -
5:00 p.m. - 7:00 p.m. 

Saturdays (beginning February 1, 1975) - 9:00 a.m. -
1 :00 p.m. 

Walk-In Assistance 

If your tax questions are not resolved by telephone, the Internal 
Revenue Service has conveniently located personal contact facilities 
available as follows: 

WASHINGTON, D. C. 

1201 E Street, N.W. - Room 604 
Monday through Friday - 8:30 a.m. - 5:00 p.m. 
Saturdays (February 8 & 15 - April 5 & 12) -

9:00 a.m. - 1:00 p.m. 
Tuesday, April 15 - 6:00 p.m. 9:00 p.m. 

WHEATON, MARYLA."NO 

Wheaton Plaza - South 
Monday through Friday 8:30 a.m. - 5:00 p.m. 
Saturdays (February 8 & 15 - April 5 & 12) - 9:00 a.m. -
1:00 p.m. 

Tuesday, April 15 - 6:00 p.m. - 9:00 p.m. 

BAILEYS CROSS ROADS 

Skyline Center, 5205 Leesburg Pike - Room 600 
Nonday through Friday - 8:15 a.m. - 5:00 p.m. 
Saturdays (Febru?ry 8 & 15 - April 5 & 12) - . 9 :00 a.m. -
1:00 p.m. 

Tuesday, April 15 - 6:00 p.m. - 9:00 p.m. 

I 



ATTACHNENT 

FEDERAL TAX ASSISTAI'!CE - 1975 

TELEPHONE SERVICE 

Most tax questions can be resolved by calling the Internal Revenue 
Service on its toll-free telephone system. Mo.re than 100 Internal 
Revenue employees will be staffing these telephones and they are 
capable of providing a service ranging from sending you a tax form to 
answering tax questions. This service is prompt, convenient, and is 
available to persons working in the Wash'ington, D. C. area as follows: 

n.c. OR MARYI..AJ.~D TAXPAYERS 

Residents of Washington, D. c., Montgomery and Prince Georges 
County 

Call 488-3100 

All Other Maryland Counties 

Call 1-800-492-0460 

Hours of Service 

Monday through Friday - 8:30 a.m. - 5:00 p.m. 

Monday evenings (beginning January 27, 197?) -
6:00 p.m. - 8:00 p.m. 

Saturday (beginning February 1, 1975) - 9:00 a.m. -
1 :00 p.m. 

VIRGINIA TAXPAYERS 

Northern Virginia Residents 

Call 557-9230 

Other Areas of Virginia 

Call 1-800-552-9500 

Hours of Service 

Monday through Friday - 8:15 a.m. - 5:00 p.m. 

I 



THE WHITE HOUSE 

WASHINGTON 

January 21, 1975 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM: 

SUBJECT: 

PHILIP W. BUCHEN '1? f.d. 13 · 
Presidential Memberships and 
Endorsements 

The President continually receives offers of honorary 
memberships or requests to endorse various causes. With 
few exceptions, such solicitations are routinely denied. 
Since many of these solicitations are made through the 
White House staff, and not directly to the President, you 
should be aware of the procedures for handling memberships 
and endorsements involving the President. 

No membership or endorsement is to be declined or accepted 
other than by or through Mr. Roland L. Elliott, Director 
of Correspondence. AAY staff member who receives a solici-
tation for a membership or endorsement on behalf of the 
President should refer it promptly to Mr. Elliott's office 
for review. Do not refer such matters to the Office of the 
Counsel. In the event of any questions, Mr. Elliott will 
consult with the Counsel to the President prior to declining 
or accepting the membership or endorsement. 

Your cooperation in complying with the procedures described 
above is appreciated. 



I THE WHITE HOUSE 

MEMORANDUM FOR: 

FROM: 

WASHINGTON 

February 3, 1975 

MEMBERS OF THE WHITE HOUSE STAFF 

DONALD A. WEBSTER ;j°V 

The attached booklet provides a brief and fairly simple 
explanation of the President's economic and energy 
proposals. If you would like additional copies in order 
to answer inquiries which you have received on the 
program, please call John Unland of Bill Baroody's 
office on extension 6262. 

Attachment 



ECONOMY AND ENERGY: 
THE PRESIDENT'S PROGRAM IN BRIEF 
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- FOREWORD -

Immediately following the State of the Union message, 
over one thousand leaders from every segment of American 
society came to the White House for a series of briefings 
and discussions on the economic and energy proposals in 
President Ford's message. In the course of this series 
of discussions, certain basic questions kept recurring. 

The purpose of this pamphlet is to answer many of the 
most commonly-asked questions by presenting a brief 
overview and highlights of the President's program. 
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ECONOMY AND ENERGY -
THE PRESIDENT'S PROGRAM IN BRIEF 

President Ford's comprehensive economic and energy 
proposals are designed to respond to one of the most 
complex and serious challenges in American history. 'J1his 
paper provides a brief and frank discussion of the situ-
ation. 

The problem can be simply stated: We are experiencing 
the highest rate of inflation since World War II and a 
recession with unemployment already over seven percent. 
On top of this, the United States is faced with a growing 
dependence for oil on unreliable foreign sources at prices 
that pose very serious national security, financial and 
economic problems. 

Each of these problems is closely linked to the others. 
Because of that linkage they must be treated together. 

Inflation has resulted from a number of causes, 
including: 

Many years of excessive Federal spending and too 
rapid growth of money and credit. 

The quadrupling of oil prices by the major foreign 
producing countries. 

Poor harvests leading to higher food prices • 

Two devaluations of the dollar. 

'I1his inflation has helped create the recession by: 

Cutting the real purchasing power of paychecks. 

Pushing interest rates to high levels that work 
severe hardship on many sectors of the economy, particularly 
homebuilding. 

Depressing consumer confidence and their willing-
ness to buy. 
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Higher oil prices imposed by the oil exporting countries 
contributed directly to both recession and inflation. This 
increase in the price of energy and energy-related products 
works like a tax levied by a foreign power. It reduces the 
cash an individual or a family has available for other spend-
ing, but also removes these revenues from our Nation as a 
whole because, unlike domestic taxation, they are not even 
available for public spending here at home. 

The higher energy bill has thus resulted in a massive 
flow of dollars to the oil exporting countries. Other 
industrialized countries are also paying very high oil bills, 
threatening the stability of world financial markets and their 
ability to pay for the energy they need. 

The Arab oil embargo brought home forcefully to every 
American what this dependence could mean to our economy and 
to our national security, and yet our dependence steadily 
increases. Domestic oil and gas production is falling and 
imports are rising. Today, imports account for about 40"/o 
of our petroleum consumption. If present trends continued, 
we would be importing 5 0"/4 of our oil, by 1985. 

Unless we take immediate steps to reduce our consumption 
of fuel and increase our self-reliance, we will experience 
greater imports, have more severe balance of payments problems, 
and be subject to major interruptions and price manipulation 
by oil exporting countries. 

The control of the oil cartel countries over oil supply 
and prices gives them leverage over our entire economy, and 
represents a tremendous drain on our national wealth. 

To put the situation in perspective: In 1970, we spent 
less than $3 billion on oil imports; in 1974, we spent roughly 
$25 billion; and by 1977, if we fail to take action now, it is 
estimated that we will pay $32 billion to the oil-producing 
countries. And with those import dollars go the real income 
and wealth we could otherwise enjoy. 

The President believes we must cut our oil imports by 
about one million barrels per day by the end of this year and 
by two million barrels per day by the end of 1977. 

) 
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President Ford, after wide consultation, has developed 
a three-pronged attack on the challenges of recession, in-
flation and energy dependence. Since it is designed to deal 
with a wide range of very difficult problems, his program is 
complex. As a result, the program can be judged fairly only 
by viewing it as a whole since the various parts are closely 
interrelated to achieve the desired objectives. 

The goals of the President's program may be summarized 
as follows: 

To hasten recovery from the recession, the President 
sees the need for an immediate, across-the-board tax rebate of 
$12 billion for individual taxpayers on 1974 taxes, returning 
to them up to 12 percent of their taxes in May and September 
of 1975. An additional $4 billion would be in the form of a 
one-year increase to 12% in the investment tax credit, thus 
spurring industrial expansion and creating new jobs. The 
intent of the tax refund is to give the economy a sharp, one-
time stimulus ($16 billion total) that would speed recovery 
without causing more inflation. 

To curb inflation, the President will attempt to effect 
a moratorium on~ spending programs outside the energy field 
and a five percent limit on automatic cost of living increases 
in social security benefits, military retirement pay and the 
like. The program also includes a five percent limit on Fed-
eral pay increases in 1975. Inflation is showing some signs 
of abating, but the President believes it is critical to 
restore long-term discipline to our fiscal and monetary policies 
in order to eliminate this continuing threat. 

To free us from dependence on foreign energy sources, 
the President has designed a tough new program to encourage 
conservation and greater domestic energy production. 

Energy conservation would be achieved through a series of 
import fees, excise taxes and decontrol of domestic oil and 
gas prices with the increased costs recaptured through tax 
revenues that would raise the price of most petroleum products 
on an average of 10 cents a gallon. This will reduce demand 
for these products sufficiently so that, together with increased 

· domestic production, the President's goals can be met. 
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As part of a longer run solution, the President has an 
agreement with the major domestic auto makers to improve 
gasoline mileage by 40% on the average by 1980,compared to 
1974 cars. He is also working to change building standards 
to improve insulation and other building practices so as to 
reduce energy needs. Efforts are also under way to sub-
stantially improve the energy efficiency of major appliances. 

Increased energy production in the United States would 
be achieved through a number of measures. These include oil 
production from Naval Petroleum Reserves and higher productim 
from existing wells in response to improved incentives because 
domestic oil prices will no longer be below prices we must pay 
for imported oil. These policies will be supplemented by 
actions to encourage faster development and production of our 
domestic energy resources. 

In addition, the President would require: 

Such adjustments as are necessary to permit expanding 
use of our domestic energy supplies to produce electric power. 

A long range synthetic fuels program. 

A continuation of the accelerated program of research 
and development in the energy area. 

A question that is often raised is whether this program 
contributes both to inflation and recession by increasing 
energy costs to consumers. 

The President felt that the costs could not be avoided 
if the economy was going to reduce its demand for petroleum 
products and become less dependent on foreign energy sources 
by 1985. The alternative would have been a system of rationing 
that would not solve our energy problem and would be unfair to 
the average American. 

The President's total energy program will have a one-time 
effect of increasing prices by about 2%. The estimated increased 
cost of petroleum and petroleum-related products to all segments 
of society will be about $30 billion a year. Estimate of the 
average annual cost per family is about $275. 
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The President's total program will not depress the 
economy because higher energy costs will be offset by the 
permanent reduction of taxes. This program of tax reduction 
includes $16.5 billion for individuals that will show up as 
an immediate reduction in taxes withheld from current earnings. 
Seventy percent will go to persons with incomes of less than 
$15,000 per year. Individuals who pay no taxes at all will 
receive $2 billion annually - or about $80 per person. 
Corporate taxes will be cut by $6 billion. State and local 
governments will also receive added funds under the General 
Revenue Sharing formula. In addition, individuals who install 
insulation in their homes will receive a tax credit for a 
portion of those costs. 

In summary, higher energy taxes will increase energy 
prices, but these higher prices will be an incentive for all 
energy users to look for ways to reduce their own use of 
energy, whether for gasoline, heating oil, electricity, etc. 
Some businesses or individuals will find that they can reduce 
their use of energy, while others will decide to pay the higher 
price. Under the President's program everyone can make his or 
her own decision. 

In order to avoid hurting average and lower income people 
most, because of higher energy costs, a disproportionate share 
of the reduction in taxes will go to low and middle income 
families. For many families, the tax cut will restore a part 
of the purchasing power that has been lost as a result of in-
flation. Higher income people, however, will receive perma-
nent tax reductions that do not fully offset their higher 
energy costs. 

The President contemplates a tough, comprehensive, and 
integrated program. It would help protect our national security. 

of the recession. It would keep a lid on Federal spending to Q "<"' O (,. 
It would stimulate the economy through tax cuts to get us out ,-FO~ 
prevent a new round of inflation, and bring the Federal budget ~ 
into balance when the economy recovers. It would raise petro- \ 
le um pr ices in order to encourage conservation and increase ,,j)-0 :a 
domestic production. And it would recapture excessive oil // 
company profits through a windfall profits tax. On balance, 
it would deal fairly and equitably with consumers and producers 
alike. 



THE: W H ITE HOUSE 

W1-\ S H INGTO N 

Revised: 7 Feb 19 73-
Effective: 6 : 3C -• .. . rr.. . 

w~-r;:TE HOUSE TRANSPORTATION AGENCY RULES 

The White House 'I"ransportation Agency is available to assist the Staff in 
moving throughout the Washington area on official business, Since the 
number of vehicles and drivers is limited, it is necessary that members 
follow the established rules to assure fair and equitable use, . 

Accordingly, the Agency has been instructed to provide portal to portal 
transportation for those persons designated as Group A members. Portal 
to portal transportation is defined to include all official trips as well as 
transportation to and from work. 

Restricted official use is authorized for those persons designated as Group B 
:nembers. Restricted official use includes official trips in the Washington 
2-rea between the hours of 8: 30 a. m. and 5: 30 p. m. , but not transportation 
to and from work . Such trips must be scheduled not to impinge on our 
'.Jj)erations during the hours of peak demand, which are (Monday thru Friday): 

6:30 a . m . to 8 :30 a. m . 

11:00 a. m. to 2:00 p. m. 

5 : 30 p ,. m . to 8:30 p. m. 

Female staff members who work after 8:30 p. m. may request transportation 
home if a genuine requir ement for such service exists. This special courtesy 
\,vill be extended only '\Vhen doing so wili not interfere with normal car 
operation commitments. This service is not available to femal personnel 
whose r..orrnal working hours began after 4:00 p. m. 

To assure availability of transportation for official use, it is necessary that 
all members of the staff observe the following rules: 

a. Do not ask drivers to wait more than 20 minutes. Drivers are 
i r,s tructed to return to the Garage for sub s equent trips after discharge of 
passeeg e ~s. 

-,, 



b. !._;o not reqacst transportation to or .from restau::: ants, hotc: · _ 
or tu private :1onces .for social purposes . 

c. DJ not request transportation For rr1embers 0£ your ia::--01.ily o-r 
gucsts . Persons on the GrouD A list mav request transnortation :for their 
wives to atte::d official an d social h1,1ctions at the ·white Bouse . Transporta -
tion \Vill not b e provided to any othe r place . 

. d . . Group A members may authorize official u.se of cars for members 
of their staffs . 

Because the number of vehicles is liroited and to provide service in the 
immediate VVashi:J.gton area , we do not routinely acc~p~ requests for trips to 
Dulles, Baltin1ore- Washington International Airports, .lmdrews AFB o r other 
areas outside the \Vashington metropolitan 2"rea~ However, if cars are avail --
able, transportation to these airports n1.ay be provided to Group A members 
in conjunction with official travel. 

All r e q~ests for transportatio:i outside the ·washington metropolitan area \viil 
be :::-eferred to the tvfilitary Assistant's office. 

Due to the loca.tion of the Garage, you should allow ten minutes for a car to 
arrive at the Vfhite House . 

I 



TO: 

THE WHITE HOUSE 

WASHINGTON /. /' 

DATE : "Z, z_. !> , 

F. DEBACA PAM POWELL 

JEFF EVES SCOTT ---
VIRGINIA KNAUER WAYNE VALIS ---
PAT ·LINDH DON WEBSTER 

TED MARRS 

FROM: · WILLIAM J. BAROODY, JR. 

v-;-OR YOUR INFORMATION 

FOR APPROPRIATE ACTION ---
FOR YOUR COMMENTS/ --- RECOMMENDATIONS 

OTHER: . 

3 

I 
I I, 

I 



MEMORA..!..~DUM FOR: 

FROM: 

THE WHITE HOUSE 

WASHINGTON 

February 17. 1975 

PAUL MILTICH 
/BILL BAROODY 

PAUL THEIS 

RON NESSEN 

It seems to me that entirely too many articles for various 
publications are going out under the President's name. And it 
is even more troublesome to me that the vast majority of these 
proposals for signed articles by the President never come through 
the Press Office for my approval. 

Recently, signed articles by the President have either appeared 
or been prepared for the Water and Sewer Journal, a bank1 s 
private house organ, the pulpy Sunday supplement Family Weekly, 
and many, many others .. 

I hope we can make it a policy that whenever a request for a signed 
article by the President comes into the White House, I will get a 
chance to approve or disapprove it before the actual writing starts. 

cc: Bob Hartmann 
Dick Cheney 



MEMORANDUM FOR: 

THROUGH: 

FROM: 

THE WHITE HOUSE 

WASHINGTON 

February 13, 1975 

BILL BAROODY 

PAUL A. THErs0A1 
ELISKA HASEK t-H-, 

r__-;//l 

------- ) r;vv,P ~? 

,;t/1 , 

In order to ensure the most efficient handling of corre-
spondence typed for the President's signature, I would appreciate 
your completing the attached form and enclosing it with each letter 
which you submit for signature. If the re are a number of identical 
letters as part of a robot project, for instance, only one form will 
be necessary to cover the whole project. 

By way of explaining the attached form, information for the 
"research" category should include a brief notation of the source of 

- any figures, statistics or quotations, etc., used in the letter. The 
"cleared by" category should have the name and initials of each staff 
member who cleared the text. 

It would be most helpful if personal Presidential correspon-
dence in which a recipient's first name is used in the salutation were 
separated in some way from the more routine letters. Also, mail 
that needs to be dispatched right away should be red-tagged and 
separated from less urgent material. 

Although you are free to make photocopies of this form to 
submit with requests, my office will keep an ample supply on hand 
for your use if you prefer. Please do not hesitate to call us. 

I am grateful for your cooperation and welcome any suggestions 
you may have. Caron McConnon of my staff will be coordinating all 
letters submitted to my office £or signature. If you have any questions~ 
call her on extension 2836. 

Att. 



CLEARANCE FOR PRESIDENTIAL SIGNATURE 

TO: 

FROM: 

SUBJECT: 

Requested by: 

Research material, 
if any, supplied by: 

Cleared by: 

Date: 

ELISKA HASEK 
Room 121, OEOB 

SPECIAL INSTRUCTIONS 

1. Date needed (if for special occasion): 

2. Suggested signature (check one): Gerald R. Ford 

Jerry Ford 

3. After signature, please: 

Send to Stripping Desk for mailing. 

Return to me for handling. 

Other -------------------
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THE V.'HITE HOUSE 

WASH!NCTON 

February 5, 1975 

ME rvl.ORANDU1v1 FOR 

THE VICE PRESIDENT 
THE SECRETARY OF THE TREASURY 
THE SECRETARY OF THE li~TERIOR 
THE SECRETARY OF AGRICULTURE 
THE SECRETARY OF COM.iv1ERCE 
THE SECRETARY CF LABOR 
THE SECRETARY OF HEALTH, EDUCATION AND WELFARE 
THE SECRETARY OF HOUSING AND URBAN 
THE ACTING ATTORNEY GENERAL 
THE ACTING SECRETARY OF TRANSPORTATION 

SUBJECT: Talking Points on Supplemental Assistance for 
Cambodia anci 3uui.~.1 ~vT~c. ~~:.::..:-~-: 

Talking Points on supplemental assistance for Cambodia and 
South Vietnam were requested at the Cabinet Meeting on January 29th. 
General Scowcroft has prepared the attached material for your use 
in this connection. 

Attachrnent 

(._.-

JAiviES E. CONNOR 
SECRETARY TO THE CABJNET 

bee: Counsellor to the President Hartmann 
Counsellor to the President Marsh 
Counsel to the President Buchen 
Assistant to the President Rurnsfeld 
Alan Grecrispan, Chairman, CEA 
William Seidman, EPB 
Richard Cheney 
William Baroody/ 
lv1ax Frieder sdorf 
Ron Nessen 
Jerry Vvarren 

T 



TALKING POINT S 

Supplemental Assistance for Can1bodia and South Vielnam 

Gener al Situation 

Cambodia 

-- The situation in Cambodia is serious. The Communists -- no 
doubt encouraged by the low level of our aid - - continue to believe a 
total military victory is possible. They are now conducting an all-out 
offensive. We believe they will only come to the bargaining table when 
they see they cannot defeat the Cambodian army on the battlefield. 

-- The Cambodian Government has shown it can thwart Communist 
ad v ances if given the means to defend itself. A year and a half ago, 
many predicted the imminent collapse of the Government. In fact, the 
opposite has occurred: The Government and its forces have kept up 
the fight, They are now holding their own and have kept the Mekong 
River open so that supply convoys can reach Phnom Penh. 

- - They are, however, in danger of defeat for lack of the rnaterial 
means to defend themselves. Funds currently available for military 
assistance will be totally exhausted and the army out of ammunition by 
April. At the current levels of economic aid, the Cambodian economy 
will probably experience a serious downturn in April and could collapse 
in June or July. 

South Vietnam 

-- The situation in South Vietnam is also serious. The South Viet-
namese have also shown they are fully capable of defending themselves 
if given adequate levels of assistance. The recent tenacious stand by 
the garrison at Phuoc Binh in the face of armor attacks and against great 
odds, proves beyond any doubt that the South V~etna1nese are willing to 
defend themselves. 

-- The problem is that the present level of U.S. assistance does 
not allow them to adequately defend themselves. Our aid was sufficient 
until last June (19 7 4) whe n cuts were imposed by the Congress. Thi_s 

(? o., 

1J \:i) ,._ 

I 



. . . 
-2-

fo reed a reduction in am1nunition exp e nditure. At the same time, the 
C ommunists stepped up attacks. The result w as a great increase in 
c a sualties, a loss of mobility and a deterioration in the military situation. 
Government casualties were higher in 197 4 than any previous year 
except 1972 (the year 'of a major Communist offensive). ·At the same 
tirn.e, ammunition expenditure dropped nearly 70 percent between 1972 
and 1974. 

- - Some have argued that if we cut our aid we would force a political 
settle1nent. Last year the Congress cut our assistance in half. The 
result was just the opposite. Hanoi saw Saigon in a weakened state and 
opted for increased military action. Cutting aid actually increased the 
fighting and the dying. 

-- What is needed in both cases are relatively small increases to 
cover costs of ammunition, gasoline and other basic items. 

U.S. Commitment 

- - Some have said that granting additional aid would mean making a 
recommitment in Indochina. 

-- \Ve are not asking for a new commitment which would lead us down 
the path to greater involvement. vVe are just seeking to insure survival. 

We are on the way out, not in. 

We have already spent 98 percent of what it will take to end our 
involvem~nt. The final two percent is critical. to preserving what we 
built there. 

Implications of Not Providing Adequate Aid 

International 

- - We have made a commitment to a friend. The depth of that com-
mitment,. in the eyes of the world, is measured not just by what we say 
but by the tens of thousands of American lives which have been lost and 
the many tens of billions of dollars which have been spent. The world 
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is ·v;atching us and the constancy of our pledges. If, after den10nstrating 
the depth of that comn1itn1ent through the expenditure of so nrnch blood 
a:1d treasure, we withdraw, who can have faith hereafter in our ,vo rd? 

-- Two years ago' we signed an agreement that climaxed the longest 
military undertaking in our country's history. The agreernent was 
endorsed by every great po'.ver in the ·western Vforld. Now, two years 
later a country of 13 million people has torn it to shreds and the survival 
of an American ally is threatened -- and we apparently stand helpless, 
our fidelity in question, our word at stake. Under the terms of that 
agreement we established the right to provide replacement items of 
equipment so that the South Vietnamese could take care of their own 
security. Now, in the face of 1nassive infusion of Communist arms and 
supplies, we aren't even exercising that right. Current funds will allow 
only for the provision of critically needed fuel and ammunition. If we 
fail to do even that, our credibility as an ally will be totally lost. 

-- The repercussions could be enormous. 
our constancy and determination lacking here, 
test cur will in olher areas of the world. 

If our adversaries see 
they may be tempted to 

-- And, with our friends, the message is even more vital. We ask 
them to trust us, to work with us. In this world of ours, it is not without 
hazard to be a friend of the U.S. While our power is obvious, it is the 
strength of our will which is the vital ingredient in inducing our friends 
to stand at our side. 

-- We are now involved in delicate negotiations in the Middle East. 
The success of these negotiations may well rest on whether the other 
parties believe we will keep our word and honor the commitments we make. 

-- Like it or not, the burden of leadership of the western world is 
ours. Friend and foe alike judge us by our performance. If we falter, 
those who rely on us will be quick to n-1ake other accommodations to protect 
themselves. The results would be an alien world in which the costs for 
our survival would dwarf anything we have ever known. 

Do1nestic 

-- The Vietnam war seriously divided this country. Vietnam must 
not be allowed to become the central issue of An1erican dom.estic politics. 
The question of American reinvolven1enl; is not at issue. I:f ,,., e clo not 

I 
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provide sufficient aid, the d a ng e r of an a ll-out Comm uni st victory will 
be ve r y real. Should this com e to pass, w e ·will h ave to choos e w he ther 
we ar e g oing to abandon an ally or b e come d i rectly imrolved in Vietnam 
a g ain. Vihichever choice is taken w ill r end the country a nd leave a stain 
which we may never be able to erase. To k e e p this que s tion from arising, 
w e must provide the South Vietnamese w ith the mod e st amounts n e cessary 
for their self defense. With sufficient mon ey, Saigon can stand alone and 
defend itself. The question of American involvement need never a rise. 

-- How we end our involvement is vitally important. \Ve have made 
many sacrifices and have a tremendous investment: Fifty thous a nd 
Americans died and we were spending $30 billion a year. We achieved 
our purpose. South Vietnam remained free to choose its own course and 
was strong enough to defend itself. Now for want of a small amount, it 
all may have been for n aught. 

- - By providing what is needed now, our aid can be significantly 
reduced in the near future. 

The Best Way to End Our Involvement 

-- The South Vietnamese do not want to go on fighting, they want 
peace. On three separate occasions they have called for full implementa-
tion of the Paris Agreement with a specific date set for elections. The 
Communists have turned down these offers and broken off negotiations. 
They also have refused to let us search for our missing men, refused to 
contribute to tµe ICCS peacekeeping budget and attacked and overrun 11 
government district capitals and one province capital. 

- - As long as their survival is threatened, the South Vietnamese will 
fight back. All they ask is that we give them the wherewithal to defend 
themselves. 

-- Giving them the mean3 to do this is the best way to end America's 
involvement in Indochina. 

-- An1.erica has never abandoned a friend. The A1nerican people do 
not w ant such an end for Vietnam and Camb odia . 

( 



South Vietnam 
Military 
Economic 

Cambodia ~ 
Military' G O 

Econornic 

I ' 

FACT SHEET 

U.S. Militarv and Economic A ssista.nce to 
Cambodia and Vietnam for FY 75 

Administration 
Request ___ _ 

$1. 45 billion 
$750 million 

$362. 5 million 

$11 0 million 

Authorized 

$1. 0 billion 
$449. 9 million 

$200 million1 

$100 million 

Appropriated 

$700 million 
appropriation process 
now underway 

appropriation process 
now underway 

II II 

l/..,0/7S 

Additional Amounts 
Requested 

$ 300 million 
_o 

$ 222 million 

o2 

1The Foreign _A, ssistance Act also authorizes the President to use 11 drawdown authority" to provide an additional 
$75 million of military stocks to the Cambodian Army. The President authorized the use of these funds in 
early January 1975. The $75 million of drawdown authority is not included in the ceiling on aid to Cambodia. 

2ThP.re is no need for any additional economic assistan-:e funds for Cambodia. The problem is that the 
Foreign Aid Authorization Act sets a ceiling of $377 milljon on total aid to Cambodia during· FY 75. With 
$ 200 million for military assistance and $100 million £or economic aid, this leaves only $77 million for 
commodity assistance within the PL-480 program. Originally $77 million was thought to be enough. However, 
due to the significant number of new refugees created by the current Communist offensive, price rises and 
some initial inaccurate estimates, it is now clear that additional assistance, mainly food £or refugees, is 
required. The commodities are available. No additional appropriation is required. However, unless the ceiling 
is lifted, they cannot be sent. 
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THE WHI TE HOUS E 

WAS H ING TON 

April 4 , 19 75 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM: JACK MARSr 

As you may know, Ted Marrs, Special Assistant to the President, 
has taken over the Bicentennial responsibilities previously 
accomplished for me by Dick Luk.stat, who has now joined the 
staff 0£ Secretary Dunlop at the Department of Labor. 

In connection with th.is additional responsibility, Dr . Marrs 
serves as liaison between the White House, the American Revolu-
tion Bic e ntennial Adrriinistration and the individual D epartments 
and Agencies. 

If you have any matters relating to the Bicentennial, they may be 
forwarded directly to Dr. Marrs in care of Sandra Drake, Room 191, 
Extension 2800. 

• 



ME~vlORANDUM 

MEMORANDUM FOR: 

FROM: 

THE WHITE HOUSE 

WASHINGTON 

April 18, 1975 

WHITE HOUSE STAFF 

JERRY WARREN 

'7 i 

The Sunday shows, April 20, 1975: 

Face the Nation 

Meet the Press 

Issues & Answers 

Sheik Ahmed Zaki Yamani, Petro-
leum Minister of Saudi Arabia 

(9) 

Panel of 6 industrialists, all (4) 
Chairmen of the Board: Thomas 
A. Murphy, GM; Reginald H. Jones, 
General Electric; Irving S. Shapiro, 
DuPont; Donald C. Cook, American 
Electric Power Company; Arthur M. 
Wood, Sears Roebuck & Company; 
Walter B. Wriston, First National 
Bank of New York 

Congressman John J. Rhodes of 
Arizona 

( 7) 

11:30 a.m. 

12:30 p.m. 

1:30 p.m. 



ME\10RANDl ' M 

TIIE WHITE HOl SE 

May 14, 1975 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM, JERRY JON~ 

SUBJECT: Annual leave policy for the 
White House Office 

General policy. Annual leave is an important and significant benefit 
for employees. Supervisors and employees have a mutual responsi-
bility to plan and schedule the use of annual leave to avoid forfeiture. 
Employees should be given the maximum opportunity to use leave at 
those times which are personally beneficial, provided that absences 
do not interrupt or delay the work of the office. 

Leave approval. The head of each staff office or operating unit has 
the authority to approve annual leave requests. This authority may 
be delegated to any supervisory official reporting to the office head. 
It is the responsibility of the approving official to insure that an 
Application for Leave (Standard Form 71-109) is completed and filed 
with the Payroll Section, Room 7 EOB, prior to the time an employee 
goes on annual leave. Specific procedures are outlined below. 

Requests for annual leave. To provide for the orderly administration 
of leave policy, the following procedures will apply: 

1. Annual leave in excess of three consecutive days will 
be requested on a SF 71-109. The approving official 
will approve or disapprove the request by completing 
the form and notifying the employee. Approved forms 
will be sent to the Payroll Section. 

Annual leav~ of three consecutive days or less need 
not be applied for on a SF 71-109, but should be 
approved in advance by the approving official and 
proper notations made on the Time and Attendance 
cards. 

I 
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2. Ordinarily, annual leave may be accumulated for 
later use until a total of 240 hours is reached. 
Annual leave accumulated in excess of 240 hours 
must be used by the end of the leave year or be 
forfeited. (This forfeiture does not apply to annual 
leave credited to an employee in excess of 240 hours 
at the end of the 1952 leave year.) 

3. Public Law 93-181 permits the restoration of for-
feited annual leave if such leave was scheduled in 
advance but was later cancelled due to exigencies 
of public business or sickness. Leave may also 
be restored if there was administrative error in 
computing leave balances. The procedures for 
requesting the restoration are outlined in a separate 
memorandum to the staff entitled 11Restoration of 
forfeited annual leave, 11 dated May 14, 1975. 

4. Annual leave will be charged against the current 
leave year unless the employee makes a request, 
in the Remarks section of SF 71-109, that restored 
annual leave from a prior year be used. Attached 
is a sample SF 71-10 9. In addition, a salmon 
colored Time and Attendance card should be turned 
into the Payroll Section when using leave from prior 
year balances. Salmon colored T &A's may be obtained 
from the Payroll Sectiono 

Attachment 
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NAME ( Print or tvp, ---La,t, Fir,/, /lliddlt Initial) IDENTIFICATION NO. 

DOE, Jane J. 
ORGANIZATICJNAL UNIT FROM (Mo_, Da,, /Ir.) NO. OF 

Office of the Staff Secretary :i.m. HOURS 
. -- 4114/75 9:00 ~¥ . 

TYPE ANNUAL-"I understand that any annual leav• authori , ed in exc<'SS of th~ amount available to TO (Mo., Dar, Hr.) 40 
OF me du, ing the leave year will be charged to LWOP " 0 SICK-Complete other side of this form. Xlll. LEAVE 0 WITHOUT PAY D COMPENSATORY 0 OTHER (8p,ci/v) 4II8l75 5:30 

·- ··- -- p.m. ---
REMARKS SIGNATURE OF EMPLOYEE DATE 

Leave to be charged to 
April 1975 1974 leave Isl 1, 

-· 
year ___ --- --- --· ····-- ·---

INSTRUC'TIONS: Complete ahove part ol lorm II applyin~ for sick '4-ave, check appropriate bo1 on bark ,top) ol form. If you were under care of a rloctor, be 
shoulcl eomplet• •·CERTIFIC .\TE OF PIIYSICIA OH l'H H'TITIO:S: ER" also on bark . 

OFFICIAL ACTION OM APPLICATION 
@ APPROVED DISAPPROVED ( /{ diaapprov,d, giot rta,011) SIGNATURE_ A_N_D_D_A_TE _______________ _ 

STANDARD FORM 
Revised September uno 71-109 

John Smith 

APPLICATION FOR LEA VE 

412175 

U.S. CIVIL SUVla COMMIH-
FPM S-.. ,._I 
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THE WHITE HOUSE 

WASHINGTON 

May 22, 1975 

MEMORANDUM FOR THE WHITE HOUSE STAFF 

FROM: 

SUBJECT: 

If the photograph on your pass is out of date and you desire to 
have it retaken, please inquire at the office of the Technical 
Security Division, United States Secret Service, OEOB Room 23. 

A new pass will be prepared with your new photograph and 
exchanged for your present pass. 

Thank you. 



THE WHITE HOUSE 

WASHINGTON 

May 30, 1975 

.MEMORANDUM FOR THE CABINET 

FROM: JERRY WARREN% 

With the heavy responsibfl.ties each of you carries within 
your respective departments, we recognize the difficulty 
in keeping current on Administration positions and programs 
of key concern to other departments and to the President. 
Yet, as you speak around the country, you undoubtedly often 
are asked questions on a broad spectrum of issues on the 
Preside~t's and your colleagues' agendas. 

I 
I 

To help _you in keeping up to date on overall Administration 
priorities, we will ~end you on a regular basis the key 
speeches delivered by other Cabinet members. Some such 
recent addresses are attached and we will circulate to you 
weekly a selection of current addresses as we receive them 
from your public affairs offices. 

Enclosures 

bee: Senior White House Staff 



MEMORANDUM FOR 

FROM: 

THE WHITE HOUSE 

WASHINGTON 

June 13, 1975 

STANLEY S. SCOTT 

DONALD RUMSFELD 

During the course of Meetings the President frequently 
gives directives that require follow-up by staff. In order 
to ensure that proper follow-up occurs, I would appreciate 
it if the lead staff member present at the meeting would report 
the following: 

••• What actions, if any, have been directed by the 
President at the meeting • 

• • • Who is responsible for follow-up • 

• • • When the follow-up is due. 

In most cases the lead staff member would be the one who 
submitted the President's briefing paper. In cases where there 
is no briefing paper, or where the paper is a joint submission, 
the staff members should decide in advance of the meeting who 
is responsible for reporting on it. 

You should submit your reports to me and to Jim Connor, the 
Secretary to the Cabinet, within twenty-four hours of the meeting. 

I 




