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REVIEW WITHDRAWAL SHEETS

Documents that contain restricted infecrmation will be
amoved and a withdrawal sheet prepared, comprised of an original
and at least one copy.
The exact original file location from which an item was
removed should be marked by a document/page location sheet so

that the item may be replaced when it is opened.

1. A withdrawal sheet and as many copies as necessary to
properly control withdrawn materials should be prepared for each
folder containing material that is to be removed. The original
withdrawal sheet is filed in front of the folder which contained
the restricted material, and the control copy is attached to or
placed with the removed material from each folder in a segregated
parallel file.

The withdrawal sheet, commonly called a "pinksheet”,
fulfills three functions: provides the researcher with the
information that restricted material has been withdrawn; provices
the researcher with sufficient information to identifv items ZIor
restriction appeals and mandatory review; and assists the librarv
staff in maintaining archival contrcl over the removed material.
To assure proper refiling, the control copy shculd be retained

L1 .

2. The withdrar-al sheet is essentiallv a listing of items

withdrawn. For each folder, all withdrawn items are numbered in

or f: L1 in ¢ e 1, 2, 3 ... t .. Wb 1mc >




than one item is withdrawn from a single letter case, however,
those particular items share the same numt - and are
differentiated by 1 :ter 3a, 3b, 3c ... etc.. The letter case
sequence 1s preceded in the first column by an underlined

designation "ltr. case".

3. The withdrawal sheet will contain an entrv for each
document removed, except as noted below. If the entire contents
of a file folder are restricted, a new folder containing only the
withdrawal sheet should be substituted in its place. When the
contents of an entire box are removed, a withdrawal sheet for the
entire box should be foldered and placed in a properly labeled
box in sequential order with the open material. When the
contents of an entire series are removed, the withdrawal sheet
for the series should be foldered and placed at the end of the
preceding box. Withdrawal sheets for entire boxes and series
need not list each item withdrawn. Instead, a notation to the
effect that the entire box or series has been withdrawn will be

inserted.

4, In instances of which a number of fairly routine

documents of the same tvpe in a folder, an entire folder, or even

r

the follov 19 kind may suffice: "20 letters from the general

a N

t

public relating to loss of medicare benefits" or "30 letters o1

inquirv relating to jobs in the FBI."



1983;" or "Memo, Reagan to William Casey"), or the original
withdrawal sheet can remain blank except for a note that an item
has been withdrawn ("Item withdrawn").

Never cite any National Security Agency document except bv
control number. Also, never give the title of: any CIA report or
study, National Security Study Memorandum (NNSM), National
Security Decision Memorandum (NSDM), National Security Council
Intelligence Directive (NSCID). Occasionally, an abbreviation of
the security classification level appears next to the title.

Even identification by number (e.g., "NNSM 247") may in the
context of surrounding material reveal more than is proper.

1ese prohibitions are necessary because the very existence of a
document may be classified. In such instances, the reviewer may
simply note on the pinksheet "Item withdrawn". When in doubt,

consult with your supervisor.

8. Also in the second column, if the item is being withdrawn
for national security reasons show exact number of pages of the
item if more than one page.

When the reviewer restricts an unmarked item because its
content is virtually identical to that of a nearby security
classified item, he may indicate " (open when item

> LED D).
9. In the third column show the date cf the items. If an

item is undated, so indicate (n.d.).












RON™™ O W. RE!™"N ~ “BRARY

This form marks the file location of item number

listed on the pink .thdrawal Sheet at the front of this folder.
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WASHINGTON

February 18, 1988

EMORANDUM FOR PATRICIA M. BRYAN

ASSOCIATE COUNSEL TO THE PRESIDENT

_ \OM: CLAT™™NC™ L. HENLEY,
DIRECTOR, OFFICE OF RECORDS MANAGEMENT
SUBJECT: DRAFT PROCEDURES AND GUIDELINES FOR

REVIEW OF THE PRESIDENTIAL PAPERS

Fir t, let me thank you for this mornings meeting. Second, I

wi™™

not be in the office tomorrow so I thought it best to make a

couple of comments regarding the guidelines draft today.

1.

I ge 1, para. 2, line 7 - the word "completion" it appears
to me that in the Pre .dential Records Act, Section 2204
b(2)(B); "...or integral file segment tI¢ :-eocf" means, in my
words, whatever is complete at the time. Is this your
understanding also?

Page 2, last para. "Biff Henley'" should read "The Director
of The White House Office of Records Management".

Page 3, 2. (how?) I can only say through individual
education.

Page 3, 8. (explain) it is in the draft manual chapter
titled "Processing guidelines"”

Page 4, 9. (?) same as 4. above
(to where?) wherever is appropriate within the
RR Library- books to library - museum
items to museum

Page 4, 11. I really don't think it necessary for a
supervisor to re-review every document, a sampling should
suffice

Until next time have a wonderful weekend.






restrict access to that document. Because mistakes in restricting

access to documents that should be made available to the public

can be easily remecdied (and with the passage cf time will likely
»maticallv be so remedied), while the untoward consequerces of
1ature release can never remedied and mav act as a disincentive
continued full documentation bv futur Presidents, trulv close

decisions should t resolved in faver cof restricting access to

~he document.

Nescribing, reviewing, and segregating Presidential records is
primarily the responsibilitv of the National Archives, although
“he Act does require that the Archivist place documents into the
restricted categories in consultation with the President by, feor,
¢ under whom the documents were created. To the extent that
“hese activities are conducted at the White House before the
termination cf President Reagan's term of office, hcwever,
ultimate physical control over the docur 1ts remains with the
White House. 2Any need for access to documents by White House
staff for use pursuant to official duties must take precedence
over the processinag of the documents under the Presidential
Records Act. Because physical control of the recorc remains
rith the White House until the President completes his term of
office, the five year period prcovided to the Archivist under the
kct for processing the records will not begin to run until
expiration of the President's term.

Archives personnel involved in describing, reviewino and segre-
gating Presidential records occupy a position of trust which must
not be compromised. Such personnel are not to discuss the
contents of the deccuments that they are reviewing -- whether or
not thev believe such information to be subject to a restriction
from access —-- ocutside the workplace. Nor shouléd thev compromise
their position by engaging in idle discuscsions of materials with
co-workers. In general, questicns having to do with specific
documents should be 3idre sed to one's csupervisor. Finally,
sharing information found in classified materials with anvone
other a supervisor with the necessarv clearances, for whatever
reason, 1is flatly orohibited.

2Any questions concerning these procedures or guidelines should be
cdirected to a supervisor or to Biff Henlev.

The 9’/}-«7‘.‘. o€ FAe LA C T



PROCEDURES

1.

~l

Before beginning actual review of anv documents, reviewers
must thoroughlv familiarize themselves with the statutorwv
criteria under which their review must proceed. These
criteria are found in the Presidential Records Act of 1978
and the Freedom of Information Act. While the attached
cuidelines attempt to provide an easy reference for review-
ers, they are no substitute for a thorough understanding of
the law.

Reviewers must also familiarize themselves with the person-
Alitiea, issues and events of the Reagan Admini :ration.

Y
Reviewers will be provided with the file segments on which
they are to work by a suvervisor charced with keeping track
of all files on which work by Archives personnel is being
prerformed.

After receiving a file segment, reviewers should first do a
preliminary review to determine whether the file segment may
be opened or closed in its entiretv without the usual page
by page review. 2ny decision by a reviewer to copen or close
an entire file segment is prelimirarv and must be confirmed
by a supervisor.

In general, documents are to be reviewed page by page. If
the document contains restricted material, ordinarilv the
entire document should be restricted. Where possible,
however, the reviewer must open useful nonrestricted segments
of a document containing restricted material by sanitizing
or r lacting the restricted information. Reviewers 1ould
attempt to or 1 portions of docur 1ts containing restricted
information if and only " f the document contains a signifi-
cant enough amount of nonrestricted material to be useful
and reviewers can open that material without compromising
the restricted information.

Where a number of documents are faste:r 31 together to consti-

tute a "letter case" (also called a "case file"), reviewers
are to remove restricted documents or pages so that the rest
V

r

Reviewers are to prepare withdrawal sheets for all closed
material, under the specifications found in the attached
section entitled "Review Withdrawal Sheets."

In addition to reviewing the documents provided by the //\
{ NA
<

7
aagequately cescraping tl ‘
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10.

11.

(see

12.

Review are .so responsible for: (a) ensuring that all
documents have been placed in their ar t »riate files and
that all files have been placed in their appropriate bc¢ ;
(b) reproducing all deteriorating documents; (¢) re »ving
_iper clips, rubber bands and other extraneous matter; (d)
reproducing useful information for the vertical file(?); (e)
transferring books, maps, audiovisual, and museum items (to
where?); (£f) removing uniquely valuable items(?).

After a review of each folc : is completed, reviewers are to
stamp, initial, and date that folder in the upper left
corner of the front fold. Upon completed review of each box
of folders, reviewers are to stamp, initial, and date the
box in the lower righthand corner.

Upon completion by reviewers of the above procedures for a
box or some other segment of files, reviewers are to trans-
fer the segment to a supervisor for review. Because of the
potentially serious adverse consequences that could arise
from premature or inappropriate disclc re of documents,
supervisors should be particularly careful in reviewing
files the reviewer has denominated as "open" files. Upon
completing a review, a supervisor should stamp, initial, and
date the box in the lower righthand corner directly above
the similar markings made by the reviewer.

number 117?)

Upon completion of review by the appropriate supervisor, any
document denominated as "opened" must then be provide to
both President Reagan and the President on who: watch ti
documents are to be opened for review for executive privilege
or other privilege problems.















motion pictures, including, but not limited >, audio,
audio-visual, or other electronic or mechanical recordations."

IT. INTRODUCTION - WHORM FILES

A permanent unit within the White House Office (White Hous
Office of Records Management) has maintained a central filing and

r'trieval system for President Reagan and his staff. The files
of (WHORM) include a complex of interrelated and speci: purpose

ile groups and series. The WHORM files consist of three basic
file groups: the 1bject File, the Name (Alpha) File, and the
Staf Member and Off":e I les (SMOFS).

The President's White House Office staff used the WHORM,
(e.g., speechwriters; ronomic, legal, and congressional affairs
staff; scheduling, advance and public liaison staff). The staffs
of the Council of Economic Advisors (CEA), Office of Policy
Development (OPD) and the National Security Council (NSC) have
also used the WHORM. NSC usage was generally limited to
unclassified or low security materials. Most classified material
is stored within the NSC Secretariat.

In subject content and document type, the WHORM files
reflect all the diverse activities of the White »>use includ: 7j:
correspondence with the general public; policy-making and policy

implementation; routine administrative functions; political

President; and social events and ceremonial aspects of the
office. The public activities of the First Lady are also

documented.
















C-TRACK system. All SMC. records are cited in C-TRACK wunder
subject codes FG006-01 (White House Office), FG006-03 (Counci of
Economic Advisers), or FG006-07 (Office of Policy Development);
and cross-referenc 1 ur ":r appropriate codes matching the file
folder listings. Files of the National Security Adviser's office
and other NSC staff are maintained by the NSC Secretariat.

All SMOF material transferred to WHORM during the
administration will be consol ited with SMOF material located in
the offices at the end of tI}' administration, and orc¢ 1i1ized by

office and/or staff member.

VI. BULK MAIL

The Reagan Administration has 1 :ceived volumious routine
correspondence from the general public that is referred to as
"pulk mail". This type of material includes public opinion mail,
requests for photographs, holiday greetings, get well messages,
crank mail, and support mail.

The Reagan Administraton, is the first adminstration to
syt natically dispose of bulk mail. 1In an agreen 1t with NARA,
authorized by the Presidential Records Act, WHOI and NARA's
Office of Presidential Libraries (NL) have instituted sampling

procedures for bulk mail scheduled for d: »osal. Over 300 cubic

cubic feet macerated and recycled; a sampling of about 1%%.































D. Records should be unfolt | and flattened. Letters and items
within envelopes should be removed, unfolded, and stapled or clipped
together with the envelope behind the top left-hand corner.

E. Typewritten folder © " els should be used for most projects.
Until permanent labels are affixed to the folder, the folder title
should be written on the upper left corner of the folder in pencil or by
pen using archival ink,

3. Written Notations on Archival Records.

A. No marks or information should be written directly on
archival records without authorization by supervisors.

B. All authorized notations should be written in pencil as
neatly and unobtrusively as possible, and should be enclosed within
brackets to indicate that the in mation was added by the Library
staff.

C. Only non-acidic and non-bleeding ink should be used > stamp
archival records with the Ronald W. Reagan Library stamp,
declassification notices or other markings.

4. Fasteners.

A. Acco fasteners, offi q .ity paper clips, rubber bar 3,

11 dog clips, colored cloth tape, and similar devices should not be
used to unite permanently valuable archival 1 ‘ords. Many metal

fasteners can rust, causing permanent staining and weakening of paper.

of paper records and keep them fram lying flat.
B. Non-corrosive, rustproof staples should be used in instances

when paper records are strong and flexible, though they should not be








