
MEMORANDUM 

THE WHITE HOUSE 

WASHINGTON 

February 28, 1966 

Mrs. A.bell, 

I honestly believe it will require the additional people as per )th•. attached Memo, in order to keep up with the current workload. Besides, 
( I am confident that the Beautification Project will expand to a much greater/ 
\ xtent, as wll as other areas will continue to grow. -

With additional Classifiers, our production will be great. But 
in turn the now of proceesed work w1ll be heavier in other areas, such as, 
typing and filing. 

With additional Typists, it will greatl,- speed up the processing 
or the file work. Should the Typist• get caught up, they could help with the 
breaking down of the thick folders in the tiles. 

With the ad tional File Clerk, it will greatl,- speed up the tillng, 
and it the File Clerks were caught up, they- could help with the breaking down 
of the thick folders in the files. 

With additional Classifiers, the aroxing workload will be much 
heavier. This should keep one person busy most of the day. When he is caught 
up, he can help with the many miscellaneous duties in Social Pil••• Witb a 
new Clerk to do this work, it will relieve Ed Ratti, who is well experienced 
and qualified to do many important duties, in which a new person is unable to 
do without a great deal of training. 

With additional Searchers, it will relieve Al and Carroll or most 
of the searching and the7 can help with other important work, in which new 
people are not qu.lified to do without a great deal of training. 

It is veey difficult to list everything on paper that is inTolved 
in the function or Social Files. But I believe I have covered the most important 
things. Should I be fortunate enwgh to have the number of people asaigned to me 
as per the attached memo, there will be no loss or man power. And once we are 
caught up, I believe we can keep up with the current workload. 

Thank you very D1Uch, 

_d~~~ 
St&lll.ey C~e 

https://St&lll.ey


MEMORANDUM 

THE WHITE HOUSE 

WASHINGTON 

February 28, 1966 

MEMORANOOMTO: Mrs. Bess Abell 

SUBJECT: Request for additional. Personnel in Social Fil.es 

In nference to 7our telephone request, this date, my estimated 
projected statr needed in Social Files to keep up 'With the current 
work load is: 

2 - Clerks {For claasi.tying) 

2 - Clerics (For searching) 

2 - Typists 

l - File Clerk 

l - Clerk {For Xeroxing) 



MEMORANDUM 

THE WHITE HOUSE 

WASHINGTON 

Peb:r,ary 28, 1966 

Mn. Abell, 

I honestly' beliew it will require the additicmal people aa per 
the attached lllao, in order to kNp up with the current workload. Beside■ , 
I aa c011tldent that the Beautiticati011 Project will upand to a •ch gN&ter 
extent., u wll as other areas will continue to grow. 

Vitb additicnal Cl&a ■itlera, our pl"Oductim ldll be gnat. But 
in turn the now of procesaed work will be he&rier in other areu, such as, 
tJping and fUing. 

With additicnal Typist.a, it ldll greatlJ' ■paed 11p the p-oce ■aiDg 
of the file work. Shoald the TJ'put,a get caught up, the7 could help 'Id.th the 
breeJd ng dcnm of the thick i'ol.dara in the tuea. 

With the &dditicnal Pile Clerk, it ldll greatly' apeed up the tiling, 
and 11' the Pile Clerb wre caqbt up, tbq coald help vi.th the breald.ng dCMl 
01' the thick f ol.dara in the tllea. 

With additicmal Cluaitlera, the araxing workload will be mcb 
heavier. Thia shoald kNp one pen011 bu.87aoat 01' the day'. Vhen be ia caught 
up, he can help vi.th t.he 111UJ7111.acellaneou duties in Social Pile ■• Witb a 
new Clerk to do thia work, it vill relieve Id Ratti, who ie well experienced 
and qiiilitied to do a&rO"iaportant duties, in which a new peraon is unable to 
do without. a great deal ot tmn1ng .. 

With additional Searcben, it will reliew il and Carroll ot aost 
of the M&rChing and th.,- can hel.p vi.th other iaport,&nt work, 1n. which new 
peop]A are not qulitied to do without. a gN&t deal ot tmn1ng. 

It ie ••rr difficult to list eftJ")'thing on paper that is involved 
in the fllnction of Social ,u... But I believe I ban conred the aoat iaport.ant 
t.hinp. Show.d I be fortanate enough to haff t.he naber of people uaipd to • 
as per the attaclwd a.mo, there ld.ll be no lo■a ot man po1Mr. hd once w are 
callght up, I believe • can bep a.p with the current workload. 

Thank 70f1 ff'f'7 .acb. 

https://breald.ng


MEMORANDUM 

THE WHITE HOUSE 

WASHINGTON 

l'ebrar., 28, 1966 

IIBlllllA.IOOll TO: Kr■ • S.11■ lbell 

SUBJICT1 •qaut tor additional Penamel in Social Pllea 

In retarence to ,oar telephc:ae reqaast, this date, ~ eetiated 
projected atatt DNdad 1n Social rues to keep 11pwith the ourrent 
work load ia1 

2 - Clerks (Por cluait,ing) 

2 - Clerks (Por eearching) 

2 - T'ypl.ata 

1 - Pile Clerk 

1 - Clerk (Por .lero:d.ng) 



THE WHITE HOUSE 

. WASHINGTON 

March 1, 1966 

MEMORANDUM FOR: 

Mrs. Bess Abell 

Attached are samples from our files 
illustrating the procedure we use in 
the handling of correspondence addressed 
to the President . 

. fv,-~l ~ 
W. Frank Matthews 
Chief, Central Files 
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Janary •• 1966 

\\ 
i Dear Mr. Kimball: 
~. 
~~ 

l la reply to your ln..-ltation to the Prealdent ? 
J to apeak at the Conaen'&tion Award• Banquet 

1, 

! on January 11, 1966, we bad hoped that bl• 
acthitie• could be arraaaed to include tbh ..• 

t eyent. Howe..-er, the many ·•tandln1 commitment• ,;• ,. '.•·I 
I ~"=·· for January. in addition to tho•• po•tponed d11rln1 •'' 

i 
" bia recent con~leacence and reacheduled lor thl• . • -

month, prevent bi• attendance. Oil beball of tbe , .. >:_ 
Preaident. let me extend our •lncer• beat wlabea. 

~ for a auccea.tul Banq\let. l bow lae la pleaaed • :~-· ' I 

t· wlth tbe work JV" an dolq. • • .-.·:: \\ • •• • · •• 
• I ~ 

\- ,, ~ f' #' 

\' . . .~·• Witll be.t repria. • 
. ., \ ~ \ . 
':~-:. ' 
>: ·; ~ ' 1 

•• '•\ ·~ 
; . ... t 

W. Manin Wataoa 
;r,.. ·.·,, i ..,,• ...., Special Aaalataat 

,_.;
t·, • to tile Preaideat ••4 .;1 

·p 

,,,__ 
·, ; l 

"( -'~ Mr. Thoma• L. Kimball ' . 
~· . ~~·- Executive Director 
:; '.· • ,c- National Wildllle Federatloa • 

I 1412 Sbteenth Street, N. W • . , 
-' 
'' 

• I : I,' I I 

, ·Wa ■ binatoa. D. C. Z00J6 • 
,.~i i\. ,--:.~•·: 

1'j, • ·, t. WMW:JRJ:rkh- a- • .: \\t_/

ji)\ 
' ' 

rout: t~ Helen Colle\tf \.\ ; • 

. 'I ' ., . ,I•-, ♦ ,. 

i,-~ • ,,.• 
I I 

I 

~:-......:.,,..·::.- ~ :- :: 
' '' .: 

I 

. . . !... . 
·• !:rttti ...... • •• io, :rirrerd •: bz~..-s • r•-~· 

I I 
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NATIONAL W1LDLlf£ f£D£RATION 

,y,F_~~(:o?
► ""\\.\~ 

tAY-.A.l\,\\i\ 
~~,-

, 

;i 

i I 

-. 

• lI ,,,a a1XTEENTH STREET, NORTHWEST 
I

WASHINGTON D. C. 20036 
ADAMI l•eOO, 

December 6, 1965 
., 

Mr. James R. Jones 
The White House 
Washington, .D. C. . 

I,,• 

Dear Mr. Jones: 

r:~i,r!~~::!l~:~~~p:~iu~:~st!0 ::~<ri: 11!rnin~--0 ~~! •. • • • {· i~= • t::d 
November 30. We have since decided to hold the President's --~• 

Conservation Awards Banquet as previously scheduled on , 
January 11, 1966. ·The reception will begin at six o'clock p.m., : 

• followed by the banquet at 7 o'clock in the Presidential Ball •• 
Room of the Statler Hilton Hotel. ,~,.,-··. 

~ 

i 
r •.• 

There will be assembled at this banquet most of the national ,' 
conservation leaders from the legislative and executive .•' ;..~·.
agencies, and citizen conservation organizations. We believe -, 
this gathering will provide the ~resident with an unexcelled. 
forum for announcing his conservation and beautification pro- 1., 

gram for 1966. We sincerely hope he will be encouraged to do~ 
so. 

f'"Secretary of the Interior Stewart-L. Udall, Secretary of 
Agriculture Orville L. Freeman, and Associate Justice of the 
Supreme Court William O. Douglas comprise the committee which 
will select the candidates for the President's Award from among·,
fifty "Governor's Award" recipients. ·,.· 

Enclosed is a copy of a letter which was sent to the First 
Lady concerning her national award for beautification. ·•· 

•I;•.
We would appreciate your letting us know as soon as information 
regarding the President's participation is available. 

I r.,Sincerely, .A 

. ; 

Enclosures 
cc: Ernest Arms 

' 
.,' t 

1·' .. 

X 
. ' 

==. 
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May,. 1965 

Dear Ml•• Peteraons 

l ha•• been a■ked to reply to your leuer of ApHl 29 IO , 
the Pre ■ ldent ln which you extended an invitation to him to ad• 
dr••• the \>anquet ••••lon of the 50th AnDlYer■&J'Y Convention 
of the National .AaaoclaUon·of Women. Deane and Counaelore 

. on next A prU lat. 

The Pre■ldent la moat apprecladv• of th11 kind tho\laht 
ol him and ha■ a■ked me to toll you Mr ■• J'ohnaon alao l■ irate• 
ful for your courte1y ln ln~lucUn1 her ln tbl ■ lnvltatlon. 

A, you lncUcated ln your letter, th• Prealdent canno& 
poealbly project bh ac:hedule ao far into the futut• whereby 
he could mab any commitment to you now. even tentatively. 
Therefore. he feel ■ you ahould proceed with the plannJ.na fol' 
JOUJconvendon, not counting on hb pre1ence at thla Um•. 
Then, lf you would like to contact him around the 1■t of next 
Fe\>nary he will be alacl to take a look at hie calendar th•• 
&lld let you know what th• poaaibllitl•• of u appearance u 
JOQl' baaquet ••••lon m111it 'be, 

Slo.c:erely, 

Jack Valenti 
Special A11latant to the Preal4eut 

Ml•• Martha tet•r•on.. P:re1ident •• \ R EC_El\'.EO . 
-,. National AaaoclaUon of 'Women Deane and Cov.n■ elor• MAY7 1965c/o Unl.,-erelty O.an for Student Altair·• • . 
• 108 Ba•com Hall, UDlv•l'•ltJ ol Wl•co111la • CENTRA~·~--- --~ 

Madl1011, Wlacon1ln SJ10, 

......" - . . ..,~· .... .. 
I 

JV:mhr 
...;~.~;;,41"1-.:t• "I,\.," OJ, 

:---- • - ·:..... ~-. .._... ... ~ •• ,. --·NI' ........ 

I 

https://EC_El\'.EO
https://plannJ.na
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ti" NATIONAL ASSOCIATION OF WOMEN DEANS AND COUNSELORS 

Mailing address: University Dean for Student Affairs 
108 Bascom Hall, University of Wisconsin 
Macliaon, Willcon■:ln 53706 

April 29, 1965 

Mr. President: 

The National Association of Women Deans and Counselors will celebrate 
its 50th Anniversary during its annual convention in Washington, D. C. in April, 
1966. It is the leading professional organization of women personnel and guidance 
workers serving at all levels of education with a membership exceeding 2,000 
.;.,.omen from every state of the Union. Its interests and activities center on its 
purpose of service to students from elementary grades through higher education. 
Its concern is for the education of all students with special attention to the needs 
of girls and women. To strengthen educational services and expand educational 
opportunities for students, NAWDC strives to improve the professional compe­
tence of its members and to exert a constructive impact upon the kind of educa• 
tion available to students. We subscribe, without reservation, to the following 
statement from the Report of the President's Commission on the Status of 
Women: 

11In a democracy offering broad and ever-changing choices, 
where ultimate decisions are made by individuals, skilled. 
counseling is an essential part of education." [p. 15, 
American Women, 1963] 

We are cognizant of the rapid changes in the American society and attempt 
to adapt our professional services to these changes, The membership has found 
that the annual convention is a valuable resource session; East meets West, high 
school debates with college, practitioner meets researcher and guidance personnel 
are alerted to society's tempo through addresses by persons whose occupational 
interests and skills and life commitments are different from our own. Further, 
and typical of most Americans, we enjoy our personal associations and the good 
fellowship offered by such an organization. • • ' 

A D'D'ARTMIENT OP' THIE NATIONAL IDUCATION AIIOCIATION 



- 2 - April 29, 1965 

We are very hopeful that you will be able to address the Association at 

\lits banquet on Friday, April 1, 1966. We are not unmindful of the many and varied 
commitments of the President of the United States but, in typical American 
fashion, we wish to have our opportunity to hear from you in a direct and rather 
personal way the aspects of your concept of mid-20th century society to which 
.you believe persons in our field should address ourselves. 

The banquet will be held in the Statler-Hilton Hotel, the Convention 
Headquarters, at 7:00 p.m. It would be our particular pleasure to entertain 
Mrs. Johnson also that evening. 

We do hope that this invitation will receive your most serious considera­
tion. We know you may not want to commit yourself to an answer immediately, 
but if there is any possibility of your acceptance, we will gladly wait for a reply 
and can adjust our program to meet your convenience. 

We are starting the next half-century with hope for increased educational 
opportunity for all persons and a belief that we should play a substantial role in 
future developments. We would like your forecasts of what some of these develop­
ments. might and should be'. 

Respectfully yours, 

~(?~ 
MARTHA PETERSON 
President 

The President 
The White House 
Washington 25, D. C. 

\ 



• • 

0= .EXECUTIVE 

Mt_1/U.. *-
/) STRAIGHT WIRE March IT, 1964 • ', l/~.3t/-

..,. 
Mr. Jack De&D 
Chairman 'I 

. Ij(y.Unlted Iriah Socletiea 
MaiJl »allroom 
Cobo Hall 
Detroit, Mlchipn 

I laYe learned with mw:h plea•ure &om CoaP'•••maA • 

Rpn that the ll'i■b Socl•tl•• of Detroit are obaentn1 St. Patrick'• Day 
I ' 

at a United Jrlab Dlnner. 

0D tbi■ f••tiYe occa•loo. I am happy to extend l:ua&rty 

p-eetln1■ to all lrlab Amerlcana, and I Join la aplrlt all tho•• attendlna 

1' 

• • 

/ 

Jenry aoocl wlab for aa •aJoyable eYniDI• 

LYNDON B. JOHNSON 
>--.. 

-
EH:MB 

CC: Mr, Holborn, Central Files, Jean 
. ..,. 

Honorable Harold M. RJan, U. s. ·House· of Representatives. . 

;. 

.. 

. i--· 
I 
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Marull. 1964 

' 

' 

I 
I 

1 

Dear COll.ll'eaamaau 

la reapoue to you ••queat, we wen .. 
bappy to mak• arranaement• fo• tile 4. I• 

attacbed m••••a• from the P•••ldellt 
to Mr. Jack Deu, Chairman of Ille 
Umted lrla locl•tl••· Debolt. 
Mlc:Jalau. •., 

' 

It l• alway• a pl ... ure to lte of 
• ,••, ,l ._ualataaoe to JCN aDd JOI'• coud&MDte. 

llacenlrJOII••• 

., 
L&...,eace,. OtBl'l• 
Special A■ allltaat 
totbePl'e•l4-- ,, ~ 

t '{ 

• ~ \1 ! 
j . 

• HODorable Harold M. ayaa 
Houae of llepre•matl¥H 
Wulalapoa. D. C. 

.. , ' 

, I 

~ 

.., ...; .;~ 

; . 
' 

'• I 

.. 
--- .. -.- ... -...4 ..... 
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THE WHITE HOUSE 

WASHINGTON ., 

,. 

·• March 16,. 1964 

- • I 

MEMORJN DUM FOR 
( ,• 

Chuck Daly 

....·.. 
.. Congressman Harold Ryan wants.a wire from the '· 
• President for the United Irish Dinner in Detroit . 
. St. Patrick's. night. The re will be 5, 000 to 7, 000 
at this affair which is the first occasion, when all 
Irish Societies in Detroit have united in one .' • t 

i • 

L 
gathering. Please arrange this irrunediately 

' addressed to: 

.••• l 

Mr. Jack Dean, Chairman ,. 

\ 
United Irish Societies 
Main Ballroom 

). 

•. Cobo Hall 
Detroit, Michigan 

I ~ 
' .. 

.,, 

Larry O'Brien 

,. 

' ) 

\ 
) /. 

, 
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THE WHITE HOUSE 

WASHINGTON 

March 15, 1966 

BESS 

Here's the estimate from 
Wilbur Jenkins on 6-copy carbon 
paper for us: 

1,000 White $18. 70 

1,000 Pink $19. 36 

(I believe you have in yo 
the price of the paper a 
supplied us.) L • 

BESS: 
Later. .Act II. 

Price we are currently 
paying for the 4-copy carbons: 

1,000 White $12. 90 





FEB2 a l9S6 

Jira A.Nil, 

file 
I 

aaterial.. 
will 

I 
t17 
han 

ia en17 W1' to san 
at1.&ehed a li ■t of 

t1- ia the clusif)iag, 
the l"llbber ■tup■ which 

no. of 
will halp 

the 
u. 

-1.d 
If• bad a X.raz Hachiae aad 

sp■ed 11.p the prod.1lClt.im tNaadclul,7. 
u neot.rio Stu.pi.Dg Haohiaa, the7 

with the 
I can t.ake Daald Banton off 

searohiag. I bell.en he O&D be 
the f:iJ.iag. 
trained to 

Ha wald be a gr9at 
do the clu■if)iag. 

help 

~ 
St.an Clara 



SOCliL nLBS 

lWBBl:a S'l'OPS llDDID: 

SD: 

SD: 

SDi 

SD: 

SIK: 

SU1 

SI&: 

SJa:1 

SD: 

SD: 

SD: 

~ 

WUTinCA.TIOI 

PHO'l'OGW'H(SU!') 

ATJTOGWIR(8.1ft) 

:UCIPI 

GIPT 

COIGRlTUL&.TIOIS(WBDDIIG) 

COIGRA.TOL&.TIOIIS(STOU-,ur) 

COIEIA.i'UUTIOIS SDr(IIIDDI~I) 

SUPPORT 

MISS LIIDl JOHISOI 

HISS LUCI JOHIS01' 



PERSOKUL- SOCIALF.IL1S 

; 3tanle7 Clarke - Saperrl.sor-------- (White Houe) 
-

,. ilbert J ohnscm - Assistant S.pe"1aor (White House) 

(__ Carroll Lawrence - Assistant to the Saperrl.■ar (White HOUBe) 

Edward Rat.ti - Clert-T1]dst. (Detailed) 

Jam9s .A.du.- Fil• Clerk (Det.ailed) 

Joan lainat.h - Clerk-'fnd.■t. (Detailed) 

*Donald Rent or• - Librar;r A.Hi•tant (Det.&11.ed) 

Total - 7 

Authorised strengt.ll - 8 (V. ban one T&canq since 12-21-65). (Pile Clerk) 

*He was ■ent t.o us as a File Clerk. 

https://strengt.ll


Stanle7 Clarke -

In additim 
following d•ties: 

PIISOlm - SOCllL FILES 

to being the Supeniaor o:! Social '1.les an tile 

1. Cl&■ s1t,ing - aoat o:r the work. 

2. S.archin& - 1D the aoet vgent caeH. 

3. Handl.iq Mll1' telephone calla trm T&riou White 
Houe o:!tJ.oes requ■ti.Dg intonatian. s .. 
ciD.s·ao aot Nqaire a re:!eNnee to the tiles. 

4• Supeni■iq; the recein.ng and aert.iq; o:! nn 
t.Ue •teri&l in different categories. 

5. Supeniai.Dg the ■etti.Dg 11.p o:! new ti.lee men new 
eujeet■ or categwi•• are req,dred. 

6. Supeniaing the brealdng down o:r the t.Ue ■ when 
the !older■ haft grown too tbick. 

7. Handl.iq the a&n7 new pl"Oblems as thtt;r arise to 
the best o:! rq ability-. 

https://Handl.iq
https://�etti.Dg
https://Supeniai.Dg
https://recein.ng
https://requ�ti.Dg
https://Handl.iq


PEBSODKL- SOCIAL FILES 

ilbert. J obnaca -

In additi011 to being the A■eistaat 5-peni■or of Soci&l. Fil.•• an 
the fall.Glling duties: 

l. Clueit,ing sae of the file •teri&l. 

(i• Se&rchiq - t.lrl.• reqld.Na aoet of the d&J'•; 

,. Jlerlewing the work of the t,-pi■t ■• 

Je.■ Settbg •P new folders when the tile• have grOND 
too thielt. 

S■ Serna ill the eapaoit7 of S•peni■or in the 
abeence of the S•peni■or. 

https://reqld.Na


PIRSODIL - SOCUL 1'ILU 

Carroll Lawrence -

l. Searching - tbia nqairea :aoat ot the d&J'• 

2. Helps with the KNening ot the ineai.ng work 
and Hparating it according to subj.ct. 
~qor1.,..., -~!. I llpb&betiiiDg u • 

./1mproceeHd material.
\..__ __ 

3. Trdn1ng of the new Peraonnel 1n t1.li.ng and 
other verk. 

4. Helps with the fil.1.q. 

https://t1.li.ng
https://ineai.ng


PJISODIL - SOCUL 1'11.D 

:ldv&rdl&tti-

( 1. X.l'Oldllg tbe tile •terial.::i 

2. .l•••llbl1ng and at-eep'.t:ng ef the file •teri&lo) 

J. Tndng the croas reference• on tbe file •terial.. 

4.. ilpb&lNtisiag the mproce•••d tUa •terial.. 

s. Help, with the ••arohiag in the vpat 0&sea. 



Plll!OIIIIL - SQCliL ?PM 

l. riling. (Thi• t.u.a •P ao■t ot th• day'). 

2. ilpbabetisiJlg ot the t1le •t•rial. 

3. S.&t"cb.iq - 1D t.h• aoet urpnt ca•••• 

https://S.&t"cb.iq


P.lllSOIDL - SOCI.lL 1ILKS 

Joan Ieinath -

lo Typing the oroas nfenna.• on the tile •teri&l.. 
(Ko■t of the d&J'). 

2. staap1 the inocaing •teri&l.. 

3. Searohin&in the aoat vpat cases. 



PliSODIL - SOCIALPILIS 

Dolla.J.d Rentors -

1. P111ag. (Being tr&ined b7 Carroll Lawrence). 

(I belieft h• coal.cl be trained te do ■-arohi.Dg or perb&pe help vitb tb• 
elu•it,1.Dg). 

https://elu�it,1.Dg
https://�-arohi.Dg


THE WHITE HOUSE 

WASHINGTON 



THE WHITE HOUSE 

WASHINGTON 
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WASHINGTON 



THE WHITE HOUSE 

WASHINGTON 
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