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THE WHITE HOUSE

WASHINGTON

June 2, 1981

MEMORANDUM FOR PUBLIC LIAISON STAFF
FROM: RED CAVANEYQ@/

SUBEJCT: Travel Guidelines

Summer is the season for conventions, and the Public Liaison
portfolio managers are receiving invitations to events which
will require travel. It is our objective to travel when
necessary, understanding that this type of outreach is
expensive and time consuming. To assist you in making your
travel plans, I would ask you to observe the following
guidelines:

* Plan for no more than one trip per month outside the
- Washington metropolitan area.

® To .the extent possible, schedule travel to major cities
for one day without overnight stays. "This should be
possible in most cases for trips to New York City,
Boston, Atlanta, Chicago and other cities with frequent
flights to and from D.C.

* Try to avoid two day/one city events. This is the most
unproductive type of travel. If you must spend two
days in a city, arrange interviews, briefings, or other
events in that city or nearby to maximize your time.

* A more productive type of travel is the two day/three
city trip. You are encouraged to try to plan your
travel around this format for maximum outreach and
exposure.

* All travel vouchers must be approved in advance by
Diana/Jack and myself. Susan Sherwood will be the
travel coordinator for our office to track our exnenses

\ .
¢ i« . ver.
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June 28, 1982

Mr. Morton Blackwell

Special Assistant to the President
Room 191

0ld Executive Office Building
Office of Public Liaison

The White House

Washington, D. C. 20500

Dear Morton:

Thanks again for the splendid job you did last
weekend. It was good to get a rare chance to see you
again.

You can reach Mr. Magnuson at the following address:

Mr. Harry F. Magnuson
H. F. MAGNUSON COMPANY
The Scott Building
Wallace, Idaho 83873
(208) 752-1131

Enclosed is a tape recording of your address. A
copy of your hotel bill is forthcoming, and I will

forward it as soon as it arrives.

Also, as I promised, I will be sending you clips
from the papers as long as they keep arriving.

Again, Morton, it was good to have a dignitary from

the cause in Idaho. Look forward to seeing you again.

Respectfully,

GG/rt









THE WHITE HOUSE

WASHINGTON

October 2 , 1981

MEMORANDUM FOR: ALL WHITE HOUSE AND EOB STAFF
]

FROM: JOHN F. W. Rocil%'
SPECIAL ASSIST O THE PRESIDENT

FOR ADMINISTRATION

SUBJECT: WHITE HOUSE TRAVEL POLICY AND TRAVEL
AUTHORIZATION FORM

1. Travel Policy

Attachment A to this memorandum is a statement of policy, effective
October 1, 1981, regarding White House travel. It establishes the
authorities and limitations on expenses that can be paid from official
appropriated funds.

2. New Travel Authorization Form

Attachment B is a copy of a revised Travel Authorization form which
should be used for all travel by White House staff, effective
immediately. The actual form is multiple-copy, and stocks of the
form have been provided to the administrative contact in each office.
Additional stocks of the forms are available in the Supply Room. All
previous travel authorization forms are obsolete and should not be
used. Instructions for the use of this form are provided below.

General

A travel authorization must be fully completed in advance for every
trip taken by White House staff. A request for authorization must not
be submitted on a photocopied facsimile, but rather a true form must
be used as the various colored copies are required for different
purposes and a unique serial number is necessary to maintain reference

to a particular trip. (The numbers need not be submitted in sequential
order.)

P

1. The traveler must completely fill out sections 1 through 8 of the

form. Authorizations submitted for approval which are not completely
filled out will be returned without approval.

2. The traveler and department head must sian in section 6, and then
tt P f

Administration.
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3. If government-paid airline tickets are required, the approved
authorization is presented to the transportation office, Room 88,
OEOB, where the GTR number and fare cost will be noted in section
nine.

4, Forward accounting copy (blue), and advance of funds copy
(yellow) to the Administrative Office, Room 1, OEOB.

5. If a cash travel advance is required, the approved form must
be presented in person in Room 1, OEOB, to pick up and sign for the
cash advance.

6. When the traveler returns from the trip, a voucher must be
filed and the original (front copy) of the form must be included
with the voucher.

7. Disposition of copies:

- Original copy (white) - Return this copy with voucher upon
completion of travel.

- Accounting copy (blue) - This copy will be used as an
obligating document.

- Administrative Office copy (white) - This copy will be
retained by the Special Assistant to the President for
reference.

- Advance of Funds copy (yellow) - This copy will be

retained with the imprest fund if a travel advance is
provided and attached to the voucher and schedule when
the advance is deducted from the traveler's entitlement.

- Originating Office copy (green) - This copy may be
retained in the traveler's personal records.

- Transportation Office copy (pink) - This copy will be

retained by the Transportation Office and attached to
the semi-monthly ticket report.

Attachments



ATTACHMENT A

TRAVEL POLICY FOR WHITE HOUSE OFFICE

1. Travel Authorization

A fully completed travel authorization must be submitted to the
Special Assistant to the President for Administration for approval
prior to all trips (including political trips). All applicable
information must be shown on the authorization and it must be
signed by the traveler and the department head.

2. Transportation

Itineraries, routing and ticketing for air and rail transportation
is provided by the transportation office in Room 87, OEOB. Official
travel will utilize the most economical fares possible, including
government contract fares and other special discounts. Travelers
desiring different routing, alternate carriers or a higher class of
service for personal reasons must pay any additional fare above the
minimum resulting from their deviation from the authorized routing.
Commercial travel agents shall not be utilized to obtain tickets,

as government discounts are not available to such agents.

Ground transportation, such as taxis, limousines, etc., will be paid

on the traveler's voucher. It is not necessary to obtain a receipt

if the cost is $15.00 or less, however, charges over $15.00 must be
supported by a signed receipt. If a rental car is used, the collision
damage waiver cannot be paid by the government, and will be deducted
from the traveler's voucher if billed. (The government is self-insured
and official travelers will be covered against liabilities arising from
their conduct of official business.)

3. Per Diem Expenses

Travelers will be reimbursed for their out-of-pocket expenses for
meals and other miscellaneous costs according to the allowance
prescribed below:

A. Travel with The President
When a person is traveling with The President (or in
connection with the travel of The President), their
T st o

to a room must we pala Dy THOe 1lndlvidual wnlle checking
out of the hotel. All charges for such incidentals,

if billed to the White House, will be deducted from

the traveler's voucher. Travelers will be reimbursed
for their meals and miscellaneous expenses at a daily
per diem rate of $23.00. The actual payment will be
based on the number of quarter-day the I

(A
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B. Travel other than with The President
Any officially approved travel that is not in connection
with travel of The President will be paid in accordance
with the standard government-wide Federal Travel
Regulations as promulgated by the General Services
Administration. The statutory maximum that may be
paid under these regulations is $75.00 per day,
including the cost of lodging. The travel voucher
for such travel must show an itemization of the indivi-
dual meal and lodging costs, so that the proper reimburse-
ment can be computed. (Note: the back of the voucher
form is designed so that the individual meal and lodging
costs can be listed in a single line. Pocket-size note
pads for recording travel expenses are available from the
Administrative Office, Room 1, OEOB, to assist travelers
in maintaining accurate records of expenses while
traveling.) Hotel charges not in connection with travel
of The President should not be bil =2d directly to the
White House, but should be paid by the traveler. If such
a bill is received by the White House, the charges in
excess of the allowable maximum will be deducted from the
traveler's reimbursement.

4, Leave While Traveling

Taking leave while traveling is strongly discouraged as it creates
the appearance of using government funds for personal benefit. If
leave is taken while traveling, no expenses can be paid for the
period of leave.

5. Mixed Official and Political Travel

Official funds can be used to pay only travel that is 100% official.
If a particular trip contains even the slightest bit of political
activity, it must be financed in its entirety from political com-
mittee travel funds. This applies to independent travel by staff
and does not apply to Presic atial trips.
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ATTACHMENT B

THE WHITE HOUSE OFFICE

OFFICIAL TRAV™" AUTHOF'”ATION  No. 0008

(TRAVELER TO COMPLETE SECTIONS 1-8.) Date of Request
1. TRAVELER

Name: 0 White House Staff

Extension: Room: O Other
2.  PURPOSE(S) and DATE(S):
3. ITINERARY (List all cities where stopover occurs.)
4. DEPARTURE: RETURN:

Date: ____ Date: ___

Time: Time:

Mode: Mode:
S. NATURE: (O 100% Official O 100% Political
6. SIGNATURES:

Traveler:

/1 have read and agree 1o the terms set forth on the reverse side)
Depariment Head (Special Assistant Q,".”h'f :?iger:: for Administration)

7. ESTIMATED COSTS: SPECIAL EXPENSES:

No. of Days Per Diem [ Registration Fee of $

Hotel Name (] Commercial Car Rental

Hotel Daily Rate $ (J Excess Baggage

Other (L] Other
8. TRAVEL ADVANCE REQUEL . . D: 0 YES Amount: $

Signature of Recipient: Date:

REPAID: Amount Date Schedule __  ____ Balance this trip
9. FOR TRANSPORTATION OFFICE USE ONLY:

GTR No. Amount $ S

{8/13/81)


















HARVARD UNIVERSITY

JOHN F. INEDY SCHOOL OF GO' N° T

INSTITUTE OF POLITICS
79 Boylston Street
Cambridge, Massachusetts 02138

617-495-1360

November 20, 1981

Mr. Morton Blackwell

Special Assistant to the President
Office of Public Liaison - Room 128
01d Executive Building

Washington, D.C. 20500

Att: Mayzelle Shortley

Dear Mr. Blackwell:

Enclosed please find your plane tickets for your November 30
visit to the Institute of Politics, to be guest speaker at
Howard Phillips' study group on the New Right.

We have also made arrangements for you to stay at the Harvard
Motor House near the Kennedy School. The address of the

hotel is 110 Mt. Auburn St., telephone 617/864-5200.

Thank you for your willingness to participate in our program.
We look forward to meeting you.

Sincerely,

Sonia Wallenberg
Study Group Coordinator









HARVARD UNIVERSITY
JOHN F. KENNEDY SCHOOL OF GOVERN" ~NT

INSTITUTE OF POLITICS
79 Boylston Street
Cambridge, Massachusetts 02138

617-495—1360
November 3, 1981

Mr. Morton Blackwell

Special Assistant to the President
Office of Public Liaison - Room 128
01d Executive Building

Washington, D.C. 20500

Att: Mayzelle Shortley

Dear Mr. Blackwell:

We appreciate your willingness to be guest speaker at Howard
Phillips' study group on the New Right, Nov ber 30, 8 p.m.,
at the Institute of Politics, Kennedy School of Government.
We also look forward to seeing you at that evening's supper
prior to the session, beginning with cocktails at 6 p.m.
The Institute of Politics will reimburse you for travel
expenses and overnight accommodations if you so desire.
Please let me know if you will be needing accommodations.
Finally, enclos please find our 503 (c) (3) form.

Please feel free to call me if you have any questions.

Sincerelv.

Sonia Wallenberg
Study Group Coordinator
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> ) Addresm ony reply tas JFY Federal Bidg., Goston, Mass. 02203

Reparimeint of the Treosury

@§a0riet Lirecor
internal B senue Sorvico

‘ﬂ @% Dote: In reply refer to.
g ST O w10 9T AU: EO: FJK

Kjvﬁ\
Qéi{%ﬁﬁ\!}/ President & Fellows of Harvard Co. 3go
: - e Mastachusotts Hall

Couwbridge, Miss. O021LO

a4t

— Gentleson:

Ox the taeie of your etsteucnt aod the Information recently
gulmitted regarding © : admissicas poliecy of your institution,
end the publicizing thereof, and with the understanding that such
iticles will recnin in effect, we confire the exc >t status of
~ycur institution under Internasl Revenue Code, ‘cltion SOl(a), as
co orpenization described in Section 501(c)(3).
This confirmation docg not preclude a recvaluation of your
cdzinocions policy at a later date. It alco dces not preclude .
cb exsminntion of L} operaticos of your institution to determine
1# the policy ag deucribed ip your stetement i1s being implemented.

Very truly yours,

o Wibn e Wrs

gistrict Director

Porm L-342 (1l-

v



THE WHITE HOUSE
WASHINGTON

June 22, 1981

TO: HOWARD PHILLIPS

FROM: MORTON BLACKWELL

I accept your invitation to be the
Guest of Honor o: o

your seminar at .. ... .., .tute
at Harvard University, Cambridge.

I will be waiting to hear from

you regarding details.

Thank you for the invitation.


































FORWARD TO: 195 OEOB

THE WHITE HOUSE OFFICE
¢ OFFICIAL TRAVEL AUTHORIZATION

1O1E 0
DATE July 30, 1981
1.  TRAVELER’S NAME MORTON. C. BLACKWELL
EXTENSION__ 2657 RooM No._31931
WHITE House STaFF ] OTHER
2. ITINERARY Washington =~ Rillings, Montana = Washington
3. DEPARTURE DATE___Angust 10, 1981 RETURN DATE__august 12,1981
TME__4:30 P.M. TME___g:55 AM
MoDE OF TRANSPORTATION__Northwest AirlinesMoDE oF TRANSPORTATION Northwest
# 369 $# 336
4. IS GOVERNMENT-ISSUED TICKET BEING REQUESTED? YES K NO O
5. PURPOSE(S), EVENT(S), DATE(S) To _speak at the National Trihal
Chairmen's Conference for Indian Leaders - August 10 - 13

Billings, Montana Billings Sheraton Hotel

6. NATURE: 100% OFFICIAL Q 100% porLmicar (O MIXED OFFICIAL/POLITICAL (]
7. TRAVEL ADVANCE REQUESTED $

Y, / - <. f7 ' O/J'u/
8. TRAVELER’S SIGNATURE: ’/4«77‘-4( : //4'/-~4J/ ’“hp 4 \

(I HAVE READ AND AGREE TO THE TERMS SET FORTH ON THE REVERSL SIDE)

9. APPROVALS

Deprtr. HEAD/DEPUTY o

APPROVING OFFICER

............................................................

ForR AccouNTING Usg ONLY: Yy S .
ESTIMATED COST: G (/\> J)7/7 D057 0y

*TRANSPORTATION @l Do
*PER DiEM 9’, 4)7L/ =

*OTHER

719
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ExTENSION_EEEZ._. . RooMm No.______%_g_l_
Wurre Housg STAFF B OTHER_
2. [TINERARY Washington - Anchorage, Alaska, - Washington o
3 DEPARTURE Date__ 12 _October Return Date 14 October
PSRArtl0 AM  Arrive 2 PM De?r?nf;: /Aﬁb:fl'_ivpil-OG PM |
AA # 341 to Chicago NW # 76 to
MODE OF TRANSPORTATION___NW_# 003 to Anch.MobE OF TRANSPORTATION"""_#70 _ta V
4. IS GOVERNMENT-ISSUED TICKET BEING REQUESTED? YES*BY NO OO
5. PURPOSE(S), EVENT(S), DATE(S) to attend ra“r'ld speak at the 38th Annual anventlon
of the National Congress of American Indians to be held at the
Sheraton - Anchorage, in Anchorage, Alaska from Oct. 11 - 16, 1981
th 3006 —tiris— et dian
) event,
6. NATURE: 100% OFFICIAL Kk 100% povriTicaL (J MIXED OFFICIAL/POLITICAL __
7. TRAVEL ADVANCE REQUESTED $ W
8. TRAVELER’S SIGNATURE: /Mé }
([ HAVE READ AND AGREE TO THE TERMS SET FORTH ON THE REVERSE SIDE)
9. APPROVALS

FORWARD TO: 195 OEOB

THE WHITE HOUSE OFFICE
OFFICIAL TRAVEL AUTHORIZATION

DATE September 11. 1981

TRAVELER’S NAME

MORTON C. BLACKWELL

Depr. HEAD/DEPUTY

APPROVING OFFICER

....................................................................................

For AcCoUNTING Use ONLY

2/79

: / N/ — —
EstiMATED CosT: G> 7:\,) D 7’ S 53" 56/
*TRANSPORTATION

*PER DiEM # 732 . ~¥ 43
*OTHER
o o a0y |

ore 2
COLT % BRI 4l

Yl
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18 Little Hall :
Princeton, N.J. 085404
December 1, 1981

Dear Morton:

Your train will leave Union Station in D.C., at 2:30 PN Ionday
December 7, and arrives in Trenton at 510 06 Pl, At Trenton you
must switch to = Conrail train which dopﬁr.q at 530 'l bouns
for New York. The first stop vhich that Conrail makes is at

E

Princeton Junction at 5840 PM, where you get off,

When you debark at Princeton Juuction, 5o ihrough a bunael wnicn
takes you under the tracks to the other side of the tracks, On

that side, elither a taxi or a car will be waiting to take you

to the Nassau Inn in Princetons The lascau Inn is a fine over-

night accommodation acress the street from the campus, and once

I get you checked in there, we willl go out to one of the top

French rasztaurants in MuJe for a dinner courtesy of Whig-Clio,

After w2 have dinnmer; your spesech is at 83500 PIY, to Le followsad
by a question-and-answer U?flOd and ¢ LLLLHthﬂ in the same chan
h‘r. A1l is opan to the pub’lc. I will see to it that you can

etire to your room at the Massau Inn at an early hour (hopeful-
lj by 10830 PLI) so that you can Zet a decent nloh*'s rest,

The next morning you must be up by 8315 AL, and we will have
breakfast at QuadranOIe Club, hn uﬂverﬂlgss eating c¢club that
I belong to. We should arrive for breakfast by about 9sC0 AlN,
and we can join whatever students are there for breakfast and
conversation,

If time allows, I will show you around campus before your spesch

to nmy class, That is scheduled for 11:00 AlM at the Woodrow Wilson
School of Public and International Affairs, and will be given »e-

fore Professor Stanlay Kelley Jr,'s course in Party Polltlcs. The
class ends a2t 11150, and you will be off via taxi or car by
PI for Trenton station. Hopefully there will be time for a sr
beforehand. At Trenton you catch a 12:52 PN Amtrak due in D.C,

at 3:43 Pi,

'.- -

NS IR AN
o

>

(N §

~nclose §  your Y
*oa, and the Jonrars ..

totwesn Tronton and Prin
geeling you vory nuch,

'.J~
11) (
s‘f ¢

onn Junction, I am LOUL LI 2ve vew . £O

Your friond,

Wﬁ m.
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OFFICE OF THE DEAN OF STUDENT AFFAIRS
308 WEST COLLEGE

PRINGETON, NEW JERSEY 08544

yvember 9, 1981

The Honorab. Morton Blackwell

Room

191, 0l1ld Executive Office Building

Office of Public Liai n, The White House
Washington, D. C. 20500

Dear

Mr. Blackwell:

The Whig~Cliosophic Society, a recognized student

organization at Princeton University, qualifies for tax
exemption under the University's 501-C-3 status and is

eli .
21-06

KT:cd

ble to use the University's tax exempt number
. 301 for the purposes of the organization.

Please contact me if you need additional information.
Sincerely yours,

Karen Tilbor
Assistant Dean
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