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0, & ND), processing should be deferred urntil most of the other

codes have been processed.
Category E (Review on Regues+t): codes that have a low

meterial, low overa.l research potertiel,

[N

oDctential Ior clcse
id the file segments are well arranged 1@ readily ic tifiable.
sstematic processing of these codes would not justify the
expenditure of stafif resources.
Codes processed before the records are moved to California
should come out of categories A an . ¢ d2encing upon the amount

cf time remaining in 1988 and staff resources. It is : :-o ended

at the following A codes (AR, HS, LG, PA, PO, & RM) and the

(ot
Ly

D, MC, NR, PU, ST, TN, UT, & VA) be

1

Zzllowing B ccdes (AG, CA,

—rocessed ZIirst.



PROCESSING CATEGORY A Cu-£¢t
(Training)
AR ARTS 1
M CO. JITIES 5
I DI_ _TEZRS 6
ZI HIGHWAYS-3RIDGES i
=S HOUSING 3
N INDIAN AFTAIRS 4
: INSURANCE 8
: LOCAL GOVZIRNMENT 3
PA PARKS-MONUMENTS 3
=C PEACE 1
2P0 PCSTAL SERVICE 2
20 PROCUREMENT 6
PA REAL PROPERTY 6
RE RECI \TION-EPORTS 2
2M RELIGIOUS MATTERS 3
S REPORTS-STATISTIC 2
SA SAFETY-ACCIDENT PREVENTION 3
SC SCIENCES 3
ZROCESSING CATEGORY B
‘Svstematic Processing)
=G ACRICULTURE 6
~T AZTOMIC / NUCLEAR ENERGY 1
=ZE BUSINESS-ECONOMICS 31
Cz CIVIL AVIATION 10
=ZD EZDUCATION 8
T~ TEDERAL AID 3
-Z FEDERAL GOVERNMENT 11
°G FEDERAL GOVT - ORG'S 274
TI FINANCE 82
ZE HEALTH 32
MC MEETINGS-CONFERENCES 16
! _. ) TURAL RESOURCES 10
: PRESIDENTIAL (PERSONAL) 23
R PUBLIC RELATIONS 136
2U PUBLICATIONS 14
SO SOCIAL AFFAIRS 17
ST STATE GOVERNMENT 6
TN TRANSPORTATION 6
TR TRIPS 39
1_
19

WH WHITE HOUSE ADMINISTRATION 8

PROC! 3. G CATEGORY C Cu-£+
(Sensitive)

HU HUMAN RIGHTS 16
IM IMMIGRATION-NATURAL'N 23
JIL JUDICIAL-LEGAL MATT! 3 46
A LABCOR-MANAGE 7T 22
_E LEGISLATION 20
PE PERSONNEL MANAGEMENT 25
PL POLITICAL AFFAIRS 16
PFOCESSING CATEGORY D
(Defense-For. Pol. Content)

CO COUNTRIES 42
FO FOREIGN AFFAIRS 32
IT INTERNATIONAL ORG'S 7
ND NAT J)NAL SECURITY-DEF. 55
0S OUTER SPACE 5
TA TRADE 70
PROCESSING CATEGCRY E

{Review cn Recues+t)

GI GIFTS 22
HC HOLIDAYS 34
ZV INVITATIONS 25
Mz MEDALS-AWARDS 18
ME MESSAGES 168
SP SPEECHES iz

Record volume, current as of Jan. 6, 198BB, is an

apprc Llmation for many codes.
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Total of 60 Subject Codes (1,579 cubic feet).
P1 :essing Categories:

Training (18 codes, 62')

Systematic Processing (23 codes, 782'")
Sensitive (7 codes, 158')

Defense-Foreign Policy Con*ent (6 codes, 211')
Review on Request (6 codes, 36&')
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DATE: March 21, 1988
THROUGH: BIFF HENLEY
TO: PATRICIA BRYAN

M: ROD SOUBERS
ol Pres ' lential Guidelines Redraft

1 : your request, I am forwarding some of my concerns
regarding the draft review procedures and guidelines for
Presidential records. These comments include many that were
covered during the meeting last Friday as well as others based
upon over twelve years of experience in reviewing Presidential
and Federal records.

PROCEDURES
Page 7, after 9. a new section should be inserted as follows:
10. Documents determined by the reviewer to be of intrinsic

or historical value should be stamped with the Ronald W. Reagan
Library stamp.

Page 7, 11. it is not practical nor necessary for a supervisor
> review all "open" files previously reviewed; it is sufficient

for a supervisor to do a sample or spot review of reviewed
iterial, and only after a file segment or assignment has been

completed.

Page 7, 12. this also is not a practical nor an advisable
provi ion. I seriously doubt that NARA will agree to such a
provision. The records of the Carter and Ford administrations
are not handled in this manner, and there is no prowsion for it
in the PRA. Only the records of the Nixon administration are
hand]l 4 in this unique manner due to the provisions of the 1974
Presidential Materials Act.

GUIDELINES
Page 12, para 4 after 12356 add "NARA's Information Security
Manual #202 (dated July 24, 1985)"

Pages 16-17 re category II. because of the overly restrictive
manner in which this category would apparently have to be
applied, resulting in the closure of a disproportionate number of
documents, I would suggest that this cateqory be removed from the

1
category VI (invasion of personal privacy).
Pages 17-20 re category III. this is the best clarification and
elaboration I have seen on this category, a real improvement on

the original draft. The reviewers, however, should be provided
with copies of the applicable sections of cited statutes.






Page 25, para 2-5 as suggested by John Fawcett, the beginning
word "All" should be removed from paragraphs 2-5.

Page 28, para 3 to restrict all favorable as well as unfavorable
inf :mation is to restrictive

Pac 29, para 1 as was suggested by John Fawcett, this paragraph
should be removed. It is virtually impossible to apply nor is it
advisable.

Page 29, para 3 on what basis is the assertion made that "t e
privacy interest is not to be balanced against the public
interest in disclosure"?

I would also agree with the suggestion made during the
Friday me ting that the guidelines be balanced with examples of
openable material (as was the case in our original draft), rather
than concentrating exclusively on what should be restricted.

It was a pleasure meeting you last Friday and I look forward
to working with you in our common goal of facilitating the
aplementation of the 1978 Presidential Records Act.
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p. 16, Category III

Looks good. An improvement and clarification of original draft.
We need, however, copies of the applicable sections of cited statutes.

p. 23, Category V

The criteria for application of this category is to restrictive.

p. 27, para 4 - re protection of names of individuals who rite
to the government; an unreasonable application of the category.

In general I have a problem with assertion that in the applic:
tion of tI& PRA the privacy interest is not to be balanced against

the public interest in disclosure, as is the case with the application
of the FOIA.

Where is the section re Review Withdrawal Sheets?









records. That pericd does not begin to run until expiration of

the President's term.

It is important for Archives personnel involved in "~ :scribing,
rev: ving and segregatirg Presidential records to unc¢ :stand { &
they occupy a pcsition of trust which must not be compromised.
Over the years, Archives personnel have established a well-
deserved reputation not only for carefully processing valuable
bictoric materials but also for maintaining the confidentiality
accorded to sensitive informaticn. To ensure that thi re -
tion is preserved, Archives personnel must be careful not to
discuss the contents of the cdocuments that they are reviewing =--

whet! - they believe they are sensitive or not -- outside cf the

workplace.








































































purelyv private or nonpublic character which do not relate to or

have any effect upon the carrying out of the constitutional,

statutory, or other official or ceremonial duties of the
resident. Such term includes -

(A) diaries, journals, or other personal notes serving :
the functional equivalent of a diary or journal which are
prepared or utilized for, or, circulated or communicated in the
course of, transacting Government business;

(B) materials relating to private political associations,
and having no relation to or direct effect upon the carrying out
of constitutional duties of the President; ¢ 1

(C) materials relating exclusively to the President's own
election to the office of the Presidency; and materials directly
relating to the election of a particular individual or
individuals to Federal, State or local office which have no
relation to or direct effect upon the carrying out of
constitutional, statutory, or other official or ceremonial duties
of the President."

"The term 'documentary material' means all books,
correspondence, memorandums, documents, papers, pamphlets, works
of art, models, pictures, photographs, plats, maps, films, and
motion pictures, including, but not limited to, audio,
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ITI. INTRODUCTION - WHORM FILES

A permanent unit within the White House Off
retMiev ﬂ/

maintained a central filingasysi..l .or jexvery-med ident,and
his staff. It~-serves- o F-ldarg- tr
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Tl few items that would not fit into a standard Federal ! :ords
Center (FRC) box, such as posters or charts, were numbered in a

separate sequence and called Oversize Attachments - Shelf

(OA-Shelf) because of their storage reguiremeni . Both OA and
are
OA-Shelf material is retrieved via the STAIRS retrieval system

and the OA and OA-Shelf logs (green books), whi

computerized in a separate system for OAs.

&
A

Co ~ e -
A member of the White House ~~ +he WHNRM ¢

{ :ermined that an item required cess

parallel Subject and OA files were established aunu nepc unues

tighter access controls. They were known as Confidential File

(CF) and Confidential File Oversize Attachments (CFOA)

respectively. The contents of r~+h rnvn »obrinvad ~ia +ha QTMATRA
retrieval system and the CFOA 1

Part of CF and much of CFO
the bulk of it is from the Subject File. To facilitate research,
the CF material will be interfiled into the main Subject File or
the SMOF files where appropriate, as has been done by recent
Presidential libraries. CF items are identified within the

Subject F'le by blue cross reference sheets, and by the stamped

mark "C.F." on the document.

Subject File will be reviewed and processed by "review on
request”. There is also a small number of CFOA-Shelf items,

consisting primarily of matrix or si-~mature wheels.

& (,Jw&li. TM









has been retained out of over 18,000 cubic feet macerated and

recycled; a sampling of about 1%%.





















with the files., If materials are removed, a Transfer Sheet will be
placed in the file.

Publicatic , Books and other publications nct directly related to
the files should be t 1ed over to the Book Collection. Each i’ 1
should have the following annotations in pencil on the inside of the
front cover:

1. Name of collection or file group, and series

2. Accession or Pre-accession number

3. De” : oved

4, Initials of the archivist

A Transfer Sheet (for audiovisual material, books, museum & other
items) will be prepared. The original will be left in the location of
the publication removed and a copy will be transferred with the i .
In addition to the basic information on the bottcom of the Transfer Sheet
(file location, etc.) it should list the following information:

1. Author

2. Title

3. Publisher

4. Date of publication (copyright date)

5. d e of donor (if applicable)

The archivist should keep in mind that if a publication is a signed

report required by law or regulation to be submitted to the President,

Mrearm Nhjects. In most cases, preservation of the records
requires that museum objects be removed fi1 _ the files. Unique or
valuable items should be sent to t# mua m collection, along with

T . €















used on re« =~ of *° th © """ sic v T or if "'e recol ° are weak and
brittle (such as records that are often copied).
5. Preservation Photocopying.

A. Highly acidic records (such as newspaper clippings and
1 egrams) should be copied onto archival bond paper or placed in
polyester sleeves or within a folded piece of  ‘hival bond paper.

B. Valuable original records, such as documents containing
Presidential handwriting, should be removed from the file. A copy of

ie item should be left in the """e, 3 the .ginal placed in
polyester sleeve within a pa . . file for valuable origina.

C. Photocopies made for preservation purposes should be made on
electrostatic copy machines using archival bond paper. All copies
should be stamped "Preservation Copy".

D. Caution must be exercised to ensure that records are not

{ \ged, torn, or broken di ag photocopying.












), & ND), processing should be deferred until most of the other
co¢ 3 have been processed.

Category E (Review on Request): codes that have a low
potential for closed material, low overall research potential,

1d t!I file segments a1 well rranged and readily i 2ntifiab:
Systematic processing of thes codes would not justify tli
expenditure of staff resources.

Codes processed before the records are moved to California
should come out of categories A and B, depending upon the amount
of time re i1ining in 1988 and staff resources. It is 1 :ommended
that the following A codes (AR, 3, LG, PA, PO, & RM) and tt
following B codes (AG, CA, ED, MC, NR, PU, ST, TN, UT, & VA) be

processed first.









SC SCIENCES 3 A
SO SOCIAL AFFAIRS 17 B
SP SPEEC IS 119 E
ST STATE GOVERNMENTS 6 B
TA TRADE 70 -
TN TRANSPORTATION 6 B
P TRIPS 39 B
uT UTILITIES 8 B
VA VETERANS AFFAIRS 12 B
VE WELFARE 19 B
WH WHITE HOUSE ADMINISTRATION 8 B

Total of 60 Subject Codes (1,579 cubic feet).
Processing Categories:

Training (18 codes, 62')

Systematic Processing (23 codes, 782')
Sensitive (7 codes, 158')

Defense-Foreign Policy Content (6 codes, 211')
Review on Request (6 codes, 366')
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