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Tom McCoy, Assistant to the Head of Social Correspondence December 2.3, 19~5 

Duties: 

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

pondence, Mr. McCoy is in charge. 

-~fOpens, stamps, re.ad.s_._ .s..Qrts, and -~stributes c~ail according _to 

•categories set up ancl assigned by Mrs. Stugard, 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 
I 

number of letters assigned for each person for that week. . . 

4} Compiles figures for Mrs. Stuga~d 1 s Weekly Mail Report to Mrs. 

Johnson. 

5) Checks incoming mail with 11Frie~ds 1 File" to indicate type of answer 

requires and to ascertain whethe~ or not mail should be sent promptly 

to Mrs. Johnson. 

•6)_ Is alert to use . .DEADLINE stamp on mail so that answer can be 

red-tagged an.d answered promptly. 
t 

7) Maintains liaison with Robotype Room and orders, when necessary, 

• robotype mail. 

8) Dispatches promptly mail requiring pl.'.evious file to Social Files. 

9) Acts as Liaison between Social Cor-respondence and Social/ Central 

Files. 

(contd) 

• I 
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Tom McCoy, ~uties: 

•10) .Refers foreign mail to Department of State f~r appropriate 

translation and/ or ha:r.dling. 

11) ?rocessing "special category" mail is a major task for this employe, 

as._ in addition to his daily mail opening/ stamping/ separating duties, a 

11Beautification 11 project will bring in 400 letters in a couple days; an 

11 111 of Mrs"anniversary will bring in another 1500, a 11birthday •• Johnson, 

for example, will bring in an extra 300 letters or cards. Then the 

Christmas season brings in 2.5 to 35,000 cards/letters, a portion of 

which must be checked against the President 1s and Mrs. Johnson 1s 

official Christmas Card list. 

12.) Tota_l number of letter's per week ranges from 1300 to 1800. 

13) Maintains Time ·and Attendance Cards for Social Correspondenc~ 

Office, So~ial Offices, and the Office of the Press Secretary to the . 

First Lady •. 

~~Q) c4uqa>JL-
Christine Stugard 
Staff Assistant for Social Correspondence 

12./2.3/65 

• I 



Cynthia E. Wilson 
Corresp~ndence Assistant 

10. Duo-lpU011 o! du licll and rCll]>o""lbUilioa (So,;, Oulde to Pasltlo11 OIIISll.aer,, Emplo7eca, o.nd Buporv~ors torthe ~Fcp1m1LlonotrWoi"Descriptions, 8tG.Ddard Form No. 76.A) 

Under genera.l supervision, performs principal duties as follows: 

•.Subject to review, is assie;ned for reply or diaposition correspondence addressed to 
the Wife of the President, covering a wide variety of subjects, requiring carefl.4, 
reading and appraisal and the exercise· of considerable i:cdepenq.ent judgment in de­
termilling upoc. the type of response to be made ther_eto or the disposition to be made 
thereof, and the observance of policies, precedec.ts, and procedures followed in re­
ferring correspondence or in preparing appropriate, c011cise, grammatical, tactful 
letters for the signature of the Wii'e of the President or for her Secretary.

• • I • 

Writes letters from brief instructions usually noted oc. me.rgi.Dsor letters that have 
been referred to the President's Wite.or her Secretary. 

Performs related tasks as assis,:ied. 

IC-• _.,. la ... 11lred, 11N &beolber elcle and addlUo.ual Pa&'"" aiN i 11JO~ lo-,t.7'700-. 111.a. 80HUUHNT PII IITl1t• OPIIU 

.. ' 
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Elizabeth L. Tilson 
Correspondence Clerk 

111.Dmli,uon·ol dullcUDd«N1poaalbllillca (Seo Gulde to Pos!Uon OlaiJaWan,Empl~7co,1, ond Supe"laon lot the ~Topnmtlo11.or1''RRro;"DOSCl'lptloo.,St~uclard Fonn No. 7~A) 

Under general supervision, performs principal duties as follows: 

Subject to review, is asoie;ned for reply or dispoaition correspondence addressed to 
the Wife of the President, covering a wide variety of subjects, requiring carefu+ 
reading aod appraisal and the exercise' of considerable independent judgment in de­
termining upon the type at response to be made thereto or the disposition to be made 
thereof, and the observance at policies, precedents, a.nd procedures folloved in re­
fe:r;-ring correspondence or in preparing appropriate, concise, grammatical., tactful. 
letters for the sigoatur~ of the Wi:re of the President o: for her Secretary. 

Writes letters from brief instructions usually noted on margins at letters that have 
been referred to the President's W1.f."eor her Secretar)'. 

Perf'ol'Il16 related ta~ks as assigned. 

,. 

It-• -" la Nllllred, ue U.. o,bN aide 11,11d aoldlU.-1 pall.,. .i. i :I 10',!a lo,-.&7'7()0-t II. L 80'HIIOILll1' .. ,aa•• or,1c. 
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7 
+Thomae R. McCoy 

~lizabeth L. Tilson 

J.Brgaret Michael 

Patricia K. Howard 

Barbara Ann Dillworth 

Julia A. Skenandore 

Joe.nne M. Nevergelt 

~ 
'fred E. Jefferson 

12/12/67 

SOCIAL CORRESPONDENCE SECTION 

l"-. 34) 1 1t,~ L·~ ! • -4-GS-8 

GS-7 1 ~' '"' '2-

GS-5 - detailed from Dept. af Transportation, 
Federal Highway Ad.min. 

GS-5 - detailed from Treasury Dept. 

GS-4 - detailed from Navy Dept. 

GS-7 - detailed from Dept. af the Interior 

GS-3 - detailed from Navy Dept. 

GS-6 



-----------
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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 

Sanford L. Fox 

Approved: 
Mrs. Bess Abell 

cc: Mrs. Carpenter 



u/15/67 

SOCIAL ENTERTAINMENTS OFFICE 

Present Date last 
Name Grade Pranotion 

SANFORD L. FOX 2/18/62GS-14,~ '-

Janice M. Ingersoll GS-11 5/24/64 

William T. Gemmell GS-11 5/2.J./67 

Myra L. Boland GS-9 1/1/61 
••• - :.•.·:· .. -:•··· .• :: .. ~ -~~:._~:.~·~·~:~, _.,. ... ,"-""-'-~----•-'- .·~:~:···."":'."""·. ·•"':··- -:.:·:·. ·-·: ....... - . --- .. ...-~~-,\;"':.·rJ.:.:~:•,--r . .-,._. __ 

- Margaret F. Deeb GS-9 1/2/66 

Alexander B. Schiavoni GS-7 12/5/66 from Dept. of Army 

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." 



E 

ZS, 1965 

MEMORANDUM.,FOR MRS. CARPENTER 

Mr. Russell H. Jr. 

~une 

Armentrout, (Assistant Chief of the Social Enter­
tainments O££ice. GS-12) advises that he wishes to accept r 

and will be leaving our employ about the end 
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 se~m most fitting for the position to be filled. Mr. King is presently 
em.ployed 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 Entertainm.ents 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. 

.IIWJJMI,. 44
Jt=u.e;a::, A:li J A . [. t 0.3 :Ii A P ~ .. WS 



MEMORANDUM 

THE WHITE HOUSE 

WASHINGTON 

June 25, 1965 

\ 
I 

.... 
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 

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

It is imperative that steps be taken to afford us a suitaole replacement 
as much in advance of his departure as possiblk, 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. 

OVED: 

did, 



8 March 1968 

MEMORANDUM 

Toi Ll• and Be•• 

SUBJECT: Woman• Speaker• Bureau • DNC 

Yeaterday I 3ave the Antl•Crlme Speech at an lnalde Happenlna 
tbat Jean Klntner held to try out apeechea and •~kera. 

You wUl widoubtedly have a report from Jean, but I want you 
to have an lnalder'• comment•• too: 

Mra. Alan Boyd on Traneport&Uon • ahy, but alncere and aood. 

Pea&Y Wood on Houa laa • forceful, lntellectual. 

Mra. Rlchard McCarthy • not•• aood on alr and water pol· 
lutlon aa 1he waa on travelllna wlth her flve chlldren 
around Waahlnaton. However whi•ome and funny. 

Mra. Wllllam Crook OD Poverty (buab&nd la head of VISTA), 
An lncredlbly aood apeaker. Involve• audlence bn 
her aubjecf. Very "with lt, '' 

Gerrl Komer OD Vlet Nam -
Thl• la the real p,ipoae ol my memo. Gerrl waa a 
dlnater. Jean Klotner atarted off by apoloalalna 
prof,Hely for aaklR& Gerrl ta talk about auch a 
"delicate eubject, 11 but alnce lt l• topmoat ln voter•' 
m,nda, 1he felt obll&•d to have lt on the proaram. 
Gerrl bad hoped to alve a apeech on paclflcatlon, 
but alnce the Tet offen•lve knocked the 1tufflna O\lt 

of that, •he bad very llttle to aay, except aome old 
quote• from Ike, JFK. and LBJ. 

Ll• and Bea ■: Vlet Nam i• aola& to come up tbrou1houi the campal111. 
and I thlnk Women• Speaker Bureau member ■ bad better be armed wlth 
aome 1ood, forceful lnformatlon. We'll never win tbe electlon or the 
war lf we are apoloaetlc. I'd be alad to try to work up a apeech. Lf 

.,..,..,i. 100d, aolld baek1round lafor-tloia;p;~ \ 



December lJ, 1967 

Memoraacl11m for Mal'Yla W ataoa 

Ile: P.-omotloa ol. Fred E. J.U•r•oa 

.Attadaecl la a rffleed Jolt .. Nripltoa for dae poeldoa beld by 
Mr. rrefl J.Ueraoa. 1 recommead tllat Ida pGeltt.Ga 1M 11Nradecl 
from as-, to OS•T ..... dla.t •• tltl• N ····•cl to A•el•taat to 
tb• Social Seci-etary. Tb• r•a•on• for th••• recommeadatloaa are: 

1. lacreaaed reepoaalldllty aad accoaaiabillty la refereac• to th• 
4elt.••rr of Stat• OUt• •• l»Mau• of ta• 1r•at iDcrea•• of foretaa 
vlaltor• uul eoclal fecdoaa. 

2. New tel.,a.oae clal•• la aa•••nlll IIMtlllri•• a• elated ba Item 6 of 
tile attaclled Ja deHriptl-. 

J. Fer tb• paat al& year• J"red E. lefferMII Ila• be• a loyal, dnoted 
aacl compel41111 empl-,••• H• Ila• ceatlaeeHJ demoaatratecl a 
wllltaa•••• to ••n• ta nery way pea ■lWe. 

Appn. .. ______ _ 

Se• me--------

https://pGeltt.Ga


ASSIST.ANT TO THE SOCIAL SECR.ETA&Y - cs-a 

1'11• JMll'PO•• ol thle poe&tloa le to ••rv• a• aa Aenataat to th• Social 
IN~ of dl• WIit&• Houe. la tbta po•ttl-. •• lacumNa& mut: 

1. R.mew Olllloiaa cnn•,...enc• la replJ Mt mall aclm-•••-4 to Ill• 
J"trat Lady and clatldra NrUftal ~•••••• pl'O)Mr wl••u••• 
fflll&t .. el. copl••• Type NM&tla• mauer• ceweted wldl mall. 

1. &•.,••llll• for llaeloa with m•••-•r UMI•-.,lJ pe••...-1 to: 
A • laa11r• apMltlou clell"iry • corr••p•adeM• aacl memoraada 
to Ill• Pr••tdeat aad Mra. J-...-. 

B • Maialai• ••ficin& •.,,U•• for dl• u• of. eocl&l aecr.tarlat u4 
.... , .... LaclJ. 

J. Jl•epoaallal• for dall••iry al nlubl• it•m• to J'uat i..a, lD ad4ltt- to 
pnri._. ••reoul ••ntc••for •• J'l ..•t Ladf. 

,t. Traalllllit• ad deliver• .- ......i uut olflclal • eea1•• co CaWD•t 
MemNr• aa4 Member• • th• Dltfomadc Corpe fnzn Ill• l"lret ~ alld 
tit• Social Sec .... iry. 

5. Wely ......... ,w. f•r deliNr)' of S&at• ,u, .......... ~..... 
P ..••tdeat aacl l'lrat i..., ... Yl•IUaa Heade• Stal• from uoad 
die wnlL Tide ..... •••Milty lavel.ea •• lla•dli• U i&eln• 
wonll tlwuall4• of dollue. Till• facd• ba , .. ...., 1ac .. ea•ed 
clulaa dale pa•t year NCau• of dl• lut• lllflax GI tenip natter• 
... MClal fllDCUou. 

6. &Melve• aad a.a.■we..1 ~ latml•• from .Utctala, dletr .,..._ 
aad memM .. • d Ill• 1•••al pull&, rea&l"dlal tit.• ... ta1 cal-dar, 
laritat&-• to tile Wilt&•Heue, lift• co tla• PnaltMDt' • wu-. etc. 

1. t>eli••r• puaoaally la,,UaU0111 to Cm-••I•• la COIIMCU• wldl Slate...... 
8. P•l'f•rm• otllar chul•• •• aeetpeL 

n. lacwnkm la tld• peeltwa mut malatala lalp •tapdaru of cir••• 
aad 41ecom. A• pu■ xa! ..... •••••U••GI dl• l"lr•t L.., la ..Uverbaa 
aet••• bwttatt ... , aad 1Ute, dl• lacnambnt mut cllepla,- .... ,-..tMUty aacl 
uutwortlllD .. • •• w.U •• ...... .,., appaoop..l&t• i. Ill• occaeloa. 

https://lavel.ea
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Memorudwn for Marvta Wat•oa 

From B••• Abell 

Ile: P:romotloa of Fre4 J:. 1.U•r■OII 

Attaclaed l■ a rnt ■ed jolt •••crlplloD for di• po■ttloa lleld by 
Ml'. l'rM ,19ffer..._ I rec,emmead dial lat ■ po■ttl• 'be 11p1rad•d 
b'Om OS-6 to OS•T• aad daat tile tld• N u-a•d to A■■tauat to 
di• Social Secretary. Tll• r•aND■ for •••• recommadatioa■ are: 

1. lacr•a•e4 r••poa■lMlliy aDd accoa&al:tW.iy la reference to lb• 
deliyery of Slate OUt■ •• becau• ol Ila• ,~eat iacr .. •• af for•ll• 
Yl•itor ■ aad eoclal facttoaa. 

l.. New teleplloll• dllll•• ta u■w•rtaa '-'ulrl•• a■ ■lated ID Item 6 ol 
Ill• auacll•d Job d•Hriptiea. 

J. :For Ila• pa■t ■ix ye&I' ■ l"l'ed L I effer ■oa ha ■ N• a loyal, devoted 
ud competeat eaiploJ••• H• Ila■ ••tbm•Dy demoa■trated a 
wUliqa••• to ••n• lD nery war po■•iWe. 

App.-.. .. 

S•• me--------

https://accoa&al:tW.iy


ASSISTANT TO THE SOQAL SECJlETAJI.Y. os-a 

The ptarpo•• of. thb poald• le to ••rv• ae ua Aaalatuat to the Soclal 
Secretary of die Wb.lte SO.••• bl tbl ■ poald-. tbe blcwnbnt m••t: 

1. am..w cnataolq c•rreepN4eac• la reply \0 mall udr•••ecl to th• 
J'lrat Lady aad cblldra Nrifylq aclclr•••••• proper eacloau••• 
nataa ol. copl••• Type routlae maU•r• coaaected wlth mall. 

2. •••,...lW.• for Uaaloa wlth m•••aaa•r uld •IIPJIIJ' pereoanel to: 
A • laau• eapeclltf.Mu ..U"ry • eorr••.-cteac• uul memoranda 
to th• Prealdea& and Mra. Jobaua. 

B • Maiataba 1afflelent •uppli•• fer die \lee of aoelal aecretadat and 
th• J'lret Lady. 

l. &•-,oa•llal• for •ll••ry ol. val11able lte&n• to Ftrat La., la addition to 
prericllaa ,. ......i ••me••fol' th• Firet LadJ. 

4. Traaamit• and 41.U'ffra ,.r....i aacl official ra ••ac•• to C..W.et 
Member• a.ad Member• ol. di• Dqfomattc C.rp• from lb• l'lr ■t Luy a.ad 
the Social Secretary. 

5. s.&ely l'eapoaaiWe fol' 4.Unry of State atfu exclllan1..S betwe .. the 
Preal4-t &lld Fir ■t Lady aad YialU., Head• of. Sta&• bom aroad 
the werlL Thl• •••p•a•ll,llltJ' la•el••• tbe ba..U! .. U itema 
wonla tbouaacl• ol dollua. Tbb ftmetlon b&• ar-.dlf blcr .. •ed 
dm., thi• paat J'Mr lMcaue of th• lara• lllflmt of fontp vtaitor• 
aad aeclal fmactioaa. 

•• A•••••• and ua•••r• &elephoa• iDqlllrl•• from oUlclal•, thelr wl•••• 
UMI member• GI.di• aeaeral p.allllc, reaudbaa tile eoclal cal•du'• 
blYitattoaa to di• 'Whit• Hou•, alft• to the Preal4ent'• wUe, etc. 

1, Dell••r• 1Mr•oaallJ' laYitatioea to Em•••l•• la co....ctioe •lth State 
eveDta. 

I. Perform• other d\ltl•• a• •••lpetl. 

Tll• hlc1.1mbeat la dlla peeltton mut maintain hip ataadard• of ch••• 
amt cleconm. A• peraonal rep~••taUv• of th• Flrat Lady b:a ..UYel'IDfl 
aotea, lnYltatloaa, and 1Ut•• the lncumbftt m .. t cllapl&J' reapoaulbtllty aad 
tnnwortlain••• a• •ell a• clecoram appnprlat• to th• occaaloa. 

https://eapeclltf.Mu
https://���,...lW
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h/ THE WHITE HOUSE 

Qt' 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 
Co'ffey 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: 

Elizabeth L. Tilson Position as described is o. k. 
for GS-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 GS-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 GS-8 
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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 
it. 

Willia;!.Ckins 



March 8, 1968 

Memo to Marvin Wataon 

l'rom.Lla and B••• 

We'r• ao 1lad you thoqht that thl• •id• of th• White Hou•• dld a arand. 
arand, 1rand Jo'b dvt.na th• w•ddina, Chrietm••• -- and previo\lalyl Tb•r• 
ar• many wi•una hero•• and aothlq •ina• bett•r Marvin, than th• 1loriou1 
riD& of a caeh realater • • • YOURS t 

W • appeal to YO\I to 1tv• •om• pay raleea to the f0Uowt.n1 people: 

Betty Tilaon .. kautUul, elflcient blonde .. mother of 4, wife of a man Ju•t 
back from ••rvlna l 3 month• la Vl•t Nam. Sb• really nma the cor•••pondenc• 
office •· letter• on eyerytaiq from Y\lld to tb• Symphony Ball. no.a lt 
q.aletly, efflclatly - and l• no prima donna. h hiply loyal to th• Pre1ldent 
and Mra. Job.neon. Her laat promotion to GS 1J"f•• ha 196l, whtch waa five 
year• and thr•• 'babl•• a10. 

Tom McCoy - • opqa aD4leorta every plece of tho■• damn lncr•a•lns mail 
baa• th.al repr•••nt tb• 1r•at American p\iblic. And be aort• lt well •ill 
full day• a w••k and aometlm•• bolidaya. Ml'a. Johll•on' • l•tt•r• are 
anawered •• promptly a• any la th• Whit• Howse. H• really, l• di• Glenn 
Steaall type •· and you know bow terribly vital that l• to aay or1aataatlon. 
H••• a GS 8 ud d•••rv•• to be at leaat a GS 9. Hu 1 chlldr•n and a alck 
wife •• wb!ch may b• om r•a•cm h•'• alad to com• down h•r• on holiday ■• 
H•'• really wo:rk•d at leunlna lh• Johneon.' bt•nda, aad wf.aely and earefvlly 
chaAD•h th• l'lrat L.ady' • mall. 

Cynthia WU•on • wa• handpicked by M••· John•on o\ll of th• Unlv•ralty of 
Tex&• J O\lrnallam School and la a•tuttaenoqh to handle almo•t aay Job for 
th• Flrat Lady or th• Pr••ldnt. Sil• do•• many of th• m•••aa•• to lara• 
or1am•atiou. She baa adv~•d Mre. Jobllecm'• trip• wltb lh• fill•••• ol 
a Marvin Wat•on train••· W • need her forever, bm ab• could, 1 bow, riaa 
down a m\lCh bl11•r 1alary at almoat any newapap•a- ln to,.. Her laet rala• 
wa• ha April, 1966 to GS 1. Bu ah• plneh-b\t• willlnt1y bl every oUlc• 
around h•r• and at •v•rytb.iDa from 1r••tlnc 1ue,at,a at a Stat• Dinner, to 
puttiq tos•th•r meualn.f\ll acrapbook• for •tat• vhltora and the Jahnaona 
per•onal bleada. Sh•'• aomeon• you can pu& bl bont of th• public and b• 
proud ol. Sh• work• loaa hov•, can draft 1peech••• and h the 'b••t all· 
aroWld helper to both of ua in a hurry. Sh• ahould be a CiS ,. 

https://f0Uowt.n1


THE WHITE HOUSE 

WASHINGTON 

-Ja y 18, 1968 

Memo to Marvin Wat son 

From Liz 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! 

Sts•iing tho Ne .. ¥oat nc know afiw you feel eJJ beau$; a!ltd s cf~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 
correspondence office -- letters on everything from Yuki to the Symphony 
Ball. Does it quietly, efficiently -- and is no prima donna. ls highly 
loyal to the President and Mrs. Johnson. Her last promotion to GS 7 was 
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. Mrs. Johnson's letters are 
answered as promptly as any in the White House. He really rs 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 1 s glad to come down here on holidays. 
He 1 s really worked at learning the Johnsons 1 friends, and wisely and 
carefully channels the First Lady 1 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 Lady 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, 

A. I know, ring down a muc!! bigger salary at almost any newspaper in town.
f/.,..., f 1 c MSua, a et raise~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. :::;:,sz;eo~an put in front of 
the public and be proud of. .,._,_. 'I!f/.• • ,+ • 

~ ~ ~~...._ ;- ~ ~ 7uJ.u ~- ~......ttL,~12, -·~ ~ ,,_~· -,. 



January 11., 1961 

Memo to WatltOIIMantn 

From Lia anti B••• 

W •' NI •o pad yo11 tllOlllbt tlaaa &hi■ ■ld• of di• Wlllt• Ho.a•• did a , ...... 

....... ...... J•'- clvlac tll• ••"'••1, Cbri•bnaa, ... and , ..moulyl 
Tll•r• are maay ••11111 bero•• aad aodd111 •lac• Ntter Marna. than cb• 
port ... "Ill ol a calb .. •1l•ar .... YOUllS I 

sea .. t1n1 U.e N .. Y •a.r w• know llow yo• .f••l all bean, and ■o we appe.al to 
JO• to al•• aome pay ..at■•• to th• foUowtnc peopl•: 

Betty TUNII .... 'bea.Ulll, .Ulclnt blOD.d• -- mMber of ·• wile of a 
maa Jut ti.ck fnm ••rvblc lJ moatll• la Vlet Nam. Sb• ....Uy r111l■ th• 
...... ••poadeac• offlc• ... l•tt•r• oa enl"Jtlltaa f,om Yul to th• SJmpluNay 

Ball. Doe• lt q'IIUJdy, efflcl..aly •• aad la no pl'bna don••- Ia lllply 
loyal to ta• Pr•aitleat ucl Mr ■• lahn9GL Her la•t pNmMloa to CS 1 waa 
la 1ff i, w)alc~ waa flv• year■ and lllr•• baltl•• •••· 

Tom McCoy -· op ... UICIaorta ... ry plec• of tlao■• dama lacrea•taa matl 
NI• dlu repr••eat Ul• 1reat Am•rlua p111tlic. Alld Ile aowia lt wall •la 
twll •Y• a week aad ■omedm•• Wldaya. Mra. Jebaaoa' • l•tt•r• ar• 
aaaw•red •• pnanpdy •• aay la tll• W alte Hou•. H• r..Uy • di• 01-
Ste1all type •· and JO• kao1r MM terrtWy rital tllat le to any or1aai••d-. 
H•' • a GS 8 aad d•••rve ■ to 1M at l•••t a GS t. Hae 1 c~Udra aad a ■lck 
wU• •• wllla may N oae reaaon ll•' • 1W to come dolra ll•r• cm .llolt.lay■• 
H•' • w..Uy wnked at leanw11 th• Jebaaoaa' fn•••• uul wl1ely aaci 

caraflllly •b•-•1■ da• Flrat Lady'• mall. 

CJ!!lda wilaoa - - waa llaallplcked lty Mr•. J almHa Olli of. da• Ual••r•lty 
of T ... a Jovaallam Scllool aad la a•w&• ...... to haDdle almo■t aay J•lt 
fer tJa• Flr■t La4J or th• Pr••t•nt. Sb• do•• maay of th• m•• ... •• to 
lar1• or1aataau.... Sil• Ila• advaaced Mr■• Jalmaoa•a·trtp ■ wtda tJa• 
flll•••• of a Marna waeeoa tnba••· W • n .. cl ber forenw. lMatab• could. 
I kaolr, rlDC dowa a qi11Cla Mun Mlary at almoet aay newapaper lD town. 
Sile dlcl lu.v• a rat•• ta April, 1966 to GS•T. Bu 1b• piadk bit ■ wUllJlaly 
la new, office aroWMI b•r• and at .. •rJtbbaa from 1r•edlla 1•••t• at a 
Stat• Dlaaer. to p.Ubaa toseda•r mNAla&f11l ■crapbooke for ■tan ri ■ltor• 
and cbe Jolua ■oa• p•r---1 frteecte. Sb•'• aomeon• '°"can p\11ta from of 
tll• pullc UM1be pN'M of. 



Saaford Faz -- who doe• ■o m\lCh for the Fir•t Family and for all of 
ua -- a• you know a■ well • well a• we do. He l• now a GS 14, •llep 5. 
He i■ an artht with an arttatic temperameat, and we need b.tm deaperately. 
You know how m\lcli he al••• the really ta■teful tO\ICh to everythtna -- from 
deailJllal the beautiful proaram• for ea.ch Stat. dinaer to apectal acrapbook ■, 

Chri■tma■ card■, ceremonial preeenta&toa• for vi ■ itor•. The b9 ■t way to 
■ay "thank you" with feelms h a rabe. Can we jump him 3 or 4 ■tep ■ within 
hi• 1rade? Ht ■ laat promotion wa■ almoat 6 year■ yo I 
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CAPITAL BUSINESS FORMS, INC., ~M. -1:~7!173t WA.St-I.., D. C, 

TO:MARVIN WATSON 

FROM: LIZ AND BESS 

WE're so glad you thought that this side of the 

Whiee House did a grand, grand, grand job during the 

wedding---and previously! There are many unsung 

heroes and nothing sings Mffll1X better Marvin, than the 

glorious ring of a cash registero.o.YOURS! 

We know how you feel all heart at Cb.ristmas 

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

the following people: 

Betty Tilson ---beautiful, efficient blonde­

mother of 4, wife of a finx.ttamx man just back fro 

serving 13 months in Viet Neroo 

She really runs the correspondence of 

letters on everything from Yuki to the P~~ 

Illl'!1tE.1ll the ~ymphonyiallo Does it quietly, effici 
is 

and wi:.hll no prima donnao Is highly loyal to the 
-+e Cr

President and Mrs. Johnsono Her last promotion was 
five A 

in 1962 which was sJU:Bn yearsxagwc and three babie 

Tom McCoy - opens and sorts ever piece of those 

damn increasing mail bags that represent the great 
,gix fu~l days a week and sometimes ~m:l~"&l~~.46. 

public o And he sorts it wellAMrs. ··ohnson's lett 

answerad as promptly as any in the ~ite Houseo 

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

~,_how terribly vital that is to any or£anizationo 
~'~ ~ c;..c;- i> A ... ~ ;., k,e., ~ l-~ 

Has 7 children and Q sick wife-~whicd!i~;• 

reason he's 

He's really 
wiJely

and im.a:rud.l. 

glad to come down here on~~~ • 

worked at learning the Johnson 1 s frie 
and 

carefully channels the li'irst Lady's mai 

ice-­

ntly-­

7 

agoo 

rs are 

know 

._o.~ a_ 
4 ~ l 

ds~ 

0 



CAPITAL SU 5 INESS ~ 

Cynthia Wilson--- was handpicked by Mrs. Johnson out of 

the Univ. -of Texas journalism school and is astute 
almost or the esident.enough to handle any job for the first ladyblx 

She does many of the messages 

oo large organizations. ~he has advanced Mrs. 
the 

trips with'\finesse of a Marvin Watson trainee .. 

We need her forever J but she could, I know• ring 

a much bigger salary at almost any newspaper in 

~e did have a rais9 in AprilJ 1966 to GS-Jo 
~ ~ittr~,,, 
yut she pinch hit,..in every office around here 

at everything from greetin~ guests at a State Di net-
~ ~~=•r ~o.-- d~ 
• ~ltin ( • A;Oims ea I s t scrapbooks for :tluxkx~lo~ 

state visitors and~pe!,r,sohan friends. ~ he's 
someone you can put in front of the public and be 

proud ofo 

P.O.# 

3-4332Y 



all of us as yoP know us we 11 ;,is we c'lo. He is now I 
GS 14, step 5. He is an artist with an artistic tcmpe .. ~0nt 

I I r' 

--------·-· 
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d 

,,,./ /
·1 -I'" 

is 

---,---1 --~----=----<..:L~,--~-L /_------en_-_r_e -1--,-1-_-~li~.11-

_____ _J_____ -l-____..t.u_·_-_~..:_____ _ 
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To: LIZ AND BESS 

From: Cynthia~ 

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 we st side 
I will continue to do my be st. 

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 ~ 
THE WHITE HOUSE 

,~Dc.._C. uWASHJNGTOlf 

(jl (_} ..) 
November 21, 1967 

~ 
MEMORANDUMFOR 

W. Marvin Watson ,, 
~ WE 9 1 I •t v-~ ~ ~ CJ_.Q.\.. l 1...L--

SUBJECT: Promotion of Fred E. Jefferson 

Attached is a revised job description for the position held by 

~ 

r1r, r'Y 
-· Jefferson. I recommend that his position be upgraded froirt 

GS-6 to GS-7, and that the title be changed to Assistant to the 
Social Secretar}'-t• The reasons for th«st-recommendation are: 

1. Increased responsibility and accountability in I _ _---•- ef 
~ ~~~~l·ye y of Stat~~/,{j{-

2. New telephone duties • swer· inquiries as 
stated in Item 6 oft tached job description. 

3. Fbr 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. 



Jn 196T, IO'f'•nme• empio-,..a •••• entltlecl to 20 day• and 6 
bouw• of aaaua11ea ... d which Chriadae took aoda,-. 

Tl&ey w•r• entitled to lJ day1 alck 1••••• of which ehe took 12 
daya aad two IMN••• 

At Cllnnmaa, ahe too1c an &ddttloaal aevea day• leaft which 
ahe claaaUted a, ''compea ... wy••for aU.1ed ovent.me. 

RN•rd• do not ahow time achlally apent tn tbe 1M&Odla1and on 
the Job. We nly on an employe•'• loyalty uad heaeaty to, thb. 

Her olflc• mate• .,.,.,., howe .. r, that laat year lt wae almoat 
a ,,..111,. occurraac• that ahe look off T•ed•J &lad11"1r .. ay mond111• 
•• 10 m...m ao that they w..Send if •he were la Hlloo1 eomewhen. 

La•t ......,,, we Ml&D to tackle tbe del111• of mail on th• 
Ealllla Kitt p•oblem ancl aaud for her help. On TulClay ahe ahowed 
up at won at Z:45 p. m. 

Hel' pay chaYl la attached. 

NOTE1 l'ew employee ■ hen ev•• take all the ,..,. ..... leave 1iven 
diem. la fact, •he la the flllly one in the Eaat Wtaa who••• In 1967• 
Bea1 tMk 9 of her 20 daya le•••• Lta ca..,..ter toek 10. Nelt1'er took 
any alck Lian. 

https://ovent.me
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ASS18!AI! to ftl SCUL ll£BlfA'llA! • ae-1 

!Ilia . ftf Ude JORU. 18 to ._... u u ~ to ._ 
aoe _,. or Ille lldte .,... otftol. 111~ JOR~ t.11e 

1. ...,_, ...,._ •n-• O.•• ta ntlr • -11 
.....,..._ - .. Pint 11111'... e11114NII~ 
......... , ,..,.. -INIII•, ioa._ of -,1-.
fne Nn1M •"-- ec .... vltill -.s.1. 

I. 1'1.. 11191- tltJt U.S. Wltll ■ 11 ■•-r ell4 ... ,., 
,_.,. tltes • 

1. ..-.--- SU- dell"'7 U 

•• llwltaa ftftkUllln ..,u. tor 
-~-.i~--tlle 
nntlaq. 

:s. ••• a,oi. ter teUYel7 et •'•"J•it.IN• n.n 
_. Sa 1111141U-ta ....-S41aa ··•-1 NlrYiNII tor 
\lwnnt...,.. 

~ Tl t ■ Mlta al .. u ..... ,_...i. 11114ottleMtl. ----· 
to Cube\ N11A11• all4 N..a.a• et tbe llll'lelaU. C..,. 
fNII -.. nnt, "- u. te1taJ ~-1111111 

,. ~ , ... ...ala tar cleU.., ~ .... &1fta ....... 
'be1W1• \lie Pna:14ta, Ml ftnt 1i1111W ¥1.nUIIIlllada_. 
ot ltaW t.-.. UOllll4 '111WK. Ilda 1111a1DlU'1 
!M01"9 tbe .... , •• et 1 .. wnl , ........ •t •JJan. 

'• Bledfftl 11114M FM.fl WJ lfln•1 ~ tNII offltdala# 
tMSrWlfte. ---~ ... ,.. . ·. SIie 
tM ... Sal ..S Slw11MIOU to U.. 11dte II , 
&1fta- -- .... SAllllt'• wtte, ... 

f. JlaUftlN ,-M I J1~ IIIYit&Ucae lo I 511■1- ill 0-.U­
Willl .__ fftllte. 

: 

... 

TIie i111111WN111,ta ~ JORU• an lllliata1a ld.8'I~ Of ..,._ 
.... ......... M ,-.-.1 z1111111niid1ve •~ tale ftnl i...- Sa t.eli..._ 
..... , SllfltaUW, alll4 dfta, ._ ila11,.,_t ..- a.,i.,, n.111• 
■DiUtr Ml4 ........,.Gta11e M w11 u 411•• ..,....Sate tD 'Mae 
OOtllaS-. 
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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 mes sages from 
Mrs, Johnson and the Social Secretary to members of the Cabinet ew-other 
high government officials,fl Obtains files for emergency use by the Social 
Secretary. Assists in per~onal delivery of invitations to embassies in 

connection with State Event~ 1, .. ,·, ._ ~ ·.,.,.L,. ,- {).-c,.._..._~( ._ 
-- --1 ,, .· ~ I,, ,. • • (. crvr 1 

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 connection with your request for 
promotion consideration for Fred 
Jefferson, Mr. Watson now asks that 
we obtain informal evaluation from 
Civil Service Commission. 

I believe I sent you (at your request) 
a copy of _the existing job description 
on 4/13? 

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) . 

:r:r 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 i°_J,!1";;'~ , 



• 



Bess, 

In going through my hold items -- I came across 
the attached. Did any thing ever come of this 
and if not should we do something. 

chc 



April 17. 1967-

MEMORANDUM FOB. MAB.VIN WATSON 

rrom: B••• Abell 

I •ould like to promote Fred J'efferaoa. the Cle7.k-M•••-•r lD th• 
Sodal CorreapolUla,c• Oftlce. (Now: GS6-Step 7. t 

Hla --•lanzneata cover a wlde, wlcl• ran,• of actlYitl••• opeabaa aacl 
•elldi• oat Mr■. Jolm■on' • mall. adclbag eacloauea we:re appropriate, 
dali••ria& and plckbaa ap item• (UICI people) of. 1reat value. Hi• 
u •l•taac• l■ uaol.iely lDval11able la prepa.rina for Clariatlbaa. bi1 
putl••• aad ollt•of•tawa tripa. 

J'eff'a laat rai•• wa• from 0S5 to 6 on Aac .. t 20. 1961, and a 
~ for him ••em• 1-. oyerdae. TIM 1racl• rai•• ahoalcl 1M 
to an•• then lt ahould be to a atep 7 within that 1rade. 
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Referred to 

~A,,IAIJ ,.d. ~~~~Mr. H,ins' Offic~ r ,..'-, • ~ ......ca.~e 
,.-,c...e-c:; -c-lJ~~ a--.r• 



4/4/67 

Information regarding FRED E. JEE'.F'ERSON 

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

8/1/54 Appointed White House Office rolls as a Messenger CPC-4. 
12/6/54 Reassigned from Messenger Force to Social Office {still a messenger). 
1/2/55 Grade identification changed from CPC-4 to GS-2 (no change in pay). 
1/15/56 Promoted to GS-4, 1-t;ssenger. 
?/13/58 Promoted to GS-5, Clerk-Messenger 
8/20/61 Promoted to GS-6, Clerk-Messenger 

Presently: 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
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Dear /Jl/trv.{U..eJ!,f 

As per your request. 



I 

RATES \'/lTHIN GRADE & \'/Al"'."ING PEmOJ FC:::'. NEXT ST'.:P INCREASE 
, " I 

GRADE 52 WEEKS 104 WEEKS I 156 WEE:cs ~·~ l I 
; I I 

,. l 2 3 4 5 6 7 8 9 I 10 . • 
i 

i I 
1 $3,609 $3,731 $3,853 $3,975 • $4,097 $4,219 $4,34,1 $4,463 $4,585_ $4,707 

------- 1 
2 3,925 4,058 4, 191 4,324 4,457 4,590. 4,723 4,856' 4,989 5,122 

3 4,269 4,413 , 4,557 4,701 4,845 4,989 5,133 I 5,277 5,421 5,565 

: , 

4 4,776 4,936 5,096 5,256 5,416 5,576 5,736 5,896 6,056 6,216 

5 5,331 5,507 5,683 5,859 6,035 6,21 i 
; 

6,387 6,563 6,739 6~915 

/ "'i 

( 
/ J· I6 5,867 6,065 6,263 . 6,461 6,659 6,857 '" 1,oss-_,,7,253, .J 7,451 7,649 

I 

7 6,451 6,664 6,877 7,090 7,303 7,516 7,729 7,942 8,155 8,368 
, 

' 
8 7,068 7,303 7,538 7,773 8,008 8,243 8,478 8,713 • 8,948 9, 18l 

9 7,696 7,957 8,218 8,479 8,740 9,001 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 1_1,013 

11 . 9,221 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 15, 113 15,561 16,009 16,457 16,905 

14 15,106 15,629 16,152 16,675 17,198 17,721 18,244 18,767 19,290 19,813 I 
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 25,800 
: 

18 25,890 I 
i 



-
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I Dear Mr. Preoident. 
,. 

I 

1967 

Paul Hoffma.n, Barbara Ward, Phil Klutznick, Sol Linowitz, my• 
self: good people, but poor money -ralsers.Vvr?
The National Committee includes 150 of the beat liberals ln theP/- country•• and te.i or twelve of the woret. 

.., Sol Linowitz and I have undertaken to ask you tf you would consider' 
it appropriate and advieabla for you to sponsor peraonally a omnll 
affair -- at tho Vlhite House or someplace else in Washingto~ 
for from 10 to 2.5 of thoGc, on the National Committee (or others) 
who could themselves (with their corporations) take care of this 
next $1,300. 000. 

• Tho money raialng would not be done at the 
meeting -

The President 
The White Houe e 

____J 

I / The Adlai E. :3-;.,:;v,~ ~nPJtb:,;;c of. Z,1~er-r:~.t~onal Affai:ra \\•as set,1:.on 

up ln F,::;t,:n.1.'.lry. T7~<.! plans ~re com_:•:~:.::. Th~re is an excellent 
man in ,.:"..-,X'&•e Polk} ..(William 

We ne.!;d a minimum of ~~3 milHo!'l to provide enough base to go 
ahead. Our agrc(),~cnt wk'.1 Polk l~ t!\at we will raiso thts by ~ June l •· or he i~ free to lea·.,r.:. 

$i, 700, 000 has been raised, le"'.Ying us $1, 300, 000 short.i{v~ The .Board of Directors includes Ben Heineman, Father Hasburgh, 

, I 
I 

I 



- 2 .. 

• Tho liet would o! cours& be subje,;:t to your 
approval. We a.re thinking 0£ people like Sol 
Linowitz, Tom Watson, Agne• Meyer, Bob 

,1,... Benjamin, Eugene Black(?}, Jacob Blaustein, 
Dave Dubinsky, Averil Harriman, Oeoi-ge 
Killion(?), .Arthur Krim. Stanley Marcua, 
Cieorge Meany, Rlehard Reynolds, Ben Swig. 
Whitney Young, etci and then Polk, Arthur 
Goldberg, Barbara Ward -- to deacribe 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 lf' you have an>: reserva­
tions. there wlll be no misunderstanding. 

Respectfully, 

YI... .Willard Wirtz: 

YI. Willard Wirtz 



ASSISTANT TO THE SOCIAL SEIJRE.TARIAT - GS-7 

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 outgoing correspondence in reply to mail 
addressed to the First Lady and children verifying 
addresses, proper enclosures, routing of copies. 
Type routine matters connected with mail. 

2. Responsible 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. 

4o Transmits and delivers personal and official messages 
to Cabinet Members and Members of the Diplomatic Corps 
from the First Lady and the Social Secretary. 

5. 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. 

7o Delivers personally invitations to Embassies in connection 
with State events. 

8. Performs other duties as assigned. 

The incumbent in this position must maintain high standards of dress 
and decorum. As personal representative of the First Lady in delivering 
notes, invitations, and gifts, the incumbent must display respon­
sibility and trustworthiness as well as decorum appropriate to the 
occasion. 
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MEMORANDUM 

THE HITE HOUSE 

\ ASHlNO'ION 

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. 

Willi~kins 

Attachments 



March 2.0. 1967 

MRS. ABEL~ 

l This relates to your telephone call a num.ber of days ago in 
Myra Boland•s behalf. 

; As we agreed, a current description of duties oo. w!uch 
Mr. Fox and \irs. Boland collabo.rated, and which she i 

l 
1i initialed. was submitted to our classification expert at 

the Civil Service Commission for inform.al e~laation. 

1That expert considered the revised description on the basis jof the elements of revision and on the need for special 
1

recognition of :factors peculiar to White House position.a. 

The responding evaluation was to the effect that GS-9 is 
considered the appropriate grade. This. of course, is 

. Mrs. Boland'i1 present grade level. 

William J. Hopkins 

j 
WJH:rah l 

i 
1 

l 
l 

1 

l 
1 

https://inform.al


THE WHITE HOUSE 

WASHINGTON 

December 13, 1967 

MRS. ABELL: 

The 3 job descriptions you requested are 
furnished herewith in form tor marking up 
and changing as you see tit. 

Af'ter our conversatiCIID of yesterday I 
checked to verity a recollection that 
a recomme:odation bad already been pl.aced 
with State Dept. tar promotion of Miss 
Kal:lsa - and verified that it bas. They 
were supposed te notify my office as soon 
as it had been accomplished but have not 
yet done so. Jim Rogers was handling it 
and he will re-check with them as to the 
status at the matter. (It was pranotioo 
of one grade requested.) 

In connection with y~ expressed interest 
in making request regarding Mrs. Carlyle 
it wwld be more appropriate for you to 
place request with Post Of'fice Dept. since 
my office has bad nothing to do with her 
assignment here and al.so since we have not 
been permitted to carry her on our records 
as being detailed here. (Each time I have 
asked about her being assigned here the ✓-J 
response bas been a vague denial of any 
actual detail 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.O. Dept. 



7 

DErtR/'.,.-\INH>TO 8f 4N 
ADMfN;·srR,'\TIVE N:ARliNG 

MEMORANDUM NOT HA!'! ~-e:t\JRITY 
INFO~MAJtON, E.0. 12U6. . 
SE'C.l.ltoj /

THE WHITE HOUSE
PEBS<IIAL 6 &Y C,- ON- I /tf 9j 

WASHINGTONQgJfiPPIMile 
Pebru.al7 1. 1966 

'?Or JlarT1n Wataon 

PBOll a lll.1nbeth Carpen.ter 

RBa Pro110t1on tor Cbriattn• Stugard to G8-l)/l--t12,510.001
1n charge ot Soo1al Correspondence ottlce, •tart of 101
'Which answers anrage ot 1,.500 letter• per week. 

Bel1•~tng, •• clo•• Jlr•. Johnaon, that aalar1•• should matoh 
ab111tJ ancl pertonanoe ot .. plo1•, I reeomaend the abo'Yeeaplo7e
be aoffd up troa her eurrent Uncla••1t1e4 po■ 1t1on ot t10,:,60.oo 
to Grade 08-1)/1-at a .. iar, ot 112,510.00. 

Aa 7011 lmow, Mr•. Jobnaon 1• 'Y-ffJ auoh 1ntereated 111 her Social 
CorrNpon4ence otttoe. On Dee•ber 1, 1964 she brought 1n Chr1at1ne 
Stugartt, Who bad baa a leg1•lat1'ff uatatant on Saa.tor J'ohnaon•s 
•tatt 1ntena1ttentl7 a1noe 191f9, to reorganize that ott1oe, ra1ee 
the qaal1t7,-q_1aDtit7 et work, ••·t \1P an7 a7at• that 111Ctrked.,with 
author1 t7 to abt_tt or ••l•ct 011t peraonnel 1n an7 ettect:1 ff manner. 
At tb• -• ttae, Mre. Jobnaon urged. ·apon her th• laportanoe of the 
eeonoa7 dri ye •. 

When Christin• Stugard took oTer the ort1oe--"1tb a 5-aonth•' 
backlog ot unana,..red •11 and no ettectln •1•t• to anawer 1t-­
abe aimed .tor bigbeat qaality-qaantlty work bJ suppl71,ng •toe1a• 
to •rk wUih, organization, dldano• and auperT1a1on to work bJ,
an4 a pl•aant enTuonaent oonduo1Ye to ach1eT1ng that goal. 

8be aethod.1oally ••t up a ■ y•tea·or measuring •plo7• p:roduo­
t1on. Jlall Aas1gnsent, Letter Coapoa1t1on, an4 11&11 Control. Then 
•h• ~pn the ted1oua task ot ••leottng o•t unpro4uet1ff eaplo7•• 
ancl replaotng th• W1th d:epedable, pl'e4Kot1Te peno:nnel. 

on April 1, 1965 abe waa able to :report to Mn. Johnson 
that, tor the tint t1Jae in tour yeara, th• ott1ce was •current" 
lll. ·it,a -11. 

'l'h• apt• baa taken •tt•ct, mail u■ig:muno are aade • -11 
eontrol ■eaauru ban been utabl1abecl, and deapite the h•~ •11 
1.oa4, pro4uot1on JIOT•• ett1o1•t1Y an4 oorreetly. The eooDQIIJ' 
4r1Te baa bftn kept 1n ■1n4, tt>'r" the papoll ot that ott1ee 1• 
t10,7"'6 1••• annually than 1t was lloftlllber :,o, 19~. 

Reoogn1z1ng the reapou1b111ty and preen.re ~•1Te4 1n shaping 
up and .. 1nta1n1ng a atatt capable ot turning g:rNt qllBllt1t1•• ot 
rout1n• .. 11 into high quality prodaot1on that wlll reflect credit 
on the Plrat lady, I suggest aot1on be 1n,1 t1ated to carry out the 
abon reoo-en4at1on. 

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


MEMORANDUM 

THE WHITE HOUSE 

WASHINGTON 

Pebruar7 7, 1966 

DytIBS Of¥!, gp-1at1ne Stuprd. 1n MN]S• ot SOol&l 

Coffl•pop4,eoe Ot(1ge, 11h1chstatt 1• 10. 1pclud1ng 

SppRJ119r1 

2; Beaponaibl• 'tr,r entire opentlou ot ort1ce, goal or 
llbich 1• to pr.duo• high qual.1t7 wan to reflect credit on 
the nrat tad.7. and. pl'OCluo• it with ■1n1mua nwaber ot 
•plo79• 1n aborte•t length ot time. 

Na1ntalna total npern.■1on ot ottica, •1th neither 
•ecr•t ary nor •••1•1:alt, u A.aaietant Head ot Social Corre•­
poDUllce haa dut1•• mttrel7 oont1ned to open1ng/ataap1ng/
41•tr1bat1ng -.11. 

a) NaN: Dpk Oi,erat~--Attar wl7111!lg work at tb1a desk, 
a new •J•t• aa anapope, ataap, reacl,, aort and d1atr1-
bllte aa11. Procedure wa• date:na1ned bJ l'lrs. Stugard. an4 
can1.ed. out b7 Mr. lloCoJ. Jlaw equ1paet was pucbaaed to 
.. .,... aplo7••• t1111e and. tao111tate operat1ona. Detailed and 
a1nute raoowaendattona vve mad• to •plo7e, 1lho had hara1.o­
tc,re nner bNll able to opm/aort/41•trlbute -11 on current 
be.•1•. 

ti W'-et.ti !et½i;IMR£1U--After proper anal7■ 1■ 
ot 11& •P 01 ~17, n• ... , . .,,,..ta ware 11114.ebJ' 
npen1aor OOJ111118D8'1U'te ab111tJ •ob •plo79.with ot 

9)t!'n1gW'fot~H~t--S78t• waa derteed. and
••t up ~HOa J' ~~p%'0Ti.4e & WHkl.J' Jla11 

·statu• Report o't Mob arplo7a. 

d) Beoord81!:t• pu:p,ice--syatea 1111tiated tor 
-1nta1nlns note iao ai u perta1n111g to our oorre•­
pon4ance, nen rel••••• etc., sern.ng as background: intonation 
for preparation of aor.reapondenoe. 

https://p%'0Ti.4e
https://W'-et.ti


MEMORANDUM 

THE WHITE HOUSE 

WASHINGTON 

2. 

•) ~• of tbo Tzpe t;t;tr•-Inaugurated syst• ot using
large mmr of 7io tn,e eter• tor portion of oorreapon411ftee 
and. trained employee to use •7•t•. 

clP.111:Jead.at,,mor. am •nn.,.• a11 vatt• ,r l•tter•
fer• • ini tn • • 

sf .n shed ette 
ma1 or Kra. obnaon • 

$l 2DP!f•atatt So WPP£ t•tt er gual1tJ fJP• punotv-
t on• an general ton• o •et er to oorreapon •.t aarmer 

• Mrs. Johnson 111111taprojected. 

6) Ma1n!fo;8Eap101g;1rodat1ol'l B•~ to ret'leot aet1nty ot 
eaoh •P 07•. In o r • s, to• w nwaber ot le~tere •••1gned
weekly and number or letters written. 

J'obnscm'• policy an4 atat•ente. 

follow but fatal 1t ••loy• 1a careless. 

•• 

neoe•sarr here to assure the Pl'OPff use of 
•• 

1nes on 1 
&SS1gn ng to 

10) S9ba1ta weglz !ftl AprtY•1• lltport to,.., ,lghpaon and 
0011fe:ra wlth her on •PG·• 1'.on, ana17a.1s 0~ eto.~ aceo-rding 
to her W1ahH. 

re 
new 

~3~• new p•ra~•lb Th1a ott1ce has had a ~r of 
~ people wl 1n e last 7ear bu~, because of the1r 

poor pfft'Wrllance, onl1 t.hree ot who■ re.Lin With ott1ce. 

https://ana17a.1s


MEMORANDUM 

\ THE WHITE HOUSE 

WASHINGTON 

• or process qit1o y a1 large quan 1 y ma1 rought in by 
oerta1n events, 1.e. 1500 •Ann1veraar7• greetings, )00 birthday
greeting•• 900 -Seagle• letters, 35,000 Cbriatmu greetiaga, etc. 
Because of time elm.en.t, quick but tho.rough dec1a1on and ett1o1ent 
methode n.ecealla%7 to prooeaa tb1• .category et mall. 

Coo ere.tes and oonfers with Paul Po il.e 1n char e or 
res1 en s Correa ence fice, Mr. Hopkins., Mona Ne' son•e 

ott1oe, or an7 member ot White House statr to a) glYe or NeelT• 
aaalatanoe 1n coo:rcU.nat1ng and rac111 tat1ng oTer&ll Job or 
anmrlng White Bouse oorrespondenoe, to assure most appropriate
reply, and b) to assure oorrectness of our salutation, closing, 
etc., a factor yer7 auch streaaed b7 Mrs. Johnson :trom: outset. 

i6) 2f8ffltu With orete&{Press ser.mrstagD1no~ooia ce, and soo ertainaen a ce, suppl1 
th• With aaa1stance 1n their work Whenner called upon. 

l?) Super1'1,sor 1n th1s ot1'1ce ■ust be aware not onl.7 or 
Presidential policy, President•• and Mr•. Jolm.son•• act1T1t1ea, 
interest•, W1•h••• etc., bllt m1st haTe ■u1"t1c1ent background
lmow].ed.ge an.4 interest to keep abreast or worldwide trends,
evaluate people, plaoea, and events, and be able to assess 
degree ot 11\portanoe t:o 1nooa1.ng letters as ma.11 to Kra. 
Johnson 1• woYolclw1cleand cm an 1nt1nlte •art-et7 of aubjeota. 

https://1nooa1.ng
https://lmow].ed.ge


n. Jobaaon 
m CJaalatlae - ...... 

1) Rearnaae th• office aom.oow to make the ph,..lcal .appearuce 
attractive. aeat Uld ol'dierly, and more coadu.cl.e to maxhn\1111 
worldaa efflcleacy. la other wona, 1et :rlcl of th• cl.Uer 
.. cl arraa1e for aeceaaary worklq tool• auch •• lacomlJal 
aad 01at1ola1 mall baua, booullda, etc. 

Z) Set ap an efflclat mall dl•trlbu&loa center. I have alr•acly wtalled 
Hmall table" with appropriately labelled bole•• to hold aarreat 
an. 

Time. the mail alaould be Mp&ratecl more acaa.rately 'by 
cat.,orl•• aa4, at a paace. uayon• alMNld be aW.eto aee what 
mail i• wben •- ta other worcla, what our currat mall aitu.atloa le. 

l) Aaalp mail llllo cate1orlff. Thar• ,aeema to be oaly one cate1ory now 
apecUlcally u•lpied. Clther• "la thelr apare time" do varloua 
cate1orlu . Or do "1•aeral mail. u We ahould ••• that each 
per•OD la reapoaal~l• fer a c•rtaln portlea of mall dally. 

4) Prepare a maater notebook Ille oa fonn robe-letter ■, 1l'Y9 eacb a 
number. uae that ll1UllNr to mark on the lacamla1 pt.c• of 
mail ao there la ao clou.bt wlalcll ro'bo letter l• aea.t out. 

Each pereoa. will 1'ave a current flle of rollo letter•, or there 
wlll be place4 ln a central location a maater f11e. Depend.a oa 
whlca la more precluctl.e for ua . 

Cautloa will be •r1ed COllal ■ atly that letter• mun be read. 
tlal'0'1.&hto be 1ur• robo letter• are n ■poaalve. 

Altllouala Iba•• atuclied till• upect only nperflclally, I 
bellefl maay more letter• can be anawered by, .... criep 
but warmly reap01Ylfl lette?a. 

S) Style • content ol lettera. 'We muat bear down on thle. 
Rn.1 au,-l'Ylaioa will b• 1lwa to •entence coalltructloa 
to eUmlaat• lca1, uawlehly and cumberaom• aeatenc••. 

I've already dlatrlbuted memoa Uld. 1ive111uldaace on thi• 
nbJect. but expect to bave a real letter-writ1a1, •••••c••conatructlon 
eeaslon from tune to time. 



z. 
To: Mn. lollaa• 
r ... :cJal'lataae..,_... 

5) Style • coat.a of lelten (cOIIIW) 

I llope to •...-n a book wWa ace•,-•• pNfernd, or 
fa.orlte •pre••••• at!aa•·• ate.• wb.lcla Mr1. Jolmaoa 
fa.-.e •- aatl laclud• tboee •• doe• aat Ilk• •• ud ... tllat 
•ell penoa wbo compo••• letter• llaa OM oe Iler cleak. 

l 1w llliltllpl of un ..... for eadl .. r•- wllo writ•• 
letMra to be npfllN wW. a atmple booklet oa clear W1'11fal• 
OM I tlalak of ...-acally la a email book flret writt• -.., 
• DaltlaOl&tll S-,Uall • ..., ....... nc•lld.y N-l•-· ~ 
a NT .. wnlabll Snn. 

6) Tia• cvra&ly la •N II l'rl .... FOe 0 ala..W •• Ira,& ap to date 
aad relerrM to coa•atly. We'll work oat a .,a.m to •• 
tllal latt•n ar• cucucl wWa it, tf tuy are aot aow Nlltl 
• Medi... Aad we wW check with tlao•• wllo lmow 
''fri .... • f•llly 11 &em Um. to time to •paad lt. 

7) After an app ... l'late Um•• If u plclaace•laatl'IICtlGla 11 floe• aot 
"tau .. aad ilnpNft-111 doe• aat follow, tll• we wUl haft 
to tld.llk a1oaaOCber dtrectloaa. 



Octobear l, 1961 

Ml:MOJlANDUM roa MARVIN WATSON 

Mr. •u•.U H. Ann_..Oldt Ir. CA•el•IUlt Qlef of tlae Soelal 
--.stalwn..te Olllc•• 08-IZ) Ila• left tlae WM• Hou• Slaff. BI• 
lmpuatlve tlallt etepe N •►- tD ... -.4 •• a nllabl• r-,laama--. 

Dvtq ................. bunt .......... ._. .. o1, •• ,1e 
,.,. ... ,-. _., ....... 11... ., •• •••••• ....... .,,, ....... . 
,. -·of•• ..,U•-· ... ...... .a.a..... to .......... at 111,............... .,.................................... 
,. Xlq. 

tmm.._t.ly after 1lala. ~. Bula•......, .._.of•• ■':,o,.. 
lal•nd Schoel of Deelp ... am-•• el tile Pr•alcleDl'• A.-. C.WU. 
recomm_. .. enenl Ollbtanll• m• for .. Job. l"nm 1111• ll'Oaf 
we Ila•• fouad w ..._ le emlneatly .-u,tlN •• l>llalel r. •• fnm 
Hudon. C1•cactlnt. He l■ nn..ely tlae lalol' C•IH11 1telf IOI' tlae 
A .... Ufa lannace Co. 

... ., ... 11aa.... .,... ........... tbnewtllaMm ... boelael 
•• feel ld1 lm•at-M-. .WU.,, ... taate m mue a far aw.-.r coaal• 
lmtloa to •• wowk of tile oMce .._ aa, of•• Olller ..,ate.-.. 

I •• to ncemmad Id• -,,, • .,,,_. •-. nll• •• eooe •• 
DN••UIT eNU'lt, bwe■tl1&tioD l• camfl• .............. .., cl...-..c• 
II'...._ Nia J"um 5? t. attaelled. 

It la ... ,., .. tllat Id• laltlal -,,o&atm..abe•• Aeeletaat t.o tile 
aa&ef, SoeSal J:atPMlnm•te Ofa••• OS-U Cwlala laaa l,uk .... ...-n 
nta of $1,650). 

II la futlull' recammacled tba& lie 1Ntfl'Om ■ta• to Mr. Anneaaou'• 
poalllH. A••latut Ollef, Social l'Atem 1emeata Ofllce, 08-U (aO,IIO 
baele ,-. unwnt, two maatll• after lie jolu •• llaU. 

YCNr ... ffftl of tlal• ,_..foU ... ..,m .... ttoa wo111,be 
..... ..w... 

Bee• Abell 
Soelal ...... .., 



April 10. 1968 

MEMORANDUM FOil WILLIAM HOPKINS 

SUBJECT: Thoma■ ll. McCoy 

Attached la a rewrltteD Jo~ deacrlptioo for Tlaoma• I\. McCoy. We 
recommend tbat he 1M promoted from OS-8 to OS-9, A• ■ letaat to 
th• Head ot.the Social Corre•poacl•ce Sec._ a• •oon aa po••lble. 

Mr. McCoy la a dedicated employ•• •ho l ■ abrara •UllD1 azad 
cooperatl••• Tb• exteatloa of bl ■ dldlea to lacllld• oorreapoadea:ac• 
from tile Coaar••• and for•t.aa dlpaltari•• •• well •• laaDclltq tb• 
entire Cart■tma• card operad.oa for the Pr• ■ldeat UMl Mre. Jobnaon 
are d•••rYlq or recopddoa. 

Ell&&NIII AWl 

https://operad.oa
https://for�t.aa


ASSISTANT TO THE HEAD OF SOCIAL CORRESPONDENCE SEC110N 
SOCIAL SEClltT A.RIA T 

1. la ab•ence of Mra. Chrl•tia• Sn,ard, who l• ln cura• 
of 8oct.al Corw••pondace, Mr. McCoy l■ iD dlu1•• 

•2. c,p.... a&amp•• r•MI•, aorta, and dtatrtbut•• maU and 
tel•1ram• aceordlq to cu•1orte• ••t up and a•elped 
by Mra. St11tard, tnclllilllna , ... ral mall requlrinc tndlvldul 
replt.ea and "botype mall. 

J. Pr..-.•• a ••ekly Mail Statu Report to M~a. Stqard 
bultc:utaa awnber of pelcea ol qall held over 'bf each peraoa, 
U any, and current nwnber of l•tt•r• a••laned for each peraon 
for that week. 

•· Compil•• flav•• for Weekly Mall Repon to Mre. Job.neon. 

5. Cllec:k• lncomlac mall wt.th "Friend•' I'll•" to lndlcat• type of 
an....,•r r-.mNd and to aac•rtaiD whetb•T or Dot mall ah.o\lld be 
••t pNmpdy to Mra. J ohnaon. 

6. I• alert to uee DEADLINE atamp on maU .a that anaw•r can be 
r•d•taaaed anti u--••ed promptly. 

1. Dlapatclle• promptly mall reqltiriac prevtou file to Social I'll••· 

8. Act• a• Llaleon between SOc:lal Coneepoadeac• and Soctal-Cemral Fil••• 

9. &ei•r• for•laa mall to Depanmem of State for appropriate 
traDN&dOD &M/ 01' haDdlla&• 

10. Pl'OCe••lna " ■peclal c.&•Ol'y'' mall I• a maJor taek for thl• employee, 
••• la addlUon to ht• daily mall openln1/ lltamplq/ •eparatlq d'l&tl••• 
a "B .. 11&Ulcatlon11 pnJeat ..W brlaa ln 400 letter• ia a couple ol d.ay•1 
an "umiveraary" will llrlna ln another lSOO, a "lall'lllday'' ol Mr•• Jolanaoa, 
for axunple, wW brlaa iD an eatra 300 lett•r• or carda. Then tb• Chrlatma• 
•ea■on briac• tn 25 to JS, 000 nra/lettera, a portion of which mu■t b • 
checked aaawt th• Prealdat'• and Mra. Jolaaaon'• offlc:lal Chrtatma• 
ca.rd lt.at. 

11. Total l\'1ffllMr of lett•r• per week rana•• from lJOO to 1800. 

https://replt.ea


Tmn McCoy • pace 2. 

12. Maintauae Ttm• aad Att•danc• Card• fo~ Social CeJ'reapoadeac• 
Ofilc•• Social OUlc••• aad lh• Office of the Pr••• lecl'etal'y to di• 
J'lret Lady. 

lJ. HuuU•• all mail acldl'••••d to Mr■, JGIAlleanaDd to th• Pre■ident 
and Mr ■• Jalmaon -• thl• lnclw4•• mall and tel .. •un• from Member• 
of c-,r•••• Cabinet Offl••••• J'or•'a• VJP'• aad aeada of otb•r 
0.v•nun•t aa.aci••· 

14, Keep ■ a dleck li ■t oa all fOl'eip Chrl■tma■ carde to M ■ur• no 
fo••iaa VIP t■ over-looked ha rec•lvtaa 1r•ettJaa ■ fnm the Pre■ lclant 
for th• holiday ••a ■ on, 

15. Make• •ur• di• Pre■ldent and Mr ■• Jolmean' ■ Chrlatma■ 1Ute 
al'• w:rap.-ct and ..... .,. to aad at Cllri ■tma■ time. 



/ ' 

ASSIST.ANT TO THE HE.AD 01' l0CIALCOlllUtSPONDENCE SECTION 
SOCIAL SECJllTA&l.AT 

l. la alNlenc• of Mr■• CIU't.U.e Staaartl. wllo la la c11a.. 1• 
el e.dal Cone.......... Mr. McCoy le in cllarl•• 

1. ()pad, •tampe, ...... , aorta, aa.t dlatrlblll•• mall and 
lel .. run• accor41111&to cat••n•• ••t up &ad ... , .... 
1'y Mr•. ---•rd. lacllldlaa , ..... a1 mall ......... ladlvl4-1 
Nplie■ Uld •elMMJpemail. 

J. Pnpuea a wMkly Mall Statu Aepon to Mr•. Staaard 
bldtcad .. IUlfflN .. of ..... olaraU held ..... "' Mch p•raoa, 
U uy, &Delcurent DWmM .. .i letter ■ a ■■la•-4 fo .. eacll p•r•• 
for tbatweek. 

~ CompU•• flav•• for Weellly Mail llepol'I to Mr■• JCllua■oa. 

S. Cllecka laeomilla mail wltll "Frlnd■' l"U•'* to tncU.cate &ype Qf 
u .............. aad to ascertaiD whet.be .. o .. not mall allould be 
■eat pnmpdy to Mr■• Jaluaaon. 

•• I• .iert to 11aeDEADLINE Hamp on maU ao tba& an•w•r can la• 
ncl•tagN aad un,ered pl'ompdy. 

1. D&■ patcll•• pnmpdy maU reqalria& , ..•riou (Ue to Soeta1 I'll••• 

· I. Acu a■ Lialaoa bMw•a Soclal c ......... eac• aad Soctal•Centr-1 J"Ue ■• 

,. Ref•r• lol'eip mail to Deputmnt ol State fo .. appropriate 
trualadoa aM/n h■acl\'1111• 

l O. P&"eC•••ia& " ■pecial ca&••ry" mail l• a m■J•r ~k , ... thl• empl-,.., 
u, la acldltlon to Illa daily mail opeal•1/ atamplaa/ aepa .. aUaa4bdl••• 
a .. .Bea'll&Ulcalloa0 pnJec& will nllaa la 400 1.ne .. , la a couple ol clay•& 
a.a "uatff .. Hr," will lariaa la uodler 1500, a 0 11ll'llldaJ''ol Mr■ • .1aluaaoa. 
for eaample, wW brblc la an extra JOO letter• o .. cuu. Tb•• th• Cllrt ■tma■ 
■ea■on brta, ■ la 2.5 w JI, 000 Al'4a/letten, a penloll of wblch mut la• 
clleck•d aaalantile Pn■t.tent•• and Mr1. Joba•oa•• oUlctal Chri ■tma• 
C&l'd ll ■&. 

11. Total •wnNr of letter ■ per••• ....... (rom 1)00 to 1800. 

https://SECJllTA&l.AT


11. Muataw Tim• ud Attenclaac• Cuda for Soclal C•n•pDIMl•c• 
OUtc-. Sect.al OfRc••• aa4 •• OUlc• of tile Pr••• ... ntar, to ill• 
J"tr■t 1.My. 

1J. HuMll•• all mall adclH■ Nd 10 M••• Jolla■ea UMl &o •• Pn■W4111t 
... M••• Joll••-- •• till■ blcl..._ mall NMI a.l.earun ■ tram Mwber• 
o1 C..nu. caw.et0fflc•a. l'•fflla VIP'• ud 1aeac1ao1 oda•r 
0ov ............... , 

14. lteep■ a claeck Ua oa all feret.p Cllri•tmu car• &o be ■v• no 
fe""11 VIP ta Oftr•leoa.N la Neelftlll 1r~ ... fnm tb• Pre■Wa& 
fw di• lutlWay ••••• 

11. Mak•• •ve •• Pre■t._ aacl Mr■• J'oha•••• Qlrlnma■ 1Uta 
-..e wrap,•• ... ready to aead at Qlrtlllma■ time. 



THE WHITE HOUSE 

WASHINGTON 

MEMORANDUMFOR BILL HOPKINS 

SUBJECT: Thomas R. McCoy 

A+t7L-~d.t.-o A.., 

:thaue rewritten tire' job description ~ 
Thomas R. McCoyr~½ecommend that he be 
promoted from GS-8 to GS-9, Assistant to 
the Head of the Social Correspondence 
Section lam !ttaching SU We• 

escription 
on e as soon as possible. 

Y\r,McCoy is a dedicated employee who is a1ways 
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. 

r~~~ Carpenter agr~e§ witQ thjs ressm ■ 1B«a 
:Ii.cu. 

Elizabeth Abell 

Elizabeth Carpenter 

Attachment 



Assistant to the Head of Social Correspondence Section, 
Social Secretariat 

l, In 
of 

absence 
Social 

of Mrs. Christine 
Correspondence, Mr. 

Stugard, 
McCoy is 

who 
in 

is in 
char~e. 

char~e 

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

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

Mrs. Stugard 
over by 

of letters 

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

5, Checks incoming 
type of answer 
mail should be 

mail with "Friends' File" to indicate 
requires and to ascertain whether or 
sent promptly to Mrs. Johnson. 

not 

6. Is 
can 

alert 
be 

to use 
red-tagged 

DEADLINE stamp 
and answered 

on mail 
promptly. 

so that answer 

7, Dispatches promptly 
Social Files. 

mail requiring previous file to 

8. Acts as Liaison 
Social/Central 

between 
Files 

Social Correspondence and 

9, Refers 
priate 

foreign 
translation 

mail to Department 
and/or handling, 

of State for appro­

10, Processing ''special category" mail is a major task for 
this employee, as, in addition to his daily mail 
opening/stamping/separating duties, a "Beautification" 
project will bring in 400 letters in a couple 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 briPGS 
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 
1800. 

number of letters per week ranges from 1300 to 



-2-

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

13. Handles all mail addressed to Mrs. Johnson and to the 
President and Mrs. Johnson -- this includes mail and 
telegrams from Members of Congress, Cabinet Officers, 
Foreign VIP's and heads of other Government agencies. 

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

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



April 10, 1961 

MEMORANDUM J'OR WILLIAM HOPIQN.S 

SVIUECT: Cf1dbla JC. WllMD 

C,-Ma WU- baa lte• oa llou4 a& .. Willia H ... • alaca 
J.,...y of 1961, Du-, till• ..ttr• dm• •• bav-• IMt.clIler 
Ill a &larical •ates•.Y wll•, la laet, IIJ NM.UM, trabliq, 
aa4 pede1m.acc, •• l• a pNlf••noeal ■tall m._lter, 

>neehad l■ ■. rmaeli peli&l• de1cripda to •r•e&• for lier 
a Jo ea 1rMl.c 9 u kaU Aaatnaat for Elwh•-...i lmpl'Ov-cmeat. 
l bepc tJaaa tbia mec&a with th• 11CuclaN11 INbllehed 1ty tu ClYll lenic ■ 
Cemml ■ lla Ul4 lllat Ille actl- caa M ace-pltllbecl aa ■ OIIID ■.■ .... atlile. 

EllaalletllCe..-p••-ar 



ST U''J' ASSISTANT - ENVIRONMENT Al. IMPJlOVEMENT 
CiS•9 

S.rv•• a• principal a••iataat to tll• l'ir•t Lady tD.la•r wld•-rualaa 
bate .. •at• ba Ea.tronm•u.l lm•NYenteat lllro"lll di• ao•called 
Bealdlfl.catloa Pns ..am. In tlll• eapadty, th• baaamb•t .. epon• to 
and work.• •l••elJ wlda dl• J'iritt i.a.ly, tb• Social ..... .._.,. of. tb• Whit• 
Hoe••• and tile Firal Lady•• P .. ••• IM ..etuy. Dlapla.Jinl ma&uity 
of J----•t. a Mp ••■ r•• of bdtillltv•, &114an awarea••• DI th• tm• 
pli•adoa9 ol tb• Yari•d declat. ... , proWema, and actlona, tb• UM:\lmbeat 
acu f•r and la tb• um• ol th••• thrH oUiclala. 1'11• iacwnbeat ••rv•• 
•• tll• potac of contact with J"e4eral .. -.l•• uad •• , .... a1 puW!c. 
In di• p.W.ic contact aapect ol. tb• wo .. k, th• iDcllfD'II-.& mut 'be able 
to laapl .. • and 111aintaba th• coa.ficl-.c• a«olfietala and th• palal.lo. Tb• 
blc11mbe11& m\let llav• • dlol"4Nlll lmMrleq• of th• 0 .. 1..antl• aatl 
faction of th• Eayll'Ollmeat&l lmpNY8111eat P201 .. un of tll• r, .. _. Lacly. 

Meir• apecifically: 

1, Direct• th• actlriti•• connected wtth admiDl1t .. .uve fuaeHcm• fo .. 
tb• Ea.tl'Onmatal lmprtwemat Pir .. ram, lnclwdlaaIMapo•lllOll of 
lacoml• ........ ,... .... , reporta ucl docwmeata. U••• hdtiativ• &ad 
J-,naeat to laau• , .. ope .. dlspoetlloa. P ..epa .. •• ..epll•• to oor .. •llpOIMleac• 
f• .. Illa 1lpan.n of th• Flra, LadJ• 

i. Sen•• a• tll• polDl ol contact wUhln th• olfic• for o«llclala ol dl• 
WhlM HM••• efflclala o«J"•ural A1acl•• and th• 1-hl pul11Hc. 
ll••••• illeomt.q call• UICI ••rel••• Jlldam•I and diacr•toa in 
4Nl ... whioll call•r• m••• .. •• alaoul4 'be forwaNled to tb• Flrat wcly. 
Applrlaa a •OWMI kaowl•dt• ol th• l'ira, LM11'• poltci•• aDd p .. oc•dv•• 
la thl• ar•, aaaw•r• apectlio •-•ti•• • tll• facd•• of th• B••dficatlon......... 
J. Deef• abr••t • va .. lo.u oa•1olaa proJ eat• lllroqJI011& lh• co•tl'1' and car .. l•• 
oa aU admbdet .. atlv• detail• aaaoclated widl th• ov• .. ell p .. oc•••• laav•• 
tllat .. &dllae• .... m•t aDd laltu.••• ce ....•epoachac:• and m••n.1•• to variowl 
factlona for po1albl• ,He l,y tk• J'irat wcly. 

•· w rlte1 aad clrall• apeecb•• fer th• l'lr•t Lacly OD all trip•, ln au om 
of. towa, conc•rned wltb lh• B•alldficatloa Prosram uad tnau•• that even&• 
ol uaull&l bat• ..•et ar• bro.lat to the attention of th• l"l .. •t wcly, Pr••• 
SN .. etu,, or Social a.e .. ....,,. 

https://palal.lo


5. Perform• apeclal 4had•• pd •••earch•• for da• l'lrat Lady, h•r 
Social &ec•eta.7Y ancl Pre■• Secretary la dn.&opbaa aDd JUAly•lq 
facu neecled In clecldbla actt.on to b9 tak• on a pMCUna Q\&tt•r. 
Work• cle ■ely wlda di• Pr••• S.cr.a&ry, die Social Secreta.ry, aad 
peweoaal aecretarl•• to Ill• J'lrat Ladf to coordllaat• actlvt.aaa of Ill• 
Pw• ■ ldeat'• wU• la mMdnc•• 1tOCial factloaa. an4 on tripe. 

6. Pel'form ■ ■peclal a11lpam_, work for die Pr••• aad Social Secretary 
oa a11y bea\ldflcad• acUYlty of the Prealdent' • wlf• wh••• a.11l1taac• la 
nqaired. 

https://ec�eta.7Y


THE WHITE HOUSE 

WASHINGTON 

Jfarch 28, 1968 

MEMORANDUMFOR BESS ABELL 

~UBJECT: Cynthia E. Wilson 

Attached, after much reworking, is a 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 administra­
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
cription. 

1JJ1 
Matthew B. Coffey 

Attachments 



THE WHITE HOUSE 

WASHINGTON 

March 28, 1968 

MEMORANDUMFOR BILL HOPKINS 

SUBJECT: Cynthia E. Wilson 

Cynthia Wilson has been on board at the White House since 
January or 1965. During this entire time we have had her 
in a clerical category when, in fact, by education, train­
ing, and performance, she is a professional staft' member. 

~1t,;tachJ:i4 
create for her 
Environmental 
the standards 

a.-:6'--o~ab~ 
a job at 

tmprovement. 
established 

and that the action can 

Liz Catpenbc:P uuu11rs in 

a revised position uescription to 
grade 9 as Staff Assistant for 

I hope that this meets with 
by the Civil Service Commission 

be accomplished as soon as possible. 

this recommendation 1 nurse .Lr - you 
have any question;;!,-* will. be happy to answer them. 

r +--e::· \.-~\ 
\ ~ ./ 
~-✓ 

Elizabeth Abell 

Elizabeth Carpenter 

Attachment 



STAFF ASSIS'l'ANT - ENVIRONMEN'l'AL IMPROVEMENT 

GS-9 

Serves as principal assistant to the First Lady in her 
wide-ranging interests 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 
puolic. 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 
have a thorough knowledge of the organization and function 
of the Environmental Improvement Program of the First Lady. 

More specifically: 

1) Directs the activities connected with administra­
tive functions for the Environmental Improvement Program, 
including disposition of incoming correspondence, reports 
and 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 
and exercises judgment and discretion in deciding which 
callers messages should be forwarded to the First Lady. 
Applying a sound knowledge of the First Lady's policies 
and 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 various functions for possible use by the First Lady. 
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4) Writes and drafts speeches for the First Lady 
on all trigs, in and out of towr1, 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 
Firs~ Lady, ber socidl secretary and press secretary 
in developing and analyzing facts needed in deciding 
action to be taken on a pending matter. Works closely 
with the press secretary, the social secretary, and 
personBl 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 required. 



April 1 O, 1968 

MEMORANDUM FOR WILLIAM HOPKINS 

SUBJECT: Ellnbetb J.,. TUIOD 

W • are rMom~e:rte11•1 &bat Ellaal>etb Tilaon be converted floom 
clerk to eecl'atary atatu• bl order &bat ehe may be promoted to 
ll'&de 9. W • have expaaded lier duti•• to IDc:llld• ou&1lde contact ■ 
and r•••arch on variou oraaalsattone. She ha• be• a devoted and 
dedlcued employ•• who l• V91'J d•••ntaa ot tbil promotioa. 
W •• tiler.tore, recommead &bat llhe be placed ln a ■•c retarial 
poeltl• and promoted. 

I 



SECU:TARY • GS 9 
EllsalMtb. L. TU•on 

Under 1enel'al •up•rvialaa, perfomu pl'lnclpal duU•• a■ follow ■: 

l• a••lan•cl for l'eply or dlapo1ltl0D correapo»dence addr•••ed to 
the Wlfe of tbe Preatdent, acwerlq a •lcl• variety of •.abJect• wh•r• 
'iDIUIW tact and ■kill are needed in the prepa.l'&tlaa of •ultabl• 
r••pon••• iDcl'IMlisll all lnvtu.tion• to attend p11bllc or private 
cerement•• and tho•• l'tiqu•dlll her epoaaol'ahlp. Col'r•..-uaac• 
NN!lllil'•• carel'lll l'eacU.aa and appralnl and the exercl•• of con•lderable 
llMlepeadllllt J\ldamnl uad r•..,..•11,Ulty bl datermlllina the type of 
r•apon•• of dlepo•itlon.. Pnpar•• conctae, ll'&mmattcal, diplomadc 
laitel'• fol' die •lanatue of the Wile ol. the Preetdent or for b•r 8ac:l'et&r7. 

PW'epal'•• m••••a•• Che Wile of the Preaidat cbultabl•for to variou 
and clvlc 1ro11pe on Che local and national level. 

l:ul'ClN• tndepeadent Jll4amnt ...... u •• hip lnel contact ■ •Ith 
membel'■ of Ill• Whlte HO\Ye ■tatl and odler Oovermnent official ■ 

CD11C•niD1 mffa&&•• and l'equ•t• for apoaaorablp f:rom variou 
national aacl local chic and r•la&ed or1ualaadona. 

Perform• apeclal dutl•• &Dd r•• .. l'ch•• for tbe Fi~n Lady, b•r 
Soda1 Secretary uad Pl'e■ • Secl'etary In dffelopbaa aad uaaly•ba 
fact• a•ed•d la declcUDc action to be tak.n on a pendlaa matter. 
Wol'k• doaely •ldl ta• Pre•• Secretary, the Social s.c .. -.ry. and 
per•oaal ■ ecrnarl•• w the J'lr.a Lady to coordinate acdvttl•• ol the 
Prealdeat•• wlf• ln m••iDI•• ■octal f..cdODa, and on tripe. 

Mr1. TU■on la an .at:ramely able and dedicated at.aft member. Sh• hu 
••rved muy tlm•• lD the ab•w• oi the Corr•-,.aclene• SupervllOI' •• 
one• •• 1- a• 6 wen■ ...• •• the acdn1 head of the Social Col'r••polld•c• 
Office. 

https://l'eacU.aa


THE WHITE HOUSE 

WASHINGTON 

~EMORANDUMFOR BILL HOPKINS 

SUBJECT: Elizabeth L. Tilson 

~commending 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 
organizations. She h~s been a devoted and 
dedic~ted employee who is very deserving of 
this proraotion. a,t'there:fore, recommend 
that she be placed in a secretarial posi­
tion and promoted. 

Elizabeth Abell 

ilizabeth Carpenter 

Attachment 



Elizabeth L. Tilson 

Secretary - GS-9 

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 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 
jud~ment 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. 

Exercises independent judgment as well as high level contacts 
with me~bers of the White House staff and other Government 
officials 
from various 
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MEMOJtANDUM J'Oll WILLI.AM HOPKINS 

SUBJECT: Myra J. Boland 

Smee 1 bv• been Soclal Seer....,., l bv• admt.r-4 and appreclat-4 
lb• work of Myra JSolaad. Bffau•• •• l• ao aood. 1 have placed 
lureaatq demuacl• upon bu talent• over th• la.at fffi year•. I now 
Shlnk it le dealraW.• that•• ••oaal•• her talent and tncrea■ •d 
re■ponalbllity by pnmoUDa her from arad• 9 to 10. 

Tb• po■ltiOD •••crlpdoD for ber wa• wwltteD lD 1961 and ii attached 
at Tab A. Al Tab B 1 h&Ye lillted additional duU•• in a reviaed 
po■ltt• deacriptton &Dd bope that SIila will m ••t with tbe approval 
ol. tb• Civil Service Commi ■•lGD. 1 \mder■ta.nd th•r• ar• no ■tandard• 
••tabliahed lty th• Civil Semc• Commi ■alca to thl ■ pr◄•••• du• to 
She ••2'1' few peopl• who are ct\lallllecl to perfol'ffl lt. 

I recommend you approve th• pwomotton of Myn Boland•· Mr■. 
ca..,._.r concur• in tbi■ recommmadaUon. 

EllulJetllCupeater 

https://mder�ta.nd
https://WILLI.AM


EXPEll T ON SOCIAL l'OllMS, CUSTOMS ANp PllACalCES 

1. Under 1ea•ral ■upem■ioD, prepare■ hlvltadoaa to dbmer, lmu:heona, 
••••• •eceptt••• al-, with •velop••• admit caa,d■, etc. M1& ■t be accuat.ty 
Wormed a■ to dtl•a. proper form• ol &ddr•••• cuatom ■ and proper ■octal 
pl'OCedv••· 

i. Prepare• place cucle for dbmer• and l\Dlcheona, uina correct form ■ 
fol' U.S. oUiciala, foretp dl1111'ari•• and other 1u•■ta. 

J. Pr..,are• npli•• to formal invitation■ rH•lved by tb• Prealdm&, th• 
Preaidat•• famUy and Whit• Hou•• official•. la •••poealbl• for p••ma• 
nent record of all repll••• 

... Tb• UIC'llmbeDa la req\drecl to have 011&1andln1 akill• in eacro••UII• 
pemnaaablp, callt1rapby, and th• ability and axpedeao• t.o work 
111Ml•r eatrem• pr•••v• t.o meet d .. dlin••· 

5. Mut hav• a lboro\llb knowl-edc•of protocol and eoelal pracdc•• 
to pnperly pedorm tb••• dml•• and for 1tvlaa correct lnlormaaton 
cone •l'DUII NCh function■ to telephone lnqldri••• 

6. Pedo.-ma ib• dllUea ol Aaalataat la the Social Offtca periodically 
wb• th• Aaalal&nt la old or otharwt•• occ11pled. 

7. Pr-,..•• •velopea. wrtnen ln J:aarave ... • Script tor fol'•laD 
&mba■ a&dor■, at aucb tlm• •• tb•y pr••• tbeir cr-Seo&lala. 

I. Prepuo•• avelop.• for Mnllday carci■ and COllll'a&lllatory card• 
■ent lty th• Preat.deat and J'lr ■a Lady. Th••• ar• uully requated by 
Memltera of Ccmar••• ria tb• Offlc• of th• Prealdent. 

9. Cbeck• ••atlna oh&rt for dima•r•, lllladaeoa■, etc. • for clupllcat•• 
of nam••• incorrect form• of addr•••• etc. 

10. Arr-.•• place cara accordlq to ••atln1 c:ha:rt for lWlcbeon■ and 
dbuler ■. 

11. Letter ■ name ta.a•for av.en ■ who attend recepttona al'Jd t .. a. 

li. Prepare■ cud• la Script and bu.■bl••• wrlUq for 1lft• 1tvea llr 
t:h• Flrat La4y and the Prealdat to Cbl• of S&aie and other ■• 

lJ. Under the cllrect ■'llpftrvlalOD of the Soclal Secretary perform• e&•k• 
ol. lnerea■b11 raapoulllllity a■ •••l&DM and aeceeaary. 

https://accuat.ty


THE WHITE HOUSE 

WASHINGTON 

March 21, 1968 

MEMORANDUMFOR BILL HOPKINS 

SUBJECT: Myra J. Boland 

Since I have been Social Secretary, I have admired and 
appreciated the work of Myra 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 increa~ed 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 BI have listed additional 
duties in a revised position description and hope that 
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 qualified to perform it. 

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

Elizabeth Abell 

Elizabeth Carpenter 

Attachments 



EXPERT ON SOCIAL FORMS, CUSTOMS AND PRACTICES 

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

2, Prepares place cards for dinners and luncheons, using 
correct forms for U.S. Officials, 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 permanent record of all 
replies. 

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

5, Must have a thorough knowledge of protocol and social 
practices to properly perform these duties and for 
giving correct inf9rmation concerning such functions 
to telephone inquiries. 

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

7. Prepares envelopes, 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 requested 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. Arranges 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 Script and business writing for gifts 
given by 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. 



April 10, 1968 

MEMORANDUM l'OR WILLI.AM HOPiaNS 

SUBJECT: Sulord L. J'oa 

Baaed "POD the )d,1b ,.iuy pedormaaa• of Sanford 1,. Foa in 
hi• poabioa a• Head of th• Social J:nlerlabunem• Office, we 
recommend tbat be N 1tvea a C1ality at-, lncrean at 111'• dme. 
W • IDcr•a•baaly depezad llfOD Mr. l'ox to perfol'm ln a maltltud• 
ol rol•• witb very abort deadltn. ■, and h• perfoa,ma all ol tbem 
witb •llltaa••••• coart••Y• and eaceptional ■ldll. 

W •• dl•refol'•• recommend dlat yo1a approve th• 1rudns of 
a qullty lt•p lurea•• from GS•l4/5 to 08•14/6 effective a■ 
aoon •• poaetble. 

https://WILLI.AM
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THE WHITE HOUSE 

WASHINGTON 

March 21, 1968 

MEMORA~DUMFOR BESS ABELL 

SUBJ:;CT: Sanford. L. Fox 

In my judgment, it is 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 a quality step increase at this time. 

This is the situation 

At grade 14, step 5, he is eligible for step increases 
under the law every two years. He received his last 
step increase February 12, 1967, and would, therefore, 
be eligible for the next step in February of 1969. 
You can, however, jump him a step at the present time 
without affecting his eligibility for a step in 
February of 1969 by recommending him for a quality 
step increase. 

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

ti 
Matthew B. Coffey 

Attachment 



THE WHITE HOUSE 

WASHINGTON 

MEMORANDUMFOR BILL HOPKINS 

SUBJECT: Sanford L. Fox 

Based upon the high quality performance of Sanford L. Fox 
in his position as Head of the Social Entertainments Office, 

udl-recommend that he be given a quality step increase at 
this time. u,l,-increasingly 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. 

'--Wf"therefore, recommend that you approve the granting of 
a quality steJ increase froo GE-14/5 to GS-14/6 effective 
as soon as possible. iti12 Oa1pente1 conc,Ulii i·1 Jhis 
recemmQl:ldetiou 

Elizabeth Abell 

Elizabeth Qarpenter 



Handles all mail addressed to Mrs. Johnson & to The President &Mrs. Johnson - this 
includes mail & telegrams from members of Congress, Cabinet Officers, Foreign VIP1s 
and Heads of other Gov. agencies. 

Keeps a check list on all foreign Christmas cards to be sure no Foreign VIP is over I 
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. 



THOMAS R. McCOY 

Assistant to the Head at Social Correspondence section, Social. Secretariat as-8 
' 

l) In absence of Mrs •. Christine Stugard, who is in charge of Social Correa• ;-

pondence, Mr. McCoy, is in charge. 
. . • telegrams 

2) Opens. stamps, r~~ds,.., _-sorts~ an:d distributes mail/~ccording to •-- • ' • 

categories· set up and, a-se:igned by.Mrs .• $ugard,. including general mail 

•• J requiring individual replies and robotype ~aj1:· 
• ,i 

' 3) Prepares a weekly Ma.ii S;a,tus Report to Mr~. Stugard indicating .• ! 
t 

t 

number of pieces of mail held: over by each P.erson, if any, and current 

number of le_tters assigned for each person for that week. 
I • 

i; .
4) Compilea fiaure& .for M11, &••1•1d 11 Weekly Ma.il Report to Mrs. JohnsQJl. 

5) Checks incoming mail with 11Frie;nds 1 File" to indicate type _of ·answer 

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

to Mrs. Johnson. 
I 

I 6) Is alert to use :I>EADLINE stamp o~ mail s'a that. answer can be 

red--tagged and answered promptly. 
• ' 

7) Maizxtai1z• li:aieea. with l\oootJpe 1toot11and or4era, when aeceesru•y, z-·Obotf@ •1J ~ 

8) Dispatches pr~~ptly mail requiring previous fil'e to Social Files. 
- I 

9) Acts as Liaison. betwee~ Soc~al c'or~espondence and Social/ Central Piles. 
t I ". 

10) Refers foreign mail to Department .of State f~r appropriate. translation. am/or --. _ 
- • Jvt.ndl1ai-

ll) Processing "special category 11 mail ie. a major task for this employe, .. 

1 -
,.as, in addition to his daily mail opening/ stamping/ s_eparating duties, a ' 
' 

' ! 

'· ,iBeautification 11 proj~ct w'ill bring in 400 letters in:a couple days; an 
!. 

"anniv~rsary" will bring in another 1500, a 11birthday 11 of Mrs. Johnson, '[. 

fo; example, will bring in an extra. 300 letters or cards.' .. Then the 
r 

Christm~s ·season brings in 25 to 35,000 cards/letters, a portion of 

1 

~ 

• 
. 

which must be checked against the President ~ and Mrs. Johnson's 
/ 

t. ' 
' ' 

official Christmas Card list. -;. 
i .. 
~ 

1 • 
12) Total number of letters per week ranges from 1300 to 1800. 

' l 
• I 

.' 13) Maintains Time and' Attenda~ce Cards for Sodal Correspondencj! ~; 
!,•

' ~----:--;""I • •~ I • • 

Office, Socia.l_O.£fices,·. and the' Office of the Pre~s Secretary to the Fi~st ,I.a.dy. 



Elizabeth L. Tilson 

Saca.'-J 
81 wk 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 mes sages for the Wife of the President to various 
charitable and civic groups on the local and national level. 

, Con 
rg 

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 C1erk GS-7 {#772) 

Under general supervision, perf'orms 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 at subjects, requiring care~ 
reading and appraisal and the exercise of' considerable independent judgment in de­
termining upon the type ot response to be made thereto or the disposition to be made 
thereof', and the observance of policies, precedents, and procedures f'ollowed in re­
f'erring correspondence or in preparing appropriat~, concise, grammatical, tactful 
1etters f'or the signature ot the Wife .of' the President or f'or her Secretary. 

Writes letters from brief instructions usually noted on margins of' letters tbat have 
been referred to the President's Wite or her Secretary. 

Performs related tasks as assigned. 



-----
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THE WHITE HOUSE 

WASHINGTON 

Me.mo [:n J.um :ror Mi-a. Robb I 

tl , bt! :ts or the officient manner 1n which 
n:,-LLio Kansa (FSS-10) peP.torm.a the 

niEP4.ients given her on a higher level 
ot: ~a o ibility. I wish to recommend she be 
advanced to FSS-9 at the en.rlieat possible date. 

She. is on loan trom the Department or State. 



J11ly 19, 1967 

w .... :-a.... m for Mre. cu...-r: 

Ml•• Playlll• A. Kalua llaa Nell cletalled fnm tile 
Depa,.....at of State __. uelpM to my office •lac• 
,Tcwmrry 16, 1967. Her ••fflC•• llaYe •N'ft41 to N 
of 1reat Yalae ... la Ylew ef tile e11rreat aad , • ..,...., 
werklea._ 1 nepectfuly ., ...... tbat ue 1MpYea ua 
buleftalt• detail. Ml•• Kuaa .... ur work well aad 
.alcl..aly .... lier coatlwd Mnic•• are ....... to 
meet die Nllpllred .prMIICtl .. ef. t1'e Social Eatertaia­
meata Office. 

Seeforcl L. Foa 

Apprencl; ____________ _ 

cc: Mr•. ANll 
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't•, ' 
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REQUEST FOR PERSONNEL ASSIGNMENT 

Date: Januarv 12. 1967 

. TO: W. Mar~n V!atson 

FRCM: Bess Abell, Social Secretary 
'I J,. ;• (name and title) 

Name of p~opos<:.d·employee Phyllis A. Kansa 
'·:' 

Posit.ion: (a) Po~i-tion title Clerk-stenographer 
'' ' 

' I 
(b) Grade and salary FSS-10 $4776Pea, ' 

' '' 

Payroll (check one): --- W.hite House Offic~ (Rc-g. Salary • exp.)· 
White House Office (Special Project•) ' i.,---x Other (•pecify) Dept, of State 

Length of A•signme::rit (check on.::): •. . 
X Temporary (No.·. of Month•)- 2 (BtJJne1.. fllWlalaOI IS If .. Iii; 

lndeflnit~ -■ Ill .. - llfl,e • 1111I J 
---Permanent att I II -...S..). "J . . • ~IL,~~-.{'.St..t..-

,De•ind effective date· -~ediately H 1.9-,.A.&~ 1 -;3'~ ~.-' b .: 

Pre•ent placa of employment .o~ a•aignment Officer Emplay;ment a~anch, 
Department of State 

'3sa---o;g GJ1.oLR < )
(signature) •. 

,j 

'RESPONSE: REMARKS: 
) 

_____ Approved ) . 
,. ) 

_____ Di ■a~roved _,.. ) ,, 
Sui>ject to (check) ___ Nam_e Check ___ Full Field 

Date ________ _ 

\'W. MarYln Watson I 
' ' ... ' ,, . 

' ' ..'' 
\" ,•+I' 

I. . 
"'I•' I •, • •, , • ::-. ~ •; ' ' • . :' ,,: ' '., ' _.,,:: 

L 
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REQUEST FOR P~~RSONNEL ASSIOftME:NT 

Date: ,._ll'J 12, 1967 

TO: w·. Marvin Watson 

FRCM: Ilea■ ANll, 
(name and 

Social Secretu
title) 

y 

Name of propose:;d employee ftyllla A. Kaua 

Position: 

(b) Grade and salary 1'11•10 k7T6 p. a, 

Payroll (check one): White House Office (3.eg. Salary &cexp.) 
White House Office (Special Projects) 

x Other (specify) Dept, o( 11111 

Length of Assignment (check one): 
X Temporary (No. of Months) J (-.,eo1. YU"pllia c...- ... ._ 

........... ---- Indefinite 
Permanent 

...... ..,t.-J'atenal ...,_.,, 
(lludWi---• .... cwJ4 - -

Desired effective date tmrnedtately. 9 IVr z1M.1'•) 

Present place of employment or assignment Officer EmplfTP!1• Brwh, 
.Departmellt of State 

., ....... u 
( signature: ) 

RESPONSE: REMARKS: 
) 

Approved ) 
) 

_____ Disapproved ) 
) 

su;)ject to (check) Name Check Full Field 

Date ---------

W. Mar_vin Wa.tson 
(rev.9/15/65) 



__________________ 

---------

l,, •, 

SOCIAL SECURITY ACCOUNT NUMBER: 
I' 

DATE OF BIRTH:J/}'E/1/E,l/? S, /91/t, PLACE OF ~IRTH: ffe»'(iS{&Jf/A/, &/4 

LEGAL RESIDENCE: __ •kA~;i:.,W~'.&:.,a:h~'.A~¾,~""#"-_. _ 

MILITARY SER VICE: Branch:. t(vnJ--" Date ■ of aervi'ce:--~~------
Have you eatabliahed Veteran• Preference? _____ 5 or 10 point? _____ _ 

GOVERNMENT SER VlCE INFORMATION: 
Are you now, or have you previoualy been employed in the Executive, Legi■lative, or 
Judicial Branch of the Federal Government, • or the Diatrict of Colwnbia Government?. l)

~··--• Ye ■ )( , . No • • .:-,· 

If ■o, pleaae complete the following: 
(a) Current or late ■t place of ■uch employment (prior to White Hou■ e a11ignment): 

Department or ___Agency:.-~S~TA..,.7:""':E:..... ~~~~-:=:----:--::------
Branch or Divi ■ ion: t?o=tc e 8 EJJt/'i4f'/t!EJJT B,fA4/C,(I' 

• 
Ending date of ■uch ■ ervice (if applicable):. ______________ _ 

(c) Type' of appointment (Caree~-Conditional, Career, Indefinite, Ezcepted, 
e>r Temporary Limited):. _ _./2""'//"~"'.~EQ,,R _... ______ 

(d) Po■ ition Title: CiteK-S714: 140fAtW4,e Grade£SS-Ja Salary$ //ut,RA, 
l 

(e) Date of ( 1)- -last promotion or arade chanae:. _____________ _ 
(Z)--la ■ t within-grad.e pay lncrea1e :._____________ _ 

• . • (f) • Covera e■ indicate Ye1 or No : 
( 1) Civil Service Retirement ::e- ) If both at one time or another, 

)'. &!(Ji,s:Jkn4,s))which(2) Social Se_curity (FICA) · 1 late ■t? 

(3) Federal Employee~ Group LIFE Ina~rance (FEGLI) 41z . ·, cuwa1ived 
■uch coverage - aive date of waiver: • •) 

' .. 
·(4) Federal Employee ■ HEALTH BENEFiis Inaurance (FEHBP) ___ __J,j_-s,.__. _ 

• Date of du ■ form: /@/4?
; 

S:4i~) 

·....•• 

I.f'2--;c , 
3
4-f/'!m~ 

' ' 



__ 

• , •.~ ·.:: i-: 
..._ 

• ,. __ 

::5::: . -.:... ;,:fY!:!}/ f 14'fl , -~-~-· : • . . . .. : • , . • • ·, _ • _ .. ~~~Q~-.1_. .. 

ftfi ~·/~}~ • - . - .- •• lNFO~ ~-~~ION NEEDED CON_C~~~~ NEW PER~:~~~ :~~.-:~ 

i~: -- ·, .. -- -~-< . ··-.. •· . - . . . ·; _. . . .. ;: ·-: ........ ~... .. 

i~n • .>, :.~---NAME (a• it i• to app~ar ~n ~ay~·~_ii,~ttz·~·~I:· -ffl4 ,.s·:, >1.-~lfA • 
.'-;. ~ • _...,,. • . . - . - • - . . • . . • _ ... _.. .,-) • -- '<',· 11~~J. 

~-·< • •• . RESIDENCE ADDaEss: J:JS't) _'L'' sr.:, ,.v,H/ • U(AsJ1J#6 rtJN,}2. c. ·cJ.ooo-s-
,.:·:\. T~·LEPHONE NUMJiER.: (H~m~) ,A(,,.( (Office) Canl[.-'IP,/i-.P?I:/ ~;··zot)~_z~j: 

MARITAL STA 7us (~_ircle on.e):~ Married, Widowed, Separated~ Divorced . 
. ,' 

,-..·, 
• Name of Wife or-Hu ■band:_·-------------:_-:,-:.,-...,.-=-...-------::---

•~ • •,, I SOCIAL SECURITY ACC~UNT NUMBER:/ - •• ·-s-,wnaQ 
:': \ . I 
•·\, I 

~ :· . 
, " 1DATE OF BIR TH: /4YE/iJQ/& ~ /9~t, PLACE OF em TH: &t»'6':S:TtJ/l(/t , (wA,z 

LEGAL RESIDENCE:._...JU~~~~~z~~:t.o:~::.c:;~"°'dz._,;._ ______________ _ 

MILITARY SER VI.CE: Branch: /fv,.,,.,_,, Date ■ of eervice:. ___ ~-----
Have you e ■ tabli ■hed Veteran ■ Preference? _____ s or 10 point?_- ____ _ . . .. 

OOVERNMENT SER VICE INFORMATION: 
Are you now, or have you previou ■ ly been employed in the Ezecutive, Le1i ■lative, or 
Judicial Branch of the Federal Government, or the Diltrict of Columbia Ciovernment? 

· Ye ■ )( • No ____ _ 

; 1 

If ■o. plea■e complete the following: . • . . 
(a) Current or late ■ t place of ■uch employment (prior to White Hou■ e a1 ■ ignment): 

Department or ____Agency:,__,_::,S~/A"-'-7:;..:'E;..... -------:_.------
'. .:~: ~ .oil!,,•'-~_ Br~nch or Divi ■ ion: (}a1c1:e EAl!'ilJ t/l!EAIT B;fAII/Ctt 

•.•.;: 'ji,1'I · _·'. _::·. (b)· Ending date of ■uch 1ervice (if applicable):. ______________ _ 

..... 
• ··' (ct Type of appoint~ent (Ca~eer-Conditional. Career, Indefinite, Excepted, 

• or Temporary Limited):._..Ja-'A"'u.lr,~.E-'lif' _.. ______ 

(d) Po•i~on Title: OttcK- S7/Jllt)GjfAJ)//P,f; Cirade£SS-/a Salary$ .l/l?t,e11-
..- ~ .. I 

' (e) Date of ( 1)- -la ■ t promotion or grade change: _____________ _ 
(2)--laat within-grade pay increa1e :._____________ _ 

'(f) • Covera e ■ indicate-Ye ■ ·or No : 
( lt Civil Service R etirement~ ) U both at one time or another, 

1_(2) Social Security (FIC_A)' lf:(¾@m4es;))which late ■t? ________ _
I 

- ' . 
(3) Federal Employee ■ Group LIFE Inaurance (FEGLI) 4/4 . : (If waived 

• ■uch covera11e - give: date of waiver:. _________ .) 
' . 

(4) Federal Employee ■ HEALTH BENEFITS lnauranc:e ___(FEHBP).__.J11:.s"" _ 

•. Date of thi• form: /$4? • 
j 



I. Serial No. 2. Name 3, Co,t Canter Number ~- LWOPt1ou" 

6'6?5~? ~t:M!1fJLt. will.I.AM l 97 997 V 

5. OLD SALARY RATE 6, NEW SALARY RATE 7. TYPE ACTION 

Grod• Stop S.,k,,y 1.o,rEH.o,,i. Grode Stop 'Salary Effec:Ji\'9 Date l'SI LSI ADJ. 

GS 09 1 } 7,69() 10/tq/65 GS 09 2 j.' 1.9~1 10/ll'J/t.16 
B. R•marb afld Authentication 

I ~0 0 EXCESS LWOP 
. 

/ IN PAY STATUS AT ENDO F WAITtNG·.P ERIOD 
I I L WOP ST AT US AT END Of 'fA11 I ~--f5E RIO D /· ~ 

CLERKS INITIALS t--'1./-._~ ✓- UDITED BY.-( -1 -<0- 0 I"'-,.,, 

I CERTIFY THAT THE WORK OF THE ABOVE NAMED EMPLOYEE IS c::, 
OF AN ACCEPTABLE LEVEL OF COMPETENCE. '"~ 

• goo go' goo .o g o o 8 oo 
;_, , 

1: c··\ 0 00 000 0 .,. 
~ ·" ' , 

SIGNATURE: " _go. ', o 8 go ,;8 , gog8 8 g DA1oE / .. 
r ' . / • •! ·'OOci "O;80 ·-0 .OQO' .'-()0 .) ;O.~··o 00 oo r· 

. 
' PAY CHANGE NOTIFICATION 





WHITEROUSECOPY 
KIND OF RATJ'NG RATtNG PER I 00 PERFORMANCE REPORTRATING 

MA¥EXOS-323BC(5-58) 
□ OFF~.c~;L• □ UNOFFICIAL FR0~4/30/65 To6/29/66 

EMPLOYEE NO. EMPlOYE.E Pi.&.'-4£ JOI. TITLE ANO CLASSIFIC-''r!ON 

57320678 Jame• w. Hosford Cartagi.-apher GS-11 
N.A"'IE AND tl)CA,TION OF A.CTl'IIITY O~GAf\1,12Al10NAL LOCA.ilt>N or JOB 

FOR WHATPARTor THE RATING PERIOD HAVE YOU SUPERVISED THIS EMPLOYEE? FROM· 

RATING FACTORS AND SUBFACTORS 
Rate only pertinent ~ubfactor■ u"der e"!och factor. 

On left ,aariin, ch~ck the subfectora that are mo.at important.. 

Mark summary evaluation on Factors I, (I •nd III for all jobs, 
Mork Factor JV only when applicable, 
-
.J 

FACTORI, ADAPTABILITYON THE JOB AS A WHOLE 

1. APPLICATION TO DUTY (CONSERVATIONOF TIM(} 

z. OBSERVANCEOF RULES (CO!sOUCT. SAFETY, ETC. f 

3. COOPERATIONWITH SUPERVISORS 

4. REL AT! ONS WI TH FELLOW WORI( ERS 

5. ATTI TUOES i WI LL I NGNESS TO LEARN 

6. MAINTENANCEANO USE OF KNOWLEDGESAND SK ILLS 

7. OEPENOABILITY 

a. IN I Tl ATI VE AND RESOURCEFULNESS 

9. CONSERVATIONOF MATERIALS 

10. VERSATl LI TY 

II. EFFECTIVENESS I N ORGANI ZING 

I 2. DECISIVENESS 

13. LEADERSHIP 

14. GENERALADJUSTMENTTO CONDITIONS OF WORK 

15. OTHER: 

FACTOR11, QUALITY OF WORK. 
16. ACOJRACY ANO THOROUGHNESS OF WORK 

17. NEATNESS. PRESENTABILITY ANO ACCEPTAll'lllTYOF WORK 

,a. SOUNDNESSOF JUbGMENTS AND DECISIONS 

I 9. EFFECTIVENESS IN PRESENTING IDEAS OR FACTS 

20. EFFECTIVENESS IN MEETING ANO DEALING WITH PEOPLE 

Z I . OTHER: 

FACTOR111. PRODUCTIVENESS
•

22. AMOUNTOF ACCEPTABLEWORK PRODUCED 

Z3. MEETING REALISTIC OEADLINES 

24. SPEED OF WORK 

25. PROMPTNESSOF ACTION 

26. PROGRESS TOWARD MEETINGOBJECTIVES OR SATISFYING DEMANDS 
FOR ACTION 

27. OTHER: 

It'. EFFECTIVENESS IN SUPERVISING, Pl.ANNING AND ADMINISTERING 

(Atto<h For• NAVEXOS·3Z38E for sub/actors under tlti• foe tor) 

ADVISORY EVALUATION 

NA - NOT 
APPL I. 
CABLE 

OR 
NO - NOT 
OBSERVED 

--

. 

I( X X 

X X X 

X X X 

•EVALUATIONS OF PERFORMANCE (Check) 

UNSATIS-
FAClORY 

- --~-

---

··--

-· 
- ·-•------· 

SATISFACTORY 

LOW lrii(EETS HI G,HLY OUT-
SAT IS- NORM•L Se Tl S, STANDI NG 
FACTORY STANOARO FACTORY 

------ -----

-·~· 

-------- ---· 

-

□ LOW 
s 

•ENTEK COIIIIENTS RE.GARDING PERFORMANCE fN SPACE PROVIDED ON REVERSE SIDE (or on 11tteched ,heet). 

CHECK SU~ARY ADJECTIVE RATING: D OUTSTANDING □ UNSATISFACTORY IF NOT CHECKED RATING IS SATISFACTORY. 
(for Ovt~tandins or Un,ati$factory rating, justific4tio" and prrforMancr 3tandards mu~t be attacked,} 

RA.TEFI'$ SI GNATUR[ 

FIE'¥' I EWER' 5 SIGNATURE 

DAT£ 

DATE. 

RATING OISCUSS£.D WITH EM~lflYEE {S11nar.t1rf'_) 

DISCUSSION ACKNOWlEDGED !IY EMPLOYEE: rs·i:,r,.oturr) 

DA.if. DISCUSSED 

RAT! 'iG APfJROVEO (11'.ter adjuhu i.f c1,.,.,~dJ DAft COPY Of RA.Tl NG FURNISHED EMPI..OYEE BY ( s~,na I UTI!'} DATE 

NaI'ICE TO EMPLOYEE·· By thi, <opy of 1our p<rforaanco rotin8 you or, notifi,d of lht rating and ,ts conttnls, If you feel tlti, 
ratins i.s not corrtct in f!vt:ry particular~ you aay eithin 10 days after rf!Cript of tills notice rtqutst an llllpartial review ond any 

corrrction desired. For•ol appral ri1hts art pro~ided b7 statute a~d Tt!gulations for official ptrforMancr r~t1ngs4 You •ay con­
sult your supervisor or your per1onnel office concerning appeal rights and procedures. 



COMMENTS: All Outatanding and Unaatisfactory ~•1luationa muat.be ■upported by specific and f-ctu ■ l information. Other evalu­
ation& ahould be commented on aufficiently to point up the e~ployee'• atron~ or weak point•, to gi~e deaerTed reco1nition, and 
to explain •ny unu■ ~•l condition, of •~rk affecting performance, Aa appropriate, trend■ toward better or wor1e perJormance 
should be indicated. Comment• •hould identify the dutie~ or taaka to which they apply. MAKE COMMENTS BRIEF AND TO TI!E POINT. 
ENTIII COMMENI'SHEREANDNUMBER TIIEM TO CGIRES~O fAC'T(IIS CCYilMENTED WITH TIIF.ELEMENTSGI U~. 

(If morl!' sp■ce i, ne«led, con.tin'IJe! on m atte.ehed al.et.) 

ITEMS BEL~ ARE NOT ~,ART Of Tf£ PERFCRP.W«:ERATll'G BUT THEY LEAD TO IN:REASEDUSE OF PERF~ EVALUATl~S. 
I. What ia being done, or planned, to impro•e performance, to utilize atrengthe, and to de,elop the employee in his job? Include 
training given or proposed. 

2. 11as the e~ployee been considered for incentive 1w•rd based on perform«nce during the rating period? 
List any itema of reco3nition of performance, incl~ding •••rd, accorded thia employee during the rating period: 

DO YOO NCNI RECOMMEND AWARD FOR PERFORMANCE, 

3. What is your opinion of the employee's potenti&l ahility, end wnat is tne baais of your opinion? What mctions, if any, do 
you recommend be taken by tne efflployee or mana1ement to develop this employe~ 1 s potential for advancement? 

4, EMPLOYEE'S COMMENT - if he desires to comment, (Co•ment 1ude here May amplify the ite11• above or indicate any modification ■ 
believod needed,) 

U'IEX0S-3238C (5-58)_ 



WORK SBEET 
KIND OF RAT.N.G RATING PERIODPERFORMANCE REPORTRATING 

N~YEX0S-3238C( 5-58) 
□ ofF't'1.AL, □ LiNr.tF'rlCIAL f'AO,..: TO: 

£MPLOYH NO. JOB THLE ANO CLASSlnCUION 

ORGAN I ZATI ON~L LOCAT I ()N OF JOBNAME ANO LOCATION Of' ACT IV I TV 

FOR WHAT PART OF THE RATING PERIOD HAVE YOU SUPERVISED THIS EMPLOYEE1 FROM: TO: 

RATING FACTORS ANO SUBFACTORS NA NOT •EVALUATIONS OF PERFORMANCE (Check) 
Rate only pertinent ~uhfactora under each factor. 
On le ft •argin, check the ,ubfactora th ■ t are maat important, 
Mark su1mary eTaluation on Factors I, II and III for 111 job•. 
Mork Factor IV only when applicobl~--,/ 

FACTOR I. ADAPTABILITY ON THE JOB AS A WHOLE 

1. APPLICATION TO DUTY (CONSERVATIONOF TIME) 

2. OBSERVANCEOF RULES (CO"IDUCT. SAFETY. ETC.) 

3. COOPERATIONWITH SUPERVISORS 

4. RELATIONS WI TH FELLOW WORKERS 

5. ATTI Tl.IDES; WILLINGNESS TO LEARN 

6. MAINTENANCEANDUSE OF KNOWLEDGES AND SKILLS 

7. DEPENDAB IL I TY 

8. l"IITIATIVE ANDRESOURCEFULNESS 

g_ CONSERVATIONOF MATERIALS 

10. VERSATILITY 

11. EFFECTIVENESS IN ORGANIZING 

12. DECISIVENESS 

13. LEADERSHIP 

14. GENERALAOJUST"4ENTTO CONDITIONS OF WORK 

15. OTHER, 

FACTOR11. OUALI TY OF WORK . 
16. ACCURACYAND THOROUGHNESS OF WORK 

17. NEATNESS, PRESENTABILITY AND ACCEPTABILITY OF WORK 

1e. SOUNDNESSOF JUbGMENTS AND DECISIONS 

19. EFFECT! VENESS IN PRESENTINGIDEAS OR FACTS 

20. EFFECT! VENESS IN MEETING AND DEALING WITH PEOPLE 

21. OTHER: 

FACTOR111. PRODUCTIVENESS 
I 

22. AMOUNTOF ACCEPTABLEWORKPRODUCED 

23. MEETING REALISTIC DEADLINES 

24. SPEED OF WORK 

25. PROMPTNESS OF ACTION 

26. PROGRESS TOWARD MEETINGOBJECTIVES OR SATISFYING DEMANDS 
FOR ACTION 

27. OTHER: 

IV. EFFECTIVENESSIN SUPERVISING, PLANNING AND ADMINISTERING 
(Attach For• NAVEXOS-323BEfor '"bfactors ""d" thi• factor) 

ADVISORY EVALUATION 

-
APPLI -
CABLE 

OR 
NO - NOT 
OBSERVED 

-

-

X X X 

)( X X 

X X X 

UNSATIS-
FACTORY 

--- ---• -

SATISFACTORY 

LOW MEETS MI GHLY OUT-
SATI S· NORMAL Stl IS· STANDING 

FACTOR'!' STANOARO fA.CTORY 

. -

□ LOW 
s 

•ENTER CO//1//1'£/iTS REGARDING PERFORMANCE Iii SPACE PROVIDED O/i REVERSE SIDE (or on attached she~t), 

CHECK SU'9.4ARY ADJECTIVE RATING: □ OUTSTANDING □ UNSATISFACTORY IF NOT CHECKEO RATING 15 SATISFACTORY. 

(For Outstanding or Unsatisfactory rating, justi.fi.cation and prr/or•an~e standards aust br attaclttd.) 

RATER'S SIGNATURE 

REV I E.W[R. S SIGNATURE 

DAlE 

O~TE 

RAT I NG DISCUSSED WI fH EMPLnYEE (Si.gnar1.1rt>,l 

01 SCUSS I ON ACKNOWLEDGED BY EMPLOYEE (Signoturl') 

DATE DISCUSSED 

R.a.TI ,..G -.PPROVEO (Int~, •tljtchve if rlt1.AJl'd) o-.TE COPY Of RATING FUANISHED EMPLOYEE BY (Stl'IIJtUHJ DATE 

NOTICE TO EMPLOYEE -- By this copy of yo"r p•rfor ■anc, ratin& you or• notifi•d of th• rotinr and its cont,nts. If you f,,1 this 
rating is not correct in every particulor, you ■ay ~ithin 10 days afttr rec~ipt of thi~ notice rtqutst an t•partial review and any 
correction dtsired. Foraal appeal ri&~ts art prouided by Jtatute end re1ulations for official perfor•ance rattnss. You •«1 con­
$Ult your suptr~iJor or 7our ptrsonn~l office concernin« appeal rights Gnd procedures, 

https://ofF't'1.AL


CQMMEl!TS:All Outotandin« 10d Un,atisfoctory r.valu1tiona ■u ■ t-be aupported by specific and flictual information. Other evalu• 
ationa •hould he co•aented on .sufficiently to point up t.he enlployee'1 11tron« or weak point ■, to give deaer•ed racogftition, and 
to explain any unuaual condition ■ of work affecting performance, Aa appropriate, treftd ■ toward better or •or ■ e perJormance 
ahould be indicated. Comment• ahould identify the dutieo or tulu to -.hicb they apply. MAKE ~NTS F.IRIEF AND TO THE POINT. 
ENTIR COMMENTSHERE AND NUMBER THEM TO COORESPCM> WITH THF. f.LEMENI'S 00 f'ACTCf\S COl!olF.N'l'EDUPOO. 

(If 1110re space ia needed, continue on UI attached ahoet.) 

ITEMS BELOII/ ARE NOT f'!ART OF THE PERF~E RATINGBUT THEY LEAD TO li'CREASED USE OF PERF~ EVALUATIO'IS. 
L What. ia being don.e, or plann~, to iepro•e performance, to utilize atren1tha, and to deYelop the eai.ploy'ee in his job? Inch,de 
trainin1 given or proposed. 

2. li•s the employee been conaidered for incentive •••rd baaed on performance during the rating period? 
List any items of recognition of performance, including •••rd, accorded thie employee duri~1 the ratin1 period: 

DO YOU NOii RECOMMEND AWARD FOO PERFORMANCE> 

3. What is your opinion o( the employ~e•s potential 1bilit~, and what i3 the ba•is of your opinion? What actiona, if •ny, do 
yoy recofflmend be t~ken by the e~ployee or mane,ement to develop thia e•ploye~•, potentiel for advance~ent? 

4. EMPLOYEE'S COMMENT • if he desires to com11ent, (Comment B11de here m,y amplify the itelU above or indicate any •odification, 
believed needed.) 

NAYEf0S-32.38C ( S-S8 )_ 



S,p 1-t'-clr;v.;s 
Jot-+N N. M1cJ-tEL 

KA 14-,93 (:,4 5)4 
LI s AG sub. rost-

2..,we i b ru c- Ke-n 
Gln"/ 
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March 10, 1967 

MEMORANDUM FOR. MllS. ROBB 

Mia• Playllla Kaua detailed to my office from 
tile Departmellt of State haa been 1lNa an exleaalon 
of 90 dap, •adllaa J'wae 17. 1967. 

Mia• Prekopoft&a)a. Offtce of Perso ... i. Depart• 
meJlt of S~•• 11'&11te41t1ae exteneion. 

Sallford L. Fox 



ckfR: ..Gs-?~'(., 1gf '1077 
(Ze.s 



March 10. 1961 

MEMOB.ANDUM FOR Mil&. ROBB 

Mia• Playlll• Kanea detailed to my office from 
the I>epllnmellt of State 1tu 'beea ah-ea an eJlteaaloa 
ol 90 dap. elldl111 Jw 11. 1967. 



--
6 

5nnvfj 
Mr. Aky-R1'Jurskf 
14/J J~uU IJ?g~ 

BJ;,wre 
1 

Mn:JknclZTZ3 

-pjl{}ne; 301- No ..8•&1775 
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14 7-3 7 Buch Avenue 
Flushing, new 1::1o-ck.11355 
duo/ 6,1966 

ffic. Sanfo-cd, L.Fox 
Socia[cnta:tainment.s Qffi.oc 
Gheillhite, fiouse I Washington,1).C. 

De.ar mr. Fox, 
A few yea.rs ago I read, QU Q'Cti.cle in. the new -9o-ck. 

"Gimes about you andyour stpff at the White Eouse. 
I wou.l.cLlike, to know whether- th.ere is a., possibilitv

of attaining a job there a.rui if so just how should i 
go about' it? 

As I h.a..ve.been an enS'cosser foe t~ pa..5t sucteoi 
years lettering names, cour5es, and.. dates on__--. 
ilinlomas and certificates fo-c a fum in new 9ork 
City, I bel.ieve I would, be, a.ble to fit in some -place 
the-ce in Washington.,.

Pk:a.se-let me. kn.owif th.ece is a chance for-­
e.mpl.oyme.,nt'. 

Vay truly yours, 
A~ 8.S~ 

https://wou.l.cL
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July ll, 1966 

Dear Mr. SchiavoDi: 

In reply to your letter of July 6, 1966. inquiring 
about employment at the White Hou•e, I can tell you 
only that at the -preaent tlm.e all of the available poai­
tion• are filled. 

However, becauae of your intereat arid esperienee, 
I would auggeat that you obtain from your local poat 
office and complete the Government Standard Form S7 
(Application for Federal Employment) and :return to me 
alon1 with aome •ample• of your work. Po•aibly. I 
could be of help in placin1 you in another department or 
agenc:y within the Government. 

Sincerely, 

Sanford L. J'ox, Chief 
Soc:lal Entertainments Ollice 

Mr. Alezander B. Schiavoni 
147-37 Beech Avenue 
Fluahing 55, New York 



July 11, 1966 

Dear Mr. SchiaYoDi: 

la reply to yoar letter of JIily 6, 19'6. baquirin1 
&DOllt em.ploymeDt at the '\\'bite Hou■•• I can tell you 
only that at the preae11t time all of the available po■ l­

tloa• are filled. 

H~er, becaQ■• of your lDtere ■ t and experience, 
1 WOllld n11••t that you obtain from. your local po■ t 
office and complete the Gcn,ernment Standard Form 57 
(ApplicatioD for Federal Em.ploy,nent) and return to me 
aloa1 with aome .. mpl•• al your work. Poa ■ lbly, l 
coald be of help in placiq you in another departmeDl or 
a1ency within the Govern.meat. 

Si11cerely, 

Sanford L. l'ox, Chief 
Social Entertainment• Office 

Mr. AleA.Dder B. SchlavoDi 
147-37 Beech Avenue 
Flll•:bin& 55, New York 



NAME (Prllll or trpe--lAIII. 11rd, Mltl'1t l.tlld) 

FOX, Sanford L. 
ORGANIZATIO'!AL UNIT 

Exec. Office of the President, The White House Office 
TYPE 

OF 
LEAVE 

REMARKS 

~ ANNUAL-"I andentaod tbat any annual lean aothorl&M In exce81 of tbe amount available to 
me dur~ tile lt1en ,_ 11111be ebarpd to LWOP." 0 SICK- omplete other aide of this form. 

0 WITHOUT~AY O COMPENSATORYO OTHER (Sptd/p 

INSTRUCTIONS: Complete abo•repanof form, If applylnl! lot sick I 
should com lete "CERTIFICATE OF PHYSICIAN OR PRACTIT 

OFFICIAL ACTION ON APPLICATION 
APPROVED O DISAPPROVED(If dlHpproNd, ,- ,,.,o,s) 

STANDARDFORM71 
lle'l'lled AUIUll 19M 

tj 

..-

• - .Jt-107 

,I 

'...... 

r 

IDENTIFICATION NO. 

FROM (Mo., Dor, Hr,) NO. OF 

April 17 9:00 a.m. HOURS 

--------~~=--140 
TO (Mo., Do,, Hr.) 

5:30 
p.m. 

DATE 

April 4, 1967 

II you wwe under care of a doctor, be 

,· 



,tf-pn 
• I

I 



NAME (Prllll or IJpt-L«of, Flr,C, Mlddl1 lllltf•I) 

FOX, Sanford L. 
ORGANIZATIONAL UNIT 

Exec. Office of the President, The White House Office 

IDENTIFICATION NO. 

FROM (No., Dot, Hr,) 

TYPE 
Of 

LEAVE 

April 17 
~ ~ ANNUAL-"I undtntand ti.t any annual lean authorlwd In e•eea ol the amount anllable lo 1-TO_(_M_o__,-Def--, 
me durlns the loan,_, •Ul be cberpd lo LWOP." D SICK- omplete other aide ol this fnrm. 

0 WITHOUT PAY O COMPENSATORY O OTHER (8puf/rl 

REMARKS 

'· 

OFFICIAL ACTION OM APPLICATION 
APPROVE~ 0 DISAPPROVED (1/4,-,,,,__, .... ,,._) ~URE AND DATE 

STAN0AIIDFORM71 
lleTiled AIIIUA HM 

... 

, . 

.. 

• i . ., ·1• 

,. 

Lm.9:00 
~ -Hr-.-)-----=~"- 1 

5:30 
DATE 

~­
p.m. 

NO.Of 
HOURS 

40 

April 4,· 1967 

INSTRUCTIONS: Complete aboTepu1 cl form. If appl1ln1 for llcl< I If J'OU '""under care cl a doctor,be 
should com ~te "CERTIFICATE OF PHYSICIAN OR PRACTIT NER" also on baek. 

°'1-. Q,h&L~ 

' ..' 



July 21, 1967 

MEMORANDUM FOR W. MARVIN WATSON 

s.bject: Recommendatioa to clear Mr. Paul Mllto• Breeden 
for apecial uaipmeat to the Soc:ial Entertalmnenta 
Office aa and wllea the occuloa ariM•. 

A.a we cllacw.•INd pntflOIUly, the d••ulltne preanrea in 
t:lae Social Entertalnmeat• Office are hlcreaauaa and lwDce the 
qaaatity of work at time• ltecome ■ areater thaA tae preaent ■Wf 
Call proce ■ a in the time desired 'by the Pr••ldent aacl ■till mabatain 
tbe hl1h tpallty of work we coaalder nece■aary. 

Slace the ■pectallae4 type work in thl ■ office reqldr•• 
peraoaael with prof•••loaal talent and tnlai•1--peraoaael not 
eAailJ aacl qalekly locate4--tae alteraati'ff ■ eema to be to locate, 
clear and laa'ff amlable the neme■ of f111&Ull•4peraoa■ who Call 

be called lD for occaaioaal u•l ■tanc:e when the •••d ariHa. 

Mr. Breedea appear• to laa•• the•• a.. .-Wicatioaa UMI, 
wJ:d.le he i ■ ■ eU-employecl a11dlaa ■ no iatereat la jol.lda1 the White 
Hoa■• ■Wf on a permanent Mal ■ , I belie.e hi ■ talent and ability 
can IN moat -■ eful ta h.elplac thi ■ office meet the lacreanq deadline 
pr••...,.•• 

Turefore I reeommeacl that Mr. Breedea be cleared a.ad1 

appro.al 1nated the Head of the Soel&l EatertabmleAt• omce for 
bl.In to 1M called la for ■pec:ial u•lpme• wbea the need i■ ja8tlfie4. 
Thi• --•d occur■ ■ometlme• 011 eatreaMly ■llort aottce, laeace, if 
cleara11ee alld apprcnal for •try i■ a.allable wJamadM occa■ loa■ 

ari••• lie could ..,.ry ..cceuf111ly llelp eapedlte the laraer quuditie ■ 

of work la th• minimum leaatJI of tim. a• deaired 1-y the PN■ident. 

Mr. Breed•••• Form 57 i■ attached. 

Sanford L. Fox 

Appro..,.cl:.____________ _ 

cc; Mr■. Abell 

https://Appro..,.cl
https://appro.al


Jaly 2 l, 1'61 

MEMORANDUM l'OR W. MARVIN WATSON 

"fl 

Sllltject: Recommeadatl-to clear Mr. Paul Mlltoa BrMclea 
for ■pedal ualpa rI I to the Social Eatertabuneat• 
Of&ce u ... wua dae occ..toa arlNa. 

A.a we dlec:u ... .,.......ly. tile , ... u-. pr••nr•• la 
tile s.ctal htenatnme.t■ Oftlc• are lacnaehw ... MIIC:e tbe 
q11&11dtyof work at time• ltecome• 1reater tbaa tlae pneeat •taff 
caa proc••• la die time .. •Ired lty tu Pre.tdem &ad ■till mabataill 
tlae Mall.,.U.ty ef work•• cwider -c••■ ary. 

Slace die epeciaUNd type work la tld.■ office r..-n• 
,-r■ •••l wltla prof•••ioaal taleat aad tn.lldJtC•-peraa -., aot 
eaally &ad .,.tcldy located--dN altenaatift ■eema to lae to locate. 
cl .. r Mid laaft a'Rllable die nem• ■ of .-11a,., ,-r■-e wllo caa 
lie caU.4 la fer occaaloaal u■t■taac• ••• dM aNd arlae ■• 

Mr. Bree._ appear• to Mft tuM flae .-111tc.Uoaa aM, 
wall• .. l• -u~ .... .llaa IIO later••t la J••· tu Wlalte 
S.U. ■taU oa a JMil' n-..t •••• I Nll~• ltl■ taleat uul aWlity 
cu M mo■t .. efal ill i..1,.. di! ■ olflc• meet tile acnaalaa .. adli.lM 
pre■nree. 

TMr•r•, 1 nceaNIIIM1l4 taat Mr. Br...._ lae cleared UMl 
.,......i 1natH tile Heacl of die Soclal .l:lltenaillllM-.t■ Offlc• for 
Id.Ill to M call_. la fer ■pedal a■ al..... at wlaea da• w4 le jaatlft. ... 
TM■ -•• occ1U' ■ ■OIDetime ■ eil .- ...... 1y allort ..ice. lleace, U 
clearwe ... apprMal for eatry la a..U.ble wMa dM ecca■tw 
&dee, u CCMlldNry neceuflllly Mlp -,.dlte Illa lar1er ..,..altlee 
el work la dae mbdnwm a-.. el tlDM •• dealred ., die Pruldeat. 

Mr. Bree4ea'• Form 5'1 ta attacbecl. 

Saaford L. Fem 

AppnTed: ____________ _ 

cc: Mr■. AMII 



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, I 
reconunend 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 
interest 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 
accomplished and ve are now ready for the 
entranoe on duty of Paul. Breeden on aey 
date yoo. work ou-e nth him. 

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



C.LGA-~ ..• . 
...,./ .. - . J.1-,-..,,,#-f,"Wl!f­,~,. ,_, r::.,.__ ,, - ~ 

\ 
Id :3 o- 11:·t,a 

Sit-ii 

l!/4,/Pa.uJ~etle11-

https://l!/4,/Pa.uJ
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THE WHITE HOUSE 

WASHINGTON 

TO: W. MARVIN WATSON 
Special Assistant to the President 

FROM: Mrs. Jean Robb 
Title Personnel Officer Organization The White House Office 

lt is requested that you authorize issuance (c♦fr1aei1■1) of an appropriate pass, 
as follows, to the following named person, who has entered (l•WMIEJP«t) on 
duty "1'+/(/1 

Background data: 

Name Ill". PAUL •• ..,,.,.. 

Address 39" DMAt4 1'1a:we, ~, llll7laal ar,, 

Birth date .Jwa 1,. l.!Mt Birthplace IID.lbUle~ 111w.rw-,
------''--------'"------

Nature of Assignment ltf.pcddll ■t to au-~ ett .. 9/l."-/67to Nflll latltnll~ 

( .... Mtrls))7 aploJe4) M - ~. 

Assignment Soa1&l laterta1wata Ott.lee., Ian V1llil v.a. en. 2'10 
(office location, building, room number and telephone) 

Status A)jlpcdrt■a■t, etteeUw 'J/J)t.J(irtor lllllaftn.lte pWLol. 8erv1a u unem1'tten. 
(state whether permanent, temporary, or detailed, giving approximate 
length of assignment if temporary) 

eau-,.,.., ftlll. ftel4 twa.atlptt• _. u.e ,.a.1. ,.. 
Security Clearance ..._ lt1aaJl t/Tf'!'I• 

(level of clearance and date) 

Type of Pass Requested: 

..m._ Permanent White House 

Temporary White House 30 days 60 days 90 days 

Permanent Executive Office 

__ Temporary Executive Office __ 30 days_ 60 days_. __ 90 days 
Remarks: 
CC:llr.Altrelllall& 



ITANDARD FOWM N-RH. Deetmbn 1181 C) NOTIFICATION ACTION,OF PERSONNEL ( ~) 
U.S. Cbll Senlca C.-lnloR 
FPM.Chap.296 (llPLOTEE- oa 1,,_] Ito Cm11! lnlor0111i01 

(IOA.CCENCYl/$£l 

; 

NO. ...,.._..,..
4. SOCIAi. SECURITY I. NAME (CCP5J LAST-FIRST-IUDDLE MR,-:MISS-MRS. Z.(FOIi .ccENCYUS£) • 1 BIRTH DATE 

. --· •.« ......... v ... 1
FmBP:BREEDER,PAUL Mo .. (Mr.) 06/19/42 •St.ffilll.ia:• Clot el 4"'4bJ.e 

I. PHYSICAL HANCICAP CODE •5. VETERAN PREFERENCE ~ 7. SERVICE COMP. DATE &. TENURE GROUP ,_..., :t-lD PT. DISAI. S-10 PT, OTH£R 00l· Z S PT. oi-lCI PT. COMP. 1-Em-
9. FEGLI .,, 

2 
10.RETIREMENT 11.(F~R CSC US£) 

1---COvtRE"D 2-IN£LIGIII.! ►WAIY£D I I-CS ,....,. S-OTHER 
1-FICA ,C-NONE2 

tz. CODE NATURE OF ACTION 14.CIVIL SERVICE OR OTliER LEGAL AUTHORITY 
(Mo.. 0.11,Y•,) 

IJ. EFFECTIVE DA TE 

P.L. no, ae·n. Govt. Matters172 Eitoepted Appointment - Intermittent 
Approp.Act,l956(Special Project s)09/14/67(WAE) 

15:FROM: POSITION TITLE AND NUMBER 17: (a) GRADE {b) STEP 18. SALARY 
OCCUPATION CODE OR OR 

16.PAY PLAN ANO 

RATE 
LEVi 

19. NAME AND LOCATION OF EMPLOYING OFFICE 

20. TO: POSITION TITLE ANO NUMBER 

Illustrator 
a 

ZI. PAV PLAN AND 
OCCUPATION CODE 

AD 

ZZ.(a} GRADE (PUSTEP 
OR QR 
EVEL :f;ATj:o±n 11[~s19ifeuInte ttcntY

Not G em"'v• 

Z3. SALARY 

p.h. ~.oo when 
actually employe 

Z4. NAME AND LOCATlON OF EMPLOYING OFF~E
Executive Office ot the resident 
The Yhite House Office, Special Projects 
Social En~rtainments Office 

25. DUTY.STATION (C«r-:::c:cr.-1
Washington, D. • I

:26, LOCATION CODE 
08-0010-001 

27. APPROPRIATION Z1. POSITION OCCUPI_ED zg, APPORTIONED POSITION 

Speciel Projects, -The 'White 1-COMP£TITIVE SERVJC£ FROM, TO, $TATI 

House Office, 1968 2 II-EXCEPTED I 1-PROVE0-1 I I Md.S[I-IVICE %-WAIVCtrZ 

:m:REMARKS: A..5UBJE"'CTTI) COllll't.!Tl0N Of 1 'f[AR PROBATIONARY lOR TRIAL) PERIOD COMM(NCING 

I. 51:RVIC!" COUNTING TOWARD CARO:R (OR 1>(RMAN£NT) T[NURC FROM: 
C.OURIHG LJ~ 

D. FROM AP,OINTMENT o, 6 MONTH$ OR LESS 51:PAAATIONS: SHOW RCA$0N5 BtLOW, AS REQUlRfD. CHECK IF APPUCABU:: L___J PROBA.TION 

Neoessar;r security invest~tion by F.B.I, satisfactorily completed as of 09/07/67. 

No record of a.uiprior Federal Govel'lllllent service. 

~ 
31.DATE OF APPOINTMENT AF.FIOAVIT (A«_,__,,) 

. • Mg.rvin Wt on 
Special.Assistant to the President 

33. CODj: EMPLOYING DEPARTMENT OR AGENCY 09/J2./67 /fl81,2.'WH0.Li Special Projects 135. IJATE 

' 

1. El,iPLDYEECOPY 

https://St.ffilll.ia
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THE WHITE HOUSE 

WASHINGTON 

June 8, 1967 

Sandy: 

Per our telephone conversation yesterday 
- - the President's instruction 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 
do:is to sign his name. 

Yolanda Boozer 



STAIJOARDFORM57 
,:_!Vl5!0 MAR.CH 1 Hl 
U.$. C!YI?.· sdvia COMM:SSION . 

iAPPLICATIONFORFEDERALEMPLOYMENT 
l, Kind o( position ,;pplied for, or n:ame ot uamination Announcement No. DO_NOT WRITS IN TH!S.JiLOCK 

- ~ Use pf 
Enmining Office-Only 

,I 

2. Opdons for ,.,-hid,. you 1'"ilb to be C'Ontkicnd (if lhltd ht tx11min•h°o1t □ Appor, □t~:~m~ted 1 

1 

Ent:r,:d Regis:«; 4lt:NtUlllctillr11I) 

□, Nonappor .. 0 _Returntd 
.;, Primary plaeefs} of empioyrnenr applied for (Cil1:tn1d S/1111} N'otJ.tions! 

4. 1'{.i::,,e(l'im, m.iddle,rn:i:lde.i.b.tt} ~ Mt. □-· □ M"t App, Revie'lllo-ed; 

'C.9_111 1!~ 1 +,_.,, "- .. -",i.,.,., App. Appro,-ed: 

5. Adcress f.':mnbn, Stutl, Cily, Stdlt ad Zi/1 Co~d • E:i.intd I Au~m • 
Option Cr:o.dc R:i.ilng Ptt(rrenCC1 ' :{a.tine:3914 Kincaid Terrace· I •. 

Kensinzton, Maryland, 20795 
I 

□ 
, I 

Eotna , 
• (Ti:~t.)J_ 

6. Ho:r.:'1 phc~ 7. Office phon~ 

I □ 10' .pom:.~a;,_5_1 ,'l4 o46-l'IS4 Com;. :Jis. 
j s. J..r:s:i.ler ,·otin,s: ~idctt« (Slatt) I lo Other 

! ,oI il:::::.,.. ..r"l ~Y\A 

' Poi:'\t

I£I. Hcii;ht '.':\:ithout shoes 10. Weight I I 
,,,. feet ., 1n o:s:.!. I

inc:hts 1i:;o I i' , -
] 1L 5t!X ll. :-.brital st;i..tu$ txl ~b.tried 

I 

i B_eiri.i;: ! 

' P)hl~ CJrcmo.!-e 0 Single 
i.0 !rWl..''!lti.• 1

' (/11cl. u•itloll'trl,1li1:tm·rs/J I -i;.1~td I 

Jl3, Dirtb,?la«' (C,f] 11,u/ SJtrlt, fir /1rtlg_11 ffJlllllrJ), i I I 

' ~J:illville .. !-!e1.,.Jersev' I I I! ' i 14. :!i~th il!!c (M'J,:tb, d,1f, 1ttrr) 15:. Social Securii:i:_Numl."' II (" ,.. .. ,, -·-11.j\1_n.'J ::,9 1942 I • 

; 16, :rp•~ ·1~•:·c tv~t h.:-en cmpioyeJ by !he F.:d~:il Go,•e.inffle"n-r,T 1c:1,c 1:is.r - I
,gr.!-•!~:ir.-djub :id,:; ! 

na 
I !O.uts o! s.c:..-!eein-diar gN.ck

from • Tg 
Initials a~tl 

I I Id:it.e I 
17, AVAlt.ADtUTV 1:--;FORMATIO~ 

.....,~·--

~-~~ 
.:-~r --·-.;r 

), 
z z e 
z n 
"' ~ 
"'z· 
-! 

*.-

I 
I 

~ ' .;; 

~ . ~ 

I~ 
. Y.
jP 

I 

-

. 
" 

A, l.0i1.·c-Jt ;:r:i.dt ·or ti&)' ,·ou 8-. ~'Ul }'D~ atc~pt 1111mJlor:i.ty11ppoinrmend (.-4.ri,pt,mr, tir rrfmJ/- of trmporlfr)' ,mpi'J)WOJt wili ;11! 11!,', :t J, 1u :;,,y:[d,,..1t;:,: ·1 
"':£1 a.cct:pt • * /or- otbtr lf#omtnmtlL) D Yes O ~-o tr ,.Ye-,," inclic:n.t by "X'" -in apr,:-cprfate l--t>x or bu.xeJ, 

s :.i .co Po, :-iour ,...., .-.. ., 
or gr~de t _J l mo. ar l~ss O ! to 4' months 1 1 .f to : :: :'.!'lonth~ 1 

C. Wl:I ro!-l ~C!:p: less rh:1tt !utl.-:bne e:mpla:ymtnt t1ess ihan 40 hours ID,:\re yo:.i. wilth,,.:; to tr:a:ve_l? l 
pt.f wcl.'.k.Jt ~ Y~s . 0 No- . 0 Not at 3.!I 0- <xcision:iUy r- trcq1..1cr.i'.r i 

E. \'='iil l·ou .:.:~-~?( tmrloy,-rru:nr: ln '\X'ubington, 0.C.?- ,~~ill yo•,1, accc:pt :appointment only in ce:t:ain locationsi l..- Yes. l~:q:--:ol JI'• 
[i Yes ._J :,..;o O~nicti: L'.S.? 0 Yt~ 0 No lf"'Yes," tist loc;Etions: 

18. ACTIVE MU.ITARY ~!:RVlCE .'\:-0:D VF.TERAN" PRF.rE!tESCS 

A • .Li-st. O.in:-s,!!:':rnch·, :and Seri.al or Sm·ke- Number of All Active Scrvke 

Fr4:t:n Tg Dn.nth of S.rf"ke 

n'l. 

U. 1-bvc yo1.1 CYer btt~ Gi"ich:irged from the :irmed Force, ur..Cer <Xhe-: th:m !t1Jn.or:1blecondidons? 

C Yet (Gi,-, tlttrti/1 itt lt,111J!J.) O No 

T.,-: i:i-!'u.:-:-:::tfa:tr,h·en in :in!wet ro Quc-stion Jg h:i.s:h•c!J V\•:-i(!~J. with (!u: t.!ifdu,rgc C\!::iiii.:;i.:c. :ir.,l/o~ c::,c-.:-r~-.1,f ._._.· !di uws 
t!T:ir ::,..: ',"r-1~,ni1>n ...,...., 1.1nJ..:r!ionutahl\! cor.dition,. 

V'E"r!:R-A:-.· fl: 1.:-i:'F.:-::;XcF. AU.0\~~1.:1): D 5•p"lint 

https://wcl.'.k.Jt
https://1111mJlor:i.ty


i 

.. 

PLEASEBE SURE TO READ ATTACHED INSTRUCTIONSBEFORE COMPLETING ITEM 19 
·t9. J:XPE!l,1ENCE (Slrt-rl rrilh J'TJr1rPRESENT p,nlli<m ,md -tt'tif"le htt<k) 

M:i.y in-ciuir,· he made of you.r-pr'('~rt(:en1plO)·er rcg;i.rdin.s; your chao,cter, qual.ificatloc1s, and rf'Cord 0( ernpJo)tm<mt? Q v., □ No 

l IDates of e.~pld)'ryu1nt (mrmfh. J;·,-,r) 

F,om April 1967 
· IExact dde of positjol\. 

To P<«cnttimc lettering artist !
Number and kind of nnployecs y.ou .supervise: 

none 
5.1.l:try .oi:: earnings Oauifi1.ation Gr:1dc Pl~ce· of employment (City 6 Shi:tf) Kind of btaine~s Dr <l'rganl:t:itio'!,., 

sm,ing sl50-250 per week (If, ir, Fedrral un•ice) ( M,muforrllrriug, tt.(Y/J'fmti,r,t 1 brSMT-

r:tnu, cu.) 

~escnt. J.50 250 ""' 
w eek na Kensington, Md. Art 

Name a.nd 1nldrcss of t-mploycr (firm, org,111/:mlion.,ett.) Name 1 dtJ:e, a!ld 1-"l"ese.ntadd-r.css-of irnme.di.att- supervisnr 

self- 3914 Kincaid Terrace 
Kensington, Md.. self 

iil~son fot W.vttin.g to Ieiw: ,.," 
Oe.u:ription of work 1 o t_ie ;rins for certl.flc!ii,tes, citations. etc. airbrush -ohoto 

retouohina. nroduction work etc. 

2 
10ate5 of employment (mrmth,.ye,,r) 

F,om~,,,,.ust 66 To Anril 1Q67 I 
Ixa-ct tide a{ position 

Let teri ;i,: man I
Num.be-r and kind of employees yoi.:r .supcfYiscd 

none . 
S11lafYor earnings Classification Grade Place of employment (City & St,1Je) Kind of busineu or Of11:~niz.,.tio:n, 

Suning $J.3 5 weelt 
(ff ht Federal im,;ce) ( Mnrm-fdctrtri11g, uro:,1m11J,c,inwr~ 

p« (lnCt 1 eJc.) 

Final $14<; ~r- week na We.shii;w·ton, D.C. art 
Name and :1,~rcU of ~m-ployc-r (ftt"in; ~-rgmdn,ti,m, tic,) Nallle 1 tithe\ and ·pre5ent addTess- of imrncdiate: ·supci-visor 

Graham Associ,S;tes, Ina. Fred Ott General Manager. 
806 l'ith. wash. D.C. 806 15th Was1:1, D,C, 

Rcasoft for leaving na.v 
Description of work-exact l V same as above - lett~c>in11:. retouohlng et.c. 

3 !Dares of employment ( 1mJ1tl.,h, 1tr1-r} 

Fwni>farch64 To Aur:ust I
Ex:act .t_itli!of. pos,i:tion 

1966 Letterin!'( man I
Nun1l;,c_r ahd kind of -empioycc$ you ·su.pcrvis1;..'d· 

none 
Salary or ~lU'li.i~s Cbnsi(lcatfon Gt.1.d~ Pll'U.!"e:of em•pic,yment: (Ci11 & $lt1U-) Kind of hus-in-css or organiz:atlon, 

Starting s6Q P<,week (If in Fetkm( Serriu) (MdtUlfi'Ulttri,ig, UC-(CIU1ting, i11wr~ 
«-nu, tfc.) 

final sl?4 ,.,,week na Washin~ton, D. C. art 
N~me.11,r\d addr~u of ernplor:r (firm. arg,;nhotio1t, tic,) Name, ri:tlci-, ;1,nd ptes·ent addn-:ss of imrnedi-ate nrpcn·iso;: 

J.H.H. Turner & C.o • Jaolt Turner Proprietor 
1201 10th N.W. wash •. D.C. 1201 19th N. \•I. Wash,, _:,.c. 

Reason for lea,•:ingdesir"e to learn 
Des-cri1>tion of work lette:rinn: of all kinds-charts.~r" :.:is, cert1ficat.es, s l..!..l{ 

screen Cl.l t ti net and.nrintlnc;, some nhoto re t.ou en ins, et.Ce 

IFYOU NEEDADDITIONAL l:XPERIENCE BLOC'<SUSESTANDARD FOl?M 57-A OR.BLAN'.!0 "-lE~TS 
SEE INSF:!JCTi ON SHEET 

' 

! 

' 



ATTACH SUP?' ~ti.:, .. ,:.LSH~HS OR fORMS HERE 
.. ANSWER;._, C.i.;cSTiONScmrnECTLYAND FUlLY 

20. S.PEC1Al Q~ ,-·.l.JflCATIONS AND SKILL$

IA, Kirul ¢:I Li.:1.'n:.c-or c,.,r11ftn1t' /f1.;r ,.,•u,11{1l.t, pilot, lr11thrr. 
n~'(iiurccJ/ purii. IIIll_l'I'", mJi11 riptr#lor, C.P,A,, rJ-c.) 

TI. State or odier Ik-cming ai,llhority 

I 

C. Year of frm li.ccos-c- ID. Y-ear of l,H-l'i.t !,. 
\'.JTcc:rri-fi.<:2te ,cnK' or cerri1i:catc 

' I 
i 

•• S~d,ll s.kitls }'l}ll r,0-.s.1.csiand maehinci :anJ t-q1.dpm·eni:you can use, (l-'ot r.\',a11ph, slmrf U'!,IJ't tlldio, 
11111/Jibth, n,mpl1!!11te:l,:r, i.·t_Y p1uu/;, tr,rrrt l~tlu, tr,wrrrihitJ,g w,.ubiflr, J<inniji~ ur ptr,Jrniotral elr.ri<tS) 

addresso13raph, graphotype 

f. Approximate numb~r of wonh per minutl.'! 

Typin-g Shotth;md 

50 nona . 

Ci. ~pecl3:l qualific~tion5 i:ioc rnv-ere.:1 ~n ~pp!ic.Uio~. ( Por t.w1111p_le,/11.ur 1,rr,s! ;-,'/,r,rf;11;t p~r/Jlir,1111.'.t:,(<fr, fMI u;hmil ,,,pio 1mkJs rr.q,,r<Jfr~};;rottr pr,Jrrrh ar 
1Hra1t1ot1J; puh/g J/!;111/cmg .,,1d /111hlwi11om e:1;;·perrr-11u-:;w111brrsh1p 111 profnua11i1 or sa1111ifi•Jr>ttitm. th.: u·rtd /»11ilr'J 1;t11d ftlltJrnbtpi u,nnd.) 

/\8 

I 

A. Place ",x'' in colllf'l1~1 indi..'."1dng highli!s-r gr,dc completc..-d "·lf you gnJuawd from C.. Name 11nd location a{ Jut high sichooJ aHcnded. 

I I 2 I 3 I " ' ! 6 ! 7 : • I 9 ! 10 I 11 \ 12 
high school, give due Millville :Merrwr1al :Ugh

I , 
I l I I I i I I I I X 1960 Millville, New Jersey 

O;i.ttc1oa:rtr-n_ded Yetrs- ,ompJe(td Cr~dit hou~ Dtg:re.e YearP. NJrn" •md location of coHege or i;iniversity 
From TO- D,y Night Se~ncer Quaner receiwed- received 

School bf Visual A!'ts, .N-YCN.r. 1>'100 1:2701 J m,m:.ns n, .. we 
Academy of Scleptolo,,;v wa-sh. u. '976'2 4/o_:, Nt.ifl. .. 

, I 

Semcsccr 
~ 

uaru:r &:muter' 9;Liand" 
E. Chief und.::rgr.:iduare r:oJ!cge $ubjects Ho\.Jr5 01.1rs F: Ch..ief gradi.rtte cbf!ege, s-ubjecn Hou-rs outs 

Cr~dit Ctedit Credit Cretfit 

na 

Ci. Stale- ma-jot fu·ld of sp.i.dy it h~i:_.h-csc11:'vcl of coll~1;e work . 

na 
H. Other ~chools -0r trainirip; (far r:\'llltt/>lt:.Jrade. J"tXdJion11l,_ Arm.~d "rflrcn, r,r biubtess). Give- for each th~ n-amc and l1Xa:ti(!"nQf sc_hool, .d;ue,i, atumdc-d-, 

subi«ts stu-dle<l, ct:rtifica,ws, anJ .;i.ny 0.the:r p~rtimi:ll1: data. 

na 

I 

r 

2 L H)tJCA TION 

i.2. FOREIGN TRAVEL Z3. FOREIGN. LANGUAGES 

1-l.:r•~ 'fOI.! livei.l or -tra.,•ch:.d in ar:iy fo:relgn 
counfru:s_:' 

g Ye< 0 "10 • 

If ")'.r,'." }:in: {n ltt.m, 39 n,Mm ,r1-l (ctll1Jri1s. J.;m 
1mJ /r-,,g/hrifhm_t spml Jiu-re ,md rtr✓ r&rt ~ Ju~,~ 
f'r1.1e· (nufttu._.r)' Jrniu, busi1uu, r,/n,,Uion, <,/' 
r·,1tal/lJ,r}. 

.Ent,er ftircifln langu'ag~ ~n4 .in:cll· 
catc your knO-wlcdgc o( each hy_ 
placiii!:'. "){" in, -pror,c-r cqlum,1 

Reading Speaking L'nd\.'TH-.i::ndm·g \t,'ritin,r:: 

fa(:. ',ood fair Ex.c.ibom.J Fair i E"c. !GooJ1 fair Exe. boo~ f;iir 

Pa . I I 
I I 
I i 

24. RffERE.NCES 

Li~t rhrcec per\on) living in t·he Unitc:d 5u-te,s qr tlilrricor.ies of the United States who are NOT RELATED TO YOU AND \-X'H-0 HAVE DEFlN'.lTE 
K"'O\X'UDG£ of yor.u quati-fiotions 8-_ndfitntri-..J (or ,the pol.hitm for which you '.\lrejtppl-y.ing, Do not repur names of Sl.lpt!"O'isan ri~eJ under Irem l9. 

FUil NAME PJlESi:1','T BUSINESS 'bR HOME .-4.0DRES.S 
(NJ1"1Jb~r, Stue1, City, 51411 and. Zif 'Codr-) 

et.·s1~'\;£S-$ ·OR OCCL'PA-TI·ON 

..:'U1...~ F'8:well 1812 19th N.W. Wash • D.C. Scientologist 

'.Jary Green 3912 Kincaid, Kensington !~r Drafts.man Sehl - -
Alice E, Rudders 1725 K st, N,W, ~'lash., DC 

'( ... I.,,.., _,_,., -.:..-".\..4-.,,.....,u 

design studio 

3d. 



36, Have yo1,1 ever resigned (quit) after being informed that your employer int;nded to discharge (fire) you for a.ny reason? ... ,,.,..... .X 

(/ {I 

X 
X 

·rii ,Yx 

1/ your amu•,r lo )$ or 36 abol't ir ")'rt.'' g1'l't details in IJeni 39. Show Ike 111.1//lt111ndaddre$S ~f employrr, appra.,·imaJe d111e, 11nd re1.1:o,1r 
t,J ,acb tau. Thi; illforn,4.Jion sho11/J 11gree u4Jh slalrmtnls 111adt in ltrm 19-Exprrienct. 

J 

37. Have you ever been arresred, taken into c1,1stody, held for investigation or questioning,• or charged by any fa.wenforcement a1.1thority? X 
(You may omit: (1) Traffic violations for which yo1,1 paid a fine of .U0.00 or lt!ss; and (:z) anything that happened before your 16th 
binhday. All other incidenu mu~t~be included, even though thl."y were dismissd or you mcn:ly forfeited -coU:.u~ra.l.),,,,., ... , •·••· 

38, While: in the military service were you ever arresteJ for ao of&nse which resulted in a trial by deck c-ourt or by nmmary, special, or Xgeneral court•martial? .. ,, .....• , , ........ , ... , .. , , .. , .... , . , .•..... , ... , ....... , .. , .. , .. •, ... , . •·•, . , • , .... , , . , , ..•.. 
•,.,'' .,,, 

lf your nusu.·rr Jo 37 or JB is "Yrs,'' gh'I. Jela1'!1 in lJem 39, sbouing for each inciden-1: (l) daJe, (2) charge, (3) p/ac,, (4) law t11ford1~g >:L ,:'./}auJhority or type of .fONr/ or cou/"J•martial, 11,ul (5) a(l.ion /11/m,. 

39. SPACE FOR 01:.TAILED ANSWERS TO OTHER QUESTIONS. Indicate item numbers to which answers apply, 

ltc:m No. Item No. 

cc ~·oreign 1,;ouncries VJ.SJ.tSQ Bel3ium, Luxembourg, 1,:onaco, 
on ee1ucat1ona1 tour Wlth Holland., Italy, Sw1tzer1ana., 
.r.1•1CAfrom July 19oO to & Austria - exact dates not known, 
Jl.ugust .L)IOU \ c Nontns I - no more than one week spent 1n 
.l!:ng.Lan<1,rrance, uermany, any one ·country 

If more space is r~quired, use full sheets of paper approximately the same siie as this page. Write on each sheec your name, date of birth, and e~ami-
nation tide. Atnch or. inside of rhis application, 

ATTENTION: READ THE FOLLOWING PARAGRAPH CAREFULLY BEFORE 
SIGNING THIS APPLICATION 

A false or d;shonesl answer to any question in this application may be grounds for rating you ineligible for Federal 
e~ployment, or for dismissing .you after appointment, and may be punishable by fine or imprisonment (U.S. Code, 
Title 18, Sec. I 001 ), All slclemenls made in the application are subiect lo investigation, including a check of your 
fingerprints, police fE)cords, and former employers. All information will be 1:onsidered in determining your present 
tilness for Federal employment. " 

CERTIFICATION 

I CERTIFY that all of ihe statements made /2"n this pplication ;1..re ttue, comzlece, an orrect to the best of my kno\'t·Iedge :ind belief an.d a.re m:ide 

•'fij/ 

1 

•~ u,:;. ) Doce a,t/ /t',/"/6:,7 
,n good faith, ~ ~. • 

Sign.uure of applicant 

I (Sign in l11k) /I J 

Jr 

YES NOANSWER AlL QUESTIONS BY PLACING "X" 1N' PROPER COLUMN' 

2S. Are yo,1 a ci1i,en of the ll'l'lite-J Statei of America?.,.,.,, , .•.. ' .......... ' ....... '.: .......... .: .' .. ' .................... X 
If "No," give- country of whid1 you are !I: citizen: 

26. Are you no,,·. or have- you '-""~•r been, a me>mber of the Communist Party, U.S.A., the Con1munist l>olitical Auociation, the Young 
Conimuni5t k;igu'-', or any Communi~t organization?., .•..•.. , .... , ................ , , , , ...•.. , .. , , .• , .. , .. , , .. , , , .... , , .. X 

27. Are you now or have you ~er bcc-n a member of' any foreign or dor11estic organi:iati~n, association, nfovemcnt, group, or comhinadon I 
of persons which b totalitarian, Fascl5t, Communist, or subversive, or which has adopted, or shows, a policy of advootini; or approv- X 
ing the comniission of acrs of force or violence to deny Olher p(:rsons their rights under the Constitution of the United States, or 
which seek:. to alter the form of government of the United S!:Hcs by ur.comtitutiOl'lal means?, .. , .. , ... ,,,, ..... ,,: ........... ,. 

lf yo11r""rn'rr 10 26 ,md/or 27 1.1bon ir "}'er," sJ~le 011 rl uJu,ru1, shetl ,t/1,ubtd to and 111ad~a par/ of Jhis 11J1plitatio11tht 11.«flltS D/ all 
s,uh or,(,mi:.1tirmr, ~Ho,:it11io,u, 1Nu1·r1urNIS, groups or combi,111Jion of persons 0.11d J"ter of mem~trrhip, Gfrt comp/111 dtt"ils of yr;ur -11ahitits lf:,1::.,·1':i!l!ilbfrelll ,iud 11.1,,J:.r,my rxpJ"11atiot1 yott J,rirt rtg11rding yo11r 11umhtr1hip or artit-ilies. (Si:e 1Nstrlf41ion Sheri.) 

! X28. l:b.,·e you any phy>ical h.1ndicap, cbronk disease, or ocher disability?, .• , •••. ,.,.,.,, •. , • , , . , , , , , , , .... , , , . , , ..•• , , •. , .. , . , • , 

29, Have you ever had .a tiervous breakdown?,., .. , . , , ..... , , .. , .. , , , •• , , , , • , , ...•.. , . , , ... , .... , . , .... , , , , ... , ... , •. , •.••. 

30. J-lave you e,1cr had cub.:rculosi.s?, , . , ....... , .. , , .. , , .. , , ... , , , . , . , ... , , , . , .... , , , , • • • • •, •,,,, , , , , .•• , , , , • , • • •,., , , .... 
1/ your ,mswer ID 28, 29, or 30 ullot•t is·"')'es," gil't dtla/lt iu 11,m 39, 

X i3 L Ha,·e you ever been barr,:d by the U.S. Cil'il Servi:ce Commission from caking examinations or accepting civil seNice appointment? (If 
your 1.111J1l'tris "Yrs.'' gii-e d111es of ,md N'1:so11sfor s,id, drbarmr,JI in llfm 39,) 

32, Does the United States Government employ in a civilian capacity Jny relative of yours (l::iy blood or marriage) with whom you. live or Xhave lived wichin the pa:;r 24 months? .•.... , , . , ...... , ... , . , , ....... , ........... , ......... , •. , , .. , . , ... , ..... , , ....... , . 
i/.1011r i:msinr is "Yes," gfre in Tum 39 for EACH wch ~/<1Ji1'8 (1) full n,w,e; (2) prrsml address; (3) r,/11/ionsbip; (4) mp11rt1111nJor 
uge,uy by t~·hich r111p!oy1:d; a11.d (5) ki11d of appoin1111r»I. . 

33. D,1-you receive or have }'OU applied for an annuicy from the Unir.-d State-s or Dhcrict of Columbia Government under any retirement 
act or any pension or other con1pensation for military or naval servicel •. , , , , .• , , , .• , • .•• , ....... , , .........•...... , ...... , .. 
l.f ;our ,msii·tr it "Yes," gfre details;,, lttm 39, X 

34. Are you :1r1 official or employee of ;rny .State, territory, cou.nty, ot municipality? .........•. , •....... , •. , . , ......•....•.• , ...• , 
Jf J'rmr muu.•tr i's ")'r;," girr de111/Is iu lltn1 3p. X 

X3S. Have you e-v~r been di.scharged (fired} from employment for any reason?, , , ...... , . , , . , , , , ..... , . , .. , ...... , .. ,, .... , ... , , ... 



!\otqcnburg 
Jl l1'auaria1icitvbythe filmber 
1!~iuc-r b~mcbiC'ual,mltn\Jrnctrctro 
ttttl'lTfil u1l1ll~.l~nowna5 Rotinbure 
inthe 9th m1tnqr. l"otltrnburgtooov 
rrnrnin5auamirnt m1b l1mutifulciq,. 
]ll!ustmtionis a painh.tu•uV batik. 
.Cntrrinn is <8m11au 16lack anb 
~)I~ i.£nglist1tc.~t.t 

,.' 
·.1,. 

QUGUS-CUS
vohn 

noteo t3~1t1sh por.2tt2a1t • 
ano mu12a1.. pa,ntell. 
etcn~?Z ano Lltt1O0t.?apl1e12. 

1tli1s I~I.,ustt.?atlon rs a 
SCt.?atcnt3,OCll.2D. tt2~ l,€t­
t€t.i'.ft16· r:s uncial. a latIt2 
tt2at2usozIpt ~ettetz cyµ~
1n use _p.zonz the .coukth 
to n1e e10ntJ2 centut.?y x 

J/fccolo Salvi:, rn.asterpfea, 
::TreV(Fountatn.l]gma {s 
d;atffgo~ throw fn a 
coin,gou will5urefg return 
to _'Ro,nc. 1llustranonis an 
ink 1,vash. [etten11gis pen 
r01nan,anocafligraphg.J!. 

1

https://SCt.?atcnt3,OCll.2D
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8/29/66' 
Mr. Fox: 

As per our conversation, the Request for 
Personnel Assignment form re Mrs. Seri ven 
is furnished herewith for signature by either 
Mrs. Abell or yourself'. I have anitted 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. shcul.d 
appear on the form sanewhere. 

In case it is decided best to send origiDal direct 
to Mr. Watson, please send me copy (furnis~d here-
with) for m::,own record. Jean Robb 



--- ---_________ 

R.EQUEST FOR PERSONNEL ASSIGNMENT 

Date: Octo\'>er §, ,JS66 

TO: w. Marvin Watson 

FRCM: 
(name and title) 

Na.me of proposed employee MRS. GRACEc. SCRIVEN 

Position: (a) Position title Protocol. Assistant - Engrosser 

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

Payroll (check one): ___ White House Office (3.E:g. Salary & exp.) 
___ White House Office (Special Projects) 
xxx Other (specify) State Dept. 

Length of Assignme:nt C,,G,Aee~ea...~ IN'IERMIT'lENT - to be cal.1.ed in when needed. 
___ Temporary (No. of Months) __ _ 

Indefinite 

-------- Permanent 

Desired effective date as soon as possible------=----------------
Pr cs en t place of employment or assignment Dept. at State, Office at tbe Chief 

of Protocol 

(signatuu) 

RESPONSE: RBMARKS: 
) 

_______ Approved ) 
) 

_____ Disapproved ) 
) 

Sui>J'ect to (check) Name Check Full Field 

Datt-

W. Mar_vin Watson 
(rev,9/15/65) 

https://cal.1.ed


---
---

---

--- ---_________ 

REQUEST FOR P:E.~RSONNEL ASSIGNMENT 

Date: ...Q£.tgl)er ~. 1166 

TO: \V. Marvin Watson 

FRCM: 
(name and title) 

Na.me of proposed employce_ •• n...,.J--lli·LliG.....JICWULIJIIIIJIIIL.---

Position: (a) Fosition title Pi'flllal .ua1at.an • •p•Nr 

(b) Grade and salary 11-1/J fflJI 

Payroll (check one): ·vVhite House Office (3.tcg. Salary & exp.) 
White House Office (Special Projects) 

... Other (specify) -• ..... 

Length of Assignment ~~k..~ LfAiullilSlf. a N -.JJet 1a vlla ........ 
___ Temporary (No. of Months) __ _ 

--- Indefinite 
P\.?rmanent 

Present place of employment or assignment IR'•., a,.w, lff1fl fir,.... Q1d 
.tPJ:-...i 

( signaturf·) 

RESPONSE: REMARKS: 
) 

_____ Approved ) 
) 

_____ Disapproved ) 
) 

Su;:lJ0 ect to (check) Name Cht:-ck Full Field 

Datt-

W. Marvin Wa.tson 
(rev. 9/ 15/65) 



OFFICE OF THE VICE PRESIDENT 



appointment date~~ 
1, \ r~phyr Wright 12/13/63 

1 
£-trice Gregg 12/8/63 

Helen Williams 12/8/63 

All have life insurance. 

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

H&~ a-~ !J!qi¼_ 

©CLUJ(Tl~~LL 

~@3 7 0 ~ 



N• ..,. la te f.U.. 11Pom pli•• ew•l'aa&IM • a few m--..a 
ap. TIMt,,.,"-na la ou effle• an IIOt JueSocia&Cler••.,•••••• 
,... •• ,.,Jll ........ w.,.,..• ., ........ ·-·· ...... 

It w..W IMt1m,...-.. fu .. ,... IN&•..., mlllla •do• ..u .. 
, .. ..., ............ ,..la .. .,,, ....... ., lt la ... ,-tcally .... . 
It &Ol'n•• ... ,.... wt• I to 10 electde t.ypewrilen ..... a& -• ea.. 
'l'adio '1ulaa ....,..._ ,nm Jau te dle WOIW Seriee pm•, u4 tile 
c:lletta wMca com•• fnm 11a,,_. wo maay p•lpl• ewtfecl inte tile aama 
nom. W,. ••1rnmedaMoaa an u falleiw•• 

1. A ..,._.. flfftc• i.. •• lletMI .i tile eon..,.. ..... Secdoa. 
'&Wa ...id lte ._. .. c ..... a. don fl'_.. IN ftll• .... ..,__ 
...... 1e .... , ..... Gae ., •• 1llrM offtc•• la S1IUa&06 
C,ncl H••ua• • dftc .. . 

I. ... mo~• p11...,- fu ~ aad th..-..rMe WW tw4t ......... 
.................. s. ............ . 



N ........ D.19" 

.. _ .. BIii ••• ,,.... 

.......... AWi 
."'-

Na_..,. w,...... 'If..., ..... •---n•alell fll a,.,. m ..... 
.... '1'1111 .. ta eu leeAal C•N•P•••••• afllu an,-11111 .-jut,.............,....................., ,.,... 

ltwNld .... ••• .. •'-M178•• .. • .. m--•••....._•t••••~M1Dllllan&lfll ~la .. afflee ••....,. lt la ,a., • ...a,. •et ... 
Jt nme• cem,teta wta a to 10 e1ecu1e.,,.......,... u--. Ike 
~........... ....,.... iNID Jau •tit.• Wo.dd 8UlH 1ame, ..... 

.......... --·· ,.- ........ ..., ..... ,. ...a.t bde .. -· 

....,. Mr ............... an u,.u..,~ 

1. A ........ aa1u fw tile.._. 8' ._ C.•••rul••• s,c..._ 
Tllh...WM._."7c1Stl 1•aorf ... 1ot(III•~•••1•olflc• • a1ptn oaa of ._..._..ate .. la hlN I06 
CWndHollN__.•Clffl•->• 

a. I'• men......,.•• wNk -- •,...s. WW-. ,ut•alua 
,....., ••• ,......la ............ .. 

https://Tllh...WM


.......... -.u. 
l•WS.U..,te••Ollllen4--.hdrlu .....,.. , er• a.,..,., ... ~ 1a 111e IMt 

1flal I• OOIIA ... t.iOD f• a SM ..... 1a W 
N1-,fftll ..... , ............. , .... 
ftaUi' fR \lie ftu AN ea.s.,._.sae. it.a ilaNp'M.a 
..,.e1aa1n-.uftll•~aUdt11111 
,_.. i.,-.. ltae ta ~ bmaltt111 ·Iha '1'1all 
.. lflllfMadt,111 flt tile lift le ~ W llld.W ..... 
14--,. Xfeel.._ IMII'm.il•I ,.._. _. ,_ .. 
et· NlflUlltllt.tf' _.,.. .. .itf1' .... f.-, an illV .... 
la NlaQ. 

lfr. 1 ... th O'Donnell 
s,,e,ai .&n1ttmt 10 tlle ,,...,.., 
flaeWblte...._ 

https://NlflUlltllt.tf


AllpH 6. 1963 

MEMO TO MRS. JEAN ROBB 

FROM NANCY TUCKERMAN 

RE: B.eqaeatecl pramoUGD. of Fred Jef!er•on 

Mr. J.Ueraoa ha• a■■mned maay addlUonal 
reepoaal'bllitf.•• 1n the proce ■■ln& ol. mail, i. •• • 
opan:I ... aa■orda&, roll&ia&, and marabaal aotuiona 
for repH••• Alao 1 Ju ■ IAcreaaed re■ponMbilld•• 
ha ob&ablina merclaa■dbe for Mr ■. KermeciJ aad 
tlae olfice ol the Social Secretary, certalaly merit th.la 
1rade promotloa. Th• Social Corre■poDdellce ■ ection 

baa beaelited tremencloualy by Mr. Jeffer ■on'• ■111· 
&••ttoa• r•1ardiD& more .Uicleat medloda ol. handllDa 
th.• YOiane■ ol.. mail and tlae bacrea■ ed mmiber of 1lft• 
recei•ed. • 

Naacy Tuckerma■ 

Social Secretary 



A-av.at 6. 1963 

MEMO TO MllS. JEAN ROBB 

FROM NANCY TlJCKEllMAN. 

llE: Jl.equuted promodoa of Mra. Horteaae Burtoa 

Mra. Bu-toa baa •••wmed iDcreaaed re9p0Aal'blllty 
la baadUna mail for &be Social Secretary. la order to 
reline lier oi tile JaeayY load of correepondeace. Alao. 
alae ia now aa&WDiaa tit.• new r .. poaaibility of haadllag 
all forelp· alfta addr•••ed to Ura. K-edy a.ad &be 
childrea ha th• Social Ccwreapoadeac• Secttoa. utalmahnnc 
card fil••• comactiq state Department coacua.t.q dae 
appropriate repll••• aad ucertaiai"I deairaWllty of 
awltabl• repli•• by coatacttaa U..e Americua Embaaai••• 
Aleo. all dome■tic ,Uui to Mra. K ... edy are ~ haadl'td 
directly bJ Mra. Bvte'• affic•• pack&&•••carda, 
repll••• etc. 

Nancy Tuckermaa 
S•cial S.Cntary 



MEMO TO MRS. JEAN ROBB 

FROM NANCY TUCK.EB.MAN 

Mr. McCey llaa a••mn•d iacr ... ad r••poa•lWUty ia 
handH■a more important mail~ l. •· • •---••tloa• and 
la•eatla&Uoa• a• to r-.-•'- for Mr■• K ••=••IIJ' • 
,uraa&&•• mq,editba& llewRina 4' fonip 1lfl•• and 
npli•• tuoap State Deputmea&. adYlabla ud funataldq 
blo:nnatioa to bcomlllc perM el la aUice. 

Naacy TlM:kerman 
Social Secrelary' 
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8/1/63 

Miss 'l\lckerman: 

As per our cc:nversation., I am furnishing herewith 
current poeitic:n deecripti0118 tor Mrs. Burton., 
Mr. McCoy., MiH Coleman and Mr. Jefferson - to be 
reviewed b7 youreelt &Dll/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 CClllllission tor evaluation 
as to appropriate grade level r,r grade range. r~ 



J-1.y 18. 196:S 

MEMOllANDUM. FOB.: K--.etb O'Dollllell 

Fa.OM: NaMJ T11ekennaa 

TIM•• are my laat hrro req .. at• for 
you coaaideraUoe. Ia tile E. O. B. INil.._, 
we la.av• a Social Fil• Deputm•• headed. by 
Staal.,. Clarke. Ou& of tb• aro11p. M•. Clark• 
feela dlere are two wllo are extJtemely clu•rriaa 
of. a pl'Olnolioa. , 

'11ley are a• followa: 

Edward Ratti wlao l• ftOVi GS-J. Evideatly. 
he 1• auemely competeal and Ila• Men witb till• 
office for 2 yeara. Mr. Clarke l• worried that Jae 
may be \ID&W.eto remain workbla at tlaat l•••• aad 
yet Ile coaald•r• Wm a 1reat ••••tto du• tlepar&m•t. 

Albert Jol\aHD .... pNmoted lo GS-5 la 
Marcia of 1959. He la now Staaley Clark•'• 
aaaiatant and ripduuad maa. Beeau• of tat.a 
poattlea. Mr. Clarke feel• It.• alloald Jaav• a 
W.per watt.asdlaa the odlera. Alee. it le a J.oaa 
dm• aince lae baa he• premot ... 

I appreciate aa-,dalai J011ean do nsarctt.as 
du.a matter aa I laaow a promotioe woe1d mean a 
tremeadCMU amount to da••• two people. 

Tbaak)'011. 

cc: Mrs. Robb 

https://nsarctt.as


--
JUL 31 1963 

Barbara, 

Attached 1a the lllao 
reg&rding the Social .lidea. 

trca Jli•• Balclr1ge 

Stan 



THE WHITE HOUSE 
WASHINGTON 

October 3, 1963 

MEt«>RANDUM TUCKERW\N:FOR MISS lfANCY 

In order to bring ;you up to date on the status at ;your 
recamendation at promotion for Mrs. Beatrice K. Cruise 
frca her present GS-8 to GS-9, the following intonation 
is furnished: 

FGllowing receipt f'raa Mrs. Cruise of her current des­
cription of duties, a capy- at such description was sent 
to our official contact in the ClaHitication Divisi011 of 
the Civil Service C~ssion, tor his evaluation as to the 
appropriate grade level f'or the duties described. He was 
not intor.med as to Mrs. Cruiae's present grade since it 
waa desirable tbat his evaluation be unbaapered by such 
knowledge. 

Report of his findings has now been received and consists 
of advice tbat he consider■ that the "statement or duties 
appears to warrant claHitication in GS-7 or GS-8,de­
pendiDg upon the experience at. incumbent 1n 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 notb.ing further that I am in position to present 
to Mr. O'D0DI1ell f'or his conaideration. 

It wou1d be f'or ;your personal. decision as to whether or 
not ;you vi.abed to reinstigate the request to Mr. O'Dcxmell 
for his consideration in spite of the holding qualit;y of 
the Job evaluation. 



THE WHITE HOUSE 

WASHINGTON 

July 20, 1964 

MEMORANDUM TO: Bess Abell 

FROM: Hortense Burton 

RE: Attached Memorandum from Mr. irenkins (July 16, 1964) 

Dorothy 1Marshall 1s 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
respo.ndence 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 time-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-g~ade, or jump. Mary Birmingham Cuff received 
a grade promotion in 1961. 

A grade promotion for Mary Coleman was requested during the Summer 
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 Tuckerman and Mrs. Robb. 



·Additional duties Tom McCoy 

Increased responsibility in handli..ng more 
L.--nportant mail; _i..e.. ougg~stions and 

;. 
investigation as to requests for Mrs. Kennedy's 
patronage, expediting handling of. foreign 
gifts and replies th.rough State Depa.rtn'lent, 
advising and furnifJhing inf orma.tion to 
incoming peraonnel 'in office . 
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•• Addition.al duties - J e!f 

Increased responsibilities in processing of 
·mall; l. e .• opening. assorting. routing 
and marginal notations for replies. 
Increased responsibilities in field of 
obtaining merchandise ~or use ln handling 
of gifts and suggestions' rega.rd\ng m.ore 
efficlent ways of handl_ing volume o£mail 

·and glfts ~ecelved in office; 
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ME MORAN DCM 

THE WHITE HOUSE 

\I .-'IS 111 NG TO I'; 

July 16, 1964 

MEMORANDUM FOR MEMBERS OF THE Wl-IlTE 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 ~bsorb 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. 

Z. 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, 



- 2 -

the full rate to Los Angeles is 
is $3. 00, and the night letter 
normal conditions, a full rate 
delivered within an hour of its 
Telegraph Room, a day letter 

$5. 78, the day letter 
is $1. 80. Under 
telegram is usually 
receipt in our 

within two or three 
hours, and a night letter the following morning. 

5. 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, 

6. 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. 

7. 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. 

~J:::~ 
Special Assistant 
to the President 
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