DOCUMENT WITHDRAWAL RECORD [NIXON PROJECT]

DSSL,\JA"QE,’;'T DOC%L;"\,";NT SUBJECT/TITLE OR CORRESPONDENTS DATE RESTRICTION
1 memo Ollie Atkins to Bob Haldeman re photo personnel 1/8/69 D
(xerox, 1p)
FILE GROUP TITLE BOX NUMBER
WHCF: Subject Files (WH) 17

FOLDER TITLE
EX WH 5 Personnel Management Begin - 5/12/69

RESTRICTION CODES

A. Release would violate a Federal statute or Agency Policy. E. Release would disclose trade secrets or confidential commercial or
B. National security classified information. financial information.
C. Pending or approved claim that release would violate an individual’s F. Release would disclose investigatory information compiled for law
rights. enforcement purposes.
D. Release would constitute a clearly unwarranted invasion of privacy G. Withdrawn and return private and personal material.
or a libel of a living person. H. Withdrawn and returned non-historical material.
NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NA FORM 1421 (4-85)

Reproduced at the Richard Nixon Presidential Library and Museum



MEMORANDUM W/
76 /0
January 11, 1969 ;é,
TO: JOHN WHITAKER

FROM: KEN COLE

This is just to recap the several things which we discussed during
the week of January 6th,

1)

2)

3)

4)

Many members of the current White House staff will not be
retained and arrangements are currently being made to transfer
them back to the agency from which they were detailed, or in
some cases to transfer personnel assigned to and funded from
the White House to an agency of their choice.

It will be necessary immediately after inauguration for you to
notify Cabinet members that they will be getting these people

not held over. President Johnson has notified the incumbent
Cabinet members of the impending transfer, and President-elect
Nixon will send out a memorandum indicating his wish that

this be carried out shortly after January 20th.

In setting up my job as Btaff Secretary, and I guess this relates
to yours as Cabinet Secretary, I will need a list of each Cabinet
member's key aide to use as my contact to get things done within
each agency. Whenever it is possible, could you provide me with
such a list.

%P&N
%&Mw adv?ses me that all of the agencies and departments

make frequent unofficial reports to the White House., Some of

these are quite necessary and others are absolutely meaningless,

As we agreed, incoming reports from these sources will filter
through your office before being passed on to the Staff Secretariat,
and if necessary to the President.or other concerned staff members.

It might be helpful to you, and I know that it would be to me, to
know just what kind of unofficial reports are submitted, as well as

how often, when, and to whom st A M ‘TQ

Al foner will be brought in to handle the staff notes. This is a
reporting system from the various agencies that serves as an
advance warning on problems that will require Presidential
attention. As we discussed, Al most logically belongs under
your office, and it is agreed to place him there. Space will be
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John Whitaker January 11, 1969

we He preinesy

made availabke for him and his stadf in the Executive Office
Building. I will work it out with have him
detailed to us from the State Department (I hope). Hopefully,
Toner can start work on the 21st of January, wut we will have to
go through the proper channels to get him released from his
current job at State. I will start the procedure on Monday.

- Reproduced at the Richard Nixon Presidential Library and Museum



MEMORANDUM

January 9, 1969

TO: Ken Cole

FROM: John Whitaker

Note on one of my recent conversations with N
you reads that the following matters are in the gun: \L/ R
| 1. That I must tell each Cabinet officer
that several LBJ White House staffers on the Civil
Service Level must (a) be returned to the Department

from which they came or (b) be directed to another |
epartment that can use them, 70

2. There is a White House budget deficit, \@f f/
and we will have to take the money out of one or more -
‘of the Departments, X;

3{?\?5‘
‘3. In each of the twelve Departments, a key $}Q}t
s Ny

aide is to be designated by the Cabinet officer a
the White House contact,

o \'
o LV !'*<
4. A request directed to each Cabinet officer \ Q;V fix
to prepare a list of the myriad of Departmental reports | /@S
that, at least by tradition, are to be sent to the / ‘%?'g%
White House and on what time-table, i \J N

“ {
- = §
; b 7/

When do I fire the gun,

ew

o -
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RXECUTIVE

Messrs, ’ ‘ijyﬁ
BCC: K. Cole ” FE 10

J. Ehrlichman 7f;i -
H. R. Haldeman G-/

MEMORANDUM B. N. Harlow ] 7 £Y-2.

January 15, 1969

T0: ALL CABINET OFFICERS DESIGNATE
BUREAU OF THE BUDGET DESIGNATE
AMBASSADOR DESIGNATE TO THE UNITED NATIONS

FROM: John C. Whitaker, Cabinet Secretary Designate

- o S o i G s ) S B e s S 0l Gt S | S O | . o e s . .

With the change of administration on
January 20, there will be a group of dedicated,
competent men and women, detailed from various Depart-
ments to the White House by President Johnson during
his administration, who will not be maintained at the
White House when the President Elect takes office,

This seems to happen with each change of
administration and, through a courtesy and tradition,
these men and women have rights (a) to return to the
Department in which they served before being detailed
to the White House, or (b) in some cases, being di-
rected to still another Department,

President Johnson has notified the incumbent
Cabinet Officers of impending transfers from the White
House and the President Elect will send out a memorandum
indicating his wish that this be carried out shortly
after January 20,

Sincerely, /

. ? 5 / /’ o
/ ,/ ' 7// / / ,f/ // . “»1’:::/’
\‘”c’f}‘{ff" 2 ( o= C [, p

;‘/{,(.f{_',t_" fl.»f’{ | & \
4

John C. Whitaker

1 ew
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MEMORANDUM /
/(éév//():/ e
-

THE WHITE HOUSE

WASHINGTON

TO: ALL MEMBERS OF THE WHITE HOUSE STAFF
(non-clerical)

FROM:JOHN EHRLICHMAN, COUNSEL

At the President's request, I am asking you to make an
appointment for a brief conference with me on matters affecting
all White House non-clerical personnel.

These appointments should all be completed not later than
February 1, 1969.

Please call Jana Hruska on extension 2237 and allow approximately
15 minutes for our conference.

January 22, 1969 @w

\

[%/5 ¢
- Wy v
f o *;39" ‘:,'! ":"" a:?

7
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1/23/69

TO: KRC

FROM:  SAC

Is 12:15 p.m. tomorrow, Jan. 24, O.K. for your

conference witlr Ehrlichman?

YES NO.

Reproduced at the Richard Nixon Presidential Library and Museum
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EXECUTIVE =
MEMORANDUM :

WH §&
THE WHITE HOUSE 24 6-11-1
WASHINGTON a}éf fﬁ;’t
January 24, 1969 35? 3

MEMORANDUM FOR MR, HALDEMAN

Our Personnel Office needs specific answers in connection
with life insurance, retirement coverages, and health
benefits as they relate to personnel that were on the
transition rolls and are now moving to the White House
rolls.

Our personnel people find in seeking this information
from the individuals themselves, many times they do not
know the answers to the questions and the only place to
get it is from the records maintained by GSA while those
employees were on the transition rolls,

X
Mr. Joe Moody, Deputy Administrator of GSA, tells
our Personnel Office that he cannot furnish this information

unless authorized to do so.

I recommend that he be given this authorization.

Willfam J. Hopkins

Reproduced at the Richard Nixon Presidential Library and Museum
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EXECUTIVE
A5
fE/3

January 25, 1969

MEMORANDUM

FOR: Mr. Carl Wallace
Special Assistant to the Secretary of Defense

FROM: Colonel James D, Hughes, USAF
Armed Forces Aide to the President

Attached are two White House personnel actions which involve
the Department of Defense. Although not fitting the exact
format upon which we agreed, I feel that sufficient information
is available to satisfy the Secretary. If this is not the case,
please return to me and I will have them redone.

JDH:sas
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G

TO LARRY HIGBY

" FROM BUD KROGH

: X
RE SALARY--STEPHANIE WILSON

Would it be possible for me to determine the salary decided upon
for my secretary, Miss Stephanie Wilson? This is one memo-

" randum that I promise to remember; if you stop me in the hall,
I will recognize the issue; and we will get along much better in
the future if you can produce the football purchased with funds,
a substantial portion of which was provided out of the consider-

. ably depleted resources of yours truly.

Bud

i
fiifees s




: e

MEMORANDUM FOR

LARRY HIGBY

Iuhanbegladtomktomatyour

William J. Hopkins

(Memo re detailing of White House Staff)

WJH:rah
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THE WHITE HOUSE

PRRERMINED TO BE AR

WASHINGTON
JTUTINISTRATIVE MARKING
Eé. 12356, Section 1,1 -
) Sl January 28, 1969
By I _wars, Date%/?_@/ﬁé ’
—CONPIDENTIAE—

MEMORANDUM FOR
BILL HOPKINS

SUBJECT : Detailing of White House Staff

While I'm sure we all realize the desirability

of having as many members as possible on the
staff detailed to various agencies, in discussions
the other day with Harry Flemming, he raised
an interesting point concerning our position with
the Hatch Act. Apparently any employee that

is being paid by the Civil Service Commission
is bound not to engage in any political activity.
While none of our people will be primarily
concerned with it, certainly many will be
involved in political problems and work. It
would seem adviseable that we keep this in
mind as we begin the detailing of the White
House staff.

Perhaps it would be best to set up a meeting
to discuss this very question.

Thank you for your cooperagion.

7
Lz
y 2

Larry Higby
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MEMORANDUM OF INFORMATION FOR THE FILE

DATE .
- LETTER, MEMO, ETC.
Lt =3 4 S
T0: 14 s L
% /’/ 3 N 4 4
FRONL X A L SO/
SUBJECT: "/ / A

CORRESPONDENCE FILED CENTRAL FILES — CONFIDENTIAL FILE
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THE WHITE HOUSE

WASHINGTON

January 29, 1969

MEMORANDUM FOR ,
BOB HALDEMAN,
ROSE WOODS:
BOB BROWN
DR. ARTHUR BURNS
DWIGHT CHAPIN
JOHN DAVIES
LEE DuBRIDGE
JOHN EHRLICHMAN
BOB ELLSWORTH
HARRY FLEMMING
BRYCE HARLOW
JAMES KEOGH
DR. HENRY KISSINGER
HERB KLEIN
PAT MOYNIHAN
OLIVER ATKINS
JOHN WHITAKER
BUD WILKINSON
RON ZIEGLER
JERRY VAN der HEUVEL
LUCY WINCHESTER
WALTER BARBASH] |\

FROM : LARRY HIGBY !
SUBJECT : Personnel

Would you please check to make sure that all individuals
presently on your staff are shown on the attached list. As
of now, only those individuals shown on the attached list
‘are on the payroll. If additions or corrections should be
made, would you please advise me of those immediately
so that we have a complete and acurate payroll ready.

cc: Bud Krogh
Bruce Whelihan
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1/28/69

OFFICE OF MR, HALDEMAN
H. R. HALDEMAN
ALEXANDER P, BUT?ERFIELD
KENNETH R, COLE, jR°
Lawrence Mead Higby
John R. Brown, III
Stephen B. Bull
Jay G. Wilkinsor;
@ Anselmo 5. Juanich (U, 8 Army) V& Ly A Y1335
@ «Douglas Lee Stephens (U.S. Navy) Gec 9y (Rhede h‘”’**’()
@ -'A‘/J oan Carroll 7 P ¢ gm{{, .
Sere—A—Gurrenee
Tara Anne Donohue(No cﬁ‘)
@ “Jean Robinson
©) 7 «Beverly Kaye «—~
@ JPatricia McKeev”
Noble Melencamp ( uc\Lk>
Anne Higgins (wa,U(\

Gwendolyn King (w et Exe u’(’w‘t.\)

O‘/Martha Gorber (wn—\.rf m,ki:\ L(» LT = %‘557 g6 A
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EXECUTIVE |
W H S

January 30, 1969

MEMORANDUM FOR BILL HOPKINS

Would you please arrange for Sara’%urrence to be given
a leave of absence without pay effective at the close of
business on January 30, 1969.

Sara is currently assigned to Mr. Haldeman's staff.
This assignment was effective January 22, 1969.

KENNETH R. CCLE, JR.
KRC:sac

Nothing €ls® ssmt to

Central Files as of 243769
<

7

RECEWED
JAN3 0 1989
CENT:W 3 5 o
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January 31, 1969

MEMORANDUM FOR

Captain J. J. Crowder, U.S. Navy
Commanding Officer

Naval Photographic Center

Naval Station

Washington, D, C,

In response to your memorandum of 29 y
1969, I have discussed the status of Mr. sen
with the appropriate officials in the White House,
and determined that it is desired to retain him on
the payrolls of the Naval Photographic Center with
a full-time assignment in his present capacity.

His immediate supervisor is Mr. Ollie )fhtktas. who
has agreed to verify his time cards in the future.

JAMES D, HUGHES
Colonel, United States Air Force
Armed Forces Aide to the President

Copy to:
Reading File
File

JDH:CR L:wic
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February 3, 1969

TO LARRY HIGBY
FROM BUD KROGH

A
RE NEW SECRETARY--DONA VAN ARSDALE

As you know, it was necessary for us to hire another girl to
serve as secretary for Mr, Charles Stuart. We have hired
Miss Van Arsdale and, as you and I determined, brought her
on board at a GS-9 rating. This grade is commensurate with
her past experience and is ad@quate.

We are initiating the full-field investigation on Miss Van Arsdale
now. Is there anything else we must do to make sure she gets
on the payroll and receives the packet of information from

Mrs. Robb's office ?
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U February 4, 1969 | —

>

<
MEMORANDUM FOR MR. CARL WALLACE

Attached for your consideration is background informatioa
on staff for the National Security Council who will be
working at the White House.

1 COLONEL JAMES D. BUGHES

et i e A b i A

okt sty

Attachment :

Richard Moose Memo to Col, Hughes with information on

Dr. MormnyHalperin, Dr. Laurence Lynn, Winston\/Lo:é,

1 Lt, Col. Daley\{esser, John C, Court, Dela:«:es’(Nagy, Muriel

5 : *Hartley, Mar‘y“&tifﬂemire, Colonel Junis Jayxﬁieiman and Michael
XGuhin,

JDH:sas
1 :
-

¥othing~else sent te Ay
ansf _T'f: 1 TR v a0 £ ° é 7 ’,'///’ " :';,‘,

LWL TR R OQF Sl e

e e = e e s . g 92!
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Stewnss Upu
7
THE WHITE HOUSE /34, v, ), , o A
WASHINGTON g ¥

February 5, 1969

MEMORANDUM FOR
COL. HUGHES

I noted your memo to Bob concerning DOD personnel
presently detailed to the White House. I have been
handling the personnel set up for Bob's office and
will note your information in the personnel file.

Thanks very much for forwarding it. I imagine Pure
will be coming to you and the Department of Defense

for additional requests in the near future.

1

Larry Higby
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THE WHITE HOUSE

WASHINGTON

January 30, 1969

MEMORANDUM FOR

BOB HALDEMAN
B Hephine

Cetonel-dduglve suggests, and I agree, that
Colonel Hughes' request to be the White House

focal point for transmitting personnel infor-
mation to the Secretary of Defense be handled
in the following way:

A. No official word be given out to
members of the staff.

B. Hopkins will make sure that all
Defense personnel action is channeled
directly to Hughes.
C. Anything that goes directly to
Hughes, Hopkins will work with him
or as requested.

Hopkins believes that a formal memo at this

time would just confuse people more than they
already are.

n Cole

Agree ¥ Disagree

Reproduced at the Richard Nixon Presidential Library and Museum



MEMORANDUM

THE WHITE HOUSE

WASHINGTON

January 27, 1969

MEMORANDUM FOR: STAFF SECRETARY

i

In his memorandum of January 24, Colonel Hughes requested his
office be designated the White House focal point for transmitting
the information to the Secretary of Defense regarding all personnel
hired for the White House staff who are on DOD payroll.

Colonel Hughes' request is approved and I would appreciate your
making arrangements to see that the procedure is carried out as
he outlined,

Reproduced at the Richard Nixon Presidential Library and Museum
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February 12, 1969

Dear Luna:

Many thanks for your letter of January 16 welcoming
me to Washington ana passing along your suggestions.
I understand Ogda’ ‘O'Gulien is still with us and Gerry
Van der Heuvel tells me ghe is delighted to have her.
I do not know what has happened to James Sasser

but have passed along your recommendation to our
people.

I couldn't agree moze on the idea that it would be

great to recognize some secretary by giving bher a2n
honorary appointment to the Civil Service Commission,
but I am sure there are many secretaries in this

town standing ia line for such 2 spot. I will pass the
idea along and see whether there are any takers!

With kindest personal yegards,

Sincerely,

A
Miss Luna Diamond
2 oom }.}ﬁg“"

%

L

Ws uu} ’&:}‘aigd P 3::.

20506
bece with incorming to Peter Flanigan [/

RMW/ma

- e
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Honorable David M. Kennedy

Secretary of Treasury

bece

By

w/copy of incoming

Mr., Flemming - w/incoming correspondence

Harry-- Attached for your irifformation,

Fad

KEB/ly
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THE WHITE HOUSE

WASHINGTON

MEMORANDUM — w
/ O

o
WH &
); [y 3 z}}[\" {3

February 14, 1969

Toe Larry Higby

From: Stephen HessM/

Because of the present work load of this office I would

appreciate it if you could have a typist from the Corre-
spondence Section assigned to my office for the next few
weeks, on a temporary basis, from 6:00 p. m. on

May I also recall for you our overheated telephone circuits
and renew the request for two more lines.

P

Reproduced at the Richard Nixon Presidential Library and Museum
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MEMORANDUM FOR et

28

February 17, 1969

el B
fo o /e
Y ek 6 o

Department of: /7
Agriculture, Mr. E. Fritz Behrens, Executive Auintanf:&:ﬁ 5 o

S A D

Commerce, Mr. Rocco Siciliano, Under Secretary o i,
Defense, Mr. Robert ¥. Froehlke, Assistant Secretary / e
for Administration A ’/94
Justice, Mr. Richard G. Kleindienst, Deputy Attorney foec o2 o
General Mo 0
HEW, Mr, L. Patrick Gray Ill, Executive Assistant e A
HUD, Mr. Richard Van Dusen, Under Secretary 1/
Interior, Carl McMurray, Assistant Secretary P B

Labor, Mr. David Taylor, Executive Assistant

Post Office, Mr. James H, Bockhaus, Executive Assistant
Transportation, Mr. George U. Carneal, Special Assistant
Treasury, Mrs. Mary Ann Allen, Personnel Director

You will recall at the meeting held last week at the White House in
Bryce Harlow's office with Bob Haldeman, Bryce Harlow, Harry
Flemming, Peter Flanigan, Bob Hampton and myself that your
respective Cabinet Member agreed to cooperate in placing some
personnel now on the White House staff payroll to your Department's
payroll and then detailing these people back to the White House staff.

Would you please immediately advise your Department's Director of
Personnel on this point and ask him to cooperate with Mr. Samuel
Wolk of the Civil Service Commission, who will be telephoning your
Department's Personnel Director in the next day or two, with the
specific names of those White House personnel who will be placed
on the payroll of your Department.

Thank you for your cooperation.

Sincerely,

John C, Whitaker
¢e: Mr. Robert Hampton, Chairman, Civil Service Commisidon

Mr. William Hopkins, White House Staff
Mr. Larry Higby, White House Staff

Reproduced at the Richard Nixon Presidential Library and Museum




February 17, 1969

Dear Don:

3 per our telephone conversation would you please
have your personnel director at the Department of
State be ready for a telephone call from Mr. Samuel
Wolk of the Uivil Service Commission concerning
several Vhite Fouse employees to be put on the pay-

roll «f Department of State.

As you know, each of the twelve Departments is being
Wu&aﬂm’ﬁmmm”
Mwmﬁék&ﬁmm i.&-; a paper trans-
action.

Mmonq
efom Richard Pedersen's Office
Department of State

Washington, D, C.

cec: Mr., Robert

Mr., William Hopkine, White House Staff
Mr. Larry Higby, White House Staff

O
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By

THE WHITE HOUSE

A
L

+DETERNINED TO BE AN WASHINGTON b
, ADMINISTRATIVE MARKING I

E,0, 12356, Sectiem .2
..ét};_..m. Date 2456

—CONFIDENTIAL-- FOR HANDLING BY THE ADDRESSEE ONLY

February 20, 1969 4

TO: Mr., James Keogh
FROM: Larry Higby
SUBJECT: Detailing of White House Staff

During past Administrations several members of the White House
Staff have been detailed to the White House from other agencies
and departments. These members of the staff are for all practical
purposes like any other employee on the staff, however, they are
for budgetary purposes being paid from another agency. They are
shown as being an employee of that agency but are detailed to the
White House Staff.

Due to the size of our present staff, it will be necessary for some
in each department to be detailed. Please have those individuals
listed below complete the attached forms immediately and return
them to this office. They have been selected as those to be detailed
from your office.

Let me stress that the status of those people who are detailed will
be affected in no way. This is being done merely for budgetary

purposes. They will remain on your staff for all practical purposes

and continue to enjoy all the rights and privileges associated with
being a White House Staff member.

Lyndon K. J(Allin

Sally K@utting

Lynda )I(\/Ieyers

Carol Dawson){Bauman
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MEMORANDUM OF INFORMATION FOR THE FILE

DATE &/ 280 /&

LETTER, MEMO, ETC.

T

FROM ’/ s g :w T’\ - 4 /;{’;M/” 5{:‘/; , + {;”jrf &

a,,—u/* : p f; ; ’
e & P y Z f A “) i ,,:‘_

CORRESPONDENCE FILED CENTRAL FILES — CONFIDENTIAL FILE
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THE WHITE HOUSE

WASHINGTON

February 20, 1969

MEMORANDUM FOR
COLONEL HUGHES

Don, attached is a copy of a memo that

went to Sam Wolk at the Civil Service

Commission the other day., I thought you R
should be aware with regard to Sgt.” Watts Moo, 7.

) -

and Betty Pass, both connected with the DOD.

I imagine they will be going through DOD for
some of the other people they have mentioned

ke b

Attachment

pELTIVED
MAR 51969
CENTRAL FILES
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February 19, 1969

MEMORANDUM FOR
LARRY HIGBY

FROM : GEORGE T. BELL

In order to staff the requirements to process incoming applications
the following personnel will be needed Monday morning, February 24,
1969, in Room 153 E, O, B,

Xerox Operator

MTST Operators

Autopen Operator

Clerk Typists

Clerks - For opening mail, sorting, etc,

Clerks - For reading resume's and coding
them in accordance with the executive
biographical system

3 Personnel Types - To review, screen, etc.,

incoming resume's and applications.

(Professional or Semi-professional level).

B W e DY e

In addition to the above, it is essential that we retain the service of
Sgt. George B. Watts who has been detailed to us from Andrews Air
Force Base, 1001 Air Base Group.

All of the above should be personnel not previously detailed to this
operation with the exception of those listed below who have performed
satisfactorily and indicated a willingness to continue:

Alydia Adame (GSA) Typist
Betty Pass (DOD) MTST Operator
James Barrow (VA) Coder
Marian L. Avent (VA) Coder

It is difficult to project the length of time the detail will be required,
but at least 2 months seems a reasonable estimate, with the possibility
of longer service being required . Duration of the operation depends
on the volume of incoming applications and mail relative thereto,

GB /pm i Reproduced at the Richard Nixon Presidential Library and Museum
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FEBRUARY 24, 1969
(Dictated 2/22/69)

TO: LARRY HIGBY
FROM: JOHN EHR LICHMAN
RE: HEAD USHER

As you know, J. B. West has resigned as Head Usher and
we have replaced him with Rex Scouten who is a Grade-15,
Step 3 with the Departmem.

I have agreed with Mr, Scouten that his appointment would
be effective March 1 but he will Actually start to work on
Monday in order to effect.an orderly transition.

Mr. Scouten was recornmended by Mr, West and Mrs., Winchester
as well as Rose Mary Woods. He is well-known to the family.

Will you please do the necess ry toward getting Mr. Scouten
transferred or detailed or whatever it is you have to do,

cc:
Bob Haldeman
Lucy Winchester

(p S oL, Reproduced at the Richard Nixon Presidential Library and Museum




FEBRUARY 24, 1969
(Dictated 2/22/69)

FOR MRS, NIXON

I understand from Lucy Winchester that she has discussed
Rex Scouten's employment as Head Usher with you.

She has advised me by message that the appointment is
acceptable to you and to her,

Accordingly, I have arranged for Mr, Scouten to undertake
the duties of Head Usher commencing March 1, He will
spend the intervening week in effecting an orderly transition
from Mr, West's administration.

Mr. Scouten will be paid $22, 000 which is a little less than
a thousand dollars a year more than he is presently making

as a Grade-15, Step 3.

JOHN D, EHR LICHMAN

Reproduced at the Richard Nixon Presidential Library and Museum
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THE WHITE HOUSE

WASHINGTON

DETEEMINED TO BE AN
ADMINISTRATIVE MARKING
February 17, 1969 E.0, 12358, Section 1.1,
By A~ I __NaRs, Dpatel[Z¢/fC

MEMORANDUM FOR: MR. EHRLICHMAN

Some odds and ends that you will want to check out while I am
gone this week,

You will remember I discusse@ith you as a
possibility for Chief Usher, I U fid Rose Woods has

also written you a memo on this subject and the point she
makes regarding Rex's acceptability by Mrs, Nixon is, of
course, an extremely important one - which I forgot to mention,

Will you follow up on the matter we discussed regarding the
reporting of conversations of members of the White House staff,

ra

/You also were going to follow up on the meeting with Jerry and

o

-

Lucy.

On the Ray Bliss matter;, Iwwiti=try-to~peeech-him—iionday-—ard—

t

duty—to—the—President—in—writing:—Fhe

o

resident wﬂ] ﬂlen

T [ | “ 5 e dude. ikl R 1.1 1
Qh]’y"\na.\.,u.sc oy ettt rana—tnennay-—witt pr“’“m"'q to. h""‘“g—»

for the interim

period, call a meeting of the National Committee for mid-
April to select a successor, and we will be all set. One
thing I didn't mention to Ray which you might want to is that
the President would like to give a dinner in his honor in early
April prior to his retirement,

H., R, [HALDEMAN

(ﬂ - 7 Reproduced at the Richard Nixon Presidential Library and Museum
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v FEB 17 1969

THE WHITE HOUSE

WASHINGTON

February 16, 1969

JOHN EHRLICHMAN

If, as I have heard, Mr. West's
resignation is to be accepted - Rex
Scouten would like very much t& be given

Sideration for the job as Chief Usher.

I would like to highly recommend
him. (1) He really loves the White
House and takes great pride in trying to
keép it in good shape, and he knows that
it has been neglected in many ways under
Mr. West. (2) He was in the Usher's
office under Eisenhower and I believe
part of the time under Kennedy so he

* knows the job (a job which is not being
done the way it should be now).
(3) He has always been loyal to the
President and is extremely fond of the
entire family.

Also, I believe he could work
well with Mrs. Nixon. He is someone she
knows and would be able to trust. And,

actually the Usher's office is supposed
to run the house, the help, etc.

9.
M‘{ nferier ¢ -3
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MEMORANDUM OF INFORMATION FOR THE FILE

DATE {j /’» / “’

LETTER, MEMO, ETC:

/ \h_,,ﬁ«O/' '@ / x’f y 5 f"{/f
T0: <X &1 L2 -f 7 v
//} ~/"
FROM: /- pr- /
v L0 — f
SUBJECT:( T2l

CORRESPONDENCE FILED CENTRAL FILES — CONFIDENTIAL FILE

Reproduced at the Richard Nixon Presidential Library and Museum
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MEMORANDUM . | T -1/

AL )-

f 7 V- h [ -
THE WHITE HOUSE ?é— /.2 9

WASHINGTON

February 24, 1969

MEMORANDUM FOR EMPLOYEES OF THE WHITE HOUSE OFFICE

FROM: Carson M. Howell

A representative of the Internal Revenue Service will be at the
White House to assist White House Employees with their income tax
returns due on April 15th. He is scheduled to be here during the
following period:

March 3rd through March 7th - 9:00 a.m. to 5:00 p.m.

Those wishing to avail themselves of these services should contact
Mr. Howell's Office, Extension 2220, so that a schedule of appointments
may be arranged.

Reproduced at the Richard Nixon Presidential Library and Museum
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i . March 7, 1969

1 i

| L 5(//91 5
J =z

MEMORANDUM FOR

X
Coleonel A, L, Hamblen

Reference the attached memov‘andum concerning brakemen on
temporary dutv to the White House,

3!
SSM Jee R, Pe"ry is released for assignment to Vietnani,
Additicnally, there is no requirement to havv other brakemen
on standby duty or available in support of White House
transportation activities, In the event such a need becomes
evident in the future, we will notify your office,

COLONEL JAMES D, HUCHES

Attachment

cc: Mr, Robert Taylor, USSS

Mr. Jiggs Fauver (Transportation Office)
Reading File
Central Filesy

JDH:VCC:sas

Reproduced at the Richard Nixon Presidential Library and Museum
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THE WHITE HOUSE ; 1

WASHINGTON

March 13, 1969

TO: Larry Higby C/

[
FROM: John L. Campbellca{"

Confirming our conversation of yesterday that Miss Alexandra
Breed of Vassar College could visit the White House Office at
our expense April 4th. '

Also, following up another point of our conversation, I would
appreciate it if you could send over the letters from

Jay Wilkinson's files and from Mr. Harlow's files concerning
young people interested in summer positions at the White
House. I would be most happy to read them over and write

up some ideas and possibilities concerning the possible employ-
ment of several young people as "interns'' on the White House
staff this summer.

TO : JAY WILKINSON

FROM : LARRY HIGBY

FYI please send John what
you have.

RCAFIVED
£PR2 91969
CENTRAL FILES

PRESERVATION COPY
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J Y | : March 21, 1969 —_—

MEMOXANDUM FOR

RE: White Fouse "Sumimer Intern' Pl‘ogL am - 1909

As a followup to our recant convarsation, here are some thoughts
on a possible "Summer Intern' program at the White House this
summsy. -

This program would bes a very visible way foxr the Preside
make known his intercst in young people @ i t
growing maturity and intelligence.

o

achanical tnm'w would hav

55"
Lo
o4
O
=
o
-
B
wm
O
<
o
I
[s]
P

In concideri
to be work ,J

1. What money is available
2. The basis to be used for soliciting and selecting the
e : participants. '

3. The staff membars to whom they should be assigned
; Salarics : : :
o Summer intern salaries in Washington range between $300 and $600.

$500 a month should provide an adequate income for a college or
graduate student. The funds available and staif members interested

v .

would cdetermine the size of the program. . i :

Solicitation and Sclestion
cause of the late date

attemrt to contact stude

infeasible from the poin

and the quickly approaching summer, an
nts from all universities scems a bit
1t vievs of adeauate evaluation and review.

. .

At a minimum in goliciting names, we should contact the young
)

people who have alresady contacted us Repuoli"an Senztors and
Congressmen, moembers of the White House stafi, Rogers Morton
at the Republiszan Naticnal Comum it‘-:e, End several universities
known for tacir ihtcrn programs of our intention to have a program
and ask their a2ssistance in making quick nominations. ‘

Kothing else sent ta/ﬂ,j:;\\.

Central) Files as Of""”*-v":
/; /
e e e e e REPIOAUCEd at the Richard Nixon Presidential Library.and. Museum.... S
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MEMORANDUM

THE WHITE HOUSE

WASHINGTON 5)

March 26, 1969

TO: LARRY HIGBY
FROM: OLLIE ATKINS
RE: White Tie dress

It is my understanding that the Usher's Office has been given
permission to buy white tie outfits for many of the White House
employees who have to dress thusly, and that if we get
permission from you, this would include the two photographers
who take turns at covering these official dinners.

The Secret Service, of course, gets these on a rental basis.
Because there are so many agents involved, it would necessitate
buying altogether too many outfits. But, in our case there are
just two of us who would ever be covering these functions, such
as the recent visit of Prime Minister Trudeau.

As I understand it, if you would authorize the Usher's Office to.
obtain two outfits for the White House photographers, they will
take care of all thejother details. -

Best regards,

e

P.S. We have our own black tie outfits, of course.

pECEVED
AUG 21969
CEMTRAL FIiLES

"Reproducedat the Richiard NixomrPresidential Library-and-Muse iz




OFFICE OF THE DEPUTY ATTORNEY GENERAL
WASHINGTON, D.C. 20530

March 27, 1969.

MEMORANDUM TO: KEN COLE
SECRETARY TO THE STAFF
WHITE HOUSE

FROM: RICHARD G. KLEINDIENST
DEPUTY ATTORNEY GENERAL

I attach the enclosed memorandum dated March 6,
1969, from the Director of the Federal Bureau
of Investigation for your information.

RGK/t1
Encl.

Reproduced at the Richard Nixon Presidential Library and Museum
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THE WHITE HousE

NNNNNNNNNN

TO: 74%(%
FROM: N COLE

FYI

COMMENT
LhaF 2Hio 9 adl
2b T -

PRESERVATION COPY

Reproduced at the Richard Nixon Presidential Library and Museum




THE WHITE HOUSE

WASHINGTON
/J> e April 2, 1969

MEMORANDUM FOR

WHITE HOUSE OFFICE PERSONNEL

It has been brought to our attention that some of the staff
offices are not following the prescribed procedures for
transmitting Classified Material,

Each office has been furnished a copy of the White House
Correspondence Manual. The manner of transmitting
Classified Material is spelled out in the Manual, beginning
on page 1. (A copy is attached to this memorandum. )
Please read these instructions carefully. It is essential
that these procedures be followed.

12 ﬁETH R, COLE, JR,
Spec1a1 Assistant to the President

Attachment
/ f/d - o ./
J D, ) ]
/'/’ - //‘.
_\ f/;' f]
Pg i‘,'i‘\’"
e/ . Kz»/ wm,/f“«-ﬁ 1P 31969
(o ?:""7” * 7 If, L !.i
S gy ENTRAL FILES
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April 10, 1969

MEMORANDUM FOR MR. ROBERTSON ([ ¢ <+ -t

3

¢
A3 Gl B

4

Persuant to our conversation this morning
herewith are copies of memoranda in
Mrs. Doherty's case which I mentioned to
you,” A

41,{[&{;& pog

William J. Hopkins
Executive Assistant |

‘ FOEIVED
Nothing else sent to P
‘Central PFPiles as of H4-25-65 APR1 91969

< CENTRAL FILES
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THE WHITE HOUSE

WASHINGTON

January 17, 1969

MEMORANDUM TO THE POSTMASTER GENERAL

A number of the secretarial and clerical personnel in Whife
House Staff Offices who wish to remain in Government service
will not be retained in the White House Office after January 20th.
Many of these employees have had prior service in one of the
Departments or agencies before coming to the White House,

and some of them are now detailed to the White House from
various Departments and agencies.

An agreement has been reached with the incoming Administration
upon the following plan for the placement of the secretarial and
clerical personnel now in White House Staff Offices who are not
to be retained in the White House:

1. Personnel detailed from other agencies will be returned
to those agencies;

2. Personnel on the White House roll will be assigned to
other agencies with the understanding that this will be
confirmed by the new President after he takes office.

Accordingly, the following employees now detailed by your agency
to the White House Office will be returned to your agency to be
carried on your rolls at their present grade and salary:

Mrs. Fidelia D. Doherty, Research Assistant, GS-11, $10, 883.

It is the desire of President Johnson and that of the incoming
Administration that all the preliminary work be done promptly,
so that this transfer will be made effective as of January 21st.

Charles S. Murphy
Counselor to the President

Reproduced at the Richard Nixon Presidential Library and Museum
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THE WHITE HOUSE LI 5
WASHINGTON , ooy SRS
76 &1t/ Rzt ,
y,
April 12, 1969 /?{,L;t,&ﬁ?,ﬂfg\‘vﬂ\wl&,«

MEMORANDUM FOR KEN COLE

Would you please allow this office to see
copies of any executive orders that go to
the President before they are signed that
have to do anything with personnel, space,
or salaries in relation to the White House
or Executive Office Building ?

As I'm sure you are aware, we've been
trapped on several occasions into staffing
operations we're not prepared to handle
or committed to giving space that we do
not have,

Thank you,

Larry Higby

S

rerElVED
APR{ 51260
CEnTRAL FILES

R e o e Bl e e i e g e S NI PR e e R S
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MEMORANDUM v
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THE WHITE HOUSE o SV =
WASHINGTON ; o / 3 At .
f:’:;"’ / L AR .

April 30, 1969

MEMORANDUM FOR THE RECORD

RE: PERSONNEL CUT-BACK

As of this date, to the best I can determine, the photographic facility here
has three photographers working. This compares with the 28 employed
here during the LBJ administration. Of this 28, 5 were stills and the
balance were newsreel crews. In the laboratory, we have 4 civilian
employees. This same facility had 13 civilians during the LBJ administra-
tion. In other words, we presently employ a total of 7 people who would

" be classed as photographers or laboratory personnel and they had 41. This
means we have 1/6 of the personnel in these capacities that they had.

Skedfe sk sfesfe sk skak ok

The photographic facility is operated by the White House Communications
section under the military. It is my understanding that 36 military people
were employed there during the LBJ administration and that they worked
two shifts, We presently have 18 military working one shift. The military
employees at the lab do other things besides work in the laboratory. They
are on call for various military duties, and the laboratory there performs
certain functions for the military which is of no concern to our White House
photo operations.

NOTE: All of the above figures are offered to the best of my calculations,
There was so much change from time to time during the LBJ administration
it is really impossible to pin down any firm figures. This whole operation
was very secret and the personnel fluctuated from time to time when LBJ
would give orders to 'fire 5' or whatever. For instance, at one time there
were _4 script writers who worked within this newsreel detail here. It is
my understanding that they were of GS rank 14 or better, and none of these
people are included in the above figures, for I am not sure that they were
here when I took over, nor am I really certain that they were or were not
included in the figures that were turned over to me.,

Ollie Atkins

Reproduced at the Richard Nixon Presidential Library and Museum
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. MEMORANDUM T v///////

THE WHITE HOUSE

WASHINGTON ///

Yebruary 11, 1970

TO: RON ZIEGLER
FROM: OLLIE ATKINS
RE: WHITE HOUSE PHOTOGRAPHIC OPERATIONS

The substance of this report covers approximately the first year
of President Nixon's administration as against the last year of the
Johnson administration.*

1. Rolls processed:

1968 1969
beis 3,169

2. Color Prints processed:

1968 1969
85,405 48,1217

3. Black and white prints processed:

1968 1969

201,271 100,230
4. Personnel

Our best estimates indicate that there were 56 people employed

in the L.BJ photo operations. This includes the newsreel personnel.
With the Nixon administration we have 3 full-time photographers,
one editor, one secretary, and one laboratory/photographer
assigned to the Vice President and staff. In the laboratory we have
three civilians against the eleven under the LBJ administration.

We have no newsreel capacity at the present time. However, I
have learned through the grapevine that authority has been given for
the Naval Photo Center to maintain a newsreel capacity as of this
date. This is not my responsibility and I am not qualified to
comment on it. '

RECEIVED
FEB 121970
CENTRAL FILES
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5. Military Personnel in the Lab:

There is no way to reasonable judge how many military personnel
were working there under the LBJ Administration. At the present
time we have between 11 and 17 depending on who's policing the
area and doing other military duty beyond photographic services.
Also, we run one shift except in dire emergency when night or
weekend work is required. It was customary under the old adminis-
tration to work at least two shifts. The responsibilities of the

lab extend beyond the President. This includes the entire White
House Staff, the Vice President and his staff, the Secret Service,
the Curator -- and by the way, this is a major operation -- the
Treasury Department, the CIA, and the Department -of the Interior.

In Summary:

It is my best judgment that this laboratory is doing about one-third
of the work of the former administration and our costs are in line
with this figure. These costs, of course, will have to be adjusted
for over a four-year term as equipment we have bought this year
cannot be justly charged to this year alone when it will be used
over a four-year or possibly eight-year period.

The attachments pertain to the subject and may be of interest to you.

*The Johnson administration in 1968 was a lame duck administration
whereas the Nixon administration was just taking over and the
demands for pictures of the President and his family and the staff
requirements were greater than we expect in ensuing years except
for the possibility of the campaign upcoming.

cc: Bob Haldeman
John Ehrlichman
Dwight Chapin
Bob Moore : ¢

Reproduced at the Richard Nixon Presidential Library and Museum



OFFICE OF THE PRESIDENT-ELECT
Richard M. Nixon

450 Park Avenue
New York, N.Y. 10022
(212) 661-6400

Janvary 8, 1959

“

Mr. Yoichi Okeamoto
The White House
Washington, D.C,

Dear Okie:
After consultation with my superiors here, the following people

in your photographic and photo laboratory establishment should be
released as of noon on January 20:

Mike Geissinger Howard Y.oore
William Moravek Charles Story
Jemes Mullaly , Thomas Book
Oswald Rapp Hovard Bibeau
Joseph Maida : ' Williem Holt

Please understand that this is no reflection on the men or their
vorkmanship. It reflects the decision of the new administration
to drastically curtsil White House photographic operations,

As you can see, the only civilians to be retained are Frank Vincent
end Robert Knudsen (permanent civil service), At the present time,
no reduction in the mllitary personnel assigned to this duty is
anticipated.,

As for the news reel film operetions, it was decided to completely
eliminate this service. The effective date for discontinuance of
the film services will be 9:00 a.m, on January 21. This will permit
the crews to cover the inaugural activities. And, on this subject,
I would like to have one copy of the black and white and one copy
of the color footage made at the inaugural ceremonies.

Sincerely,
//“

o oS ‘///
OA:ml ie Atkins .

Reproduced at the Richard Nixon Presidential Library and Museum



MEMORANDUM

THE WHITE HOUSE

WASHINGTON

April 30, 1969

MEMORANDUM FOR THE RECORD

RE: PERSONNEL CUT-BACK

“

As of this date, to the best I can determine, the photographic facility here
has three photographers working. This compares with the 28 employed
here during the LBJ administration. Of this 28, 5 were stills and the
balance were newsreel crews. In the laboratory, we have 4 civilian
employees. This same facility had 13 civilians during the LLBJ administra-
tion. In other words, we presently employ a total of 7 people who would

" be classed as photographers or laboratory personnel and they had 41. This
means we have 1/6 of the personnel in these capacities that they had.

stttk ok ok

The photographic facility is operated by the White House Communications
section under the military. It is my understanding that 36 military people
were employed there during the LBJ administration and that they worked
two shifts. We presently have 18 military working one shift. The military
employees at the lab do other things besides work in the laboratory. They
are on call for various military duties, and the laboratory there performs
certain functions for the military which is of no concern to our White House
photo operations.

NOTE: All of the above figures are offered to the best of my calculations.
There was so much change from time to time during the LLBJ administration
it is really impossible to pin down any firm figures. This whole operation
was very secret and the personnel fluctuated from time to time when LBJ
would give orders to 'fire 5' or whatever, For instance, at one time there
were 14 script writers who worked within this newsreel detail here. It is
my understanding that they were of GS rank 14 or better, and none of these
people are included in the above figures, for I am not sure that they were
here when I took over, nor am I really certain that they were or were not
included in the figures that were turned over to me,

Ollie Atkins

Reproduced at the Richard Nixon Presidential Library and Museum
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JoHN C. JEFFORDS
:\ 1108 CLIFTON LANE

\ K\}’\/ NAsHVILLE, TENN. 37204

'\.‘
iay 10th 1969

%
1%

\

GOP lews Letter,
312 Congressional Hotel,
Hashington, D. C.

D e
T L s
o
"
1
’

ROl

-

Gentlemen; -

Ycur issue of May 5th contains a state-

ment that "Lyndon Johnson The Great!" maintained a
cta®f of 64 persons in the Vhite House just to take
pictures = I suopose that some few of them were not
pictures of himself - 13 of these people were in
the photo developing laboratory, 28 in the photo
office and 23 in the motion picture crew which was
kept on hand to take his activities in and out of
the White House, (This, I suppose, would include
his childish skipping about the White House turning

£ the lights to illustrate hou he was saving we
tax-payers money).

This article further states that Pres-
ident Nixon has reduced this staff to 3 in the photo
office and 4 in the laboratory. The motion picture

ww was Tired. I say that we should thank God for
¥r, Nixon! For the sake of we poor tax-payers, it

5

to be hoped Mr. Nixon will continue trimming down

LS

the payrolls in the many places where 1% is needed.

Unless my calculations are away out of
lire for salaries in Washington, these 6/, people drew
an average salary of $1,000,00 per month because they
511 had to be fair technicians and some of them had %N%
to be in a higher bracket than that. 8o we come to a
total of $64,000,00 per month, $768,000,00 per yearéqupwk
thrown down the sewer to satisfy the ego of "Lyzdon
B. Johnson The Great" in his search to get a handsome
"image" of himself, You could always see that he was
sormewhat self-conscious of his peculiar nose.

For Mr., Johnson's information and to settle
the question, I can say that the "consensus" is that

‘ we can, without inccnvenience or regret do without his
services for many hundreds of years to come,

Singéreky

e7fords
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NIXON PRESIDENTIAL MATERIALS PROJECT
DOCUMENT CONTROL RECORD

ITEM REMOVED FROM THIS FILE FOLDER

A RESTRICTED DOCUMENT OR CASE FILE HAS BEEN REMOVED FROM
THIS FILE FOLDER. FOR A DESCRIPTION OF THE ITEM REMOVED
AND THE REASON FOR ITS REMOVAL, CONSULT DOCUMENT ENTRY
NUMBER ’ ON EITHER THE DOCUMENT WITHDRAWAL RECORD
(GSA FORM 7279 OR NA FORM 1421) OR NARA WITHDRAWAL SHEET
(GSA FORM 7122) LOCATED IN THE FRONT OF THIS FILE FOLDER.

A sanitized copy substituted for an original item which

contains information restricted under the Privacy Act.

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION NLN Form 101 (revised 6-85)

Reproduced at the Richard Nixon Presidential Library and Museum



OFFICE OF THE PRESIDENT-ELECT
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Memo: to Mr. Bob Haldeman

RE¥: PHOTO PERSONNEL
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Jan. 8th, 1969

450 Park Avenue

New York, N.Y. 10022

(212) 661-6400

As.per our discussion I should like to have the following established
on our payrolls as of noon Jan. 20th:

Robert F. Moore Lab Mgr

John C. Shannon Chief Tech

Karl H. Schumacher Tech

Andrew J. May Edit-Dispatch
WH Photog

Oliver F. Atkins

SS#
SSi#
SSi#
55#
SS#

$20,000.00
15,000.00
12,000.00
10, 000.00
22,000.00

Notes on above: Atkins' pay is down $3,300.00 from what Okamoto makes.
We are releasing 11 and taking on 5 which is better than a 50% reduction.

This reflects an immediate salary savings of £47,940.00.

Additional reductions in the personnel will be made to the extent of at
least 50% more as soon as Mr. Moore can determine which ones to release.

Mr. Moore has been instructed to immediately appraise the laboratory
facilities with a view to reduction of the nhysical area, elimination of
surplus equipment and elimination of the push-button filing devices.

from: ollie atkins

Reproduced at the Richard Nixon Presidential Library and Museum
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WASHING """ j% M‘
May 1, 1969 f

TO: H. R. HALD4 &/M

FROM: JOHN R. BROWNTI LS /‘_’ ﬂ./@

:x(c{ﬂn

2/ i =

MEMORANDUM

In accordance with your request, I have been consulting with >
Dwight on a plan to insure that an advance man is always assigned /J/

to Mrs. Nixon, Tricia and Julie when they are making public PS5 =2
appearances and to insure that suggested remarks are made available /—} 257
for them when necessary. As a result of our conversations we -
make the following recommendations: L
1. PERMANENT SOLUTION

The ideal permanent solution is to hire a mature. young man with
college and service experience behind him. His responsibilities
would be as follows:

a. He would advance all appearances of the First Lady, Tricia
and Julie, .

b. In addition to his advancing, he would insure that Jim Keogh's
office would provide suggested remarks when necessary.

Ce He would work for Dwight Chapin and when not busy on
advances for the family, would be available to work on

advances for the President.

2. INTERIM SOLUTION

During the interim period between now and the time that we would hire
the full-time advance man, we will take the following actions:

Reproduced at the Richard Nixon Presidential Library and Museum



Dwight will insure that an advance man is assigned to
all public appearances of the First Lady, Tricia and Julie.

I will coordinate with Jim Keogh and Lucy Winchester in

order to insure that suggested remarks are provided when
necessary.

Reproduced at the Richard Nixon Presidential Library and Museum
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THE WHITE HOUSE 42 )

*
WASHINGTON 1 m E
Ae

May 1, 1969 o “\
ay Q \

Thursday - 2:15 p.m., K )(< ©

MEMORANDUM FOR MR. H. R. HALDEMAN

RE: Advancing the Nixon Ladies

Attached you will find a memorandum which John Brown has prepared
for you regarding a solution to the advancing problem which we now
face with the Nixon ladies.

John has provided you with the permanent and interim solutions and
there are a number of good arguments which back up the conclusions

John expresses.

John and I would be happy to discuss this with you at your convenience,
if you so desire.

Thank you.

&

DWIG L. CHAPIN

DLCsny

CC: Mr. John Brown

Reproduced at the Richard Nixon Presidential Library and Museum
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MEMORANDUM

THE WHITE HOUSE

WASHINGTON

April 25, 1969

MEMORANDUM FOR: MR. JOHN BROWN

Confirming our phone conversation this morning, you are going
to follow up on the following items:

l.

A plan with Chapin to have an advance man always
assigned to Mrs. Nixon, Tricia, or Julie when they
are making public appearances.

A plan developed with Keogh to insure that suggested
speech remarks are always made available in adequate
time to Mrs. Nixon, Tricia, and Julie when they are
making public appearances,

Securing a suitable picture of the President and Mrs,
Nixon together to be used for distribution. This should
be an Engstead picture.

H. R, HALDEMAN

Reproduced at the Richard Nixon Presidential Library and Museum



NIXON ADVANCE MEN

BINGHAM, W. RICHARD
Kuhn, Loeb & Company
4O Wall Street

New York, New York

BIRELY, WILLIAM C.
900 Ashton Road
Ashton, Maryland 20910

BLAKE, JOE
6006 Beach Tree Drive
Alexandria, Virginia

COLEMAN, ROGER E.
8621 Redwood Drive
Vienna, Virginia

CRONIN, DANIEL J.
5205 Weehawken Road
Washington, D. C. 20016

DECKER, HARRSSLIWIS FuwsseLl jr
LLO Marmore Avenue
Coral Gables, Florida

HAWLEY, THOMAS J.
305 East Walnut Street
Green Bay, Wisconsin 54301

HOWARD, W. R. (DICK)
690 Bast California Blvd.
Pasadena, California 91106

KOETHER, BEN
4 Nutmes Lane
Westport, Connecticut

KRUIDENIER, PETER
7312 East Neale Drive
Scottsdale, Arizona 85251

- Salllersenicry

KUEHN, CHARLES
211 South Monroe Street
Green Bay, Wisconsin 54305

MANICCI, GINO
2601 Camino Lenada
Oakland, California 94611

MARQUEZ, TOM
15 Side Hill Road
Westport, Connecticut 06680

MOORE, ORMSBY S. (DUTCH)
4335 Pennsylvania Avenue
Perry Hall, Maryland 21128

REAGAN, TRAVIS
5723 Hanover
Dallas, Texas

ROBERTS, DONALD G.
7713 Winterberry Place
Bethesda, Maryland 20034

RUSTAND, WARREN 8.
5202 East Second Street
Tucson, Arizona 85702

SENEY, JOHN M.
1300 Westellen Road
Baltimore, Maryland 2120k

SHENTON, HARRY W.
428 Range Road
Towson, Maryland 21204
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(4 SHIRLEY, © ‘!.J'L - {a
: * =+ Office Box 250 ‘
da ‘uruz, California 95060
(408) 426-7279 (private. line)
(408.) 426-5454

;o

(- SIMPSON, RON
Electronic Data Systems
Exchange Bank Bldg
Dallas, Texaéy
(214) 358-3171

Ed

(;M\ STEUART, LEONARD P/ = E &R\
Steuart Petroleum Company N . ‘n\g\_\__»‘i
4646 - 40th Street, N. W,
Washington, D.C. 20016
(202) EM 2-8800

 STUART, CHARLES (CHUCK) - fhrieeet® , .
' : Conara Ce s
(212) 973-2300
(203) MA 4-0146

THAWLEY, TOM M. =~ Nane]
National Transit Co.
410 Four Gateway Center *
Pittsburgh, Pcnnsylvama 15222 i
(412) 261-1837

WAGNER, BRUCE S.
: Grey Advertising Inc.
B 777 Third Avenue
New York, New York 10017
(212} Pl 15 3500, Ext. 257

WALKER G. ALLAN, JR.
' Wels Realty & Constr. Co.,Inc.

120 Main Street : : *

“Nashua, New Hampshire 03060
(603) 882-9725, or 882-8531

. WALKER, RONALD H, -~ (wd

Reproduced at the Richard Nixon Presidential Library and Museum
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1'24-4 Liaurent btreet

. Santa Cruz, California 9

(408) 426-4510

2710 Douglas St., Apt. |
Dallas, Texas

(214)
{3", I?) ?/ . '( ,;;J:"f? a“/ Z
ir( = ;‘ :-ﬁ- ; f;fo Vit ‘,'., b f: f.ﬁ: «é:
; ﬁ.ﬁﬁ
[ e Ve - - o A
el “ 23D

(202) 652-9315

525 East 82nd St., Apt.
New York, New York 10

{212} 6eB-5711

117 Westchester Drive
Pittsburgh, Pennsylvan
(412) 781-8973

301 East 44th Street
New York, New Yo:k
(212) 683-6509 :

Tenby Drive
. Nashua, New Hamps shi:
(603) 882-7203
|
8208 Spring Valley Rd.
Dallas, Texas 75240
(214) 235-1071 :



BUSINESS

WATSON, RALPH

The Chase Manhattan Bank
One Chase Plaza

" New York, New York 10005

WHITE,

ot
NS

(212) 552-4407.

STUART.C. ¥ ,

Hamel, Morgan, Park & Saunders
888 - 17th Street, N. W. :
Washington, D.C. 20006

(202) 298-6363,

a

¥

 WHITNEY, DICK - Bae-@orad

Shields & Company
44 Wall Street
New York, New York 10005

(212) 785-7178

WILLIAMS, JAMES

Bank of New York

48 Wall Street

New York, New York
(212) 530-1784

Weocosen MicR AL

Reproduced at the Richard Nixon Presidential Library and Museum
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171 West 79th Street
New York, New York 1(
(212) 877-3449

Wyndham Hotel

42 West 58th Strect
New York, New York lf
(212) PL. 3-3500

28 Whitney Road
Short Hills, New. Jerse
(201) 376-0270

(212) 288-8529



S

5

NIXON ADWVANCE MEN

USINESS

ANDREWS, VINCENT

Vincent Andrews Telnen
315 Beverly Street

Beverly Hills, California

{213) 273-6411

CATHEY , ROBERT : :
Ill1n01s,§\d.te Central Cyp:.x»fnlttee

200 South Second S;neeu

Sgrﬁngflelgl Il}m’lols 621015

(217) 522~ ¥871

‘

ALLEN, RICHARD M.

W. S. Allen
Box 1577

" Salisbury, Maryland 21801

(301) 742-7123

BAKER, ROBERT (BOBBY)
11th Floor-Americana Bldg.

Houston, Texas 77002
(713) CA 4-082%

BARRETT, ARTHUR E. W.

_1114 Americana Bldg,
Houston, Texas 77002
(7_13) CA 7-5672

BARTH ROGER V.
Hodgson, Russ, Andrews, Woods & Goodyear

One M&T Plaza
Buiffalo, New York 14203
(716) 856-4000

BINGHAM, W. RICHARD

Kuhn, Loeb & Company
40 Wall Street '
New York, New York

BIRELY WILLIAM C.

Mason & Company
" Twin Towers'
1110 Fidler Lane

Silver Spring, Maryland 20910

(301) 587-3606

Reproduced at the Richarg Nixon Presidential Library and Museum -
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(213) 474-2657

1004 South Second St. , A
Springfield, Illinois 627
(217) 523-6128

| Rolling Road

Salisbury, Maryland 21,

*(301) 742-4482

445 Blalock
Houston, Texas 77024
(713) HO 8-4088

(716) 837-5432

900 Ashton Road _
Ashton, Maryland‘ 2070

(301) 924-4882



S )53

CARLEY, JOHN

.‘:_E SINESS
BLAKE, JOE
c/o Senator Gordon Allott
United States Senate . it 3
Washington, D. C. 20510 :
(202) 225-5941

BRACKEN, FRANK A, : _ :
320 South High Street o e %
Muncie, Indiana 47305 :
(317) 288-3651 s

BROWN, JOHN R. III
Kopperg™Gompany ,/'/.

-~ \

Y : sz’ )
Pi/‘,‘t”s burgh, enns’ylvanla,
(#12) 391-3300/FExt. 2016

BROWN, PAUL E.
The Derry Real Estate Agency
PO Box 51
Derry, New Hampshire 03038
(603) 432-3306

a4

BULL, STEVE . PwWSE€

Canada Dry Corporation

% 100 Park Avenue
" New York, New York 10017
(212) 532~ 4300

BUT CI—IER DARYL

ERA

* 1825 K Street, N. W,
Suite 101
Washington, D.C. 20006
(202) 222-0745

~BUTLER CHARLES:
815 Connecticut Ave. ,N W

Suite 501 i i =

Washington, D. C,
(202).298-5560

Reproduced at the Richard Nixon Presidential Library and Museum
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6006 Beach Tree Drive
Alexandria, Virginia
(703) 765-9323

50 Warwick Drive
Muncie,  Indiana 47304
(317) 2885-3406

337 Locust
Pittsburgh, Pennsylvan
(412) 731-6168

P RFD 2, Chester Road

Derry, New Hampshire
(603) 432-3957

(516) 489-0180,

© (703) 356-2360

5933 One Penny Drive
' Fairfax Stn,, Virginia ¢
(703) 591-5998

200 East 27th Street
Apts 9U

New York, New York
(212) 889-3069



‘CASHEN, HENRY C, II

' CASSELMAN BILL

BUSINESS

"&..‘-C‘T>\_,‘\@

* . 800 First National Bldg.
Detroit, Michigan 48226
(313) WO 2-5860

X AL L e
c/o Congressman McClory

U.S. House ¢f Representatives -

Washington, D.C. 20515
{202): 22585221

. CLAPP, JEFFREY W, JR.

Ted Bates & Company
666 Fifth Avenue
- New York, New York 10019
(212) 586-0600
|

CODUS,” WILLIAM,R. wc¢

CBS | (maw»{xgwu/
51 West 52nd Street

New York, New York 10019-

(212) 765-4321, Ext. 3185

COLEMAN, ROGER E,
Salt. Inst. :
206 N. Washington Street

Alexandria, Virginia 22314
*(703) 549-4648

CONLIN, MICHAEL

CORCORAN, J. WALTER  ~NeaN

% * 100 East 42nd Street
New York, New York
(212) 697-3600 '

CRONIN, DANIEL J.
Randall Hagner Realty Co

1321 Connecticut Ave. , N, W..

Washington, D.C. 20036
. (202) 659-8700

(KoTweINE)

sl

Sl

*

,
%
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339 Roosevelt Place
Grosse Pointe, Michigas

(313) 882-4102

309 North Pitt

. Alexandria, Virginia 22!

(703) 548-3152

4 Hilltop Road
Pt. Washington, L.IL , 1T

(516) 883-7417

65 Vassar Place

Rockville Centre, L, 1.,
(516) 766-8608

8621 Redwood Drive
Vienna, Virginia
(703) 560-1523

1520 Camb1 idge

. Ann Arbor, Michigan 4¢

(313) 662-5226

(212) 777-6613

5205 Weehawken Road
Washington, D.C. 2001

(202) 656-0425
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q’.:i\
s

CUDLIP, CHARLES T. (CHICK)

' CUDLIP WILLIAM

BUSINESS .

8109 East Jefferson
Detroit, Michigan 48214 .
(313) VA 3-1300

ey
Reader's Digest Assn. Ao balles]
410 New Center Bldg.'
_ Detroit, Michigan 48202
s (313) 875-9600

CULBERTSON, SAMG W AUERANOBRM
c/o Senator George Murphy
Senate Cffice Building
Washington, D:Ci 20510
(202) 1225—384-1

|

DAMGARD, JOHN M. «»

'
I

DEANE, TENNEY 1., JR.
139 South Tryon Street
Charlotte, North Carolina 28202

(704) 372-5820

_DE CAIN, VINCENT

* 733 Third Avenue
New York, New York 10017 .
(212) OX 7-1700

DECKER, RUSSELL K, = G T tx

Cardillo Travel Agency

1056 Broxton Avenue

Los Angeles, California 90024
(213) 272-2721 i :

. DEVANT, HARRY LEWIS

7520 'Red Road - Suite 4
South Miami, Florida
(305) 665-5431

4 Reproduced at thg Richard Nixon Presidential Library and Museum
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1170 Harvard Road
Grosse Pointe Park,
Michigan 48230
(313) 886~ 3122

676 Lochmoor Blvd.
Grosse Pointe Woods

" Michigan 48236

(313) 886-0860

2412 Evye Street; N. W,
Washington, DG 2008

(202) 338-8039

- 315 North Prairie

Dwight, Illinois
(815) 485-2071

243 Tranquil Avenue
Charlotte, North Carol
(704) 332-4089 -

287 Weaver Stree
Larchmont, New York

"(914) 834-0490

1445 Linda Ridge Road
Pasadena, California €
(213) 795-0229 ‘
(714) 494-7834 (laguna

.440 Marmdre Avenue
Coral Gables, Florida

© (305) 667-5273 i



ADVANCE MEN - 5

- BUSINESS RESIDENCE
{/’,/ 'DIEHL, RICK W - |
it i, 280 . Park Ave,, 23rd Floor # g Baysberry Lane

New Ybrk, New’'York ]

(212) 661-8280

WILLIAM Y.

Westport, Connecti
(203). 226-4966

* 2005 Timm,o‘ns_ville Hig
Florence, South Gazrol:
(803) 662-2841

EDENS,
(803) 669-5241
(803) 252,'—.9323
S EEDERLY, CPAUL ' , %
: _ - Irons, Birch, Swi_ndler & McKie
% 1000 Connecticut Ave, , N. W.

Washington, D.C. 20006
(202) 296-5500

(202) 296-2562

. /

FAGAN; CHARLES
Federated Rescarch Corp.

421 < 7th Avenue %

Pittsburgh, Pennsylvania 15219
(412) 391-541]

FARRELL, MICHAEL J.
U.S. Steel Corporation C

1625 K st reet, N. W. : Uo%

Washington‘, D.C:
"(202) 783-2000

GIBBONS, BOYD Ga
% Wyndham Hotel
i 42 West 58th Street
'+ New York, New York 10019
(212) PL, 3-3500 :

-GILLCRIST, DAN

280 Park Avenue . L %

New York, New York
(212) _661-—8280

(4 GOWEN, GEORGE W,  Matciw
: Y Dunnington, Bartholow, Millwe
S - 161 East 42nd Street
New York, New York 10017
(212) MU 2-8811 bt

Reproduced at the Richard Nixon Presidential Library and Museum

213 (703).54843378

916 St, James Street
Pittsburgh, Pennsyls
(412) 681-0865

4415 Ridge Strect
Chevy Chase, Maryle
(301) 652-2368

8509 Hazelwood Drive

Bethesda, Maryland 2
(301) ()_54»~5024
: S84, LD FA A

4 Essex Drive
Eatons Neck
Northport, New York

{616) 757-2291

- 122 East 76th Street

New York, New York

{212) UN "142539 " /



BUSINESD

PREE

HAMILTON, JAMES L. III  Chplr
U.S. Steel Corporation
1625 K Street, N. W.
Washington, D.C."
(202) 783-2000

A
B %

HAWLEY, THOMAS J.
Connecticut Mutual

305 E. Walnut Street -
Green Bay, Wisconsin 54301

(414) 432-4285

HLRGE’\IROTHER BILL
AsI\ for Cindy or Betty

(212) 255-8500

(é;\; 7

/
|
3 |
(s HOWARD, W.R. (DICK)
; 5 }“ A

(213) 386-5400

JACKSON, BRUCE
2701 Harbor Drive

San Diego, California
(714) 296-6681

: S M (5%
(L9 JOHNSON, GENE Lwip
"Associated Transport
380 Madison Avenue
New York, New York
(212) MU 7-8500

.
P

Portland, Oregon 97231
(503) 286-0671 ,

KOETHER, BEN
AMEF
689 Hope Street
Stamford, Connecticut
(203) 325-2211, Ext. 308

KRUIDENIER, PETER

 RESIDENCE

il

(Lo KINGSLEY, DANIEL T. |
o ‘ ~.Box 6215, Linnton Stn. /)<

6116 Temple
Bethesda, Malyland

(301) 365-7878

305 East Walnut Street
- Green Bay, Wisconsin 5
(414) 494-8544

% | 105 West 13th Street
New York, New York

(212) 989-8420

690 East California Blvc
- Pasadena, California 91

(213) 796-6867

o
W

3500 Bayside Walk
San Diego, California

(714) 488-3240

411 East 57th St. ; Apts.
New York, New Y rk 1(
(212) 751=0117 ’

2161 S. W. Laurel
Portland, Oregon 97201

(503) 223-399]

skt

* 4 Nutmes Lane
Westport, Connecticut

(203) 227-2892

* 7312 Fast Neale Drive
Scottsdale, Arizona 852¢

(602)946-3786'

Reproduced at the' Richard Nixon Presidential Library and Museum
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KUEHN, CHARLES - -
Box 1106

Green Bay, Wisc,

(414) 435-4391

LAWRENCE, GEORGE

onsin 54305

G.H. Walker Company

45 Wall Street

New York, New York. 10005

(212) 422-4000

LIEBER, WILLIAM, D.

LINDGREN, DAVID E,

MADDEN, WILLIAM T.

D.S

« Rt

~Hac e

2401 El Camino Real
Palo Alto, California 94036

(415) 326-1771

MANICCI, GINO =

(415) 832-2121,

MARQUEZ, TOM

; »BU (,\‘\\,'\“'

Ext. 47757

280 Park Ave.., 23rd Floor
New York, New York

(212) 661-8280

McCANN, ROBERT A,

(202) 737-3630

MOORE, ORMSBY.S. (DUTCH)
Jefferson Building
Towson, Maryland 21204

(301) 821-7179

Reproduced at the Richard Nixon Presidential Library and Museum
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sk

211 South Monroe Stre:
Green Bay, Wisconsin
(414) 437-1344

Charles Road, R.F.D.
Mt. Kisco, New York I
(914) 666-6893

‘245 Hatchison Road

Englewood, New Jerse
(201) 568-3417

8340 de Longpre Avenu
Apt, F

Los Angeles, Californi
(213) 654-6645

3034 Beverly Street
San Mateo, California
(415) 345-8263 '

2601 Camino Lenada

Qakland, California 94
(415) 531-8710

.15 Side Hill Road

Westport, Connecticut
(203) 227-5341

823 - 22nd Street, N.V
Washington, D.C. 200
(202) 293-1593

%4335 Pennsylvania Avenue

Perry Hall, Maryland
(301) 668~7902

t



BUSINESS ’ RESIDENCE

o

6% MORGAN, EDWARD L. : . ! _ 2
323 Security Building™ : . %  4087-A East Campbell

?mcmx, ArlxoﬁaMSSOOZ ; - Phoenix, Arizona 85018
6

2) 25246547 | , (602) 955-8183

MUERER,. THOMAS E.

Gn

i) Electronic Data Systems. : '
- Exchange Bank Bulldlng "% 8208 Spring Valley Rd.,
Dallas, Texas : Dallas, Texas 75240
(214) 35843171 j _ (214) 231-8385

MURPHY, ED,
Gallagher Bros. ; : ,
39 Broadway , b 31 Roxen Road

New York, New York 10006 i © Rockville Centre,L.I.,1I
(212) 943-5534 , ; . © (516) RO 4-2506

(4 NIDECKER, JOHN E. -}eAN N
510 Pine Street ; ‘ * 195 Adams Street

New York, New York 10005 ' .. Brooklyn, New York 1l:
(212) 422-1600 (212) 522-0651
5/! ORR HERBERT (HUB) Wa.Sweaw&
{ ¢/ o Mobil Oil C01pora‘uon DD ~Capus ,
464 «Doughiy Bouleyat d S\, whadh =, * 42 Hurtin Blvd.
Inwood Négw Yprk 11696 W \ev o L& Smithtown, New York 1.
1516) CE 9M€616, Ext. 30%M\2/17¢8 2442 ,‘?«Jf' (516), 724-7318
: : a4 L{*bo\ﬁ :
ORSER,| PETER' '
Libbey, Owens, I'ord .
811 Madison Avenue - % 26623 West River Road
‘Toledo, Ohio 43624 .. Perrysburg, Ohio
(419) 242-5781 i v . (419) 874-5166
6,,% PANTOS, GEORGE J. "
U.S. Chamber of Commezrce ;
1615 H Street, N.W. . : % 6714 Renita Lane
‘Washington, D.C. 20006 ! :  Bethesda, Maryland

(202) 659-6168 ' : (301) 365-8392

'@, . PHILPOTT, ROBERT E,
i U. S, Steel Corporation : :
1625 K Street, N. W. : ; 1536 Endsley Place
Washington, D, C. 20006 < . Crofton, Maryland 2111
(202) 659-6168 : : (301) 721-2141

.
&
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_SUSINESS

44 -PURDY, CALYTON C. (CAL) = davg
Michigan & Midwestern Corp.
63 Kercheval Avenue
Grosse Pointe ilarms,
Michigan 48236 °
(313) 886-6010

PURDY, THOMAS D."(TOM) =~ 9
‘National Bank of Detroit
611 Woodward Avenue
: : Detroit, Michigan 48226
’ . (313) WO 5-6000, Ext. 2764

~ REAGAN, TRAVIS
Pt Electronic Data Systems
Exchange Bank Building
Dallas, Texas )
.(214) 358-3171

REDDING, ROBERT E,

: Trahsportation Assn., of
Am.V.P. & Gen. Counsel
1101 - 17th St. ,N. W.
Washington, D.C. 20036
(202) 296-2470 '

U+ RELLER, WILLIAM E. (BILL)
*California Lands Investment Co.
260 Sheridan Ave., Suite 400
Palo Alto, California 94306
(415) 321-2600

RIDGE, WARREN
] “ 3443 N. Central

Phoenix, Arizona
(602) 264-6886

(4 RITTERHOFF, JOHN W.

Isotopes

Box 4937

Middle River, Maryland 21220
(301) 687-3800, Ext. 7141

ROBERTS, DONALD G,

s Telephone Company
1710 H Street, N, W.
Washington, D.C. 20006
(202) 392-3312

Reproduced"at the Richard Nixon Presidential Library and Museum

RESIDENCE

o
v

3

\
3

HJ

39 Deming Lane
Grosse Pointe Farms,

. Michigan 48236

(313) 881-3135

4114 Westover Drive

Orchard I.ake, Michiga:
(313) 626-7296

5723 Hanover

" Dallas, Texas

(214) 227-5341

9809 Hillridge Drive
Kingston, Maryland
(301) 949-1888

1814 Guinda Street ‘
Palo Alto, Califo:nia 94

(415) 327-6745

1630 B, Sierra Vista
Phoenix, Arizona

(602) 277-2313

537 Wyngate Road
Timonium, Maryland 21
(301) CL 2-3628

: 2713 Winterberry J’lace

Bethesda, Maryland 200
(301) 828-1500



BUSIN 655

(A ROBERTS, MALGOLM - e € i
: United Savings of Dallas Tee ¢ Daders
(same as residerice) : R R

ROSE, JONATHAN CHAPMAN
c/o H. Chapman Rose
1750 Union .Commerce Bldg.
Cleveland',. ©Qhio 44115
(216) 621-5800 °

6y RUDDY, ROBERT E. (BOB)
' c/o Senator Karl Mundt

5241 New Senate Office Bldg. : B

Washington, D.C. 20510
(202) 225-5842°

RUSTAND, WARREN S,
Fidelity Union Life Ins., Co.
1814 East 6th Street %
Tucson, Arizona 85721
(602) 792--0570
‘Su’\ SCHEDLER, SPENCER J,
Sinclair Oil Company

600 Fifth Avenue e

New Yofk, New York
(212) CI 6-3600, Ext. 7037

JORNL,

Seney Kitchen Equlp. Co.

226 West Camden %
Baltimore, Maryland 21204 - '
(301) Serat 7-2482

SENEY,

SH ENTON, HARRY W, ;

Gremplexr Realty Co. ‘

402 E. Joppa Road : b
Towson, Maryland 21204 :
(301) Valley 5-6400

(4 SNYDER, DICK
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Tuesday and
Home:
Cambndg,e (617) 491-4743

~ Annapolis,

RESIDENCE

\..‘31'»'«\14#/

AFLET RResc
6850-Evans Street
Houston, Texas 7/01«4
{F48)-649 6848

“hursday - Cl
(216) 421-4873

(617) 491~ 4?44

800 - 4th St., S.W., A
Washington, D.C. 200:
(202). 638-6836

5202 FNast Second Strec
Tucson, Arizona 8570z
(602) 795-2260

345 East 52nd St., Apt
New York, New York
(212( 838-6561

1300 Westellen Road

Baltlmole, Maryland
(301) 828-1500

428 Range Road v

‘Towson, Maryland 21

(301) Valley 3-9303

84 Market Street
Maryland
(.301) 267-7986



EXECUTIVE \&/
g,j /“"r -«»;

S -1t~/ / z“*mw Negh ;:ﬁ‘
¢

THE WHITE HOUSE

WASHINGTON

April 29, 1969
MEMORANDUM FOR DWIGHT CHAPIN

To confirm the two things we talked about
yesterday afternoon, I am following up with
Mary Rawlins to make sure that she receives
proper consideration for a pay raise. Also
concerning Mr., Sloan's problem, we are
currently looking for someone who might be
able to help out in that area and should have
a response by Thursday.

Sorry this item has taken so long, but there
seems to be some difficulty in procuring people
to work directly for the White House.

i

Larry Higby
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TO: LARRY HIGBY

FROM: BILL HOPKINS

In connection with the attached, I suggest
adding something like the following to
paragraph #2 re compensatory leave:

A valid record of compensatory
time must be maintained in your
office for use as a basis for
granting any compensatory leave.

If this goes out as a memorandum, it also
seems important to me that it be addressed
only to top staff. In this way the top staff
member will be responsible for arrange-
ments for all of those working within his
area.

(Memo to Staff re scheduling of secretarial and
clerical assistants for vacation period - HRH)

WJIH:rah

Notning elce sent te
Ceutral Flleq qs of - é’/’é@

RECEIVED
MAY 81969
CENTRAL FILES
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THE WHITE HOUSE

NASHINGTON

May 6, 1969

MEMORANDUM FOR

With the approach of the vacation season, it is essential that
each Member of the Staff schedule the vacation period of his
secretarial and clerical assistants with a view toward assuring
that his group remains self sufficient.

As you are aware, the primary mission of the Correspondence
Section is to handle miscellaneous correspondence for the
President. As such, it will be unable, in most instances, to
provide temporary secretarial and clerical assistance during
the vacation season. With this in mind, it will be necessary
to stagger vacations so that workload can be redistributed
during the absence of particular individuals.

Should the situation arise where proper scheduling of vacations
within an office cannot alleviate the need for additional help,
Mr. Hopkins will need to have advance notice of at least three
weeks so that he may attempt to find suitable temporary help.
In this way, he will have the opportunity to see what other
arrangements, if any, can be made.

H.R. HALDEMAN
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LEAVE AND VACATIONS

A summary of the vacation provisions of those employees covered
under the Lieave Act for the Federal Government are as follows:

l. The rate of annual leave accrual is based on the
individual's aggregate amount of creditable service
as follows:

a. For the first three years of service all
employees under the Lieave Act earn 13days
annually at the rate of 4 hours per pay period.

b. From 3 to 15 years service, 20 days are
earned at the rate of 6 hours each pay period.

c. Beyond 15 years, 26 days at the rate of
8 hours each pay period are applicable.

With initial appointments under the Leave Act, or appointments
after a break in service, a period of 90 days must be served
before annual leave can be credited and used,

While, for many of th ew members of the White House Staff,
it will mean that while the e et a sufficient amount

of time to ac e full 13 days leave, it is possw
'igr/]é/days leave on the following basis:

While under the above statues many members of the White House
Staff will not have accumulated sufficient service to be entitled to
a full 13 days, it is nonetheless possible for them to take 13 days
under the following provisions:

l. It is assumed that the employee will continue to work
throughout the balance of the year and thereby will have Sk

earned the balance of the leave WWW"&M {ir{,p ”f

and/or

2. The leave can be considered compensatory if the
employee has consistantly worked more overtime than
he has been compensated for due to the 4 hour overtime
limitation each week.

Those members of the White House Staff who hold Commissions

are not covered by the Leave Act and the above provisior.q,d‘o—e’s”"'(j{{‘;'~
not apply.
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MEMORANDUM IS

THE WHITE HOUSE =

WASHINGTON

May 12, 1969

MEMORANDUM FOR

THE WHITE HOUSE STAFF

In order to most effectively program the utilization of the Correspondence
Section personnel, it is necessary to require that all requests for

the temporary detailing of secretarial help be submitted in writing

to Bill Hopkins. Your memorandum should include:

1. Reason that additional help is required.
2. ’ Time interval for which the help is required.
e : The type of work that is expected to be performed.

This will give us an opportunity to make maximum utilization of the
skills of the personnel in question.

Since the Correspondence Section is presently two weeks behind on the

Presidential mail, we should all insure that we have a definite
requirement before requesting additional help.

TR

John R. Brown
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THE WHITE HOUSE
WASHINGTON
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Miss Rose Woods

Mr. Robert J. Brown

Dr. Burns

Mr. Chapin

Mr, Sloan

Mr. Davies

Dr. DuBridge

Mr, Ehrlichman

Dent
Morgan
. Sears
. Cashen

Flanigan

Hofgren

Mr. Harlow
] 7 1

Mr. Belieu

Mr., Timmons

Mr. Grubb

Mr., Keogh

Mr. Buchanan

Mr. Price

Mzr. Safire

Dr. Kissinger

Mr. Klein ?

Mr. Costello

Mr. Thompson l

O R R ] T ? i

Mr. Moynihan

Mr. Hess
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Mr., Zartman

Price

Mr.

Mr. Whitaker

Mr. Charles Wilkinson

Mr. Atwater

Mr. Ziegler

Mr. Warren

Mrzr. Elbourne
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- - o
EXECHTIVE )
LS &
May 12, 1969
MEMORANDUM FOR
LARRY HIGBY
FROM BUD KROGH
SUBJECT EMPLOYMENT OF CATHERINE CAMPBELL /
TWO-WEEK RETENTION OF JAMES COLLIER
A

X

As you know, we hired Catherine Campbell last week to serve
as our clerk-typist, who will be assisting Miss Brown and
Miss Hruska. She is coming on board at a GS5-5 level.

It would be much appreciated if we could keep Jim Collier
around for two weeks for training purposes; specifically,

Jim has done a great deal of the filing in our revised pass sys-
tem, and I would like to have him train Miss Campbell and to
clear up the large backlog which has developed.

Two weeks should be pleinty of time.

Thanks very much.

n
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