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Tom McCoy, Assistant to the Head of Social Correspondence December 23,

Duties :
1) In absence of Mrs, Christine Stugard, who is in charge of Social Corres~

pondence, Mr. McCoy is in charge.

g)ﬂ Opens, étamps, reads, sQrts, and distributes mail according to
catégories set up and assigned by Mrs. Stugard, inéluding general mail
réquiring individual replies and robotype mail.

3] Prepares a weekly Mail Status Repoft to Mrs. Stugard indicating
number of piecels of mail held over by each person, if any, and current

!
number of letters assigned for each person for that week,

4) Compiles figures for Mrs. Stugard!s Weekly Mail Report to Mrs.
Johnson,
5) Checks iﬁcoming mail with "Friends! File" to indicate type of answer

requires and to ascertain whether or not mail should be sent promptly

to Mrs. Johnson.

f 6) Is alert to use PEADLINE stamp on mail so that answer can be

red~tagged and answered promptl'y.

7) Maintains liaison with Robotype Room ;.i'-xd orders, when necessary:
robotype mail,

8) Dispatches promptly mail requiring previous file to Social Files.
9) Acts as Liaison between Social Correspondence and Social/Central

4

Files,

(contd)

1965



Tom McC oy, Duties:

:10)_Re‘£er;s foreign mail fo Depar‘tment of Statel for appropriate
translation and/or handling. | | .

11} Proééséing ''special category' mail is a major task for this employe,
a.s,.-iﬁ addition to his daily mail oi:ening/sta.mping/separating duties, a
_UBeautification project will bring in 400 letters in a couple days; an
"anniversary' will bring in another. 1500, a ”birthday';'of Mrs...]'ohnson,
for e'xample, will bring in an extra 300 letters or ;:arcis. Then the
7-(!3hristmas season brings in 25 to 35,000 cards/letters, a portion of
which must be checked against thg President's and Mrs. Johnson's
official Chfistmas Card list,

12} Total number of le_tter's‘ per week ranges from 1300 to 1800,

.13) Maintains Time and Aftenda.nce Cards for Social Correspondence
Office, Sociai Offices, and the Office of the Press Secretary to the .

' First Lady. . v

%ﬁ&wgﬁqw& ..

Christine Stugard

Staff Assistant for Social Correspondence

12/23/65



Cynt'hia E. Wilson
Correspondence Assistant

.. reading and appraisal and the exercise of considereble ilndependent judgment in de-

10. Descriplion of duiles and responsibilitica (Ses Quide to Position Olessiflers, Employecs, and Supervisors for the ‘.l"'ﬂ:pnml.ion of PRrtion ] Descriptions, Stondard Form No. T6A)

Under general supervision, performs principal duties as follows£

. Subject to review, is assigned for reply or dispositiom correspondence addressed to
the Wife of the President, covering a wide varlety of subjects, requiring careful

termining upon the type of response to be made thereto or the disposition to be made
thereof ; and the observance of policles, precedents, and procedures followed in re-
ferring correspondence or in preparing eppropriate, concise, grammatical, tactful
letters for the signature of the Wife of the President or for her Secretary.

Writes letters from brief instructions usually noted on mergins of letters that have
been referred to the President‘’s Wife or her Secretary.

Performs related tesks as assigned.

-

It maore spaca la requlrod, uso the other sida and additlonal pages also 8 x 1014 16—4T706-8 B & GOVINAMCHT F41NTING OFFICK
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Elizabeth L. Tilson
Correspondence Clerk

18. Dascriplionof duiles and responsibititea (Soe Gulde to Posltion Classiliars, Employced, and Supervisors for thagfapmtlnn of Pn}‘f‘on Doserlptions, Standard Form No, 754)

Under general supervision, performs principal duties as follows:

Subjeet to reviéw, is assigned for reply or disposition correspondence addressed to
the Wife of the President, covering a wide variety of subjects, requlring careful
reeding and appraisal and the exercise’ of considerable independent judgment in de-
termining upon the type of response to be made thereto or the disposition to be made
thereof , and the observance of policies, precedents, and procedures followed in re-
ferring correspondence or in preparing epproprisate, cancise, grammatical, tactful
letters for the signature of the Wife of the President or for her Secretary.

Writes letters from brief instructions usually noted on margins of letters that have
been referred to the President’s Wife or her Secretary.

Performs related tasks as sssigned.

-

X¢ mora epace I8 requlrod, use Lhe otber side and addianal pages aize 8 X 103 10—47700-8 e S GOYENNMINT PRLNTING OFFICR



Thomas R. McCay as-8

Elizabeth L. Tilsom Gs-7

Margaret Micheel GS-5 - detalled from Dept. of Tremspartatica,
Federsl Highwey Admin.

Patricis K. Hovard G5-5 - detailed from Treasury Dept.

Barbers Asa Dillvorth G8-hm - detailed from Navy Dept.

Julis A. Skensndere GS-7 - Gstailed from Dept. of the Interiar

Joanne M. Nevergelt GS-3 - detailed from Savy Dept.

Pred B. Jefferson 0S-6
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12/12/67

SOCIAL CORRESPONDENCE SECTION

Ky 3 da f,‘ —+ Pr ‘
4’1‘1‘1@3 R. McCoy GS-8 Al 30, 146 A
\’({lizabeth L. Tilsen Gs-T Tud, ¥ 196 >
Margaret Michael (S=5 « detailed from Dept. of Transpertation,

Federal Highway Admin.

Patricia K. Howard GS-5 - detailed from Treasury Dept.
Barbara Ann Dillworth GS-4 - detailed from Navy Dept.
Julia A. Skenandore GS-T =~ detailed from Dept. of the Interior
Joanne M, Nevergelt GS=3 « detalled from Navy Dept.

40 Hor—
Fred E. Jefferson GS-6 S R anad i | Y
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THE WHITE HOUSE

WASHINGTON

* November 24, 1967

MEMORANDUM FOR MRS, ROBB

Subject: Advancement of Mr. John Scarfone
from GS-9 to GS-10

With respect to the varied new assignments
given Mr. Scarfone relating to his talents and

abilities, it is felt he merits an advancement at
this time.

The above employee is ANITIZERD

Sanford L. Fox

Approved:

Mrs. Bess Abell

cc: Mrs. Carpenter



11/15/67

SOCIAL ENTERTAINMENTS QFFICE

. Present Date last
Name Grade Promotion
SANFORD L. FOX Gs-14,sl¢r L 2/18/62
Janice M. Ingersoll GS=-11 5/2k4 /6k
William T. Gemmell GS-11 5/21/67
*+ Myra L. Boland . Gs-9 1/1/61
~ Margaret F. Deeb GS-9 1/2/66 o
- Detailees:
v & ~Phyllis—A-Kansa - —————FSSa10 7/25/66_ _.___ from State. Dept. .
e (equiv. GS=k4)
\"‘5‘(’#‘- Joun 3. Searfone _ __ _ G8-9 ____ 9/es/es SANITIZED
e e T P AR,
Alexander B. Schiavoni GS-7 12/5/66 from Dept. of Army

F

In addition to the above there is one on military assignment (Andrew Lyons),
and others who serve intermittently, when needed, who are paid on hourly
basis "when actually employed."



WASHINGCTQON

(@y/)me 25, 1965

Mr. Russell H. Armentrout, Jr. (Assistant Chief of the Social Eiq‘ter-
tainments Office, GS-12) advises that he wishes to accept - —:-liiiicsid

and will be leaving our employ about the end

'MEMORANDUM-'FOR MRS, CARPENTER

of September.

It is imperative that steps be taken to afford us a suitable replacement
as much in advance of his departure as possible, thereby providing essential
indoctrination period.

During the past few weeks I have interviewed several qualified applicants
and have found one, Ronald J. King, whose training, experience, and personal
attributes seem most fitting for the position to be filled. Mr. King is presently
employed by Cooper-Trent, Inc., Arlington, Virginia, with an annual salary
of $8, 900. A duplicate of his SF 57 is attached herewith.

I wish to recommend his appointment to our rolls as soon as necessary
security investigation is completed and satisfactory clearance granted.

It is desired that his initial appointment be as Assistant to the Chief,
Social Entertainments Office, GS-11/1 (which has basic per annum rate of
$8, 650 and, with overtime pay, would meet the amount he has stipulated as
necessary).

It is further recommended that he be promoted to Assistant Chief, Social
Entertainments Office, GS-12/1 ($10, 250 basic per annum) when Mr. Armen-

trout actually vacates the position he occupies as GS-12.

Your approval of this two-fold recommendation would be appreciated.

il /aww/ -

v
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MEMORANDUM By

THE WHITE HOUSE

WASHINGTON

June 25, 1965

MEMORANDUM FOR MRS, CARPENTER

Mr. Russell H. Armentrout, Jr. (Assistant Chief of the Social Enter-
tainments Office, GS-12) advises that he wishes to accept st va b il

and will be leaving our employ about the end
of September.

It is imperative that steps be taken to afford us a suitable replacemer'xt
as much in advance of his departure as possible, thereby providing essential
indoctrination period.

During the past few weeks I have interviewed several qualified applicants
and have found one, Ronald J. King, whose training, experience, and personal
attributes seem most fitting for the position to be filled. Mr. King is presently
employed by Cooper-Trent, Inc., Arlington, Virginia, with an annual salary
of $8,900. A duplicate of his SF 57 is attached herewith.

I wish to recommend his appointment to our rolls as soon as necessary
security investigation is completed and satisfactory clearance granted.

It is desired that his initial appointment be as Assistant to the Chief,
Social Entertainments Office, GS-11/1 (which has basic per annum rate of
$8, 650 and, with overtime pay,  would meet the amount he has stipulated as

necessary).

It is further recommended that he be promoted to Assistant Chief, Social
Entertainments Office, GS-12/1 ($10,250 basic per annum) when Mr. Armen-
trout actually vacates the position he occupies as GS-12.

Your approval of this two-fold recommendation would be appreciated.




8 March 1968

MEMORANDUM
TO: Liz and Bess
SUBJECT: Womans Speakers Bureau - DNC

Yesterday [ gave the Anti-Crime Speech at an Inside Happening
that Jean Kintner held to try out speeches and speakers.

You will undoubtedly have a report from Jean, but [ want you
to have an inslder's comments, too:

Mrs. Alan Boyd on Transportation - shy, but sincere and gc;)od.
Peggy Wood on Housing - forceful, intellectual.

Mrs. Richard McCarthy - not as good on alr and water pol-
lution as she was on travelling with her five children
around Washington. However winsome and funny.

Mrs. William Crook on Poverty (husband is head of VISTA).
An incredibly good speaker. Involves audience bn
her subjecy. Very 'with it."

Gerri Komer on Viet Nam -
This is the real pupose of my memo. Gerri was a
disaster. Jean Kintner started off by apologising
profusely for asking Gerri ta talk about such a
"delicate subjsct, "' but since it s topmost (n voters'
minds, she felt obliged to have [t on the program.
Gerrl had hoped to give a speech on pacification,
but since the Tet offensive knocked the stuffing out
of that, she had very little to say, except some old
quotes from lke, JFK, and LBJ.

Lis and Bess: Viet Nam is going to come up throughout the campaign,
and I think Womens Speaker Bureau members bhad better be armed with
some good, forceful information. We'll never win the election or the
war f we are apologetic. I'd be glad to try to work up a speech, i
enough good, solid background information can be provided.

SR




December 13, 1967

Memorandum for Marvin Watson
From Bess Abell
Re: Promotion of Fred E. Jefferson

Attached is a revised job description for the position held by

My. Fred Jefferson. 1 recommend that his position be upgraded
from GS-6 to GS-7, and that the title be changed to Assistant to

the Social Secretary. The reasons for these recommendations are:

1. Increased responsibility and accountability in reference to the
delivery of State Gifts ~- because of the great increase of foreiga
visitors and social functions.

2. New telephone duties in answering inquiries as stated in Item 6 of
the attached job descriptioa.

3. For the past six years Fred E. Jefferson has been a loyal, devoted

and competent employes. He has comtinually demonstrated a
willingness to serve in every way possible.

Appreved

See me



https://pGeltt.Ga

ASSISTANT TO THE SOCIAL SECRETARY - G5-%

The purpose of this position is to serve as an Aesistant to the Social
Secretary of the White House. In this position, the incumbent must:

1. Review outgoing correspendence in reply to mail addressed to the
First Lady and children verliying addresses, proper anglosures,
routing of copies. Type routine matiers connscted with mail.

. Responsible for liasion with messenger and supply personnel to:
A = Insure expeditions delivery of correspeadance and memoranda
to the Presideat and Mre. Johnson,

B - Maintain sufficient supplies for the use of social sscretariat and
the Firet Lady.

3. Responsible for delivery of valuable items to Firat Lady in additien to
previding perecnal services for the First Lady.

4. Transmits and delivers personal and olficial m ssages to Cabinst
Membeors and Members of the Dijjomatic Corps from the First Lady and
the Social Secretary.

5. Solsly respensibls for delivery of State gifte sxchanged betweea the
Presideat and First Lady and visiling Heads of Stats {rom around
ths world. This respomsibility involves the handling if iteme
worth thousands of dollars. Thie function has greathy increased
during this past year because of the large influx of foreigna visitors
and seocial functions.

6. Receives and answers telsphone inquiries from afficials, their wives,
and members of the general pudlic, regarding the social calendar,
invitations to the White Heuse, giits to the Presidant's wifs, ete.

7. Delivers parsonally invitations to Embaseies in connection with State
events.

8. Performse other duties as ao.lpd

The incumbent in this position must maintain high standards of dress

and decorum. Aes personal representative of the First Lady in delivering
notes, invitations, and gifts, the incumbent must display responsibility and
trustworthiness as well as decorum appropriate to the occasion.


https://lavel.ea

December 13, 1967

Mamorandum oy Marvin Watson
From Bass Abell
Re: Promotion of Fred E. Jefferson

Attached {s a revised job description for the positioa held by

Mz. Fred Jefforson. I recoammend that his positien be upgraded
from G8-6 to GS~7, and that the title be changed to Assistant to

the Soclal Secretary. The reasons for these recommendations are:

1. Ingreased responsibility and accountabllity in reference to the
delivery of State Gifts -~ because of the great increaee of foreiga
visitors and eocial functions.

2. New telephone duties in answering inguiries as stated in Item 6 of
the attached job description.

3. For the past six yeazs Fred E. Jefferson has been a loyal, devoted

and competent employes. He has continually demonstrated a
willingness to serve in every way possibls.

Approved
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ASSISTANT TO THE SOCIAL SECRETARY - GS-&

The purpose of this position is to serve as an Assistant to the Social
Secratary of the White House. In this position, the incumbent must:

1.

2.

3

4.

.

7.

Review cutgoing ¢orrespondencs in reply 10 mail addresssd to the
First Lady and children veriiying addresses, propsr eaclosures,
routing of copies. Type routine matters connected with mail.

Respoasible for liasion with messenger and supply pereonnal to:
A - Insure expeditious delivery of correspendence and memoranda
to the President and Mrs. Johnesom,

B - Maintain sufficient supplies for the use of social secretariat and
the First Lady.

Responsible for delivery of valuable items to First Lady in addition to
providing personal services for the Firet Lady.

Transmits and delivers personal and officlal m ssages to Cabinet
Members and Members of the Dijjomatic Corps from the Firast Lady and
the Social Secretary.

Seolely vesponsible for delivery of State gifts axchanged between the
President and Firet Lady and visiting Heads of State {rom around
the world. This respomsibility involves the handling if items
worth thousands of dellars. This function has greathy increased
during this past year because of the large influx of foreign visitors
and social functions.

Receives and answers telephone inguiries from oificials, their wives,
and members of the general public, regarding the social calendas,
invitations to the White House, gifts to the President's wife, ete.

Delivers personally invitations to Embassies in connection with State
svents.

Performs other duties as assigned.

The incumbent in this position must maintain high standards of dress

and decorum. As personal represantative of the First Lady in delivering
notes, invitations, and gifts, the incumbemt must display responsibility and
trustworthiness as well as decorum appropriate to the occasion.
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THE WHITE HOUSE

WASHINGTON

April 27, 1968

MEMORANDUM FOR MRS, ABELL

This is a progress report on the several personnel actions you
recommended and in which Mrs, Carpenter concurred.

On receiving your memoranda of April 10, I checked with Matt
Coffey of Mr. Macy's office to ascertain whether or not the
description of duties which accompanied your memoranda had
been evaluated by the Civil Service Commission and found to be
in accord with the grades recommended. When he told me that
this had not been done and that it would be appropriate for us to
seek evaluation by the Commission through our customary
channels, this was done,

Word of evaluation by the appropriate representative of the
Commission has now been received and their response is as
follows:

I, Elizabeth L, Tilson Position as described is o.k,
for G5-8 and possibly GS-9,
but title should be in the
nature of a staff assistant
- not secretarial, (Perhaps
"Correspondence Assistant
(Secretary)" would do?)

2, Cynthia E, Wilson Position as described would
be o,k, for GS5-9, because of
writing duties (speeches, etc.)
and suggested title is o. k.

3. Myra J. Boland No change from present GS-9

4, Thomas R, McCoy No change from present GS5-8



In view of the above I shall proceed to recommend to those who
formally approve such actions here that promotions be processed
in the case of Elizabeth L., Tilson and Cynthia E. Wilson,

As to Myra J. Boland and Thomas R. McCoy, in view of the
reaction of the Commission, action cannot be taken, on a
classified basis at least, but I shall be glad to talk to you about
these cases if you wish,

As to Mr. Fox, I shall be glad to join in this recommendation.

Under the Civil Service rules, certain statements have to be made
regarding performance to qualify for a quality increase and for

that reason I am attaching a suggested memoranda for your signature.
If you will sign it and return it to me we will then move forward with

4
William ; Hopkins




March 8, 1968
Memo to Marvin Watson
From Lis and Bess

We're so glad you thought that this side of the White House did a grand,
grand, grand job during the wedding, Christmas, -- and previously! There
are many unsung heroes and nothing sings better Marvin, than the glorious
ring of a cash register --«~ YOURS!

We appeal to you to give some pay raises to the following people:

Betty Tilson - beautiful, efficient blonde - mother of 4, wife of a man just
back from serving 13 months in Viet Nam. She really runs the correspondencs
office -- letters on everything from Yuki to the Symphony Ball. Does it
quietly, efficiently - and is no prima donna. Is highly loyal to the President
and Mrs. Johnson. Har last promotion to GS Tywas in 1962, which was five
years and three babies ago.

Tom McCoy -- opens and sorts every piece of those damn increasing mail
bags that represent the great American public. And he sorts it well six

full days a week and sometimes holidays. Mras. Johnson's letters are
answered as promptly as any in the White House. He really ie the Glenn
Stegall type -- and you know how terribly vital that is to any organization.
He's a GS 8 and deserves to be at least a GS 9. Has 7 children and a sick
wife -» which may be one reason he's glad to come down here on holidays.
He's really worked at learning the Johnsons' friends, and wisely and carefully
channels the First Lady's mail.

Cynthia Wilson - was handpicked by Mrs. Johnson out of the University of
Texas Journalism School and is astuteenough to handle almost any job for
the First Lady or the President. She does many of the messages to large
organisations. She has advanced Mrs. Johnson's trips with the finesse of

a Marvin Watson trainee. We need her forever, but she could, 1 know, ring
down a much bigger salary at almost any newspaper in to¥ Har last raise
was in April, 1966 to GS 7. But she pinch-hits willingly in every office
around here and at everything from greeting guests at a State Dinner, to
putting together meaningful scrapbooks for state visitors and the Johnsons
personal friends. She's someone you can put in front of the public and be
proud of, She works long hours, can draft speeches, and is the best all-
around helper to both of us in a hurry. She should be a GS 9.
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THE WHITE HOUSE

WASHINGTON

Serromry I8, 1968

Memo to Marvin Watson
From lLiz and Bess

We're so glad you thought that this side of the White House did a grand,
grand, grand job during the wedding, Christmas, -~ and previously!
There are many unsung heroes and nothing sings better Marvin, than the

glorious ring of a cash register -- YOURS!
aﬂ_yMappea.l to

Betty Tilson --- beautiful, efficient blonde -~ mother of 4, wife of a

man just back from serving 13 months in Viet Nam. She really runs the
correspondence office -- letters on everything from Yuki to the Symphony
Ball. Does it quietly, efficiently -- and is no prima donna. Is highly
loyal to the President and Mrs. Johnson, Her last promotion to G5 7 was
in 1962, which was five years and three babies ago.

you to give some pay raises to the following people:

Tom McCoy -- opens and sorts every piece of those damn increasing mail
bags that represent the great American public. And he sorts it well six
full days a week and sometimes holidays. Mrs. Johnson's letters are
answered as promptly as any in the White House. He really is the Glenn

" Stegall type -- and you know how terribly vital that is to any organization.
He's a GS 8 and deserves to be at least a GS 9. Has 7 children and a sick
wife -- which may be one reason he's glad to come down here on holidays.
He's really worked at learning the Johnsons' friends, and wisely and
carefully channels the First Liady's mail.

Cynthia Wilson -- was handpicked by Mrs. Johnson out of the University
of Texas Journalism School and is astute enough to handle almost any job
for the First L.ady or the President. She does many of the messages to
large organizations. She has advanced Mrs, Johnson's trips with the
finesse of a Marvin Watson trainee, We need her forever, but she could,
I know, ring down a much bigger salary at almost any newspaper in town,
/‘“ W ra.ise?i‘r%ril, 1966 to GS=7. But she pinch hits willingly
in every office around here and at everything from greeting guests at a
State Dinner, to putting together meaningful scrapbooks for state visitors
and the Johnsons personal friends. She's someone you can put in front of

the public and be proud of.
Co A’M;H ) A2 Fonrt™
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January 18, 1968

Memo to Marvin Watson
¥rom Lis and Besa

We're so glad you thought that this side of the White House did a grasd,
grand, grand job during the wedding, Christmas, -- and previouwsly!
Thers ars many unsung herces and aothing sings better Marvia, than the
glorious ring of a cash register -- YOURS!

Starting the New Year we know how you feel all hears, and so we appeal to
you to give some pay raises to the {ollowing people:

Betty Tileon --« baautiful, efficient bionde ~-- mother of ¢, wife of a

man just back {yom serving 13 months in Viet Nam. She weally runs the
cerrespondence office -~ letiers on sverything from Yuki to the Sgpmphony
Ball. Deoas it quistly, efficlestly <- and is no prima donna. Is highly
loyal to the President and Mrs. Johnson. Her last premotion to GS 7 was
in 1962, which was {ive years and three babies ago.

Tom McCoy -~ opens and sorts every piece of those dama increasing mail
bags that represent the graat American public. And he sorts it wall six
full days a week and sometimes holidays. Mrs. Johnson's lettere are
answered as promptly as any ia the White House. He really s the Glean
Stegall type -- and you know hew terribly vital that ie to any organization,
He's a G3 8 and deeerves to be at least 2 G35 9. Has 7 childres and a sick
wife -~ whkich may be one reascn he's glad to come dowr here on holidays.
He's really worked at learning the Johnsons' frisnds, and wisaly and
carefully channels the First Lady's mail.

Cysnthia Wilson -- was handpicked by Mrs. Johnson out of the Univorsity
of Texas Journalism School and is astute enough to handle almost any job
for the Firet Lady or the President. She does many of the messages to
large organisations. She has advanced Mrs. Johnson's trips with the
finasse of 3 Marvia Wateon trainee. We need her forever, but she could,
I know, ring down a much bigger salary at almost any newspaper in town,
She did have a raise in April, 1966 to G3-7. Dut she pinch hite willingly
in every office around here and at everything from gresting guests at a
State Dianer, to putting together meaningful scrapbooks for stats visitors
and the Johnsons persomal friende. She's someons you can put in front of
the public and be proud of. '




Sanford Fox -- who does so much for the First Family and for all of

us -- as you know as well ws well as we do. He is now a GS 14, s#ep 5.

He is an artist with an artistic temperament, and we need him desperately.
You know how much he gives the really tasteful touch to everything -- from
designing the beautiful programs for each State dinner to special scrapbooks,
Christmas cards, ceremonial presentations for visitors. The beat way to
say '"thank you'' with feeling i{s a raise. Can we jump him 3 or 4 steps within
his grade? His last promotion was almost é years ago |




CAPITAL BUSINESE FORMS, ING., EM. 2-7373, WASH., D. T,

TO:MARVIN WATSON
FROM: LIZ AND BESS
WE're so glad you thought that this side of the
Whiste House did a grand, grand, grand job during the
wedding---and previously! There are many unsung
herces mnd nothing sings mmmx better Marvin, than the
glorious ring of a cash register,...YOURS!
Fe know how you feel all heart at Christmas

and so we appeal to you to give some pay ralses to

the following people:

Betty Tilson ~-=beautiful, efficient blonde-4

mother of Y, wife of a AimkxKamx man just back fron

gerving 13 months 1in Viet Nam,
She really runs the cerrespondence off
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Tom McCoy - opens and sorts ever plece of khfk those

demn inereasing maill bags +that represent the great
Alx fudl days a week and sometimes St
public . #nd he sorts it wellAMrs. “ohnson's lettsg

answersd as promptly as any in the ™hite House.

He really is the Glenn Stegall type--and you zarkx

how terribly vital that is to any organizetion. .
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CAPITAL BUBINESS F
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Cynthia Wilson--- was handpicked by Mpg,
the Univ, of T

Johnson out of

exas Journalism school and is astute
almost

or the f%esident.
enough to handle any Job for the f&rst 1§dy

t=x
She does many of the messages

bo large organizations,
the
trips withﬁfinesse

She hag advanced Yrs, Johnso

of a Marvin Wetson trainse,

We need her forever} but she could, I know, ring

a rmuch bigger salary at almost any newspaper in towl

“he did have 8 reise in “ppil, 1964 to GS-3,
wifffp
But she pinch hit‘s/l inYefery office around here Q.

8% everything from gresting guests at g State Dij
“» ta o TR Qadoy
; v Le-scrapbooks for Emmxkx
+HaJo

state visitors and,p€rsohan friends. @33253@;» 3

Someone you can put in front of the public and be

proud of,
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Sandy Fox - whe does so much for the First Family

all of us -- as you know as well as we do. He is now

GS 14, step 5. He is an artist with an artistic tempen

nment
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To: LIZ AND BESS

From: Cynthia W

I hate to add to your problems, but since I'm sure your
burdens won't be getting any lighter this year, now seems as
good a time as any to ask for a raise.

I am currently aGS 7-03, which means in English my
gross annual salary is $7184, My last grade raise was
in April, 1966.

Since my job has changed so much since I joined the
staff (for which I am grateful, as I am delighted to have the
increased responsibility and the variety), perhaps my job
description could be changed. (as far as I know I am still
on the books as correspondence assistant) In the relative
scheme of things, I think I am worth more than a GS-7.

I have tried to be as useful and flexible as possible and
fill in wherever I was needed, and of course regardless of
whether you can wring any more money out of the west side
I will continue to do my best.

I don't need to tell you how fast a paycheck dwindles
in Washington, and besides, I now have a cat to support!

Thank you for anything you can do.



MEMORANDUM W
THE WHITE HOUSE /" W

WASHINGTON

November 21, 1967

MEMORANDUM FOR //////"fﬂfﬂfﬂ",aa——-ﬂ~==$pr~
W. Marvin Watson

T YHO'—YV -%Q—-Q C_,L,Qt..{_ LA
SUBJECT: Promotion of Fred E. Jefferson

4

Attached is a revised Jjob description for the position held Egkr1ry tv
. Jefferson. I recommend that his position be upgraded fro

GS-6 to GS-T, and that the title be changed to Assistant to the

Social Secretaﬁ,ﬁt. The reasons for the&serecommendation are:

»

&- =

2. New telephone duties i
stated in Item 6 of t

4 2 Increased responsibility and accountability in
: 5 . in reference to the delivery of State Gifts.("/&"a" s
xg
inquiries as
tached job description.
R For the past six years Fred E., Jefferson has been
a loyal, devoted and competent employee. He has

continually demonstrated a willingness to serve
in every way possible.

Approve.

See me.



In 1967, goverament employees were entitled to 20 days and 6
hours of annual leave, of which Christine took 20 days.

They were entitled to 13 days sick leave, of which she took 12
days and two hours,

At Christmas, she took an additional seven days leave which
she classified as "compensatory" for alleged overtime.

Reeords do not show time actuslly apent in the building and on
the job, We rely on an employwe's loyalty and henesty for this,

Her office mates report, howsver, that last year it was almost
a weekly occurrance that she took off Tussday and Thursday mornings
«+ 30 much so that they wondered {{ she were in sechool somewhers,

Last Monday, we began to tackle the deluge of mail on the
Eartha Kitt problem and asked for her help. On Tuesday she showed
up at work at 2:45 p.m.

Her pay chart is attached,

NOTE: Few employees here ever take all the government leave given
them. In fact, she is the omnly one in the East Wing who has. In 1967,
Bess toek 9 of her 20 days lsave. Liz Carpenter took 10. Neither took
any sick leave,


https://ovent.me
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Collapeme. ASSTSTANT 0 IR S0CTAL SECREMARIM - G8-7

The purpose &f this position i3 to serve ss an Assistant to the
Boeial Secrstary of The White House Office. Im this position the
incumbent muet:

1. BReview outgoing correspondence in reply ¢ mail
eddressed to the Pirst Lady end childrea verifying
addresses, proper enclosures, routing of copies.
Type routine matters connscted with masill.

2. Responaible for liasicm with messenger and supply
personnel 401

1. Insure expeditious delivery of ﬁ (/GD
correspendence.~ /’VLM/VVLMV

2. Maintein sufficient ml:&u for
" use of sccial secretariat and the
First lady.

3. Responsible for delivery of valuable items to First
lady in additiocn 1o providing personal services for
the Firet Lady.

b, Transmits and delivers personal and offieial messages
to Cabinet Members and Members of the Diplomatic Corps

$. fSolsly responsible for delivery of state gifte exchanged
between the President std First lady end visiting Hesds
armummmwm mmbmw w

,-lgr‘ ’ ¥
4 Ty
5 From ot & I:i)z:* gl

: mmfh&'q,ar Wml mbmﬂmm 7"‘““"’ e
the socisl aulmdlr, imvitations to the White House,
gifts to the President’s wife, ete.

‘\.....

7. Delivers personally invitations to Bubassies in conmection
with Btate events.

8. Performs other dutise as assigned,

The incusbent in this position must maintain high standards of dress
and decorur. As personal representative of tha First Lady in delivering
notee, invitations, and gifts, the incumbent must display respon-
8ibility end trustworthiness as well as decorum appropriate to the
cecasion.
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ASSIBTANT O THR SOCTAL SECREIARIAR - GS-T

mme:mmmuhmummamuum
Socisl Secretary of The White House Office. In this positicn the
inoanbent wost:

1. Review outgoing o pondence in reply o well
addrensed to the ﬁm mmmm verifying
sddressen, proper enclosures, routing of coples.

e
1. Insure expeditious delivery of
B, Maintain sufficient suppliss for
mﬂmwmm
First lady.

3. Responsidble for delivery of valushble itess te First
lady in sddition {0 providing personsl services fer
the Viret lady.

h. Trapsuits sod delivers personsl and official messages
¢ Cabinet Members and Mesbers ef the Diplosatic Corps
from e Firet lady eod the Soeisl Betretary.

% Solaly respemsible for delivery of state gifts exchbanged
betwasn the President enil Pirst lody and visiting Heads
of State frow around e world., This respensibility .
involves the handling of ftems worth thoussnds ef dollwrs.

6. Recaives sivd answers telsphons inquiries frow officials,
wum,mmermmmne,mm
the socinl calendar, invitetion wmmum.

mmwm*-wm,m.

The incumbent I8 this position wuet paintedn high standards of dreass
wed desorum. A persosal reprecentative ef the First lady in delivering
notes, iavitations, sad gifte, the iacumbent smuet display reapon~
%mmmuuuumwwm
DEORS




ASSISTART TO THE SO0CIAL SHCRETARIAT « 08-T

The puxypose of this position is to serve as an Assistant to the
Socisl Seevstary of The Vhite libuse Office. In this position the
incusbent aust:

1. Review outgoiang correspondence in reply to mail

Iady in sddition to providing persomal services for

5. fGSolely respomsidle for dell

their wives, and members of the gemeral publie, regarding
the social calendsr, invitations to the White louse,
gifts to the Fresident's vife, ete.

Y. Delivers perscmally iavitations to Hsbassies in commectioa
with State evemta.

8. Performs other duties as assigned.

The incunbent in this position mst maintaia high standards of dress
and descorum. As persoaml represestative of the First lady ian delivering
aoctes, iavitatioms, and gifts, the incumbent must display respon-
eibility and trustworthiness as well as decorm t©
ocoasion.

§



November #1, 1967

¥, Marvin latson
William J. Hopkins

SUBTRCY: Prowoction of Fyed B, Jefferson

Attached i3 m revised jJob deseription for the position beld Wy
¥r. Jeffereon. I recamend that his position be waraded frem
G8.5 1o 087, snd that the title be changed to Assistant %o the
Social Secretariat. The ressons for this recommendation ars:

1. Increased responaibility mad accoumtability ie
in reference to the dslivery ef State Giftas.

&, [Hew telephone dutles in answering inquiries ss
stated in Item 6 of the attached job deecripticun.

3. PFor the past six years Fred E. Jefferscn has besn
& loyal, devotad snd competent euployes. He has
contioually deminstrated s willingnesa to serve
in every wmy possible.

Bass Abel

San me.

BA:MBC :rm




¥. Marvin Vatson

manmmmmmmtmmw
« Jefferson, I recoumend thed his pesition be wppruded frowm

Mum,mmmuwnammummmm

Social Secretariat. The ressons for this recommendstion sre!

3.  Insreased yespomaidility smd ascountability ie
is refereace to the delivery of State Gifts.

2. Bev telephone daties in snsvering inguiries as
stated in Item 6 of the attashed job description.

3. Py the past alx yesrse Frad B Jefferscn has been
& loyal, devoted and competent esployes. He lee
eontinually demonstrated

s willingness o perve
in every way possible.

Bess Abel

Son me,

BA:MBC:rm
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¥, Marvia Wateson
¥illiesm J. Nopkins

QXTY: Promction of Fred L Jeffeurscn

Attachad is a revised Job deseription for tha positiom hald Wy
Me. Jefferson. I recommend that his position be wprraded fyom
G8-5 1o GB-7, ami that the titls bs changed to Assistant to the
Sooial Sesrestariat. The ressons for this recommendation are:

1. Incremsed responsibility sad aceoumtability in
in referense to the delivery of Gtate Gifts,

2. Bew telaphone dutiss in snevering imquiries as
statad in Item 6 of the attashed job description.

3. For ihe past six years Frad R Jefferson: bas bests

Jesa Adbel



THE WHITE HOUSE

WASHINGTON
APPLICATION FOR NEW TITLE - Clerk Assistant to the Social Secretary - GS7
This position is under the immediate supervision of the Social Secretary.

Responsible for the final review of outgoing correspondence in reply to

mail addressed to Mrs. Johnson and the Social Secretary in order to

verify addresses, proper enclosures and routing of copies. Makes

suggestions as to more expeditious handling, and the need for additional
informational copies. Assists in typing routine matters connected with mailing.

Maintains contact with messenger and supply personnel in order to keep
regular channels of routing efficient and retains on hand sufficient supplies
for easy access by personnel of the Social Secretary and for Mrs. Johnson's
personal use in the White House. Is personally responsible for valuable
items to be delivered to Mrs., Johnson -- also carries out errands for

Mrs. Johnson and the Social Secretary, including selection of items such

as frames, silver boxes and similar items.

Transmits and transports official messages and personal messages from
Mrs. Johnson and the Social Secretary to members of the Cabinet esd-other
high government officials,f Obtains files for emergency use by the Social
Secretary. Assists in per@onal delivery of invitations to embassies in

connection with State Event-k » P ols -l ¢ Lo,
T = e € = = e { |

Performs special assignments for the wife of the President and the Social
Secretary, including sole responsibility for delivering State Gifts exchanged
by the President and Mrs. Johnson and visiting Heads of State from around
the world. This function involves handling items worth thousands of dollars
and requires great responsibility and trustworthiness.

Under supervision of the Social Secretary, receives and answers a large
number of telephone inquiries from officials or their wives, and members
of the general public regarding various matters, including social events,
invitations to the White House, gifts to the President's wife, etc.

This position requires the incumbent to be in personal contact daily with
the wife of the President, high ranking officials, and various other
individuals.



THE WHITE HOUSE
WASHINGTON

April 22, 1967

Mrs. Abell:

In connectlon with your request for
promotion conslderation for Fred
Jefferson, Mr. Watson now asks that
we obtaln informal evaluation from
Civil Service Commission.

I believe I sent you (at your request)
a copy of the existing Job deseription
on 4/137

Mr. James Rogers, my assistant, will
handle this for me if your up-dated
description comes to my office after
I begin leave next week (so it will
be in good hands).

I the new description has not yet been
prepared, it would be helpful if it is
furnished my office in triplicate, and

typed double space (as in a draftz.






Bess,
In going through my hold items -- [ came across
the attached, Did any thing ever come of this --

and if not should we do something.

che




April 17, 1967

MEMORANDUM FOR MARVIN WATSON
From: Bess Abell

1 would like to promote Frad Jefferson, the Clerk-Messenger in the
Social Correspondence Office. (Now: GS6-5tep 7.)

His assignments cover a wids, wide range of activities, aopening and
sending out Mrs. Johnson's mail, adding enclosures were appropriate,
delivering and picking up items (and people) of great valus. His
assistance is absolutely invaluable in preparing for Christmas, big
parties, and out-of-town trips.

Joff's last raise was from GS5 to 6 on August 20, 1961, and a

promotion {or him seems long overdue. The grade raise should be
to an 8, then it should be to a step 7 within that grade.
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Referred to
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L/u /67

Information regarding FRED E. JEFFERSON

Service at Wnlte House began as of 6/28/54 with detail to our
Messenger Force from Dept. of the Army (grade then CPC-3).

8/1/5k
12/6/5k
1/2/55
1/15/56
7/13/58
8/20/61

Presently:

Appointed White House Office rolls as a Messenger, CPC-L.

Reassigned from Messenger Forece to Soclal Office (still a messenger).
Grade identification changed from CPC-4 to GS5-2 (no change in pay).
Promoted to GS-4, Messenger.

Promoted to GS5-5, Clerk-Messenger

Promoted to GS-6, Clerk-Messenger

Clerk-Messenger, GS~6/7 $7,055.00

Will be due Schedule Step-increase {within-grade increase) effective 8/13/67

to GS-6/8 $7,253.00.


https://7,253.00
https://7,055.00

‘%//{/é?
Dear W/ZQ/ M

As per your request.

%JM
p Jean Robb




- Vol

SCHEDULE OF ARNUAL SALARY RATE

LA The ) o i

GENERAL SCHEDULE

LaErad v & s bord
v GRS

RATES WiTHii! GRADE & WAITIMG PERICS FCII NEXT STZP INCREASE

52 WEEKS

104 WEEZKS

GRADE l 156 WEEKS N

? 1 2 3 4 5 E 3 | 7 8 2 | 1
i $3,609 | $3,731 | $3,853 | $3,575 | $4,097 $4,219 $4,34) | $4,463 | $4,585 | $4,707

- _2 3,925 | 4,058 | 4,191 4,324 | 4,457 | 4,590 | 4,723 4,8561 4,939 | 5,122
3 4269 | 4,413 | 4,557 | 4,701 4845 | 4989 | 5133 | 5277 | 5,421 5,565
4 4776 | 4936 | 5096 | 5256 | 5416 | 5576 | 5736 | 5,896 6,05 | 6216
5 5,331 5507 | 5,683 | 5859 | 6035 | 6211 6,387 | 6,563 | 6,732 6915
6 5867 | 6,065 | 6,263 | 6,461 6,659 6,857 (7,055} (7725:2 7,451 | 7,649

N

7 6,451 6,664 | 6877 | 7,090 7303 | 7,516 | 7,729 | 7,942 | 8,155 | 8,368
8 7,068 | 7,303 | 7,538 | 7,773 a,océ 8,243 | 8,473 | 8,713 | 8948 9,183
9 7,696 | 7,957 | 8218 | 3,479 | 8740 | 9,00) 9,262 | 9,523 . 9,784 , 10,045
10 8,421 8,709 | 8,997 | 9,285 | 9,573 | 9,861 | 10,149 | 10,437 | 10,725 | 11,013
n 19,221 9,536 | 9,851 | 10,166 | 10,481 | 10,796 | 11,111 426 | 11,741 | 12,056
12 10,927 | 11,306 | 11,685 | 12,064 | 12,443 | 12,822 | 13,201 | 13,580 | 13,959 | 14,338
13 12,873 | 13,321 | 13,769 | 14,217 | 14,665 | 15113 | 15561 | 16,009 | 16,457 | 16,905
14 15,106 | 15,629 | 16,152 | 16,675 | 17,198 | 17,721 | 18,244 | 18,767 | 19,250 | 19,813
15 17,550 | 18,157 | 18,764 | 19,371 | 19,978 | 20,585 | 21,192 | 21,799 | 22,406 | 23,013
16 20,075 | 20,745 @ 21,415 | 22,085 | 22,755 | 23,425 | 24,095 | 24,765 | 25,435
17 22,760 |- 23,520 | 24,280 | 25,040 | 25,803
18 25,890 |
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May 11, 1967

Dear Mr. President,

The Adlal E. Sicveason Institnie of Intzrnational Affairs was set
up in Felbovary. The plans are ¢compleic., There is an excellent
mazn in ciargs (William Polk). :

We nexzd a minimum of {3 millic: to provide enough base to go
ahead. Cur agrezmoent wik: Polk io that we will raise this by
Junz 1 == or he is free to lea .

$1, 700, 000 has been raised, leaving us $1, 300, 000 ghort,

The Board of Directors includes Ben Heineman, Father Hasburgh,
Paul Hoffman, Earbara Ward, Phil Klutznick, Sol Linowitz, mye
self: good pegple, but poor money ralsers.

The National Committee includes 150 of the beet liberals in the
country -- and ten or twelve of the worst.

Sol Linowitz ard I bave undertaken to ask you if you would consider
it appropriate and advisable for you to sponsor personally a small
affair ~~ at the White House or someplace elae in Washington «-
for from 10 to 25 of thoss on the National Committee {or nthers)
who could themselvea (with thair corporations) take care of this
next $1, 300, 000, '

®* The morney raising would not be done at the
meeting

The President
The White House

NS e, R Ak i
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% The list would of course be subject to your
approval. We are thinking of people like Sol
Linowitz, Tom Watson, Agznees Meyer, Bob

~ Benjamin, Eugene Black {7}, Jacocb Blaustein,
Dave Dubinsky, Averil Harriman, George
Killion {7}, Arthur Krim, Stanley Marcus,
Georpe Meany, Richard Reynolds, Ben Swig,
Whitney Young, ete; and then Polk, Arthur
Goldberg, Barbara Ward =~ to demcribe the
Institute.

It seems to me this may make sense to you, or I wouldn't suggest
it; but the situation has been handled so that if you have any reserva-
ticns, there will be no misunderstanding.

Respectfully,

W. Willard Wirtz

W, Willard Wirtz




ASSTSTANT TCO THE SOCTAL SECRETARTAT - GS5-T7

The purpose of this position is to serve as an Assistant to the
Social Secretary of The White House Office. In this position the
incumbent must:

1. Review oulgolng correspondence in reply to wmail
addressed to the First lLady and children verifying
addresses, proper enclosures, routing of copies.
Type routine matters connected with mail.

2. Responsitle for liasion with messenger and supply
personnel to:

1. Insure expeditious delivery of
correspondence.

2. Maintain sufficient supplies for
use of social secretariat and the
First Lady.

3. Responsible for delivery of valuable items to First
Lady in addition to providing personal services for
the First lady.

L, Tragnsmits and delivers perscnal and official messages
to Cabinet Members and Members of the Diplometic Corps
from the Pirst Lady and the Socigl Secretary.

5e Solely responsible for delivery of state gifts exchanged
between the President and First Lady and visiting Heads
of State from around the world. This responsibility
involves the handling of items worth thousands of dollars.

6. Receives and answers telephone inquiries from officials,
their wives, and members of the general public, regarding
the social calendar, invitations to the White House,
gifts to the President's wife, etc.

Te Delivers personally invitations to Embassies in connection
with State events.

8. Performs other duties as assigned.

The incumbent in this position must maintein high standards of dress

and decorum.

As personal representative of the First Lady 1n delivering

notes, invitations, and gifts, the incumbent must display respon-
sibility and trustworthiness as well as decorum appropriate to the

occesion.



Clerk-sessengey (8-301-6 fer Fred E. Jefferson
Tois position is under the general supervieiom of the Social Secretary.
Pescriptien of duties: The incumbent of this positioa is
Wnﬁ"wmcmwumam
eddressed to Mew. Kennedy and ¢6 the Kennedy children in order e verify
addresses, proper enclosures aad &ma Makes suggestions =o
to more expeditioua handling, additionel informstional copies. Maintains
contact wvith messenger and supply persanmel iz arder & keep regular chaunnels
dm&mmum-mmdntmmwm
Wy perscanel of the Social Secretariat sl for Mre. Kennedy's peracmal use ia
Tee White House. Is persomally responsible for valuable items to be dellivered
55 Tk, Bomnalipl  Mhaw aewries s Suwsiy P9 M. Sumniy, insiuling ssasiden

similar items
of items such as frames, silver boues,/ ¥, for suitable gifts. Treansmits and

—

transports official messeges amd persousl messages from Mre. Kemnedy aml the
Social Secretardat to members of the Cabinet asd other high government officials.
Obtains files for emergency use By the Jocial Secretary. Assists in perscnal
delivery of invitaticns te esbaseies ia comnection with State evemts. Assists
ia typing of routing matters commected with the dispstch of mail.

In the absence of the assistant 4o the msad of Sooial Cerrespendence Sectiom,
substitutes im bandling, m,mm,m‘:um-uum-m
fer appropriate replies to ineoming mail/Mre. Kemnedy smd the Keaaedy childrem.

Hote: The services of a gqualified typist are aot required for this positiem.

= laxe o i
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MEMORANDUM

THE WHITE HOUSE

WASHINGTORN

November 15, 1967

MRS. ABELL:

As promised, here is a listing of the present grade level
and the date of the last promotion in the Social Entertain-
ments Office.

Also attached is a copy of my memorandum of last March.
If there have been added duties since that time which would
strengthen the description of duties, you could, of course,
if you wish, have the civil service people take another look
at it. In the absence of any changes, it would probably be

a futile exercise so far as a grade promotion in a classified
status is concerned.

William Ji. Hopkins

Attachments



L

March 20, 1967

MRS, ABELIL:

This relates to your telephone call a number of days ago in
Myra Doland's behalf. .

As we agreed, a current deacriptioa of duties on which
Mr. Fox and uirs., Boland collaborated, and which she
initialed, was submitted to our classification expert at
the Civil Service Commissioa for informal evaluation.

That expert considerasd the revised description on the basis
of the elements of revision and on the need for special
recognition of factors peculixr to White House positions.
The responding evaluation was to the effect that GS-9 is

considered the appropriate grade. This, of course, is
Mrs. Doland’s present grade level.

William J. Hopking

WIH:rah
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THE WHITE HOUSE
WASHINGTON

December 13, 1967

MRS. ABELL:

The 3 Jjob descriptiemns you requested are
furnished herewith in form for marking up

and changing as you see fit.

After our conversation of yesterday I
checked to verify a recollection that

a recommendation had already been placed
with State Dept. feor promotion of Miss
Kansa - and verified that it has. They
were supposed te notify my office as soon
as it had been accemplished but have not
yet done so. Jim Rogers was handling it
and he willl re-check with them as to the
status of the matter. (It was promotion
of one grade requested.)

In connectlion with your expressed interest
in making request regarding Mrs. Carlyle
it would be mere appropriate for you to
place request with Post Office Dept. since
my office has had nething to do with her
assignment here and also since we have not
been permitted to carry her on our records
as being detailed here. (Each time I bave
asked about her being assigned here the
response has been a vague denial of any
actual detall and indication that it was
intermittent. )We have no contact at P.O.
on her, no record on hand regarding her,
and do not handle bi-weekly T&A reports

to P.0O. Dept.
//’gJean Robb



DETERMINED TO BE AN
ADMIMISTRATIVE MARKING

MEMORANDUM HOT AT S5CURITY
] i INFORMATION, E.O. 12356,
THE WHITE HOUSE s S s ;
PERSONAL & pr__Co~ O !ZH 194

hbmary 7; 1966
TOs Marvin Watson

FROM: Elizabeth Carpenter

BEs Promotion for Christine Stugard to GS8-13/1--$12,510,00;
in charge of Soclal Correspondence Office, staff of 10,
which answers average of 1,500 letters per week.

Believing, as does Mrs. Johnson, that salaries should match
ability and performance of employe, I recommend the above employe
be moved up from her current Unclassified position of $10,360.00
to Grade GS-13/l--at a salary of $12,510,00.

As you know, Mrs., Johnson is very much interssted in her Soecial
Correspondence Office. On December 1, 1964 she brought in Christine
Stugard, who had been a legislative assistant on Senator Johnson's
staff intermittently since 1949, to reorganize that office, raise
the quality-quantity of work, set up any system that worked, with
authority to shift or select out personnel in any effective mammer,
At the same time, Mrs, Johnson urged upon her the importance of the
econony drive.,

When Christine Stugard took over the office~~with a 5-months’
backlog of unanswered mall and no effective system to answer it--
she almed for highest quality-quantity work by supplying "toels"
to work with, organization, gildance and supervision to work by,
and a pleasant environment conducive to achleving that goal.

She methodically set up a system of measuring employe produc-
tion, Mail Assigmment, Letter Composition, and Mail Contrel. Then
she began the tedious task of selecting out unproductive employes
and replacing them with dependable, productive persommel,

On April 1, 1965 she was able to Treport to Mrs. Johnson
that, for the first time in four years, the office was "current"”

The system has taken effect, mall assignments are made, mail
control measures have been established, and despite the heavy msaill
load, productien moves efficlently and correctly. The economy
drive has been kept in mind, for the payroll of that office 1is
$10,746 less annually than it was November 30, 1964,

Recognizing the responsibility and pressure involved in shaping
up and maintaining a staff capabls of turning great quantities of
routine maill into high quality production that will reflect credit
on the Pirst lady, I suggest action be initiated to carry out the
above recommendation.


https://preen.re
https://112,510.00
https://t10,:,60.oo

MEMORANDUM

THE WHITE HOUSE

WASHINGTON

Pebruary 7, 1966

to the President fen. demawon, Bre; Falnsion, Tows el
Lynds,

<, Besponsible for entire operations of office, goal of
which i3 to preduce high quality work to reflect credit on
the First lLady, end produce it with minimum number of
amployes in shortest length of time,

Haintaine total supervision of office, with neither
secret ary nor aseistant, as Assistant Head of Social Corres-
pondence has dutiez entirely confined to opening/stamping/
distributing maill.

a) k O ti ~=After analyzing work at this desk,
& new 8ys was 8 open, stamp, read, sort and distri-
bute mall. ?roeedure waa determined by Mrs. Stugard and
carried out by Mr., MoCoy. New equipment was purchased to
save employe's time and facilitats operations., Detailed and
minute recommendations were made to employe, who had hereto-
fore never been able to open/sort/distribute maill on current
baszis.

b ept of Maill Categories--ifter proper analysis
of mal nd employ B naw u:lign-anta were made by
supervisor eommaunurnto uith ability of each employe.

d1 El sgd s L Sl & L8 .‘:‘-:, sl
maintaining notebook i dats pertaining to our corres- ;
pondence, news ralanses, ote,, serving as background information
for preparation of correspondance,
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MEMORANDUM

THE WHITE HOUSE

WASHINGTON

2,

e [=1-] s-=Inaugurated system of using
large num of type letters for portion of correspondence
and trained employes to use system,

nwenmy hm to assure the proper use of systm--silplo to
follow but fatal if employe is careless,

personnel.

new el. This office has had a turnpver of
o people within the last year but, because of thelr
poor performance, only three of whom remain with office,
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MEMORANDUM

A
' THE WHITE HOUSE

WASHINGTON

Js

14) gnantlti Mall--Determines disposition and sets up procedure

oI process qui ¥y all large quantity ma rought in by
certain events, 1i.e, 1500 "Anniversary” greetings, 300 bxrthday
greetings, 900 "Beagle" letters, 35,000 Christmas greetings, etc.

Becanse of time element, guick but thorough decision and efficient
methods necessary to process this category of mail.

erates and confers with Paul Popple, in charge of
resident's Corres ence fice, Mr, Hopkins, Monzs Welsont's
office, or any member of White House staff to a) give or receive
essistance in coordinating and facllitating overall Jjob of
answering White House correspondence, to assure most appropriate
reply, and b} to assure correctness of our salutation, closing,
ete,, a factor very much stressed by Mrs. Johnson from ocutset,

thes wm: St i ey B Shetl B whmmrer calied upon.

17) Supervisor in this office must be aware not only of
Presidential policy, President's and Mrs. Johnson's activities,
interests, wishes, etc., but must have sufficlient background
knowledge and interest ts keep abreast of worldwide trends,
eveluate people, places, eand events, and be able to assess
degree of importance to incoming letters as mall to Mrs,
Johnson is worldwide and on an infinite wvariety of subjects.
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{
To: Mrs. Johmson
Front Cheistine Stugard

Smudthtu-j:lhqoudpvlﬁmdﬂu -~ and have started doing:

i

1) Rearrange the office somehow to make the physical appearance
attractive, neat and orderly, and more conducive to maximum
working efficiency. In other words, get rid of the clutter
and arrange for necessary working tools such as incoming
and outgoing mail boxes, bookends, etc.

2) Set up an efficient mall distribution center. I have already installed
a "mall table'' with appropriately labelled boxes to hold carreat
mail.

Thus, the mail should be separated more accurately by
categories and, at a glance, anyone should be able to see what
malil is where -- in other words, what our curreat mail situation is.

3) Assign mail into categories. There seems to be only one category now
specifically assigned. Others "in their spare time* do various
categories. Or do "general mail."! We should see that each
persom is responsible for a certain portion of mail daily.

4) Prepare a master notebook file on form robe-letters, give each a
number, use that number to mark on the incoming plece of
mail so there is no doubt which robo letter is sent out.

Each person will have a current file of robo letters, or there
will be placed in a central location a master file. Depends on
which is more preductive for us.

Caution will be urged constantly that letters must be read
through to be sure robo letters are respoasive.

Although I have studied this aspect only superficially, I
believe many more letters can be answered by goed, crisp
but warmly responsive letters.

5) Style & content of letters. We must bsar down on this.
Real supervision will be givea to sentence comstruction
to eliminate long, unwieldy and cumbersome sentences.

I've already distributed memos and given guidance on this
subject, but expect to have a real letter-writing, sentence-construction
session from time to time.



2.
To: Mrs. Johmson

From: Christine Stugard

5) Style & content of letters (comtd)

1 hope to prepare a book with accepted, preferred, or
favorite expressiens, endings, etc., which Mrs. Johnson
favers -- and include those she does not like -- and see that
each person who composes letters has one om her desk.

I've thought of arranging for each person who writes
letters to be supplied with a simple booklet on clear writing.
One I think of specifically is a small book first written by

a Dartmouth English prefessor and recently re-issued by
a NY advertising firm.

6) The currently in use "Friends File" should be kept up to date
and referred to constantly. We'll work cut a sytem to see
that letters are checked with it, if they are not now being
so handled. And we will check with those who know
"friends & family " from time to time to expand it.

7) AfRer an appropriate time, if "guidance-instruction™ does not
"take'" and improvement does not follow, thea we will have
to think along other directions.




October 1, 1965
MEMORANDUM FOR MARVIN WATSON

Mz, Russell H. Armentrout, Jr. (Assistant Chief of the Social
Entertainments Office, GS-12) has left the White House Staff. It is
imperstive that steps be taken to afford us a suitable replacement.

During the past weeks we have interviewed a number of peopie
for this job. Sandy Fox, the head of the Social Kntertainments office,
felt one of the applicants was promising anough to appoint, and at his
request, and with your approval, a security check was begun on Ronald
J. King.

Immediately after this, D>, Bush-Brown, head of the Rhode
Island School of Design and & member of the President's Arts Counsil,
recommended several outstanding men for the job. From this group
we have found one who {s eminently qualified «» Daniel ¥. Shea from
Hartford, Comnecticut. He is currently the Senior Calligrapher for the
Aetna Life Insurance Co.

Sandy and I have spent a grest deal of time with him and both of
us feel his imagination, ability, and taste can make a far greater contri-
bution to the work of the office than any of the other applicants.

I wish to recommend his appointment to our rolls as soon as
necessary security investigation is completed and satisfactory clearance
granted. His Form 57 is attached.

It is desired that his initial appointment be as Assistant to the
Chief, Social Entertainments Office, GS«11 {which has basic per anaum
rate of $8, 650).

It is further recommended that he be promoted to Mr. Armentrout's
position, Aseistant Chief, Social Entertainments Office, GS-12 (10,250
basic per annum), two months after he joins the Staff,

Your approval of this two-fold recommendation would be
appreciated.

Bess Abell
Social Secretary



April 10, 1968

MEMORANDUM FOR WILLIAM HOPKINS
SUBJECT: Thomas R. MeCoy

Attached is a rowritten job description for Thomas R. M¢cCoy. We
recommend that ke be promoted from GS-8 to GS-9, Assistant to
the Head of the Social Correspondence Sactisin as soon as possible.

Mr. MeCoy is a dedicated employee who is always willing and
cooperative. The extention of his duties to include correspondence
from the Congress and foreign dignitaries as well as handling the
entire Christmas card operation for the President and Mrs. Johnson
are deserving or recognitioa.

Elizabeth Abell

Fiisabeth Carpeater
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ASSISTANT TO THE HEAD OF SOCIAL CORRESPONDENCE SECTION
SOCIAL SECRETARIAT

1. In absence of Mrs. Christine Stugard, who is in charge
of Social Correspondence, Mr. McCoy is in charge.

2, Opens, stamps, reads, sorts, and distributes mail and
telegrams aceording to categories set up and aseigned

by Mrs. Stugard, including general mail requiring {ndividual
replies and robotype matl.

3. Prepares a weekly Mail Status Report to Mra. Stugard
indicating number of peices of ymil held over by each persen,
if any, and current number of letters assigned for each persom
for that week.

4. Compiles figures for Waeekly Mail Report to Mrs. Johnson.

5. Checks incoming mail with "Friends' File" to indicate type of
answer required and to ascortain whether or not mail should be
sent promptly to Mrs. Johnson,

6. Is alert to use DEADLINE starmnp on mail 8o that answer can be
red-tagged and answered promptly.

7. Dispatches promptly mail requiring previcus file to Social Files.
8. Acts as Lialson between Soclal Correspondence and Social-Central Files.

9. Refors forsign mail to Department of State {or appropriate
transiation and/or handling.

10. Processing ''special catsgory" malil {s a major task for this employes,
a8, in saddition to his daily mail opening/stamping/ separating duties,

a "Beautification" project will bring in 400 letters in a couple of days;

an "anniversary' will bring in another 1500, a "birthday'' of Mrs. Johnson,
for example, will bring in an extra 300 letters or cards. Then the Christmas
season brings in 25 to 35, 000 cards/letters, a portion of which must be
checked against the President's and Mrs. Johnson's official Christmas

card list. ‘

11. Total numbaer of letters per week ranges from 1300 to 1800,
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Tom MeCoy - page 2

12, Maintaine Time and Attendance Cards for Social Cerrespondence
Office, Social Offices, and the Office of the Press Secretary to the
Firast Lady.

13. Handles all mail addressed to Mrs. Johueon and to the President
and Mrs. Johnson -~ this includes mail and telegrams irom Membere
of Congress, Cabinet Qificers, Foreign VIP's and heads of other
Government agencies.

14. Keops a chock list on all foreign Christmas cards to be sure no
foveiga VIP is over-looked in recelving greetings from the President
for the holiday sesson,

15. Makss sure the President and Mrs. Johnson's Christmas gifte
are wrapped and ready to send at Christmas time.



r

r

ABSISTANT TO THE HEAD OF SOCiAL CORRESPONDENCE SECTION
SOCIAL SECRETARIAT

1. In abssnce of Mrs. Christine Stagard, who is in charge
of Secial Correspondence, Mr. McCoy is in charge.

i. Opens, stamps, reads, sorts, and distributes mall and
telegrams according to categories set up and ansigned

by Mre. Stugard, including gemeral mall requiring individual
repliss and rebotyps mail.

3. Prepares a weeskly Mall Status Report to Mrs. Stugard
indicating aumber of peices of guil held over by sach person,
if any, and current namber of letters assigned for sach person
for that week.

4. Compiles figures for Weskiy Mail Report to Mrs. Johnson.

5. Checks incoming mail with "Friends' File'" to indicate type of
answer required and to ascertain whether or not mall should be
sent promptly to Mre. Johnson.

6. Is alert to use DEADLINE stamp on mail so that answer can be
red-tagged and answered promptly.

7. Dispatches promptly mail requiring previous file to Social Files.
8. Aects as Liaison between Soclal Correspondence and Social-Central Files.

9. Refore foreign mail to Department of State for appropriate
translation and/or handling.

10. Processing "special category" mail is a majer task for this empleyee,
a8, in addition to his daily mail opening/stamping/ separating duties,

a "Beautification' project will bring in 400 letters in a couple of daye;

an "anniversary" will bring in ancther 1500, a "birthday' of Mrse. Johaeon,
for szample, will bring in an extra 300 letters or cards. Then the Christmas
season briage in 25 to 35, 000 cards/letters, a portion of which must be
checked against the President's and Mrs. Johmson's official Christmas

ecaxd list.

11. Total number of lstters per week ranges from 1300 to 1800,
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Tom MeCoy - page 2

12. Maintaing Time and Attendance Cards for Social Correspondeace
Otfies, Secial Gifices, and the Office of the Press Secretary to the
First Lady.

13. Hamdles all mail addressed to Mre. Johason and to the President
and Mre. Johnaon -- this includes mail and talegrams from Members
of Cemgress, Cabinet QOfficors, Foreign VIP's and heads of other
Govermmaent ageneies,.

14. Keeops a sheck list on all foreiga Christmas ¢cards to be sure no
fereign VIP is over-looked in receiving grestings from the President
for the holiday seasom.

15. Makes sure the President and Mrs. Johnson's Christmas gifts
are wrapped and ready to send at Christmas time,



THE WHITE HOUSE

WASHINGTON

MEMORANDUM FOR BILL HOPKINS

SUBJECT: Thomas R. McCoy

jizguve rewritten t¥We Jjob description
Thomas R. McCoy-é#agfecommend that he be

promoted from GS-8 to GS-9, Assistant to
the Head of the Social Correspondence

Section e ET L aChIN g Wieri i —
uﬂﬂfﬂmmmmm

‘bﬂm.on be TAREN as soon as possible.

}4rmm00y is a dedicated employee who is always
willing and cooperative., The extention of
his duties to include correspondence from
the Congress and foreign dignitaries as
well as handling the entire Christmas
card operation for the President and
Mrs. Johnson are deserving of recognition.

agr wit

b

Elizabeth Abell

Elizabeth Carpenter

Attachment



Assistent to the Head of Socisal Corresnondence Section,
Social Secretariat

1. In absence of Mrs. Christine Stugard, who is in char:e
of Bocial Correspondence, Mr. McCoy is in charygue.

2. Opens, stamps, reads, sorts, and distributes mail
telegrams according to categories set up and assi;ned
by Mrs. Btugard, including general mail requiring
individual replies and robotype mail.

3. Prepares a weekly Mail Status Report to Mrs. Stugard
indicating number of pieces of mail held over by
each person, if any, and current number of letters
assigned for each person for that week.

L, Compiles figures for Weekly Mail Report to Mrs. Johnson.
5. Checks incoming mail with "Friends' File™ to indicate
type of answer requires and to ascertain whether or not
mail should be sent prouptly to Mrs. Johnson.

6. Is alert to use DEADLINE stamp on mail so that answer
can be red-tagged and answered promptly.

T. Dispatches promptly mail requiring previous file to
Sociml Files.

8. Acts as Liaison between Social Correspondence and
Social/Central Files

9. Refers foreign mail to Department of State for appro-
priate translation and/or handling.

10, Processing "special category™ msil is a major task for
this employee, as, in addition to his daily meil
opening/stamping/sepurating duties, a "Beautification"
project will bring in 400 letters in a couple days; an
"guniversary" will bring in another 1500, a "birthday"
of Mrs, Johnson, for example, will bring in an extra
300 letters or cards. Then the Christmas season brings
in 25 to 35,000 cards/letters, a portion of which must
be checked against the President's and Mrs. Johnson's
official Christmas Card list.

11, Total number of letters per week ranges from 1300 to
1800.



12.

13.

14,

i5.

o

Maintains Time and Attendance Cards for Social
Correspondence Office, Social Offices, and the O0ffice
of the Press Secretary to the First Lady.

Handles 8ll mail addressed to Mrs. Johnson and to the
President and Mrs. Johnson =-- this includes mail and
telegrams from Members of Congress, Cabinet Officers,
Forelgn VIP's and heads of other Government agenciles.

Keeps a check list on all foreign Christmas cards to
be sure no foreign VIP 1s over-looked in receiving
greetings from the President for the holiday season.

Makes sure the President and Mrs. Johnson's Christmas
gifts are wrapped and ready to send at Christmas time.



Apzil 10, 1962

MEMORANDUM FOR WILLIAM HOPKINS
SUBJECT: Cynthia L. Wilsen

Cynthis Wilsen has been on board at the White House since
Janvary of 1965, During this entire time we have had her
in a clericsl category when, in f{act, by education, training,
and perfermance, she is a professional staffl member.

Attached is a reavised position description to ¢reate fox her

a job at grade 9 as Staff Assistant for Envireamental Improvement.

1 hopa that this mests with the standarda Sstablished by the Civil Sorvice
Commission and that the action can be accomplished as soun as pbasible.

If you have questions, either of us will be happy to answer them.

Elisabeth Abell

Kiisabeth Carpenter



STAFF ASSISTANT - ENVIRONMENTAL IMPROVEMENT
GS~9

Serves as principal assistant to the First Lady in her wide-ranging
interests in Environmenatal Improvement through the so-called
Beautifigation Program. In this capacity, the incumbent reports to

and works closely with the First Lady, the Social Secretary of the White
Houee, and the First Lady's Press Secretary. Displaying masurity

of Judgment, a high degree of initimtive, and an awareness of the im-
plications of the varied decisions, problems, and actions, the incumbent
acts for and in the name of these three officials. The incumbant serves
as the point of contact with Federal agencies and the general public.

In the public contact aspeet of the work, the incumbent must be able

to inspire and maintain the confidence of officials and the public. The
incumbeat must have & thorough knowledge of the organisation and
function of the Eavironmental Improvement Program of the First Lady.

Moze specifically:

1. Directs the activities connected with administrative functions for

the Environmaental Improvement Program, including disposition of

incoming correspemdence, reports and documents. Uses initiative and
judgment to insure proper dispoeition. Prepares replies to correspondence
for ths signature of the Firast Lady.

2. Serves as the point of contact within the office for officials of the

White Heuse, officials of Federal agencies and the general public.

Receives ingoming calls and sxercises judgment and discretion in

deciding which callers messagss should be forwarded to the First Lady.
Applying a sound knowledge of the First Lady's policies and procedures

in this ares, answers specific questions an the functioms of the Beautification

Profram.

3. Deeps abreast of various on-going projects throughout the country and carries
out all administrative details assoclated with the overall process. Insures

that deadlines are met and initiates correspondence and messages to various
functions for possible use by the First Lady,

4. Writes and drafts speeches {or the First Lady on all trips, in and out
of town, concerned with the Beautification Program and insures that events
of unusual interest are brought to the attmtlm of the First Lady, Press
Seeretary, or Social Seseretary.


https://palal.lo

$. Performs special duties and researches for the First Lady, her
Social Secretary and Press Secratary in developing and janalysing
facts needed in deciding action to be taken on a pending matter.
Works closesly with the Press Secretary, the Social Secretary, and
personal secretaries to the First Lady to coordinate activitims of the
President's wife in meetings, social functioas, and on trips.

6. Performs special assignment work for the Press and Social Secretary
on any beautification astivity of the President's wife where assistance is
required.
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THE WHITE HOUSE
WASHINGTON

liareh 28, 1968

MEXORANDUM FOR BESS ABELL

UBJECT: Cynthia E, Wilson

Attached, after much reworking, is & posi-
tion description for Cynthia Wilson. I

think with her educational background she
should be removed from a clerical description
and put into a staff assistant or administraw-
tive assistant background. The attached
position description, which I have written
off the top of my head, should perform the
trick with the Civil Service Commission.

I recommend that you send a memorandum
along the lines of the attached to Bill

Hopkins covering this new position des-
eription.

/27

Matthew B. Coffey

Attachments



THE WHITE HOUSE

WASHINGTON

March 28, 1968

MEMORANDUM FOR BILL HOPKINS

SUBJECT: Cynthia E. Wilson

Cynthia Wilson has been on board at the White House since
January of 1965. During this entire time we have had her
in a elerical category when, in fact, by eduecation, trazin-
ing, and performance, she is a professional staff menber.

—}ﬁmaﬁﬁmachi&é'&gEEQbﬂﬂ a revised position description to
create for her a Job at grade 9 as Staff Assistant for
Environmental Improvement. I hope that this meets with

the standards established by the Civil Service Commissicn
and that the action can be accomplished as soon as possible.

—
this recommendatiol . adweé ii you
have any questlonsi—é—wftt‘be happy to ansver them.

H-‘_QY‘“

Elizabeth Abell

Elizabeth Carpenter

Attachment



" STAFF ABSISTANT - ENVIRONMEWTAL IMPROVEMENT

L

GS-9

Serves as principal assistant to the First Lady in her
wide-ranging igterests in Environmental Improvement
through the so-called Beautification Program. In this
capacity, the incumbent reports to and works closely

with the First Lady, the social secretary of the White
House, and the First Lady's press secretary. Displaying
maturity of Judgment, a high degree of initiative, and

an awareness of the implications of the varied decisions,
problems, and actions, the incumbent acts for and in the
name of these three officials. The incumbent serves as
the point of contact with Federal agencies and the general
public, In the public contact aspect of the work, the
incumbent must be able to inspire and maintain the con-
fidence of officials and the public, The incumbent must
heve a thorough knowledge of the orgenization and function
of the Environmental Improvement Program of the First Lady.

More specifically:

1) Directs the activities connected with administra-
tive functions for the Environmenital Improvement Progran,
including disposition of incoming correspondence, reports
end documents. Uses initiative and Judgment to insure
proper disposition. Prepares replies to correspondence
for the signature of the First Lady.

2) Serves as the point of contact within the office
for officials of the White House, officials of Federal
agencies and the general public. Receives incoming calls
end exercise® judgment and discretion in deciding which
callers messages should be forwarded to the First Ledy.
Applying a sound knowledge of the First Lady's policies
end procedures in this area, answers specific questions
on the functions of the Beautification Program.

3) Keeps abreast of various on-going projects
throughout the country and carries out all administrative
details associated with the overall process. Insures that
deadlines are met and initiates correspondence and messages
to verious functions for possible use by the First Lady.



-

L) Writes and drafts speeches for the First Lady
on &1l trips, in and out of town, concerned with the
Beautification Program and insures that events of
unusual interest are brought to the attention of the
First Lady, press secretary, or social secretary.

5) Performs special duties and researches for the
FirsT Lady, ker social secretary and press secretary
in develcoping and analyzing facts needed in deciding
action to be taken on a pending matter. Works closely
with the press secretary, the social secretary, and
personel secretaries to the First Lady to coordinate
activities of the President's wi?E]in meetings, social
functions, and on trips. :

6) Performs special assignment work for the press
and social secretary on any beautification activity
of the President's wife where assistance is reguired.



April 10, 1968

MEMORANDUM FOR WILLIAM HOPKINS

SUBJECT: Elizabeth L. Tileon

We are regommaending that Elisabeth Tilson be converted from
clerk to secretary status in order that she may be promoted to
grade 9. We have axpanded her duties to include outside contacts
and research on various organisations. She has been a devoted and
dedicated employee who is very deserving of this promotion.

We, therefore, recommend that she ba placed in & secretarial
position and promoted.

Elisabeth Abell

Eillzabeth Carpenter



SECRETARY - GS 9
m‘“b.th L. Tilson

Under general supervision, performs principal duties as follows:

Is assigned for reply or disposition correspondence addressed to

the Wife of the President, covering a wide variety of subjects where
unusual tact and skill are needed in the preparation of suitable

response, including all invitations to attend public or private

ceremeonies and those regquesting her sponsorship. Correspondence
requires careful reading and appraisal and the exercise of considerable
independent judgment and responsibility in determining the type of
response of disposition. Prespares concise, grammatical, diplomatic
letters for the signature of the Wife of the President or for her Secretary.

Prepares messages for the Wife of the President tc various charitable
and ¢civie groups on the local and national level.

Exercises independent judgmaent as well as high level contacts with
members of the White House staif and other Governmaent officials
congerning messages and requests for sponsorship fxrom various
national and 1 ocal civic and related organisations.

Performs special duties and ressarches for the Fiyst Lady, her
Social Secretary and Press Secretary in developing and analysing
facts needed in deciding action to be taken on a pending matter.
Works glosely with the Press Sscretary, the Soclal Secrstary, and
personal secretaries to the Firet Lady to coordinate activities of the
President's wife in mestings, social functions, and on tripe.

Mrs. Tilson is an extramaly able and dedicated staff member. She has
served many times in the absence of the Correspondence Supervisor -~
once as long as 6 wesks -- as the acting head of the Social Correspondence
Office.
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THE WHITE HOUSE

WASHINGTON

YEMORANDUM FOR BILL HOPKILS

SUBJECT: Elizabeth L. Tilson

k)i‘ggtgg;ommending that Elizabeth Tilson

be converted from clerk to secretary status
in order that she may be promoted to grade
9., We have expanded her duties to include
outside contacts and research on various
organizatlions. B8he has been a devoted and
dedicated employee who is very deserving of
this promotion. W therefore, recommend
that she be placed in a secretarial posi-
tion and promoted.

Lie—gmrpenter ~grrees with it - Promodidie———

Elizabeth Abell

Elizabeth Carpenlexr

Attachment



Elizabeth L., Tilson

Secretary - GS5-9

Under general supervision, performs principal duties as
follows:

Ig assigned for reply or disposition correspondence addressed
to the Wife of the President, covering a wide variety of sub-
jects where unusual tact and skill are needed in the prepara-
tion of a suitable response, including all invitations to'
attend public or private ceremonies and those requesting her
sponsorship. Correspondence requires careful reading and
appraisal and the exercise of considerable independent
judgment and responsibility in determining the type of
response or disposition. Prepares concise, grammatical,
diplomatic letters for the signature of the Wife of the
President or for her Secretary.

Prepares messages for the Wife of the President to wvarious
charitable and ecivic groups on the local and national level.

Exercises independent Jjudgment as well as high level contacts
with menbers of the White House staff and other Government

officials concerning messages and requests for sponsorship
from various national and local civic and related organizations.

In the abs I the Correspong uperxisor, reviews
letter raftedEEy the Boci Correspondenca_fection for “
aggxfﬁi;dand content signs or routes them to the Social
Sécretary.
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april 10, 1968

MEMORANDUM FOR WILLIAM HOPKINS
SUBJECT: Myra J. Boland

Since I have bean Social Secretary, I have admired and appreciated
the work of Myra Boland. Because shs is 50 good, I have placed
inereasing demanda upon her talents over the last {ew years. I now
think it is desirable that we recoganine her talent and ingcreased
responsibllity by promoting her from grade 9 to 10.

The position deacription for her was written in 1961 and is attached

at Tab A. At Tab Bl have listed additional duties in 2 revised
position description and hope that this will meet with the approval

of the Civil Service Commission. ] understand there are no standards
established by the Civil Service Commission in this profession due to
the very {ew paopls who are qualified to perform it.

1 recommend you approve the promotion of Myra Boland -« Mrs.
Carpenter concurs in this recommendation.

Elizabath Aball

Elisabeth Carpenter


https://mder�ta.nd
https://WILLI.AM

EXPERT ON SOCIAL FORMS, CUSTOMS AND PRACRIELS

1. Under general supervision, prepares invitations to dinner, luncheons,
teas, receptions, along with envelopes, admit cards, etc. Must be aceurately
informed as to titles, proper formas of address, customs and proper social
procsdures.

i, Prepares place cards for dinners and lunchsons, using correct forms
for U.S. officiale, foreign dignitaries and other guests.

3. Prepares replies to formal invitations received by the President, the
President's family and White House officials. Is responsible for perma-
nent yecord of all replies.

4. The incumbent is required to have outstanding skille in engroesing,
peuamanship, calligraphy, and the ability and experience to work
under axtreme pressure to mest deadlines.

5. Must have a thorough knowjedge of protocol and social practices
to properly perform these duties and for givimg correct information
conc erning such functions to telephone inquiries.

6. Performs the duties of Assistant in the Social Office periodically
when the Assistant is cut or otherwise accupied,

7. Prepares envslopes, written in Engraver's Script for foreign
ambassadors, at such time as they present their credentials.

8. Prepares envelopes for birthday cards and congratulatory cards
sent by the President and First Lady. These are usually regquested by
Members of Congress via the Office of the President,

9. Checks seating chart for dinners, luncheons, etc., for duplicates
of names, incorrect forms of address, etc.

10. Arrangss place cards according to seating chart for luncheons and
dinners.

11. Letters name tags for guests who attend receptions and teas.

12, Prepares cards in Seript and business writing for gifts given Uy
the First Lady and the President to Chief of State and others.

13. Under the direct supervision of the Social Secretary performs tasks
of increasing responsibility as assigned and necessary.


https://accuat.ty

THE WHITE HOUSE

WASHINGTON
March 21, 1968

MEMORANDUM FOERE BILL HOPKIRNS

SUBJECT: Myra J. Boland

Since I have been Social Secretary, I have admired and
appreciated the work of Myrae Boland. Because she is so
good, I have placed increasing demands upon her talents
over the last few years. I now think it is desirable

that we recognize her talent and Increased responsibility
by promoting her from grade 9 to 10.

The position description for her was written in 1961 and

is attached at Tab A. At Tab B I have listed additional
duties in & revised position description and hope thsat

this will meet with the approval of the Civil Service
Commission. I understand there are no standards established
by the Civil Service Commission in this profession due to
the very few people who are gqualified to perform it.

I recommend you approve the promotion of Myra Boland.
Liz Carpenter concurs in this recommendation.

Elizabeth Abell

Elizabeth Carpenter

Attachnments



10.

11.

12,

13.

EXPERT ON SOCIAL FORMS, CUSTOMS AND PRACTICES

Under general supervision, prepares invitations to
dinners, luncheons, teas, receptions, along with
envelopes, admit cards, etc. Must be accuratelr
informed as to titles, proper forms of address,
customs and proper soclial procedures.

Prepares place cards for dinners and luncheons, using
correct forms for U.S. Officials, foreign dignitaries
and other guests.

Prepares replies to formal invitations received by the
President, the President's family and White House
officials. Is responsible for permanent record of all
replies,

The incumbent is required to have outstanding skills in
engrossing, penmenship, calligraphy, and the ability and
experience to work under extreme pressure to meet dead-
lines.

Must have a thorough knowledge of protocol and social
practices to properly perform these duties and for
giving correct information concerning such functions
to telephone inguiries.

Performs the duties of Assistant in the Social Office
periodically when the Assistant is out or otherwise
coccupied.

Prepares envelopes, written in Engraver's Script for
foreign ambaessadors, at such time as they present
their credentials.

Prepares envelopes for birthday cards and congratulatory
cards sent by the President and First Lady. These are
usually requested by Members of Congress via the 0ffice
of the President.

Checks seating chart for dinners, luncheons, etc., for
duplicates of names, incorrect forms of address, etec.

Arranges place cards according to seating chart for
luncheons and dinners.

Letters name tags for guests who attend receptions and
teas.

Prepares cards in Script and business writing for gifts
given by the First Lady and the President to Chief
of State and others.

Under the direct supervision of the Social Secretary
performs tasks of increasing responsibility as

assigned and necessary.



April 10, 1968

MEMORANDUM FOR WILLIAM HOPKINS

SUBJECT: Samnford L. Fox

Based upon the high quality periormance of Sanford L. Fex in
his position as Head of the Social Entertainmaents Office, we
recommmend that he be givea a quality step increase at this time.
We increasingly depend gpon Mr. Fox to perform in a multitude
of roles with very short deadlines, and he pariorms all of them
with willingness, courtesy, and exceptional skill,

We, therafore, recommend that you approvs the granting of
a quality step inerease from G5-14/5 to (US+14/6 effective an
s0on as possible.

Elizabeth Absll

Klizabeth Carpenter


https://WILLI.AM

THE WHITE HOUSE

WASHINGTON

March 21, 1968

MEMORANDUM FOR BESS ABELL

SUBJLCT: Sanford L. TFox

In my Jjudgment, it 1s not necessary for you to rewrite the
job description on Sanford Fox. I would propose that you
write a memo along the lines of the attached recommending
him for & quality step increase at this time.

This is the situation

At grade 1lh, step 5, he is eligible for step increases
under the law every two years. He receilved his last
step increase February 12, 1967, and would, therefore,
be eligible for the next step in February of 1969.

You can, however, Jjump him a step at the present time
without affecting his eligibility for a step in
February of 1969 by recommending him for a gquality
step increase.

This procedure would give him a $538 raise at this
time and he would still be eligible for ancther
$538 raise in February.

I would recommend this procedure because it gives him

recognition not only in the monetary sense, but based upon
the quality of his work.

Matthew B. Coffey

Attachment



THE WHITE HOUSE

WASHINGTON

MEMORANDUM FOR BILL HOFKINS

SUBJECT: Sanford L. PFox

Based upon the high quality performance of Sanford L. Fox

in his position as Head of the Social Entertainments Office,
(Rrecommend that he be given a quality step increase at

this time. Wvlincreasingly depend upon Mr. Fox to perform

in a multitude of roles with very short deadlines, and he
performs all of them with willingness, courtesy, and
exceptional skill.

\Jﬁ; therefore, recommend that you approve the granting of
8 quality step increase from GS-14/5 to GE~-1h/6 effective

as soon as possible, & terpenrter—eoncurs—ian lhis
recommendet ion,

Elizabeth Abell

Elizabeth Garpenter



Handles all mail addressed to Mrs, Johnson & to The President & Mrs. Johnson —— this
includes mail & telegrams from members of Congress, Cabinet Officers, Foreign VIP's
and Heads of other Gov. agencies.

Keeps a check list on all foreign Christmas cards to be sure no Foreign VIP is over X
looked in receiving greetings from the President for the Holiday Season.

Makes sure the President & Mrs., Johnson's Christmas gifts are wrapped and ready to send
at Christmas time.

W



THOMAS R. McCOY

Assistant to the Head af Socisl Correspondence SBection, Soclal Secretariat

G8-8  #969

1) In absence of Mrs. Christine Stugard, who is in charge of Social Corres~

pondence, Mr. McCoy is in charge.

\ | : telegrams
2) Opens, stamps, ::e.a.dLs1 ’sorts, and distributes ma:.l/accordmg to -
,--"’ - ]

categories set up and assigned by Mrs. Stugard, including general mail

[

requiring individual replies and robotype l_rna:_i.l.'
3) Prepares a weekly Ma_ii Status Report to Mrs. Stugard indicating

number of pieces of mail held over by each person, if any, and current

number of letters assigned for each person for that week,

4) Compiles figures for Mrs—Stegewd's Weekly Mail Report to Mzs. Johnson.

5) Checks incoming mail with "Friends® File' to indicate type of answer

Trequires and to ascertain whether or not mail should be sent promptly

g -

to Mrs. Johnson,

Y
L &

6) Is alert to use DPEADLINE stamp on mail s0 that answer can be
. i i

red-tagged and answered promptly.

1

ey

T s

r

[P —
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8) D1spatches promptly mail requ:.rmg previous £11e to Soc:.al Files.

9) Acts as Liaison between Soc1a1 Gorrespondence and Soc1al/Central Files. i

10) Refers foreign mail to Depa.rtment .of State for approprnte translation and/or .

11) Processing ''special category" mail. is a major task for this emplc;ye,
as, in addition to Illis daily mail opening/ stamping/ separating duties, a
1" Beautification' project w"ill bring in 400 letters in.a couple days; an
Nanniversary' will brmg in another 1500, a "b1rthday" of Mrs. Johnson,
for example, will bring in an extra 300 letters or cards. Then the !

Christmas 'season brings in 25 to 35,000 cards/letters, a portion of

which must be checked against the Preaident‘g and Mrs. Johnson'.s

a———

official Christmas Card list.
12} Total number of letters per week ranges from 1300 to 1800,

'13) Maintaine Time and Attendance Gards for Social Correspondence
g

/
Office, Socia_;_l_.Oiﬁ‘E"es,. and the Oiﬁce of the Press Secreta.ry to the First Lady.

~
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Elizabeth L. Tilson

iy (";A'
SGorrespoNgBiue Glerk GS-|

Under general supervision, performs principal duties as follows:

Is assigned for reply or disposition correspondence addressed to

the Wife of the President, covering a wide variety of subjects where
unusual tact and skill are needed in the preparation of a suitable
response, including all invitations to attend public or private
ceremonies and those requesting her sponsorship. Correspondence
requires careful reading and appraisal and the exercise of
considerable independent judgment and responsibility in determining
the type of response or disposition. Prepares concise, grammatical,
diplomatic letters for the signature of the Wife of the President or
for her Secretary.

Prepares messages for the Wife of the President to various
charitable and civic groups on the local and national level.

Contpc ppropgi gover t offici for advice erni
rgiMizat Wwhich st the st Ladyte~Spo ship

In the absence of the Correspondence Supervisor, reviews letters
drafted by the Social Correspondence Section for accuracy and
content and signs or routes them to the Social Secretary.

Performs related duties as assigned.



Elizabeth L. Tilson

Correspondence Clerk Gs-7 (#772)

Under general supervision, performs principal duties as follows£

Subject to review, is assigned for reply or disposition correspondence addressed to
the Wife of the President, covering a wide variety of subjects, requiring careful
reading and appraisal and the exercise of considerable independent Jjudgment in de-
termining upon the type of response to be made thereto or the disposition to be made
thereof, and the observance of policies, precedents, and procedures followed in re-
ferring correspondence or in preparing appropriate, concise, grammatical, tactful
letters for the signature of the Wife of the President or for her Secretary.

Writes letters from brief instructions usually noted on margins of letters tha.t have
been referred to the President's Wife or her Secretary.

Performs related tasks as assigned.







THE WHITE HOUSE

WASHINGTON

July 27, 1967

Memorsndium for Mrs, Robbi

On the bazis of the officient mammer in which
Yiss Phylilis Kansa (PSSe10) performs the
various assigmments given her on a higher level
of reapcnsibility, I wish to recommend she be
advanced to FS3«9 at the earliest posasible date.

She 1s on loan from the Department of State,

Senford L, Fox



July 19, 1967

Memorandum for Mrs. Carpeater:

Miss Phyllis A. Kansa has beea detailed from the
Department of State and assigned to my office since
Jamsary 16, 1967. Her services have proved to be

of great value and in view of the curreat and impending
werkload, 1 respectfully request that she be given an
indefinite detail. Miss Kansa does her work well and
efficiently, and her continmed services are needed to
meet the required productiea of the Social Entertain-
maents Office.

Sanford L. Fox

Appreved:

cc: Mrs. Abell




REQUEST FOR PERSGNNEL ASSIGNME:NT
Date:_January 1;,‘;%1
TO: W. Marvin Watson

FRCM: Bess Abell, Social Secretary W i
‘ (name and title) i !

Name of proposcd employee__ Phyllis A. Kansa

Position: {a) Position title_Clerk-stenographer | [

{b) Grade and talaryFSS -10 $4776 Daida

Payroll {check onec): _Wh.ite House Office (Reg. Salary & exp.)
White House Cffice (Special Frojects) L&

X__ Other (-pecifv)__p_em._nx.sm___“

Length of Assignment {(check onc): - f
' ___X Temporary (No. of Months)__ 2 _(replacing Virginia Cooper whe e
Indefinite seturnsd te her m « Intermal
' T Permanent , Hevenss ml.

" Desired effective date ‘ilnmedia.telv M Wﬁﬂa*’\; Q Gu. b

Present place of employment or assignment__Officer Employment Branch,
Department of State

(signaturec) ; J
RESPONSE: REMARKS: r-r |
Approved ; e .
Disapproved i ;
)
: «  Subject to (checkl Name Chcck Full Field
Date ]
& (rev.9/15/65) = ‘l ' ‘ w. Marvln Watson
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RECQUEZET FOR FERSGNNEL ASSIGMMENT

Date: glmrx 12, ;!ﬁ!
TO: W, Marvia Watson
FRCM: Bess Abell, Social Secretary

(name and title)

Narne of proposcd employce_ Phyllis A, Kansa

Fosition: (a) Fosition title_Clerk-stenographer

{b) Grade and salary FS8-10 $4776 p.a.

Payroll (check onre): White House Office (Reg. Salary & exp.)
White House Cffice (Special Frojects)

X Other (specify)__ Dept, of State

Length of Assignment (check onc):
X Temporary (No. of Months)__ 2 (repiacing Virgiania &'m vho has
Indefinite ; returned to her Dept. = Intermal
S Revenne Service).

(handwritten: “she could come on
Desired effective date immediately Monday, Jan. 16")

Fermanent

Prcsent place of employment or assignment_Officer Employment Branch,
Depn'tm.qt of State

s/ Bess Abell

(signature)

RESPCNSE: REMARKS:
Approved

Disapproved

e e S e g

Subject to (check) Name Check Full Field

Date

W. Marvin Watson
(rev.9/15/65)



N s S [, K%ﬂcf‘:‘W///ﬁ/Z;

INFOR MATION NEEDED CONCERNING NEW PERSONNEL

By

RESIDENCE ADDRESS: /.5’5‘0 " ..S‘T A W %&A//A/Q_?PJV /0 . 67-0035'

TELEPHONE NUMBER (Home) 4 £ £ ZZ Q%Qi’ (Ofﬁce) C:ZQE 422 222:2

MARITAL STATUS (Circle one): Married. Widowed, Seperated. Divorced.
Name of Wife or Husband: . ' '

PR STV T eI B i v “"\‘7"‘- ""-\T‘ ":s_"n‘“! gr-vn-uv'\

SOCIAL SECURITY ACCOUNT NUMBER: [ o N g

3 3
‘,.'J ; gy f‘mf,, .;': h#»‘

DATE OF BIRTH:/%#E/M%&& /94%¢{ PLACE OF BIR TH: ?&’félégfézd’ 7

LEGAL RESIDENCE: __ i/ im0

MILITARY SERVICE: Branch: /fbn'}'/ Dates of service:
Have you established Veterans Preference? 5 or 10 point?

GOVERNMENT SERVICE INFORMATION:
Are you now, or have you previously been employed in the Executive, Legislative, or

Judicial Branch of the Federal Government, or the District of Columbia Government?
Yes ¢, A . No .

If so, please complete the following: ]
(a) Current or latest place of such employment (prior to White House assignment}:
Department or Agency:_ S74 74

2. R
Ml‘{"' Branch or Division: FE)C £ A m_ QY HEL T éMd/Eﬁ"
&

L

+{b) Ending date of such service (if applicable):

N Bk {c) Type' of appointment (Ca'ree'l.'-Conditional. Career, Indefinite, Excepted,
or Temporary Limited): /[ osrp

.0 Q) Position Title: (Ypox - STApGLamER Grade £SS-/p Sulary $_ ZI0i pa
. . {e) Date of (1)--last promotion or grade change:
e (2)--last within-grade pay increase :

() Coverages (indicate Yes or No):
(1) Civil Service Retirement }f}s ) If both at one time or another.

(2) Social Security (FICA) B s @m&s!’ wlnch latest?
/

(3) Federal Employees Grou LIFE Inuurance (FEGLI) (If Wi\“ed
P
; such coverage - give date of waiver. .

= ‘(4) Federal Employees HEALTH BENEFITS Insurance (rsunp: s

Date of entrance on duty at hzte Houle. '
Office to which assigned: » "~ Date of this form: /m o

Megs /D | A
AA,Z:ZJE-Z%W%A /f’} xLsay % cfgw ete |




e e =7

ot 1"1/7//1/!"% Rpmsa L Ryt yhéfesl

““a

i

INFOR MATION NEEDED CONCERNING NEW PERSONNEL S .

= it e
<y - en s bty

-NAME (as it is to appear on payrou)u"ﬁ‘! i Y / : %‘
RESIDENCE ADDBESS /55 0 Z " ST, N JV 14//;;/// _ﬁf&/t/iﬂ c. 2000 5"
TELEPHONE NUM.BER (Home) Y4 g 227%::%2 2 3 (omce) L20F. 42,2 Zﬂz

MARITAL STATUS (Circle one): - Married, W:dowed Separated Divorced. .:
Name of Wife or. Husband: <3

SOCIAL SECURITY ACCOUNT NUMﬂER:l S

DATE OF BIRTH: 4%)@»5@@3 /9%{_ PLACE OF BIRTH: Jyyesrows. Cug

LEGAL RESIDENCE: __ ([ rriny g

MILITARY SERVICE: Branch: /fl/n'}-/ Dates of service:
Have you established Veterans Preference ? 5 or 10 point?

A %

GOVERNMENT SERVICE INFORMATION
Are you now, or have you previously been employed in the Executive, Legillntwe, or

Judicial Branch of the Federal Government, or the District of Columbia Government?
Yesn x ; . No

If so, pleale complete the Iollow:gg_
(a) Current or latest place of such employment (prior to White House assignment):
Department or Agency: STATE

a/ o Branch or Division:___ Jrr/c 20 LW PV WEN T LRAWCY
g 1y . :

Ml ; ".' - (b} Bnding date of such lervice (if applicable):

‘"_": (c) Type of appointment (Career-Conditional, Career, Indefinite, Excepted,
_ or Temporary Limited): /L otrp

i . .-(d) Position -'l’itle: (Lerk - SE&’QGEQM Grade £55-/p Salary$_777¢ nz

. - (e) Date of (li--laat promotion or grade change:
P (2)--last within-grade pay increase :

0 Coverages (indicate-Yes or No):
(1) Civil Service Retirement }ng ) 1If both at one time or lnother.

, (2) Social Security (FICA) X s /ﬁﬂz%ﬂ’ which latest?

(3) Federal Employeel Group LIFE Inlurance (FEGLI)_M_ (If waived
. * such coverage - give date of waiver: .}

1

(4) Federal Ernployeee HEALTH BENEFITS Insurance (FEHBPI_&;_____

Date of entrance on duty at White Houle' : _ : :
Office te which auigned- oop < ~ Date of this form: /_MZ

{

’ 1 » ’ 5 . f’
S'ATE T‘\;“h—r" pf——?"\‘“UF"'L'.. !5'2 N ‘;2_1.5 L{ /}’7910”0”'-’-;




e P DU S S U VU0 S MY | D PO PO S oo

e o - r———— " ——

&%
1. Serial Neo. 2. Name 3, Cost Cemter Number 4. LWOP Hours
452592 | LEMHELL WILLIAK 1 97 997 v
5, OLD SALARY RATE 4. NEW SALARY RATE 7. TYPE ACTION
Grods Stap Salary Loy EH, Date Grade Step Suldary Effective Date 7] L} ADJ.
GS 09 1 [ 7,696 10701765 GS 09| 2 F 7,937 10209706
8. Remorks and Authenticetion
/ £77 o Excess Lwop
/ IN PAY STATUS AT END OF WAIT’TNG‘.P ERIOD
/ / LWOP STATUS AT END OF WAITIN A ERIOD / =5
CLERKS INITIALS &'f/:‘“_)" UDITED BY!@" :
0. o o
¢’
| CERTIFY THAT THE WORK OF THE ABOVE NAMED EMPLOYEE IS Lo
OF AN ACCEPTABLE LEVEL OF COMPETENCE. i._’
. ¥ % 8% % 83%8 o P gz ,"*:’(_;
SIGNATURE: , - 8° 33 & B ©8%88¢5 DAgE. ~ e &
T L Q00 Y00 L0 GOCT 000 WD Q0 of o
PAY CHANGE NOTIFICATION
{4-51)

To40 560F Mg 3¢5

e e e e e e e e e e T e T T e T HrT e —— — —— = —






WHITE HOUSE COPY

PERFORMANCE RATING REPORT KIND OF RATING RATING PERIOD
WAVEX0S-323BC {5-88) %
D OFFLCIAL I:] UNDFFECT AL Fnou4/30/65 19;6/29/66
EMFLOYEE NO. EMPLOYEE NAME JOB TITLE AND CLASSIFICATION
57320678 James W, Hosford Cartographar GS-11
NAME AND LOCATIGN OF AETIVITY ORGANI ZATIONAL LOCAT(ON OF JOB
Fl 3 ¥ P ]

FOR WHAT PART OF THE RATING PERIOD HAVE YOU SUPERVISED THIS EMPLOYEE? FRoMAU/ D702 T0: O] L9700

RATING FACTORS AND SUBFACTORS NA - NOT *EVALUATIONS OF PERFORMANCE {Check)
Rate only pertinent subfactoras under each factor. APPLI - SATISFACTORY
On left margin, check the subfactors that are most important. CABLE
Mark summary evaluation on Factors I, II and TII for all jobs. OR UNSATtS- LOW MEETS HIGHLY ouT-
Mark Factor IY only when applicable. NO - NOT | FACTORY| caris. NORMAL seT15. |STANDING
J OBSERVED FACTORY | STANDARD FACTORY

FACTOR i. ADAPTASILITY ON THE JOB AS A WHOLE

1. APPLICATION TO DUTY {CONSERVATION OF TIME)
. DBSERVANCE OF RULES [(CONDUCT. SAFETY. ETC.}
COOPERATION WITH SUPERVISORS

RELATIONS WITH FELLOW WORKERS
ATTITUDES; WILLINGNESS TO LEARN
. MAINTENANCE AND USE OF KNOWLEDGES AND SKILLS

OEPENDABILITY ~
INITIATIVE AND RESOURCEFULNESS ‘

CONSERYATION OF MATERIALS

Olwj@|d|a (|||

VERSATILITY
EFFECTIVENESS IN ORGANIZING

12. DECISIVENESS

13, LEADERSHIP

$4. GENERAL ADJUSTMENT TO CONDITIONS OF WORK

15. OTRER: x X X

FACTOR 11, QUAL!TY OF WORK

16. AéCURACY AND THOROUGHNESS OF WORK
17. NEATNESS, PRESENTABRILITY AND ACCEPTARILITY OF WORK

18. SOUNDNESS OF JUDGMENTS AND DECISIONS
19. EFFECTIVENESS IN PRESENTING IDEAS OR FACTS
20. EFFECTIVENESS IN MEETING AND DEALING WITH PEOPLE

21. OTHER: X X X

FACTOR 17f. PRODUCTIVENESS
(]

22. AMOUNT OF ACCEPTABLE WORK PRODUCED

23. MEETING REALISTIC DEADLINES

24. SPEED OF WORK
25. PROMPTNESS DF ACTION

26. PROGRESS TOWARD MEETING OBJECTIYES DR SATISFYING DEMANDS
FOR ACTION

27. OTHER: X X X

IV, EFFECTIVENESS IN SUPERVISING, PLANNING AND ADMINISTERING
{Attach Form NAVEXOS-3238E for subfactors under this factor)

ADVISORY EVALUATION D U D ng D NDRSMAL D HISGH ]:] o

*ENTER COMKENTS REGARDING PERFORNANCE TH SPACE PROVIDED ON REVERSE SIDE (or on attached sheet).

CHECK 1SUMMARY ADJECTIVE RATING: [} ourstanoing [ wnsatisFacTory IF_NOT CHECKED, RATING IS SATISFACTORY.
(For Outstanding or Unsatisfactory rating, justification and performance standards must be attached.)

RATER'S 3I1GNATURE DATE RATING DISCUSSED WITH EMPLOYEE {Signature} DATE DFSCUSSED

REVIEWER'S GIGNATURE DATE DISCUSSION ACKNOWLEDGED BY EMPLOYEE (Signature)

RATING APPROVED (Enter adjective if chenged) DATE COPY OF RAT!NG FURNISHED EMPLOYEE BY (Signature) DATE

NOTICE TO EMPLOYEE -- By this copy of your performance rating you are notified of the rating and its contents. If you feel this
rating is not correct in every particular, you may within 10 days after receipt of this notice request an impartial review and any
correction desired. Formal appeal rights are provided by statute and regulations for official performance ratings. You may con-
sult your supervisor or your personnel office concerning appeal rights and procedures.



COMMENTS: All Outstending and Unastisfactory evaluations mupt'be supported by apecific and factual information. Other evalu-
ations should be commented on sufficiently to point up the employee's strong or weak points, to give deserved recognition, and

ta explain any unusual conditions of work affecting performance. Aa appropriate, trends toward better or worse performance
should be indicated. Comwents should identify the duties or taska to which they apply. MAKE COMMENTS BRIEF AND TO THE POINT.
ENTER COMMENTS HERE AND NUMBER THEM TO CORRESPOND WITH THE FLEMENTS OR FACTORS COMMENTED UPON.

{1f more space is needed, continue on an attached shest.)
ITEMS BELOW ARE NOT PART OF THE PERFORMANCE RATING BUT THEY LEAD TO INCREASED USE OF PERFORMANCE EVALUATIONS.
1. What is being done, or planned, to improve performance, to utilize strengtha, and to develop the employee in his job? Include
training given or proposed.

2.

Has the employee heen considered for incentive award based on performance during the rating period?
List any items of recognition of performance, including award, accorded this employee during the rating period:

PO YOU NCW RECOMMEND AWARD FOR PERFORMANCE?
3.

What is your opinion of the employee's potential ability, and what is the basis of your opinion? What actions, if any, do
you recommend be taken by the employee or management to develop this employee's potential for advencement?

4. EMPLOYEE'S COMMENT - if he
believed needed.)

desires to comment. (Comment made here may amplify the items above or indicate any modificationa

WAYEX0S-3238C (5-58)




WORK

PERFORMANCE RATING REPORT KIND OF RAT{NG RATENG PERIOD
NAVEX03-3238C (5-58)
’:l or‘nqau l:l UNNFFICIAL FROM: TO:

EMPLOYEE NO. EMPLOYEE NAME JOB THTLE AND CLASSIFICATION
NAME AND LOCATION OF ACTIVITY GRGAN) ZATIONAL LOCAT NN OF 108
FOR WHAT PART OF THE RATING PERIOD HAVE YOU SUPERVISED THIS EMPLOYEE T FROM: TO:

RATING FACTORS AND SUBFACTORS NA - NOT *EVALUAT OGNS OF PERFORMANCE (Check)
Rate only pertinent subfactors under each factor. APPLI - SATISFACTORY
On left margin, check the subfactors that are moat important. CABLE
Mark summary evaluation on Factors I, II and TII for all joba. oR UNSAT!S- Low MEETS HIGHLY auT-
Mark Factor IV only when spplicable. NO - NOT| FACTORY | aupis. NORMAL seTis- |STANDING
K] OBSERVED FACTORY STANOARD FACTORY

FACTOR |. ADAPTABILITY ON THE JOB AS A WHOLE

1. APPLICATION TO DUTY (CONSERVATION OF TIME)

2. OBSERVANCE OF RULES {CONDUCT, SAFETY, ETC.)

3. COOPERAT!ON WiTH SUPERYISORS

4. RELATIONS Wi TH FELLOW WORKERS

5. ATTITUDES; WILLINGNESS TO LEARN =
6. MAINTENANCE ;ND USE OF KNOWLEDGES AND SKILLS

7. DEPENDABILITY

B. INITIATIVE AND RESOURCEFULNESS N -
9. CONSERYATION OF MATERIALS

t0. VERSATILITY

11. EFFECTIVENESS IN ORGANIZING

12. DECISIVYENESS

13, LEADERSHIP )

14. GENERAL ADJUSTMENT TO CONDITIONS OF WORK

15. OTHER: X XX

FACTOR I1. QUALITY OF WORK

18, ACCURACY AND THOROUGHMNESS OF WORK
17. NEATNESS., PRESENTABILITY AND ACCEPTABILITY OF WORK

18. SOUNDNESS OF JUDGMENTS AND DECISIONS
19. EFFECT!YENESS IN PRESENTING IDEAS OR FACTS

20, EFFECTtVENESS IN MEETING AND QEALING WI1TH PEQPLE

21. OTHER: X X X

FACTOR I11. PROOUCTIVENESS

22. AMOUNT OF ACCEPTABLE WORK PRODUCED

23. MEETING REALISTIC DEADL INES

24, SPEED OF WORK

25. PROMPTNESS OF ACTION B
26. PROGRESS TOWARD MEETING DBJECTIVES OR SATISFYING DEMANDS

FOR ACTION
27. CTHER: X XX

IV. EFFECTIVENESS IN SUPERYISING, PLANNING AND ADMINISTERING
(Attach Fora NAVEX(OS-3238E for subfactors under this factor)

ADV ISORY EVALUATION D u D ng B’ NORSMAL I:I HISGH D o

vENTER CORMENTS REGARDING PERFORNWANCE IN SPACE PROVIDED OX REVERSE SIDE {or on attached sheet).

CHECK SUMMARY ADJECTIVE RATING: D GUTSTAND | NG D UNSAT I SFACTORY IF_NOT CHECKEQ, RATING 15 SATISFACTORY.
(For Outstanding or Unsatisfactory rating, justification and performance standards must be attached.)

RATER'S S)GNATURE DATE RATING DISCUSSED WITH EMPLOYEE (Signafure) BATE DISCUSSED

REVIEWER S SIGNATURE DATE DISCUSS I ON ACKNOWLEDGED BY EMPLOYEE (Signoture)

RATING APPROVED (Enter adjective if changed) DATE COPY OF RATING FUANISHED EMPLOYEE BY {Signature} DATE

NOTIGE TO EMPLOYEE -- By this copy of your performance rating you are notified of the rating and its contents. If you feel this
rating is not correct in every particular, you may within {0 days after receipt of this notice request an impartial review and any
correction desired. Formal appeal rights are provided by statute end regulations for official performence ratings. You may con-
sult your supervisor or your personnel office concerning appeal rights and procedures.


https://ofF't'1.AL

COMMENTS: All Outatending and Unsatisfactory evaluations must be supported by specific and factual information. Otbef evalu-
ations should be commented on sufficiently to point up the employee’s strong or weak points, to give deserved recognition, and
to explain any unuaual conditiona of work affecting performance. Aa appropriste, trends toward better or worse performance

ahould be indicated. Comments should identify the duties or tasks te which they apply. MAKE COMMENTS BRIEF AND TO THE POINT.
ENTER COMMENTS HERE AND NUMBER THEM TO CORRESPOND WITH THF, FLEMENTS OR FACTORS COMMENTED UPON,

(If more space is needed, continue on an sttached shear.)
ITEMS BELOW ARE NOT PART OF THE PERFORMANCE RATING BUT THEY LEAD TO INCREASED USE OF PERFORMANCE EVALUATIONS.

1. What is being dens, or plnnneﬁ, to improve performance, to utilize strengtha, and Lo develop the employee in his job? Include
training given or proposed.

2

Has the employee been considered for incentive award based on performance during the rating period?
List any items of recognition of performance, including sward, mccorded this employee during the rating period:

DO YOU NOW RECOMMEND AWARD FOR PERFORMANCE®
B

What is your opinion of the employee's potential shility, and what is the basis of your opinion? What actions, if any, de
you recommend be taken by the employee or management to develop this employee’s potential for advancement?

4. EMPLOYEE'S COMMENT - if hé desires to comment. (Comment made here may amplify the items above or indicate any modifications
believed needed.)
R
-

NAYEY0S-3238C (5-58)
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March 10, 1967

MEMORANDUM FOR MRS, ROBB

Miss Phyllis Kansa detailed to my office from
the Department of State has been given an extension
of 90 days, ending Jume 17, 1967.

Miss Prokopovitsh, Office of Personnel, Depart-
ment of State, granted the extension.

Sanford L. Fox
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March 10, 1967

MEMORANDUM FOR MRS, ROBB

Miss Phyllis Kansa detailed to my office from
the Department of State has been given an extension
of 90 days, ending Jume 17, 1967,

Miss Prokopovitsh, Office of Personnel, Depart-
ment of State, granted the extension.
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147-37 Beech Avenue

Flushang, New Yock 15355
July 6,%66

(Dt Sanfoed. L.Fox
Social Entertainments Office
Ghe White House,, Washington, D.C.

Dear (Tr. Fox,

_ A few years ago [read an acticle in the Dew York
Oimes about you and your staff at the hite house.
L would lke to know whether there is a possibili
of attaining a job there and if so just how should
go about it ?

As I have been an engrosser for the past sixteen
years lettering names, courses, and dates on__—
Eiﬁglomas and_ certificates for a firm in New York

24
h

, I believe I'would be able to fit in some place
there in Washington.

Please let me hnow if there is a chance for—
employment-.

Very truly yours,

Y Sntord L S,

,5:%/7% DE
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July 11, 1966

Dear Mr. Schiavoni:

In reply to your letter of July 6, 1966, inquiring
about employment at the White House, I can tell you
only that at the present time all of the available posi-
tions are filled.

However, because of your interest and experience,
I would suggest that you obtain from your local post
office and complete the Government Standard Form 57
{Application for Federal Employment) and return to me
along with some samples of your work. Posaibly, I
could be of help in placing you in another department or
agency within the Government.

Sincerely,

Sanford L.. Fox, Chief
Social Entertainments Office

Mr. Alexander B. Schiavoni
147-37 Beech Avenue
Flushing 55, New York



July 11, 1966

Dear Mr. Schiavoni:

In reply to your letter of July 6, 1966, inquiring
about employmant at the White House, I can tell you
only that at the present time all of the available posi-~
tions are filled.

However, becauss of your interest and experience,
I would suggest that you obtain from your local post
office and complete the Government Standard Ferm 57
{Application for Federal Employmnent) and return to me
along with some samples of your work. Possibly, 1
could be of help in placing you in another department or
agency within the Government.

Sincerely,

Sanford L.. Fox, Chief
Social Entertainments Office

Myr. Alexander B. Schiavoni
147-37 Beech Avenue
Fluphing 55, New York
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NAME (Print of type—Lasi, Firsi, Middle Initial) IDENTIFICATION NO. ;
FOX, Sanford L.
ORGANIZATIONAL UNIT FROM (M., Day, Hr.) NO. OF
Exec. Office of the President, The White House Office | April 17 9:00 am 10(‘)-'“5 2
TYPE [3 ANNUAL—"1 understand that any annusl leave authorized in excess of the amount avatlable to TO (Mo, Duy, Hr) . E
OF  me during the leave year wiil be charged to LWOP.” [ ] SICK—Gomplete other side of this form, M= gl X -
LEAVE [7] WITHOUT PAY [] COMPENSATORY [ ] OTHER (Specify Y. April 21 5:30 ae A
REMARKS SIGN DATE
. April 4, 1967
']
INSTRUCTIONS: Complete above part of form. If applying for sick | i chechroprlsta'box m’ back (top) of form. I you were under care of a doctor, he
should complete “CERTIFICATE OF PHYSICIAN OR PRACTITMNER' also on back. 4
OFFICIAL ACTION ON APPLICATION
M APPROVED D DISAPPROVED (I disapproved, givs recson) GNATURE AND DATE A
r i W e i - = - T . SU— | S——
ﬂeﬁm"x fm“,“n"lgi - gy - APPLICATION FOR LTAVE b i T b
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NAME ( Print or type—Last, First, Middle Initial)

IDENTIFICATION NO.

FOX, Sanford L.

- ORGANIZATIONAL UNIT FROM (Meo., Day, Hr,) NO. OF
Exec. Office of the President, The White House Office | April 17 9:00 am ZOSRS

TYPE |3 ANNUAL~"“T understand that any annual leave authorized in excess of the amount avallable to TO (Mo, Doy, Fr) .

OF  me during the leave year will be charged to LWOP.” [ ] SICK—Gomplete other side of this form, A 1' 5.30 %k

LEAVE i . .

[(] WITHOUT PAY [] COMPENSATORY [] OTHER (Spcrffy)j Y. April 2 oy

REMARKS SIGNA, DATE

April 4, 1967

INSTRUCTIONS: Complete above part of form. If applying for sick 1

I3
propriate box odf back (top) of form. If you were under care of a docter, he
should complete "CEET]FIC&TE OF PHYSICIAN OR PRACTITMNER" also on back.

OFFICIAL ACTION ON APPLICATION

,« ..

I"‘

: (] APPROVED [ ] DISAPPROVED (If disapproved, gire reason) GNATURE AND DATE
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July 21, 1967

MEMORANDUM FOR W, MARVIN WATSON

Subject: Recommendation to clear Mr. Paul Milton Breeden

for special assignment to the Social Entertainments
Office as and when the occasion arises,

As we discussed previously, the deadline pressures in
the Social Entertainments Office are increasing and hence the
guantity of work at times becomes greater than the present staff
can process in the time desired by the President and still maintain
the high quality of work we consider necessary.

Simce the specialised type work in this office requires
persomnel with professiomal talent and training--persomnel not
easily and quickly located--ths alternative seems to be to locate,
clear and have available the names of qualified persons who can
be called in for occasional assistance when the need arises.

Mr, Breeden appears to have these fine gualifications and,
while he is self-employed and has no interest in joining the White
House staff on a permanent basis, I believe his talent and ability
can be most useful in helping this office meet the imcreasing deadline
pressures.

Therefore, I recommend that Mr, Breedea be cleared and
approval granted the Head of the Social Entertainments Office for
him to be called in for special assignment whea the need is justified.
This need occurs somstimes on extremsly short notice, hemce, if
clearance and approval for entry is available when the occasions
arise, he could very successfully help expedite the larger quantities
of work in the minimum length of time as desired by the President.

Mr. Breeden's Form 57 is attached.

Sanford L. Fox

Approved;

cc: Mrs. Abell ¢


https://Appro..,.cl
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MEMORANDUM FOR W, MARVIN WATSON
57
Subject: Recommendation to clear Mr, Paul Miiton Breeden

for spacial assignment to the Social Eantsrtainments
Office as and when the occasion arises.

As we discussed previeusly, the deadline pressures in
the Secial Entertainments Oifice are increasing and hance the
quantity of work at times becomes greatar tham the presemt staff
can process in the time desired by the President and still maintain
the high quality of work we consider mecessary.

Since the specialised type work in this office requires
peracamsl with professional taleat and training--persoanel mot
sasily and quickly located--the alternative seems to be to locate,
clear and have available tha names of gualified persoms who can
be called in for occasional assistance when the need arises.

Mr. Breedea appears to have these fine qualifications and,
while he is self-employed and has no interest in jeining the White
House staff oa a permanent hasis, I believe his talent and ability
can be most useful in helping this office moet the increasing deadline
pressures.

Therefore, 1 recommend that Mr. Breeden be cleared and
appreval grasted the Head of tha Secia! Entertainments Office for
him to be called in for special assignment when the need is justified.
This meed occurs somatimes on sxtremsly short motice, hance, if
clearance and approval for entry is available when the occasions
arise, he could very successfully help expedite the larger quantities
of work in the mianimum length of time as desired by tha President.

Mr, Bresden's Form 57 is attached,

V_Sanford L. Fex

Approved:

cc: Mrs. Abell ¢



MEMORANDUM

THE WHITE HOUSE

WASHINGTON

In line with our need to locate qualified talent to
help process the greater quantities of work that are coming
in from the President's office as well as other offices, 1
recommend that the above person be cleared and approval
be granted so that when the need arises he might be called in

on short notice for special assignments in the Social Entertain-
ment Office.

Although Mr. Breeden is self-employed and has no
intere st in joining the White House staff on a permanent
basis, his fine qualifications could very well be used by
this office to meet the increasing deadline pressures in
the minimum length of time as desired by the President.

Mr. Breeden's Form 57 is attached.



THE WHITE HOUSE
WASHINGTON

September 13, 1967

Mr. Sanford Fox:!

All necessary preliminary steps have been
accomplliehed and we are now ready for the
entrance on duty of Paul Breeden on any
date you work ouf with him.

Please advise me as to the selected date
Just as soon as determined - so I can
request Pass and séhd to you the papers
he wlll need to complete on his first
day here (oath to take, etc.).

y27s

Jean Robb

945 (354
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For your inf t.i.cm.Z
an Robb

THE WHITE HOUSE

WASHINGTON

Septasber 1%, 1967

TO: W. MARVIN WATSON
Special Assistant to the President
FROM: Mrs. Jean Robb |
Title Personnel Officer Organization The White House Office

‘-"/

It is reguested that you authorize issuance (smbexpeiwsn) of an appropriate pass,
as follows, to the following named person, who has entered boesbiesaie) on

duty _ 9/3k/67

Background data:

Na.me . m . BMREIEN

Address 390 Pinesid Yerrace, Kensington, Werylend 20795

Birth date _Jume 19, 1942 Birthplace  Milivills, Bew Jersey

Nature of Assignment Agpointaswt to our rolls eff. 9/I8/6T to serve istermitisntly
{vben actually smplioyed) ss sz Illustrstor,

Assignment Souial Entertaioments Offiece, Fest Wiag V.M. axt. 2510
{office location, building, room number and telephone)

Status Appuintmsat effective 9/24/67 for imdefinite period. Service is intermitisnt.

(state whether permanent, temporary, or detailed, giving approximate
length of assignment if temporary)
Setisfactory full field investigation By the 7.B.1. per
Security Clearance Mam. Stegall $fr/ér.

{level of clearance and date)

Type of Pass Requested:
=X Permanent White House

Temporary White House 30 days 60 days 90 days

Permanent Executive QOffice

Temporary Executive Office 30 days 60 days 90 days

femarks:

CC: Mr. Alfred Vong
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STANDARD rOomm 50—Rev. December 1080
U.S, Clvil Service Commission '
FPM _Chap, 29

() NOTIFICATION OF PERSONNEL AcTION { 1) ..
© {EMPLOYEE — See Genvral nformation oa Reverss]

(FOR AGENCY USE)

» ..& > ..-._.-'

OLi Speclal Projecta

1. NAME {EAF&'} _LAST—FIRST-MIDDLE . MR.—MISS—MRS, ‘| 2. (FOR AGENCY USE) k5 BIRT|-I DATE . 2 | 4. SOCIAL SECURR'Y NO ’F- rasl
‘ ' FEEP: .- | o6 /6/is
BREEDEN, PAUL M Mr e | O
’ * (. ) Not eligible | - /19/42 ‘S‘Nm
-3, VETERAN PREFERENCE + . . | B. TENURE GROUP 4. SERVICE COMP, DATE | 8. PHYSICAL HANDICAP CODE
1o Damog o 3-Bxe, 0 0_
9. FEGLI i 0. RETIREMENT 11. {FOR CSC USE)
2 I I—CO\'ERED 2=—RELIGIBLE I~WAIVED 2 ‘Iz:CFlsCA 3-:}'"50“5 =0OTHER
12. CODE NATURE OF ACTION 13, E(F‘I;ECR\'EVDA')I'E 14, CIVIL SERVICE OR OTHER LEGAL AU}T;':E:\"
172 |Excepted Appointment - Intemittent o P.L. 110, Gen. Covt. ers
(VAE) 09/14/67 | Approp.det,1956(Special Projects)
15_ FROM: POSITION TITLE AND NUMBER 16. PAY PLAN AND 17 (3 GRADE (b) STEP |18. SALARY
. OCCUPATION CGDE . OR OR
LEVEL RATE
19. NAME AND LOCATION OF EMPLOYING OFFICE
2. TO; POSITION TITLE AND NUMBER "] 21. PAY PLAN AND 22, (%) GRADE (b) STEP | 23. SALARY
OCCUPATION CODE ML ip fETF % 00 vh
nelassified oo when
THlustrator o Intormitient ag'bually. employed
; (Yot GS equiv.
24. NAME AND LOCATION OF EMPLOYING OFFICE '
Executive Office of the President
The White House Office, Special Projects
Social Entartairments Office
25. DUTY STAT 26, LOCATION CODE
Washington, DeCe 08-0010-001
27. APPROPRIATION 24, POSITION OCCUPIED | X, APPORTIONED POSITION
Spaeinl Projects, The Yhite 1—COMPETITIVE SERVICE | FROM: T0: STATE
House Offias, 1968 5 | tgxcerten 1=FROVED-! M,
B, REMARKS: A, SUBJECT TO COMPLETION OF 1 YEAR PROBATIONARY (OR TRIAL) PERIOD COMMENCING
B. SERYVICE COUNTING TOWARD CAREER (dﬂ PERMANENT) TENURE FROM:
SEPARATIONS: SHOW REASONS BELOW, AS REQUIRED. CHECK IF APPLICABLE: [: c ggglaﬁmu D, FROM APPQINTMENT OF 6 MONTHS OR LESS
Necessary security investigation by F.B.I, satisfactorily completed as of 09/07/67.
No record of any prior Federal Govermment asrvice.
1. DATE OF APPQINTMENT AFFIDAVIT {Adccosiwns enly) (Dr olher auth
09/1k /A7 :
3. OFFICE MAINTAINING PERSONNEL FOLDER (/) differant froem amploying oifice) Marvin h’ tdon
The Whits House 0ffice | Special Assistant to the President
3 CODi EMPLOYING DEPARTMENT OR AGENCY 3. DATE 09/12/67 #181‘2

1. ELPLOYEE COPY

B U. 3. GOYCANMONT PRINTING GFFICK: | $84 -0 - 738-203F 18 - D
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THE WHITE HousE
WASHINGTON

June 8, 1967
Sandy:

Per our telephone conversation yesterday
-~ the President’'s inatruction was:

he wanted all the pictures that he is
to personalize prepared in your
special way, even if it meant your
getting extra help so that all he must
dois to sign his name.

Yolanda Boozer
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STANDARD FORM 57 . - . T ce
KIVISED MARCH 1981 : _ AT i

U o sebic CoMissioN APPLICATION FOR FEDERAL EMPLOYMENT _ . **

1. Rind of position applied for, or nime of examination Announcement Nao. Do NOT WRITE IN THIS.BLOCK
) .o . ) For Use of
. - _ o ‘ - Emsmining Office Oniy:
2. Options for which you wish to be conudmd {ir Listed in mmmﬂm : D Appnr. Marerial l Entered Register: E
anngincement) ' D Submitted 1Z
. D \'unappor. ) 5
- D Returned =
. _ 1 Z
3, Primary place(t) of employmenr applied for (Cirywad State} Notations: : B o
2
4. Name (Fizsr, siddle, maiden, o) €] Mr. [ ] M [ ] Min : App. Reviewed: 3
Saul ¥ilton Breeden App. Approved: z
. N mth o " _— oy U
5. Address r.\:JMbn, Slfntl, City, Stite snd Zip Cﬂp’fﬁ Option ‘Grade E.;;t’:l:: Prefereace Zi:ngg
3914 Kineald Terrace _ : ;
Xerisington, Maryland, 20755 ‘ ' [ poinss
: - : [TL'\I.‘-) i
6. Home phone 7. Cfice phone pot 2-1
046-1334 946-1784 - [ | Compois
| 8. Legal er voting residence [Siate) . ]I Orther
’ 10
Harrisndg I Poimt
. P N I
9. Height withour shoes | 10, Weight . ”—1 Dissl.
£ feer 1. inches 150 . | f—t
17, Sax 32, Marinal status [E] Married i B-“i“-l":
— :D Tavesti.
L it Male a Female D Single (luc, widowed, slivored) i pated >
i 15. Blr'b'ﬁ!aoe (Ciry and State, ¢r fortien couniry), : ] _::
|__¥illville, New Jersey ! i 2
‘ : date (Moth, duy, year) 1 1% Social Secur:g{ Nusmbrer ' ":’-‘
|_June 19 194 L A | Z
n .4.. _9 2 . @ - A
A g bur Irwen. employed by zhc Federal Govetnméne, Toicate lase ]
ard job sitle
=z
Dares of servize int that grade _ .-
Jrom oo To Initials and
daze

17, AVAILABILITY INFORMATION

A. Lowese peade or pry vou | B, Wil you accept temporary nppaintment?  (Arceptance ar rifisal of temparary rmpl'a;mm" WAl wet afior your soNsderation
"'*SN “"'6“ " Jor otier ‘appointmeniz.) [:] Yes D No If "Yes," indicaze by "X in apprepritte hox or boxes
s Pe: OT-lr . 4 g [l ¥
o prade | D 1 mo. or less [T 1 w0 4 manchs (7.6 to 12 mentks
- - 5 )
C. Wi yor 1equpt less than full-time employmedt. {less than 40 hours D. Are vou willing to travel?
PEr. week ) § @ Yis D No . D Not ac all (& Occasionaliy f: Frequent'y

E. Wil you accepe employment: In Washington, D.C.2

E\'_es o I %o Ourside L15.2 GYes D‘\'

= .. e
P, Will you accept appdintment only is cerfain locations? L Yes ﬂ No

1f "™Yes,” list locaions:

18. ACTIVE MILITARY SERVICE AND VETERAN PREFERENCS

A. List Duaces; #ranch, and Serfal or Service Mumiber of All Active Scrvice

From To Branch of Service Sptial pr Srrvige Numler
: na Sel 22rVice 7
- 28 1142 2992

B Have you ever been Clacharged from the atmed forces urnder other than honorable conditions?

. 0 e g t
G Yet (Give detils in liem 39) D No t
C. Do you claim %-20int preference Based on wartime military seeviee? D. Ba you elatm S.point prefersace hased on service dusin :
. i 5 7 3 - !
ﬁ Yes D No Canpignd D Yes (Complete wad wttach Suendoid b N

E. Do vou chim

Preference Claim™  TVPE: mc:unpenu!a.e disability D Diisabiiiey |___' Wife D Widow [_‘__- Muther

a8 I‘Ul'“ preference? D Yes D No I Ve eheek gype af‘pnfrrl;.-rn cluimed and complele wundd witach Stopdurd Carwe 15,7

Vederer

i

"‘ : THIS SPACE TOR USE OF APIINTING OFFICEN ONLY
Thx -:—-tru-r given in answer to- Question 19 has heen ves

fiwed with e dischargy certificare and/ 0 cilior seeefl w0 Ich (Hows

bt g

thar : ation was undir honarable conditions,. H

ke —_— —_— ) ™ Wua !

VETTRAN INCE ALLOWED: L_.' 5-pﬂll‘h ol "T‘-?tﬁ,ﬂ.‘: Cq:l-&p. Trisah, ‘__l by Weraler o ERD '

Stgnatuee and el Aepney e !
: }

A
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PLEASE BE SURE TO READ ATTACHED INSTRUCTIONS BEFORE COMPLETING 1TEM 19

19, EXPERIENCE £5mrl with yone PRESENT position amd work back)

May inquiry be made of your present emplayer regirding your character, quali_ﬁi;aﬁ_oqs, and record of employmend?

Ea Yes e

Dazes of emplayment (rmuih,. yierl

V| fom April 1967

To predent time

Exact title of position

lettering artist

MNumber and kind of employees vou Supervise

none

Salary oo carnings Classification Grade Piace of employment (City & Srare) | Kind of besiness br grgasizmian,
Eta_lrr.ing 51 50“250 pec week f. lf in Federal service) _ ; ”M::n;{a‘rshr#iﬂg, ttt’f:wrleirrg, Insur-
Presere 50 250 .. W eek na Eensington, Md. {7 Art

| Name and address of employer (firm, organization, e} Wame, title, and present address of immediare supervisar

self- 3914 Kinciaid Terrace

, ) Kensington, Md. self
 Rezson for wanting fo ledve na .
Deseription of work 1 ot boring for gartifﬁcates, citations, ete. alrbrush photo

retouching, production work etc.

Dates of employment {meonth, year} | Exwcr title of posttion Number and kind of employees you supervised

9

From fugugt 667Te Anril 1967

lettering man

_none

Salary or carmings.

‘Searting ¥ 3 5

Classification Grade
) ‘ (ff in Federal serrice)
per week

Place of employment {City & State}

Kind of business or arganization,
{ Manufectiring, eccpiepiing, st
ance, ek}

s, Waghinsgton, D.C, art

Final €140 per_yesk

Name and address of employer [firw vegenization, er.)
Graham Assoclates, Inc.
805 15th, Wash. D.C,

Mamey title, and present address: of immediate supetvisar
Fred 0tf General Manoger
806 15th Wash, D.G.

Reason for leaving ey

Description of work oxgctly same as above - lett-~ing, retouching elc.

Exact title of position MNuniber abd kind of employers you supervised -

nons

3 Dares of emiployment { month, yenr)

| Frondy] 1@‘1’3’1 6!;. ]

To Aumust 1966

Lettering man

Silary or enrnings CE’:{S;iEcaﬁop Grade Place of emiployment (Ciry & Staze) Kind of business or rlsz.g_m.-ni'za;ti_ion,.-
0 e (R T (i i
Foal 5124 per W ek na Washin~ton, D.C. art
Mame and address of employer (firey, arganization, elc.) i MName, title, and presenr address of immediate supervisor

JH.H. Turner & Co. : Jack Turnsr Preprietor

1201 19th N,¥. Wash., D.C. ; 1201 19th ¥.¥. Wash., D.C.
Beason for lavingd@gire Lo learn
Deseription of work Jettering of all kinds-charis,gr-.as, certlficaies, sllX

soreen cutting and printing, some photo retouchlng, eic.

HF YOU NEED ADDITIONAL EXPERIENCE ELOC“('; USE STANDARD FOPM 57-A QR BLANY TIEETS
SEE h\i‘T WETION SHEET

15=T63 {92



ATTACH SUP™ T2AT: | . L SHEETS OR FORMS BERE
o ANSWER A.. GLULESTIONS CORRECTLY AND FULLY

20, SPECIAL Q1 ALTFICATIONS AND SKILLS

{ A Kimd & Ligenee or Cernificate ( Far exenple, pilot, tedvher, B, Staze ot other ficensing authorivy C. Year af fitst liceese D, Year of larest s E
regitered gursy, lawyer, vadin aperisior, CP.A., etc.) or cerrificate !f cense i cértificate |
!
E. Special skills you possess and machines and equipmens you can use, [P evaniple, shors wuve radis, [F. Approximate number of words per minutel
waliilivh, compranmctie, kev puich, tivker lathe, franscrdbing wachine, scientific or professional derices). .
: Typing Shottband
addressograph, graphotype 50 none
G. Special qualifications nar covered in application.  ( For example, __)'Jilﬂ';r wiosl fusportant publications [do nnd swbmiil cofies senless !f(fnﬂ'r.rd}; your pualcmis or
faventionss pablic sppaking witd prebisiations experivnie: menibership in professional or schtntific goerérie, ok ind bonors wnd fillvuships reeieed. )
nd
2k EDUCATION
A, Phace "X" in colinm indicating highest grpde completed B, I you graduared from €. Name and Jocation of Jast high school attended
iz {slajslel sl e]olw[u n high school, give dare MiT¥lville Memorizl Hlgh
- P— . i “ . . \
o L T T= 1960 | Millville, Kew Jersey
Dates artended, Years complerd Credit hours .
Db, Mani¢ angd ocation-of college o nniversity s Degree YL.‘"d
From To Day Might | Semigster | Quarter | feceived | receive _
School of Visual Arts, NYC EY 19/60(12/50 2 manilis TIOTE |
— g 3 7 ] T * T T Y -
Aczdemy of Sclentology Wash.D.GR/062 4/03 HCA
¥
E. Chiel undergrad Hege sub Sepueser Yz F. Chief grad lege sub Semester | Qiianer
. Ghieél undergraduate college subjeets Hoyrs Hours . Chief graduate college subjects QTS foury
ief underg: Be j Crod o -4 B . T Credit Credit
na
G. Staiemajor freld of study st highest leviel of college work -
na - ' .
H, Other schools or training (for example. srade, racational, Armed Farces, or busingis). Give for gach the name and lpcation of school, darey atended,
subjects studied, certifcates, and any other pertinent data,
na
22, FOREIGN TRAVEL 25, FOREIGN. LANGUAGES _
Have you dived. or teaveled in any foreign “Enter foreign lariguage dnd sdis Resding ‘Speaking | Understanding Writing
coufitrics? A cate your knpwledge of ‘dach by, - - st e .
k : placing "X" in proper tolumn Exe. Good| Fair | Exe, Krood Fair! Exc. Goad Fair ‘Exc.}!Gneu Fair
B T, - 3 - -
T na | T
IF ¥ wive in Ttem 39 pesqes of cotmiries, dates
dndl {enptds 6f tivee shond there asid resson of prr=
fruse {hitlitedry sérifee, business, eilucation, er
retiativk. !
24, REFERENCES
List theer persans Tiving in rhe United States: or territories of the United States who gre NOT RELATED TO YOU AND WHO HAVE DEFINITE
ENOWLEDGE of your qualificationy and fitness for the poiition for which you are applying. Do not repeac names of supenvisors lisced under Teem 39,
o PRESENT DUSINESS OR HOME ADDRESS - A
4 N . : . S Ly e BUSEN : ATEHON
FULL NAME { Nuwiber, Siréet, City, State-and. Zip Codr) LSINESS OR OCCLPATION
Anm mewell 1812 19th N.W. Wash. D.C.|Sclentologist
Gary Gresn 7912 Kincaild,Kensington M¢ Drafisman Schl pd.
, - Ve Preosident
Alize E, Hudders 1725 K 5%, N.W. Wasnh., DC| dasign studio

16=7E15:3



ANSWER ALL QUESTIONS BY PLACING “X" IN PROPER COLUMN

YES | NO |

25. Are you a citizen of the United States of Americal. . o,vvyuenee cavanraar nvemrrsenaag s D
If “No," give country of which you are » citizen:

26. Are you now, or have you ever been, a member of the Comniunist Party, U.5.A., the Communist Political Association, the Young
Cammunist League, or any Communist OFgARIZALION? .. e vassnarsiarsanvsrasnanses siselenwassmtaieatnnsnoston s tar T aeasa

27. Are you now or hive you ever been a member of any foreign or domestic organization, association, movement, group, or combination
of persons which is tatalitarian, Fascist, Communist, or subversive, or which has adopted, or shows, a policy of advocating or approv-
ing the commission of acrs of force or violence o deny other persons their rights under the Conatitution of the United States, or
which secks 1o ulier the form of goverament of the United States by urconsdtutional means?, ., ........ Creenens P .e

If your answer is 26 undlor 37 abore is "Yes," iate on n separate sheel attached to and made a part of this application the napes of all
Such organizalions, csseciations, moremenis, gronps or combination of persons and daler of membership,  Give complete details of your activities
therein aud ke any explawation you desire vegarding your membership or activfties.  (See Instruction Sheet.)

23, Have you any physical handicap, chronic disease, or other disability?. .o vuieveunaiiniionrasiiarinrassnssanrassausancinsnanss X
29, Have you cver had a nervous breakdown?. .o cvvenronnss B T T T Tl T T T T T T T X
30. Have you ever had tuberculosis?, oo v v ar o vinvrniarrsnsus rrrnssnneraorssassras vastssnastattiotraibnetsiontiostoneas X

If your awswer to 28, 29, or 30 abore is"'Yes,”" give detaslt iu Item 39, X
31. Have you éver been barred by the U.S. Civil Service Commission from raking cxaminations or accepting civil service appointment® (If X

your answer s " Yes," give dates of and reasons for sich debarment in iem 39.} :
32, Does the Uniied States Government employ in u civilian capacity dny relative of yours (hy blood or marriage) with whom you live or X

have lived within the past 2d months?. ... ..., . ccvvsiiicn e dersasuatiariesianan Venceraaan T

If your auswer is " Yes," give in lem 39 Jor EACH such relutive (1 Sull name; (3) preseny address; (3) relationship; (4) department or

ugensy by which employed; and (5) kind of appointment, .
33. Do you rdceive or have you applied for an annuity from the Unired Siates or District of Columbia Government under any retitement

act Or any pension or other compensation for military or naval servicel... .. auncarsraran-srnsss Vhsensinens Praanan [N

If your answer is "Yes,"" give details in ltemt 39. X

34, Are you an official or employee of any State, territory, county, ot municipality? .. ....... Priasraanas PP .
If your answer &5 ''Yes,”" give detadly in ltem 39,

35. Have you ever been discharged (fited) from emplayment for any reason?, ... coovvvenn.. et earnareeraeennainay e taraeaas

36. Have you ever resigned (quir) after being informed that your employer intended to discharge (fire) you for any reason?...,..,...

If your ansier to 33 or 36 abeve is *Ves," give details in Item 39. Show the name and address of employer, approximate date, gand roasons
i each case.  This information should agree with staiemenis made in [tem 19=Expericnce.

!

§7. Have you ever been arrested, taken into custody, held for investigation or questioning, or charged by any law enforcement authority?
{You may amit: {1} Traflic violations for which you paid a fine of $30.00 or less; and (2} anything thar happened before your 16th
birthday. All other incidents must be included, even chough they were dismissed or you merely forfeited collateral) v vvvuvceiausa-

38, While in the military service were you ever arrested for an offense which resulted in a trial by deck court or by summary, special, or
general court-martial? ., ... Versesnarse vevanen [T [ [T T

If your auswer to 37 or 34 is "Yes,” give details in Ilem 39, rhowing for cach invident: (1) date, (2} charge, (3) place, (4) law enforeing
authorily or type of conrt or courtsmartial, and (3) action tuken. )

39, SPACE FOR DETAILED ANSWERS TO OTHER QUESTIONS. Indicate irem numbers to which answers apply.

Iiem No, Iem No. .
22] Foreign Countries wvislited Belpium, Luxemboursg, lonaco,
on educatlional tour with Holland, Italy, Swltzerland,
YHMCA Trom July 1960 %o - & Austria - exact daies nol known,
fygust 19860 { 2 Nonths } - nc more than one week spent In
England, France, Germany, any one -couniry

If more space is required, use full sheets of paper approximately che same size as this page. Write on each sheet your name, date of birth, and exami-

nation title. Atrach on inside of this application, [

ATTENTION: READ THE FOLLOWING PARAGRAPH CAREFULLY BEFORE
SIGNING THiS APPLICATION

A false or dishonest answer to any question in this application may be grounds for rating you ineligible for Federal
employment, or for dismissing you after appointment, and may be punishable by fine or imprisonment {U.5. Code,
Title 18, Sec. 1001). Al stetements made in the application are subject to investigation, including a chack of your
fingerprints, police records, and former employers,  All information will be considered in determining your present

]

fitness for Fedzral employmant,

CERTIFICATION

I CERTIFY thar sil of the statements made in this_application are true, complete, an
in good faith, ’

Signature of applicant

orrect to the beit of my knowledge and belief 2nd are made

I f‘f‘; ) Date @jé/ /ﬂ//ﬁé'?’
— L
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8/29/66
Mr. Fox:

As per our conversatlion, the Request for
Personnel Assignment form re Mrs. Scriven

1s furnished herewith for signature by either
Mrs. Abell or yourself. I have omitted identi-
fication of signer in the two places provided
for such - leaving it to you to determine who
should sign. If you do, Mrs. Abell's o.k. should
appear on the form scmewhere,

In case it is decided best to send original direct
to Mr. Watson, please send me copy (furnished here-
with) for my own record. Jean Robb



RECUEST FOR PERSCNNEL ASSIGNMENT

Date:_October 6, 1966

TO: Y. Marvia Watson

FRCM:

(name and title)

Name of proposcd employee MRS. GRACE C. SCRIVEN

Position: (2) Fosition title Protocol Assistant - Engrosser

(b) Grade and salary Gs-8/3 $7538

Payroll (check one): White House Office (Reg. Salary & exp.)
White House Cifice (Special Frojects)
xxx Other (specify)__State Dept.

Length of Assignment (Ghesk-ea<)s INTERMITTENT - to be called in when needed.
Temporary {No. of Months)
Indefinite
FPermanent

Desired effective date &5 soon as possible

Prcsent place of employment or assignment_Dept. of State, Office of the Chief
of Protocol

(signature)

RESPCNGSE: REMARKE:
Approved ;
Disapproved ;
)
Subject to {check)_ Name Check ____ Full Field
Date

V. Marvin Watson

(rev.9/15/65)


https://cal.1.ed

REGUEZET FOR PERSGNNEL ASSIGMMENT
Date:_QOectoher 6 165
TO: W. Marvin Watson

FRCM:

(name and title)

Name of proposcd employee_ Mifl, GRACE €. SCRIVEN
Poasition: (2) Fosition title Preotecel Assistant - Engresser

(b) Grade and salary_ @8-8/3 $7538

FPayroll (check one): ‘Wwhite House Office (Recg. Salary & exp.)
White House Cffice (Special Frojects)

_xxx. Cther (specify) goate Bapk.

Length of Assignment (Check.0ili INTRRMITIENT - to be called in vien needed.
Temporary (No. of Months)

Indefinite
Permanent
Desired effective date___gs soes a8 pegsidkle
Prcsent place of employment or assignment_Rapt. of State, @ffige of the Chisf
of Pretecel
(signature)
RESPCNSE: REMARKS:
)
Approved )
)
Disapproved )
)
Subject to (check} Name Check Full Field

Date

W. Marvin Watson
(rev.9/15/65)






C\(V/@ appointment date

15 Mu«-/
% p Zephyr Wright 12/13/63

eatrice Gregg 12/8/63

Helen Williams 12/8/63

All have life insurance.

could kot ascertain health benefits as
they had left for Texas -- and folks
in Interior on leave.

MHewdo., @ff@a
Q ]
2 B3700



November 27, 1964

Meme to Bill Meyers
Fyezn Bess Abell

This note is te follew up cur phens ceaversation of a few minutes

age. Ths pyeliems in our Soclal Corvespendence cifics are not just
pereasnnal and wevidoad, they ave slso survreundings.

It would be imposeible far anyone but o deaf mute to do a satie-
{actory administrative job in the office the way it ia phyelcally set up.
It ecomes camplets with 8 to 10 electric typewriters golng at onee, the
radieo blaring everylhing from jass to thes World Serise game, and the
chatter which comes {rom having too maay peeple stuffed into the same
room. My recommendetions are as follows:

1. A sspavste office for the head of the Correspendence Section.
This could be done by cuiting & doer from 204 (the corvsepon-
dange office to scguire one of the three offices in Suite 306
{(Fred Holbourn's oifice).

3. FVor more privagy for work and thought, bulld two pevi-glase
pogt-wood partitions in the exdsting office.

Bess Abeil



Nevember 37, 1964

Mexze %o Bill Meyers
rmM\M

This oete {s to (allew wp sur phone conversetion of a few misutes
age. The protimns in cur Sesial Corvespendanee affice are not just
peesonnsl snd werkisad, they ave also surrcundings.

It would be impessible for anyone it a deaf mute to do & satis-
factery sdininistrative job in the effice the way it {a physically set up.
It comas complets with B to 10 slectric typewriters gelag at ouss, the
radio Nariag sverything from jass to the World Series game, and the
chatter which comes from haviag too many pecpla siuffed inte the same
room. My recomenendations azre as fellows:

1. A separats allice for the hend of the Cervespendente Sectisn.
This could be doae by cuiting a door frem 204 (the cerrespon-
dente oilice to asqguire one of the thres offices in Suits 200
(Fred Holboura's office).

3. For mere privasy for werk and theught, bulld two part-glass
part-wood partitions in the sxisting offise,

Beas Abell
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August 1, 1963

Desr Nr. OYDonnells

I = writing te recommend ¥Myre. Beatrice
Cruise of dhe Correspondence Ssction im the Esst
Wing fer oonsideration for sa incresse is bep
salary frem -2 8 to 6-8 9. Sho has worked faltde
fully for the Pime Avts Committes sinece its
Fn TALieL Poa o SeePly M int e wring
fora letters. ) . :
and proofreading of the list for the new WVhite House
Idbrary. I feel that bher excellent record amd semse
zmm bility would gualify her fev an increass
o

Sincerely yours

Willian ¥V, Elder
Curator

iy, Kenneth ' Dopnell

Special Assistant %o the President
The White House

WVEibw
1] ‘6 Tuokermam
livs: Rebb
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August 6, 1963

MEMO TO MRS. JEAN ROBB
FROM NANCY TUCKERMAN
RE: Requested promotion of Fred Jefferson

Mr. Jefferson has assumed many additional
respomsibilities in the processing of malil, i.s.,
opening, assorting, routing, and marginal notations
for replies. Also, his increased respondibilities

in obtaining merchandise for Mrs. Kennedy and

the oifice of the Social Secretary, certainly merit this
grads promotion. The Soclal Correspondsace section
has benefited tremendously by Mr,. Jefferson's sug-
gestions regarding more efficient methods of handling
the volumes of mail and the increased number of gifts
received, '

Nancy Tuckerman
Social Secrstary




August 6, 1963

MEMO TO MRS. JEAN ROBB
FROM NANCY TUCKERMAN
RE: Requested promotion of Mrs. Hortense Burton

Mrs., Burton has assumed increased responsibility

in bandling mail for the Social Secretary, in order to
ralieve her of the heavy load of correspondence. Also,
she is now assuming the new responsibility of handling
all foreign gifts addressed to Mrs. Kennedy and the
children in the Social Correspondence Section, maintaining
caxd {iles, contacting State Department concerning the
appropriate replies, and ascertaining desirability of
suitable rsplies by contacting the American Embassies.
Also, all domestic gifts to Mrs. Keanedy are now handled
directly by Mrs. Burton's office, packages, cards,
replies, stc.

Nancy Tuckerman
Secial Secretary




August 6, 1963

MEMO TO MRS. JEAN ROBB
FROM NANCY TUCKERMAN
RE: Regquested promotiom of Thomas MeCoy

Mr. McCoy has assumed increassd responsibility in
handling more important mail; i.e., suggestiomns and
investigations as to requasts for Mrs. Kennedy's
patromage, expediting handling of foreign gifts, and

roplies through State Department, advising and furnishing
isformation to incoming persommel in office.

Naney Tuckerman
Social Secretary




July 15, 1963

MBORAANM FOR KENNETH O'DONNCLL
FAROoK NANCY TUCKEIMAN
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Jaly 18, 1963




My 18, 1963
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My 28, 1963




July 18, 19583

MIBCRANIAM FOR KEMKETH ©°DOMMELL
TRON NANCY TUCKEMMAN

hm



8/1/63
Miss Tuckerman:

As per our conversation, I am furnishing herewith
current position descriptions for Mrs. Burton,

Mr. McCoy, Miss Coleman and Mr. Jefferson - to be
reviewed by yourself and/or the respective employee
and appropriate changes indicated. Upon return to
me those that have appreciable change will be sub=-
mitted to the Civil Service Commission for evaluation
as to appropriate grade level pr grade range.

ﬂzwﬂ#«



July 18, 1963

MEMORANDUM FOR: Kenneth O'Domnell
FROM: Namcy Tuckerman

These are my last two requests for
your consideration. In the E.O.B. building,
we have a Social File Department headed by
Stanley Clarke. Out of the group, Mz, Clarke
feels there are two who are extyemely deserviag
of a promotiom. ’

They are as follows:

Edward Ratti who is now GS-3. Evideatly,
he is extremely competent and has boen with this
office for 2 years. Mr. Clarke is worried that he
may be unable to remain working at that level, and
yet he comsiders him a great asset to this department.

Albert Johnson was promoted to GS-5 in
March of 1959. He is now Stanley Clarke's
assistant and righthand man. Because of this
positiem, Mr. Clarke feels he should have a
higher rating than the others. Alse, it is a loang
time since he has been premoted.

I appreciate anything you can do regarding
this matter as I know a promotion would mean a

tremendous amount to these two pecpls.

Thank you.

cc: Mrs. Robb


https://nsarctt.as

JUL 31 1963
Barbara,

Attached is the Memo from Miss Baldrige
regarding the Social Aldes,

Stan



THE WHITE HOUSE
WASHINGTON

October 3, 1963

MEMORANDUM FOR MISS KANCY TUCKERMAN:

In erder to bring you up to date on the status of your
recompendation of promotion for Mrs. Beatrice K. Cruise
from her present GS-8 to GS-9, the following information
is furnished:

Fellowing receipt from Mrs. Crulse of her current des-
cription of duties, & copy of such description was sent
to our official contact in the Clmssification Division of
the Civil Service Commission, for his evaluation as to the
appropriate grade level for the duties described. He was
pot informed as to Mrs. Cruise's present grade since it
wae desirable that his evaluation be unhampered by such
knewledge .

Report of his findings has now been received and consists
of advice that he considers that the "statement aof duties
appears to warrant classification in GS-T7 or GS-8,de-
pending upon the experience of incumbent in the work of
the position.”

In view of such finding, and since Mrs. Cruise's present
grade is same as the highest grade cited in his evaluation,
there is nothing further that I am in position to present
to Mr. 0'Donnell for his consideration.

It would be for your perscnal decision as to whether or
net you wished to reinstigate the request to Mr. O'Donnell
for his consideration in spite of the holding quelity of

the job evaluation.
}@u 7.

Jean Robb



CONFIDENFIAT

THE WHITE HOUSE

WASHINGTON

DETTRMIMED TO BE AN
July 20, 1964 ADHAR TS TRATIVE MARKING
CNOT HATL SECURITY
INEORMAATION, £.0. 12356, -
SEC. 1.1{a) N\
MEMORANDUM TO: Bess Abell BY c . g 1/19/%9

EFEROM: Hortense Burton
RE: Attached Memorandum from Mr. Jenkins (July 16, 1964)

Dorothy‘Marshall's release from the Navy could not be accomplished --
therefore, the approved White House appointment for her cannot be effective
until September 25 -- 27, as no separations are prepared over a weekend
in the Navy. As you know, she will fill a GS~5 vacancy in the Social Cor-
respondence Section.

Mary V. Boylan has served during the past three and one/half years
as a GS-8. Since last Summer, her performance has improved immeasurably
and in my opinion, she deserves consideration for a grade promotion. She
has a greater variety of responsibility than any of the other personnel --
always serving cheerfully and willingly in any capacity. '

During the Summer of 1963, Nancy Tuckerman, at my requested, sug-
gested descriptions of additional duties performed by Thomas McCoy and
Fred Jefferson. (Copies of my notes to Nancy on this matter are attached.)
Because there had not been a sufficient timme-lapse since their last promotion --
and because Mr. O'Donnell felt Miss Tuckerman should have more time to
observe the actual performance of their duties -- he suggested she submit
the same request in December 1963, at which time he thought approval would
be granted. This, as you know, could not take place in view of the change.

Betty Tilson received a promotion in 1961, and in 1962, she received
another promotion -- a two-grade, or jump. Mary Birmingham Cuff received
a grade promotion in 1961.

A grade promotion for Mary Coleman was requested during the Surnmer
of 1963. It was not approved by Nancy Tuckerman; however, I think a promotion
for Mary would give her the incentive she needs to give more serious attention
to her duties.

Bea Cruise requested a grade promotion in which I concurred. She had
assistance from Mrs. Robb and Mr. Hopkins in preparing her job description --
when she asked me to review it for her, I told her it was not realistic; however,
the promotion was made effective at Miss Tuckerman's request some time during
the Summer of 1963.

Please verify the above facts with Nancy Tuckermanand Mrs. Robb.
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Increased responaibility in handling more
’ important mail; i.e., suggestions and
"+ lhvestigation as to requeats for Mrs. Kennedy's
- patronage, expediting handling of foreign
£ gifta and replies through State Department,
~advising and furnishing information to
incoming :personnel in office.
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- Additional duties -~ Jeff

Increased responsibilities in processing of

‘malil; i. e., opening, assorting, routing

and marginal notations for replies.
Increased responsibilities in field of
obtaining merchandise for use in handling
of gifts and suggestions regarding more
efficient ways of handling volume of mail

‘and gifts received in office.
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MEMORANDUM

THE WHITE HOUSE

WASHINGTON

July 16, 1964

MEMORANDUM FOR MEMBERS OF THE WHITE HOUSE STAFF:

The budget which was the basis for the appropriation for the White House
Office for fiscal year 1965 was an exceedingly tight one. Appropriated
funds available to the office for this fiscal year are the same as the
fiscal year recently ended -- this despite the fact that built into the law
are increased costs of sizeable proportions.

It will be necessary, therefore, to absorb these increased costs and,
with the utmost cooperation of everyone, we will do so by starting early
in the fiscal year.

The following are among the items which we will have to watch most
carefully:

1. Personnel Costs -- Any proposed changes involving
increased costs in fiscal year 1965 in this area should
be discussed with me in the first instance.

2, New Equipment and Office Furniture -- Requests of this
kind must be held to a minimum unless other ways of
procurement can be arranged.

3. Telephone Service -- Every effort should be made to
keep the equipment and toll charges as low as possible
consistent with needs, When toll calls are made, they
should, whenever possible, be placed through the White
House Operator, Otherwise there is no adequate way
of checking the accuracy of the bills rendered to the
White House by the Telephone Company.

4. Telegraph Service -- These costs have been advancing
and, where a letter will serve the purpose, postal
facilities rather than the telegraph should be used. In
sending telegrams, the cheapest rates consistent with
the need to be achieved should be used and so indicated
on the message, For example, for a 50-word message,
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the full rate to Los Angeles is $5.78, the day letter
is $3.00, and the night letter is $1.80., Under
normal conditions, a full rate telegram is usually
delivered within an hour of its receipt in our
Telegraph Room, a day letter within two or three
hours, and a night letter the following morning.

. Newspapers and Periodicals -- It is evident that
these costs are excessive. Please review your needs
and advise Mr. Howell's office which ones may be
discontinued.

. Duplicating Machines {Xerox, Thermofax, etc.) ~--

The amount of duplicating being done on these machines
is rising at a phenomenal rate each year, It is costly.
We must take stock before a job is done to make sure
that it is necessary.

. Office Supplies, Stationery, etc. -- It is a continuing
battle to keep the cost of this item from mounting each
year, and only by a continuing effort to avoid any
inefficient use of such materials will we be able to

do so.

oo s

Walter J ins
Special Assistant
to the President
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