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April 1, 1981

MEMORANDUM FOR: MORTON BLACKWELL
FROM: JOHN F. W. ROGER
SPECIAL ASSISTANT THE PRESIDENT

FOR ADMINISTRATION

SUBJECT: SEATS IN THE PRESIDE [IAL BOXES

When the Presidential boxes at the Kennedy Center are not
being used by the President, the First Family, the Vice
President or the Cabinet, White House staff has the oppor-
tunity to take advantage of this privil je.

The West Wing receptionist maintains the work sheets for
all events and will answer your inquiries about the
availability of seats for performances.

It is important to understand that an occasion may arise
when it might be necessary to exercise "bumping rights"
up to 24 hours in advance of a performance if one of the
aforementioned groups wishes to use the boxes.

Any further questions should be directed to my attention.

Thank you.



NENORANDUNM

I'HE WHITE HOUSE

WASHINGTON

June 10, 1981

TO: Ed Hickey
oy
FROM: Morton C. Blackwell Z¢Q§

<z

It was a great surprise to walk back into my office this
afternoon and find a television already installed and
working. Thanks so much for your prompt attention and
help with this matter.









MEMORANDUM -

THE WHITE HOUSE
WASHINGTON

March 26, 1981

TO: ALL Wt [E HOUSE PERS( NEL
ELIGIBLE FOR LIFE INSURANCE

COVERAGE ?jL//
FROM: | JAMES R. ROGERS

SUBJECT: Oper ¥nvrnliment Perind
" Mare:. —-:- 1981

Your attention is called to my earlier memorandum of
March 6, 1981 with regard to the Open Enrolli :nt Period,
March 1 - 31, 1981 for Federal Employees' Group Life
Insurance.

If you have completed and returned the blue "Life Insurance
Election" form (SF2817), thank you for responding to this
matter. But, if you have not responded and are eligible for
coverage, please complete the election form and return it to
the White House Personnel Office, Room 6, 0Old EOB immediately,
but in no case past March 31, 1981. '

If you do not return the election form by March 31:

- You will be covered for Basic Life insurance
on the first day on or after April 1, 1981,
during which you are in a pay and duty status.
Deductions for this coverage will be withheld
from your salary unl] ;s you specifically waive
this coverage on the - Standard For 2817.

- Any waiver or declination you may have previously
filed prior to this open registration period is
now void.

- Your optional life insurance, if anv. will ston
v 1 tl ?

If you have question , please call the Personnel Office on
extension 2260.




MEMORANDUM FOR: OPL STAFF
FROM: ERNIE GARCIA

RE: - POLICY ON USAGE OF FEDERAL PROPERTY
( Conference/Meeting rooms )

The following prescribes guidelines and rules to be followed

by agencies in permitting the use, as meeting places, of
auditoriums, conference rooms, and any other space within the
periphery of the pror :ty lines of Government owned or lea: d
buildings or portions thereof which are, pursuant to statute,
reorganization plan, or Executive order, controlled for space
assignment and reassignment purposes by GSA. Agencies occupying
buildings which are not controlled by GSA for space assignment
and reassignment purposes may elect to follow the guideline and
rules prescribed by the Federal Property Mana nent Regulations.

Reg. 101-20.701 FPMR

... agencies having exclusive use of and/or exercising authority
over meeting places may permit their use for:

(1) Meetings to carry out the assigned functions of Federal
agencies.

(2) Meetings of recognized Federal employee groups and organizations,
~ including retired Federal employee groups.

(3) Meetings conducted by or actively participated in by e »loyees
of the agency and approved by the head of the agency.

(4) Presentation to the public of lectures, concerts, or similar
pe formances by a Federal agency or at which its employees
participate in an official capacity, or for the presentation
of such a performance by a recognized emp bdyee group.

(5) Meetings or performances not directly related to the functions
of Federal agencies or activities of employee groups when
authorized by the head of the Federal agency occupying the
building and controlling the use of the meeting place, and when
the agency head determines that such meetings or performances
would not adversely affect the interests of the Government.

... meeting places may not be nead for:

(1) Meetings or performances sponsored or con iacted by any organization,
individual, or activity practicing or advocating discrimination
based on race, creed, color, sex, or national origin.
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(2) Meetings or activities having a partisan political, s¢ tarian,
or similar nature or purpose.

(3) Meetings or activities for the purpose of advocating or
influencing action on legislation.

(4) Meetings or activities sponsored or conducted by or for
commercial enterprises for profit-making purposes through
the direct sale of articles, charging of admission fees
or the making of an indirect assessment for admission, or
the taking of a collection.

Reg. 101-20.705 FPMR

Provision of services and equipment: Special building services,
such as pro: :tionists to operate installed equipment, guards,
elevator operators, or additional utilities wh¢ required to
supplement normal building services or outside regular building
hours, will be provided to the extent availal e, if requested by
the agency, by the GSA buildings manager on a reimbursable b sis.
The furnishing of program requirements, such ¢ music racks, ushers,
cloakroom attendants, tickets, etc., will be the responsibility

of the applying or sponsoring Federal agency or activity.

White House Office of Administration

The Administrative Law Officer in the WH Office of Administr :ion
recommends we use these rules and regulations as a guideline to
OPL's usage of conference/ meeting rooms. When in doubt about
what to do ... ASK ... I will be more than ¢ ad to inquire about

‘your particular situation that may mot be covered by GSA regs.

With regard to outside grour (cor :ituent groups) picking up

the tab for reception in any of the White Hot 2 or EOB rooms,
the WH Office of Admininstration Law Officer suggests we not
encourage this kind of arrangement. There is no specific rule
or regulation prohibiting thi kind of arrangem 1t, however, the
informal policy has been not to allow groups to hold a receotion/
meeting at their expense.
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Federal law and civil service regulations permit forfeited
annual leave to be restored under certain narrow circum-
stances. If an employee has, in writing, scheduled annual
leave and has had that leave approved by his supervisor
or before the first weeks in November and the leave is s »-
sequently cancelled because the President or a senior staff
member designated by him has determined that "an exigency of
the public business" requires cancellation of the leave, the
otherwise forfeited leave can be restored. Leave which is
restored under these circumstances must be used within the
next two years or it will be forfeited.

Employees should : t expect annual leave to be restored as
a routine matter or on a blanket basis.
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DEE ANN DELANEY JEPSEN

BORN: March 7, 1934
Davenport, Iowa

Dee Jepsen has been active in her husband's political career for over
20 years, from his election as a county supervisor, to his post as
Iowa's Lieutenant Governor, to his successful race in 1978 for the

U. S. Senate.

Today, she works closely with Roger as a full-time unsalaried assistant
in his office on Capitol Hill. Senator Jepsen describes the two of
them as "a team".

'~
In 1966, Dee was elected as County Co-chairman of the Scott County
Republican Party and was awarded the "Outstanding Republican Woman"
award in recognition of her exceptional leadership.

An articulate inspirational and religious speaker, she is a freguent
guest on local and national radio and television, including the
Christian Broadcasting Network, the PTL Broadcasting Network, and
various syndicated network talk shows. She was a featured speaker
during the Washington for Jesus rally in April 1980 and 1982, and
during the 1981 International Convention of Federated Women's Clubs.
Addressing many and varied audiences around the country, Mrs. Jepsen
also speaks on voluntarism and political issues with a special sensi-
tivity to the role of women.

In between raising six children and managing an active household, Dee
performed with the WIC Players, A Christian women' theater group. She
also was one of the co-founders of "The Home Place,"” a successful
career clothing firm. While her husband served in the Army Reserve,
Dee took an active role as president of the local Reserve Officers'
Ladies Association.

Since coming to Washington, Dee Jepsen has been involved in a wide-
range of activities on Capitol Hill in addition to her work with her
husband. She helped organize a weekly Bible study for Senate wives,
and is an officer of the Republican Congressional Wives' Club and
the Ladies of the Senate. She is also an active member of the
Congressional Wives for Soviet Jewry. With her husband and Congressman
and Mrs. Jack Kemp (R-NY), she founded CREED (Christian Rescue Effort
for the Emancipation of Dissidents). This non-profit organization,
on which Mrs. Jepsen serves on the Advisory Board, has been hic¢ 1ly
successful in bringing about the release of dissidents behind the
Iron Curtain by public and political pressure.

1 on, p1 e o1 1i-

>s to encourage their
activity in the inner cities of America. She is on the board of the
American Christian Heritage Foundation, a non-profit organization in-
volved in a national Christian outreach ministry..

Prior to the 1980 elections, Mrs. Jepsen~traveled nationwide on a
1ir in supbort - of Ronald Re 1 51 ik 1
11 a k Y 4 ian

seminars for congressional -es.
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In December of 1982, Mrs. Jepsen was appointed by President Reagan
to serve on the President's Task Force on Private Sector Initiatives

1ich has helped to encourage private efforts and voluntarism o
assist the needy in local communities.

With her husband, Dee was the recipient of the 1982 Christian
Statesmanship Award presented by the James Robison Evangelistic
Association. On behalf of the work of CREED, Mrs. Jepsen accepted
the 1982 Freedom Award from Christian Solidarity International for
service to the oppressed and persecuted people of the world.

In her spare time, Dee enjoys painting and working with stained*glass.
She studied painting for four years through the Municipal Art Gallery
in Davenport, Iowa. Several of her o0il paintings hang in the Senator's
office and one of her recent works will be featured on the Senator's
1982 Christmas card.

Dee Jepsen has written "The Heart of Washington", a monthly column
for Iowa newspapers, giving Iowans back home a "behind-the-scenes”
look at life in the Nation's Capital.

The former Dee Ann Delaney likes to recall that she was reared on a
farm in Davenport, Iowa, and began her education in a one-room country
school house before going on to the Immaculate Conception Academy,

an all girls school. She and her husband are the parents of six

grown children and three grandchildren.



THE WHITE HOUSE

Office of the Press Secretary

For Immediate Release August 31, 1981
TO THE CONGRESS OF THE UNITED STATES:

Under the Pay Comparability Act of 1970, an adjustment
in Federal white collar pay will be required in October, 1981.

That Act requires that calculations be made annually
of the adjustments that would be required in Federal statutory
ay systems to achieve comparability with private sector pay
for the same levels of work. My pay advisers have made those
calculations and indicated that an average 15.1 percent increase
would be required to achieve comparability as the concept and
process were defined in the Pay Comparability Act of 197C.

While I fully support the comparability principle as

the best basis for determining Federal pay, I believe that
significant changes are required in the way that principle

is currently defined and implemented. Therefore, last March
we transmitted to the Congress proposed legislation to revise
and strengthen the comparability process. At that time, we
estimated that the revised process would result in an average
increase in Federal pay of 4.8 percent in October, 1981.

The reform proposal has not yet been acted upon in Con ress,
but in accordance with our economic recovery program, the C ngress
included in the Omnibus Budget Reconciliation Act of 1981
(P.L. 97-35) a provision which limits this October's Federal
white collar pay adjustment to the same 4.8 percent. Accordingly,
I am submitting to the Congress an alternative plan which would
implement that limitation on Federal white collar increases.

Current law provides that the annual increase for the
military be the same as the average Federal white collar increase.
This year, however, the Congress is expected to provide for a
larger military pay increase as a part of the Defense
Authorization Act for FY 82. The larger increases proposed
under that legislation will supersede the increases that
military personnel would otherwise receive under the alternative
plan. o

RONALD REAGAN

THE WHITE HOUSE,

August 31, 1981.

JVER)



REPORT ON FEDERAL PAY ADJUSTMENTS
FOR OCTOBER, 1981

Because of economic conditions affecting the general
welfare, and in accordance with Sec. 1701(a) of Title XVII
of the Omnibus Budget Reconciliation Act of 1981 (P.L. 97-35)
and 5 U.S.C. 5305(¢)(1l), I hereby transmit to Congress the
att :hed Alternative Plan. The overall percentage of the
adj stment in the rates of pay under the General Schedule
will be a 4.8 percent increase. The overall percentages of
the adjustments in the rates of pay under the other statutory
pay systems, the Foreign Service Schedule and the schedules .
for the Department of Medicine and Surgery of the Veterans'
Administration, will also be 4.8 percent increases.

In accordance with 5 U.S.C. 5382(c) the following rates
of basic pay for the Senior Executive Service shall become
effective on the first day of the first applicable pay period
that begins on or after October 1, 1981:

ES-1 $54,755
ES-2 56,936
ES-3 59,119
ES-4 61,300
ES-5 62,950
ES-6 64,600

# # # #



ALTERNATIVE PLAN

Schedule 1- THE GENERAL SCHEDULE

1 2 3 4 5 6 7 8 9 10
GS~1 $ 8,342 . 8,620 $ 8,898 $ 9,175 $ 9,453 $ 9,615 $ 9,890 $10,165 $10,178 $10,439
2 9,381 9,603 9,913 10,178 10,292 10,595 10,898 11,201 11,504 11,307
3 10,235 10,576 10,917 11,258 11,599 11,940 - 12,281 12,622 12,963 13,304
4 11,490 11,873 2,256 12,639 13,022 13,405 13,788 14,171 14,554 14,937
5 " 12,854 13,282 13,710 14,138 14,566 14,994 15,422 15,850 16,278 16,706
6 14,328 14,806 15,284 15,762 16,240 16,718 17,196 17,674 18,152 18,630
7 15,922 16,453 16,984 17,515 18,046 18,577 19,108 19,639 . 20,170 20,701
8 17,634 18,222 18,810 19,398 19,986 20,574 21,162 21,750 22,338 22,926
9 19,477 20,126 20,775 21,424 22,073 22,722 23,3M 24,020 24,669 25,318
10 21,449 22,164 22,879 23,594 24,309 25,024 25,739 26,454 27,169 27,884
1 23,566 24,352 25,138 25,924 26,710 27,496 28,282 29,068 29,854 30,640
12 28,245 29,187 30,129 31,071 32,013 32,955 33,897 34,839 35,781 36,723
13 33,586 34,706 35,826 36,946 . 38,066 39,186 40,306 41,426 42,546 43,665
14 39,689 41,012 42,335 43,658 44,981 46,304 47,627 48,950 50,273 51,586
15 46,685 48,241 49,797 51,353 52,909 54,465 56,021 , 57,577 59,133 60,689
16 54,755 56,580 58,405 60,230 62,055 63,880 65,705 67,530 69,355
17 64,142 66,280 68,418 70,556 - 72,694
18 75,177

NOTE: twithstandir the salary rates shown, the maximum rate of hasic pay legally payable to employees wnder this schedule may not exceed the
rate p Dble for leve V of the Executive Schedule, currently $50,112.50.



Schedule 2 ~ THE FOREIGN SERVICE SCHEDULE

1 z__ —3 i _ 5 _— =

C ass 1 $46,685 $48,086 $49,528 $51,014 $52,544 $54,121 $5 14
2 37,829 38,964 40,133 41,337 42,577 43,854 4 70

3 30,653 3,573 32,520 33,495 34,500. 35,535 30001

4 24,838 25,583 26,351 27,141 27,955 28,794 2 38
20,126 20,730 21,352 21,992 22,652 23,332 2 31

6 17,992 18,532 19,088 19,660 20,250 20,858 2 33

7 16,084 16,567 17,064 17,575 18,103 18,646 105

8 14,379 14,810 15,255 15,712 16,184 16,669 1 59

9 12,854 13,240 13,637 14,046 14,467 1,901 1 48

8 9 10 11 12 13 o

Class 1 $57,417 $59, 39 $60,689 $60,689 $60,689 $60,689 $6 39
2 46,525 47,921 49,358 50,839 52,364 53,935 5 33

3 37,699 38,830 39,995 41,195 42,431 43,7 4 15

4 30,548 31,464 32,408 33,380 34,382 35,413 375

5 24,752 25,495 26,260 27,048 27,859 28,695 2 36

6 22,128 22,792 23,475 24,180 24,905 25,652 2 22

7 19,781 20,375 20,986 21,616 22,264 22,932 2 20

8 17,684 18,215 18,761 19,324 19,904 20,501 2 16

9 15,809 16,283 16,772 17,275 17,793 18,327 177

NOTE: Notwithstanding the salary rates shown, the maximum rate of basic pay legally payable to empl :es under
this schedule may not exceed the rate payable for level V of the Executive Schedule, currently $50,1 .50,



Schedule 3 -~ DEPARTMENT COF MEDICINE AND SURGERY SCHEDULES, VITZRANS' ADMINISTRATICON

Minimum . Maximum

Sec. 4103 sc e:
Chief M 1 DireChOr.eeceeceoeseosscosssossssssesscsassssesseosessasccsssascsscesssesccscsvscosssll)occescssessl/S84,304
Deputy Medical DireCtOr.eeeeeseseesssccsssssesssssescsecsccscocsasccsssavsesssssssascassscs{l)eseccseenscd/ 80,871
Associa puty Chief Medical DireChOr..eveeeeceesescesssstsssnsessesescsscssasasssassesscsses(l)ecvesecass.d/ 77,460
Assista ief Medical DireCtOr.ieeeseeessesocscossesscsccccecscesssssossssssasssscccsssesscca(l)ececenenaesd/ 75,177
Medical CtOr e eevocsasoscsocssccaccss ...................................................ﬁ/$64,142..........ﬁ/ 72,694
Directo NUrSING Service.ceereeesscsessececrneoccncensrssscssanenercrassscsscsnnanssssed/ 64,142.0000.....4/ 72,694
Directo POdiatric ServViCeeeeseresscrsscesssssrccsssrssvscsssasssncnsssassoscsnssesnsesd/ 54,755.000000...4/ 69,355
Directo Chaplain SerVice.eeeeeeecesreececensessossoscasascassocsassassascasascsssessesed/ 54, 3.uiuvuasa 8/ 69,355
" Directo Pharmacy ServiCeeeeeceseceesesssocrssscscssoscssssscsscscasssssossscscccooaessd/ 54,755.0000000..4/ 69,355
Directo D zetic ServiCe...eseseccsrrsscsssosssssvorerecssrassssossssosoosssssssasssssd/ 54,755, 0000000004/ 69,355
Directo Optometric Service.cessesesesessooeoesnnorsessasssscsoscnsessaransssssscssssosd/ 54,755.00000....4/ 69,355

Physician and tist schedule:
Director  Q@iceeeecsoccccrecoasasecssosasaconcosencssassssssssesssnscssassevcsvsscsacessd/ 54,755.000000...4/ 69,355
EXECUtIV  @3eeeeereneecnassensesaccncesnsesoacanacsnacasssoscsasosascnscsssssscansenssed/ 50,559 0iueencssd/ 65,724
Chief or Ceeecseeteretatss et arteseasetastteneacssrcsetrersseecsacsrsssrssecsrecsnnssees 46,685 .00000...4/ 60,689
Senior g Ceeetessesesereseterteastesotanteressesresrassatsasrasscsnsssssascsscnersvsscss 39,689.000000.0.4/ 51,596
Intermed GrAGCceesecossscesossecssosescssosssessssssoscrserssrsoasscscsscsssscscsccscsess 33/980cceceseces 43,666
Full gra Ges  secectecsccesssseccececsstscsceacsstssrecssstesrerscstravecscanssvecccvses 28,2450 00000e. 36,723
Associat = L ceeecescsncssssces 23,566..00000.0.. 30,640

Nurse schedule:
Director Jiteeevrenssocssoccscrcescsesssesscesccscscessssrscecsccsccssscoccssesosocsoosnns 46,6850 c00eeesssd/ 60,689
ASSisStant  feChOr grad@..e.ceecsseoscssoescscocsesssoosncosssescssecsassosssssccsssssscssee 39,689..... eee.04/ 51,596
Chief gre beeessseasecesesessssensscessecseseresscssrescessssescoscccscssccsccssssessese 33,9800c000000.0 43,666
Senior gr T ceecsssssecesesaas 28,245, 000000000 36,723
Intermed] LA e voococcccasososssssccssscssacsessoccssasssoscsssssscosossssssessssssaneas 23,5660 000000 0nn 30,640
FULL Gradeeeecececescccoosososesssosssssssscosooscossssscsoossscssessssasssossassscsssassscs 19,477 ceeecccasa 25,318
ASSOCIALE A0C.eecssccrasccnssssccssocsossossscocscsosssssesssssccsocssossseassssscsassoees 16,761 cecenccans 21,792
JUNIOL QI8 seeeveescesoscascssoscsescsssecseoscssscsssssscsscssosssnssnsscs cvcsences ceesses 14,328 cccensoses 18,630

Clinical podiatrist and optometrist schedule:

Chj E 9000000009000 PP0CCCOOSCESIPOPOIDNOCOCISOLOOEICEPPOEOEOEOEOCESDOODPCEISOISOESIITPOPOIOSIOIOEOSTOIOOIOTEOEEOEDOPOIEEOEET 46,685.'0.00...0—‘*-/ 60,689
senior .l."'.'."......‘..l.l‘......'.'.'..'.........."t....‘l....l.....l...l... 39’689.'0......'3/ 51,596
Intern e."................'l....'..‘.'.ll'.'.l.l'...'l..........,".O........... 33'586'.....'... 43'666

Full grade"'....l.'....'.‘..."...0'..’l.."'..'..""...l..."..0l'.....'l..-..'..l.ll.. 28,245"........ 36’723
Associate ade........O..'.‘".0".‘O.'......'..O..l.‘..'...'...........l'........lll.... 23,566.}0.....'.’ 30,640



Single rate.

Notwithstanding the
Executive Schedule,

Notwithstanding the
Executive Schedule,

Notwithstanding the
Executive Schedule,

rate shown, the maximum rate payable at this level may not exceed the rate payable for level I
currently $55,387.50.

rate shown, the maximum rate payable at this level may not exceed the rate payable for level 1
currently $52,750. 4

rates shown, the maximum rate payable at this level may not exceed the rate payable for level
currently $50,112.50.
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OVERVIEW OF M”98

The Name List Services System (NLSS) includes all of the White House support
systems involving Name/Address list processing. It is operated by Records Managemer
(RM) as a ‘‘one-stop shopping’’ service for staff offic  to arrange for any services requir-
ing the development, processing, utilization and storage or d  sal of lists of names and
addresses.

This single, integrated system provides support in the performance of such functions as:

* Planning and Conducting White House Meetings. NLSS will provide assistance in
developing invitation lists; RSVP lists; gate lists and follow-up lists for post-event
activities.

® Mailing Selectively Targeted Information. NLSS will assist in the development of
appropriate mailing lists; processing of cover letters; and mailing of materials.

* Planning for Trips. '™ 5S will assist in the identification of appropriate
individuals and organizations to be contacted/visited.

* Identifying and Locating Key People. NLSS will assist in the identification of
experts or organizations of potential relevance to any project.

™ hibit 1 provides a summ / of the services offered by NLSS. Exhibit 2 is a summary
ot the principal products of the services. Examples of the products are found in Exhibits 3
through 12 b« "ining on Page 9.

The significance of NLSS is that the staff can make use of any of the system capabilities
with assurance that all requir operations will be performed in the sequence and manner
required. This includes not only the direct operations such as preparation of address
labels, but also the indirect operations such as the cataloging and subject-indexing of
appropriate name lists.

Use of the NLSS will provide staff offices with significant savings in staff time and
effort and will reduce the White Hot  direct processing costs. Illustrative of these
savings are:

® Reduced staff effort in the development of *  itatior sts through the provision
of data entry support and the use of computer process ;to sort lists, identify and
delete duplicate names, and refine lists.

® One-time entry of names to produce related lists such as invitation, RSVP, and
Gate lists and follow-up mailings.

® Reduced staff requirements for coordination between support offices. i.e.,

KOOIIL.

Assistance is provided by Records Management in defining the services to be provided
and advising on details affecting requests. Such details include advice on likely costs of
alternate mailing/mailgram/packaging and required lead times. White House staff
interested in making use of the NLSS services should contact Clarence (Biff) Henley,
Records Management, Ext. 2240 or Ralph Peck, Director of Management Information

v o, T t. 135,



Y HIBIT 1
SUT " TARY OF NLSS SERVIC™

DEVELOPMENT OF LISTS OF NAMES AND ADDRES! 3

—Keyboarding and storage of new name/address lists

—Support in cleaning-up draft lists through identification of duplicate names
and proces: g of changes, additions and deletions

—Extraction and printing of lists in alphabe al and/or other desired
sequences

USE OF NAME/ADDRESS LISTS

MEETING/BRIEFING SUPPORT

— Developing lists of potential invitees

— Preparing RSVP and Gate Lists

— Sending mailgrams or letters of invitation
— Preparing and sending follow-up mailings

MASS MAILINGS

— Developing lists of addresses
“reparing letters, envelopes or labels
— Stuffing and m: ng of materials

MAILGRAMS

— Developing lists of addresses
— Mailgram processing and transmission

REFERENCE SERVICES

Computer storage and intenance of standard published lists such as
Fortune 1000 ¢« panies

— Computer storage of lists or single names of individuals of importance to
staff offices
Identification of potential candidates for events (i.e., list development)

— Specialized searches to assist staff offices in the identification of (a) experts
in given fields (b) specific categories of organizations (c) persons to be con-
tacted during Presidential trips



SUMMARY OF PRINCIPAL NLSS PRODUCTS

WORKING LISTS OF NAMES AND ADDRESSES. Lists provided to assist sta
offices in checking and managing names obtained from several sources into a single
approved list. Illustrative lists are:

(a) ALPHABET ED LISTS. Initial lists in this format are used to identify
duplicate names, omissions in information, and errors in spellings
(Exhibit 3, Page 10).

(b) ALPHABETIZED LIS BY ZIP CODE. Provides an additional aid
the identification of dupiicate names.

(¢) SPECIAL SORTS. Provides breakdown of names by appropriate
characteristics such as profession and geographic location.

RSVP LISTS. Lists generated from ¢ roved lists, of persons invited to White
House events. They are used by the staff and Social Office to process/record
responses to invitations (Exhibit 4, Page 11).

GATE LISTS. Lists de' »>ped from annotated/completed RSVP Lists and used
control entry to events (Exhibit 5, Page 12).

ATTENDANCE LISTS. Lists developed from annotated gate lists and used as the
final lists for an event.

LETTERS. Name lists 1 text of letters which are automatically merged and pro-
cessed and mailed (Exhioit 6, Page 13).

ENVELOPES, MAIL] ; LABELS. Envelopes or mailing labels which are pro-
duced from approved 1 e lists (Exhibits 7 and 8, Pages 14 and 15).

MAILGRAMS. Name lists and text of mailg ns which are automatically merge
and sent (Exhibit 9, Pa; 16).

SPECIAL LISTS. al lists which are run as required for staff use. Examples of
such lists, based o: rches of the NAME/ORG Data Base, are (a) experts in a
given field (Exhibit 10, Page 17) (b) persons to be contacted during a Presidential
trip (Exhibit 11, Page 18) and (c) specific categories of orga rations (Exhibit 12,
Page 19).






After theinvi : sent, the lists “topre) ~ T VP Lists 7 hibit 4, Page
11) for use in noting invitee’s responses. On the day of the event a Gate List (Exhibit 5,
Page 12) is prepared for use in controlling access to the event.

After the event, the invitation list will be updated and utilized to generate follow-up
responses such as thank-you letters.






..lis data base is 1 :d as a source of names for list development based ¢
specific characteristics such as interest, expertise, geographic locations and/or
White House involvement. Potential names can be drawn from the files by
(a) complete lists of persons who have attended prior meetings on the same or
similar subjects and/or (b) by specifically designed searches of the entire da
base for persons with desired characteristicc ~~ s so developed :combined
with new 1~ from ou " le ces to cr newr e file.

MEETING FILE AND PROGRAMS—A working : : of names of guests and
invitees to residence events. 1 2 programs make use of these name files to pro-
duce RSVP tally sheets and Gate Lists for meetings and briefings held in the
residence.

MAILGRAM PROGRAM! ’ombine computerized name lists with
" “ram text to process and transmit mailgrams, and, if applicable, to transfer
name lists to MEETING programs.

CORRESPONDENCE PROGRAMS—Utilize cor uter generated lists to
prepare letters, envelopes or labels.



FT™"TRICTINM ™ ACCESS TO DATA

Staff offices have the option of restricting : to infor ior 1at they place in the
data base. In addition, ocedures require that RM clears the use "a given list with i
originating office prior to its release to other offices, whether or not this list has bes
restricted.



_XAlL.. LL_ OF N"°5 PRODUCTS
Examples of standard NLSS products follow and are listed below:

e Exhibit 3. Initial Draft List in Alphabetic Order by
Last Name, First Name

e Exhibit 4. RSVP Annot ion List with Annotations
e Exhibit 5. Gate List

* Exhibit 6.  Direct Mail Let

e Exhibit 7.  Direct Mail Envelopes

* Exhibit 8. Direct Mail Labels

e Exhibit 9. Sample Mailgram

e FExhibit 10. Identifying Experts

e [Exhibit 11. Presidential and Staff Trip Planning

e Exhibit 12. Name/Organization Data for General Use









PRODUCT TYPE: Gate _.st
SAMPLE APPLICATION: Used as Checklist at White » Gate

- o o
PLAJGATE - REPORT DATE: 13 NOV 1980
DEMO1113 GATE LIST
FOrR EVENT: DEMONSTRATION PILE
ACCEPTS AND NO RESPONSE
NAME
ADANS, CE-..IA (MBS.)
ADAMS, THEODOHE (MR.)
BABOUONAKIS, DANA (MRS.) A
BABOUNAKIS, EMANUEL (HMR.) A
BERCAL, PLORENCE (MRS.)
SERCAL, THOMAS (M4R.)
BLACKWELL, HERBERT (MR.) A
BLACKWELL, MARY (MRS.) A
CAMP, CHERYL A
CARBONE, ANTHONY (MB.) A
FREEMAN, MARY ANN A
GOUSE, SADIE (MRS.)
GOUSE, WILLIAM (DR.)
HAAS, PAUL (#R.) A
HAAS, SHIRLEY (MRS.) A
AARPER, DIANNA (M3S.)
HARPER, MICHAEL (#48.)
JACKS, MICHAEL (HONORABLE)
JACKS, MICHELLLE (MBRS.)
JORDAN, WILLIAM (MR.)} A
O'ROURKE, JOANNA (HRS.) A
O'ROURKE, TERENCE (MR.) A
PINKASAVAGE, MARY A
SMITH, KATHERINE (MS.)
TODD, ALAN (MR.) A
ZRAKET, CHARLES (MBRS.) A
TOTAL ACCEPTS/NO RESPONSE 26
REPORT: GATE PAGE:
EXHIBIT 5

12












PRODUCT TYPE: p Mailgram
SAMPLE APPLICATION: Invit: on to White House Meet  or Briefing

GOYT - - j .;““é .,-~ﬁ~3u€:u}£
THE WHITE HOUSE f}f}* 33 jﬁ ~
DC 20500 Wz W0

X 1 g5 SESSEE o o TR o e o —

1=001001V246010 09,02/80 TWX WHITEHOUSE WSH WSHC
00014 MLTN VA 09/02/80

MR, & MRS, WILLIAM R, FLURY
5115 WEHAWKEN ROAD
BETHESDA, MD -20014

THIS IS A TEST OF A NEw COMPUTER=TO=COMPUTER SYSTEM

FOR TRANSMITTING MAILGRAMS SENT FROM THE WHITE HOUSE, IN
ORDER TO CHECK ON THE ACCURACY AND TIMELINESS OF THE
SYSTEM, WE WOULD APPRECIATE IT IF YOU WOULD PLEASE NOTE

ANY ERRORS IN THE MESSAGE AND THE DATE AND TIME THAT
YOU RECEIVED IT, THIS MAJLGRAM WAS SENT ON 2 SEPTEMBER
AT 3100 P,M, WE WILL CONTACT YOU IN A FEW DAYS FOR

YOUR COMMENTS, THANK YQU FOR YOUR ASS] TANCE IN THIS
TEST.

TELEGRAPH QFFICE
THE WHITE HOUSE

14300 EST

MGMCOMP MGM

EXHIBIT 9
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