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~u ~. Jlfortsou, IDr.
SECRETARY OF STATE

ASSISTANT
SECRETARY OF STATE

(404) 656·2881

~.ett.etarg of ~tat.e
214 ~Uth ClIapiinl

!\ilintta

30334

November 3, 1976

DEPARTMENT OF
ARCHIVES AND HISTORY

330 CAPITOL AVENUE, S.E.
ATLANTA, GEORGIA 30334

MISS CARROLL HART, DIRECTOR
(404) 656·2358

JOHN F. DUNN
RECORDS MANAGEMENT OFFICER

(404) 656·2380

Honorable Jimmy Carter

Plains, Ga. 31780

Dear Jimmy:

CONGRATULATIONS! Words cannot express our happiness
and elation.

Now for an item of business. We've done a lot of work

in documenting your Policy Planning Group files. A docu­

mentation folder (copy enclosed) has been placed in every

file series created by the group. This was done with the

hope that this entire block of files can be brought together

for the Presidential Library. To assist us in this endeavor,

please place the enclosed folder in your White House files.

If I can help in any way, either here or at the National

level with paperwork management problems, please let me know.

Sincerely your friend,

.~~~

CRM

Management Officer

JFD/wa

Enclosure
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O"PARTM ENT OF
ARCHIVES AND HISTORY

330 CAPITOL AVENUE. S.E.
ATLANTA. GEORGIA 30334

MISS CARROLL HART. DIRECTOR
(404) 656·2358

JOHN F. DUNN
R~CORD5 MANAGEMEN"i OFFICER

(404) 656·2360

Mr. Jule Sugarman asked that a select group from the Georgia

Department of Archives and History carry out the goal and

objective listed below:

GOAL: To document for history and to preserve permanently thei ,

existence, membership, purpose, and results of the

Carter Planning Group. Primary interests of this study

are to document the role, contribution, and products of

each member in producing the Presidential programs.

OBJECTIVE: To document the existence, origin, content,

arrangement, and relationship of the Carter Planning

Files.

John F. Dunn, CID1

State Records Manager
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Talent inventory Program (TIP) Pi :~~in; ~ro~p

, 28th Floor NBG Bldg; 34 P'tree St;Atlanta

(Address),

Record Series TiTle:

Presidential Appointment Briefing Book (PAB)

Dick Fleming

(Coord ir.ator)

Bob Etch ison
(Coord inator)

Series LocaTion

Cabinet Number(s):

DrawerCs) =-

Qucntity:

Contents of S:ries: Physical forms of records, types of documenTation (reports, working
papers, prinTouTs), major subjects, significant feaTures, classified informaTion,
duplication C\'1'here): ' ,

A series of narratives containing pertinent informaTion about the- top 30 to 40 positions in

the Federal Government Ci .e, Attorney General), Each narrative incrudesauthority, method

of appointment, Congressional Committee involved; term, salary; duties; present incumbent;
and the role of the office (i.e. pol icy advisor, Presidential confidant), A backgroundl

sl<.t IIs p ran ~e requ irement is a Iso inc Iuded, Enc Iosed is an out line of PAB contents

(Sample enclosed),

i\rrangement ot Series: Fi Ie arrangement, sub-series, auxi Iiary fi les,. indices.:..(whe"re and,
describe) :.

By DeparTment and thereunder by traditional ranking",

Drigin of Series: AuthorCs), positionCs), address (organization);. report- compiler(sJr
positionCs}, address (organizaTion):

NOTE: Origin is too long to. list; hO\vever, a sample- (Attorney General) of one origin of

the 30 - 40 positions is listed:

Author

Nicholas Katzenbach

Warren Christopher

John Doar

Position

former Deputy Attorney General/Attorney General. Now IBM General Counse
fOrmer Assistant Attorney General •. Now pracTicing law at O'Melveny

and Myers~ Los Angeles~ C~I if_
- former Assistant Attorney General for Civi I Rights Division; Chief

Counsel to House Judiciary Impeachment Inquiry'. Now pracTicing law

in N.Y.C,

CONTINUED ON BACK

Relationship of Series: Fi les created for (person, office~-g.roup); relaTed series (where

and title); final report (where and title): .

~eated as a Presidential Appointment Briefing Book for use by the President.

A detachable portion of the book is a summary of the major questions to be considered

in making each appointment.

I ~.

Prepared by: J. F. Dunn Date 10-6-76 Phone 656-2380

DO ~QT DESTROY ANY PLANNING GROUP FILES
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I. Narrative for Attorney General position.

2. Outl ine for format of Presidential Appointments Briefing Book.

,AQo IT IONAL. NOTES:

ORIGIN OF SERIES (cont.)

Author

Frederick A. O. Schwarz, Jr.

James F. Flug,

Anthony G. Amsterdam

Position

Former Chief Counsel to Senate Select Committee on

Intel Iigence. Presently practicing law with Cravath,

Swaine, and Moore in New York City.

Former Confidential Assistant to Attorney General

Nicholas K9tzenbach; former Chief Counsel, Administrative

Practices Subcommittee of Senate Judictary Committee.
Presently Oi rector of Energy Action Committee •.

Professor of Law, Stanford Law School)- and national _

Iitigation strategist for NAACP Legal Defens~ Fund.

;~OTE: .Office Supervisor: Laura Hardman

..-

.
..•
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Presidentia:l Appointments Briefing Book

, ,

I __ InttoductiOIt by Jack. -- suggestions.. en content:,'

\oIhat's in. it
\'ihat it.'5 for

: how. it was. c:cmpiIed:
, ,

II. Appoin'C::!nt Process - A short description. disC1Ssin.g the following
procedures, and. giving' a, general. idea o£ the.- t:iJ::le involved in. mcriIJg
QIt appoin1:mzmt·_

A•. SeIec:ticrt.
R•. F.l3.I •.,

,C_ Omflict of Interest:
u. CI:eara:r1ces,'
t_' CQ11"fi"'l"lMlticn.

III. AppOiutmmtt Covered. - Art eXplanatiOI%. of why 1:hesa- 30.: posi.tions we~
, chosen for' incll~'jiQ11,in. the book and.~ sUioaes~ on:1:h.a ord-ar of their

a:ppoin'tmPn~.•.

IV •. "1m:.0V'e:r:viEM' of critic:aI. Positions

A.. , ~Iancing:~appomt.nUmts (race~ sex••geography. interest &mlipsJ .-.
',B_ Timin~,' --

, ..
1_ selection -: the- advantages. of early design~:tionv•.wait:i.ng'
Z'•. anncupr~t - the:-,a.:rguments for a.. on~ at a. ti.ma v..arm~~-'

'ment -of grcups.~ , '"

C_ Interad:ion: between. offiCers __
,'11.;;, Relati.~nj;p: to. the,: President - a disc:uss:iat of deman.Is 0It. these

positions othar than ~ President's wishes •. ,

V. Job Descriptions - ~1. in~', below is. for each

1. quotation:from statute
2. narrative (budget~pe:rsonnel,. units supervised)

B. Info:rmal (no fonnat but following' questions considered)

. 1. traditional model - alternatives,
2. major problems in d...opa.:rtmmt '
3. characteristics to be emphasized.

C. Oneparagrnph descriptions of 3 - 5 key subordinates.

-,



u. Suggested., Clea:r3nc:es:
but ~ polltical_

-2-

includes Congressional.. mn in1:ere51: groups.:

Note:-.Jack's copy wi.ll have- a. list: of indi.,d.dt1~ls·and. telephOt'1e't numbers: me
have been or might be cansu1ted~ should. Govemor C3.:rter tdsh ta dO. SQ.
nu.s. list liOUld. incJrr1-' £ud~lI;J:cabinet officers and high.departmen:ta:L.
of£id.~1~" outs1"~mrH"g.acar3e!"ics" etc•.'

-.

, ,

Note: ana de"'~ry,:lhlapi~ of the book.Wouldbe' a ST·""'~ry- of themajar-questiaIi
to. be:· considered. m ~lMt'g each appoin:tJr:!n1:_..

"

'.;"-­, - -

.'

-.

, . , i

, .'
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TALENT INVENTORY PROGRAM

NOTE: Thi5 is a reqiJest for information only.

PLEASE TY?E OR PRINT - PLEASE RETURN YOUR RESUME ALONG WITH

TWO COPIES OF THIS INFORMATION WORKSHEET.

SALUTATION:

CITY

RACE:

OCaucasian

OMs.

NAME (l..AST NAME FIRST)

STREET ADDRESS,

STA.TE

2 DB'ack

ZIP

(
A.REA CODE B"USINESS· TEl..EPHONE

)
AREA;, CODE HOME TELEPHONE'

MONTH DAY YEAR

O,"'TE OF SIRTJ+'

STATE.OF

VOTING RESIDENCE

3. DHispcnic 4 0American Indian/Alaskan Nativ& U.s. CIT1ZEN~

5 DAsian/Pacific Islander

EDUCA·TIONITRAINING::

DEGREE!
CERTI FICA TE

AREA OF
STUDY

YEAR

OBTAINED

'.

SCHOOL

VOTING REGISTRA TION:

3

WORK EXPERIENCE:
PRESENT:

JOB TITl..E

DOemocrat

Dlndependent

2' DRepublican-

NATURE OF DUTIES:

ORGANIZATION NAME

STREET ADDRESS

CITY

FROM'

STATE

TO:

OATES HEl..D

ZIP



NEXT HOST RESPONS!BLE POSITION:

JOg TITL=::

ORGANIZ,A T;ON- NAME

NATURE OF DUTIES: . "'-

FROM:

CITY STATE

TO:
DA·TES HE 1..0

ZIP

NEXT MOST RESPONSIBLE. POSITION:

Joe TITI..E

ORGANIZATION. NAME

STREET AOOMESS

NATURE OF OUTIES:

..

FROM:

CITY STATE

TO:

DATES HEI..O

ZIP

elVie, COMMUNITY' AND POLITICAL ACTIVITIES.:

POSITION/OFFICE NAME' OF ORGANIZA TION

HONORS: Please list honors, awards or fellowships received.

OESCRI PTION.·OF DUTIES·'

Na. OF MON,THS
POStTIOl'-t

HELD"

REFERENCES: Please-list three references other than employer or family.

NAME

NOTE: This is a request for information only.

SIGNATURE

ADDRESS (Include ZIp)

DATE

AREA CODE

}

AREA CODE

TELEPHONE

TELEPHONE

~15 PLEASE RETURN YOUR RESUME ALONG WITH TWO COPIES OF THIS INFORMATION WORKSHFFT.



Tale:,-i-

- .~."_.

(TIF) ;:;=-,- --

28th =-' -::::;~ ~:8G b Ie:; ;.;t Ianta, Sse r:; i ::
( .,:"c'::-e:3 5 ).

Dick :=:e-i-:g
(Coord i nator)

Bob Etc;,ison
(Coord inator)

High Priority F=sIti8n FI Ie

Series Locatio;;

Cabine~ Mumber(s}: D-~

QuantiTY:

Contents of Series: Physical foms of records, types of documentat-ion (reports" working
pa;:ers,.. printout-s), major subjects,. sign'ificant features~ classified informaTion,
dup 1ic3t-ion (\'here):

This is the top 200 appointive files. May include TIP Form, resume, references, staff
commenTS, researched data, and coriescondence with candidate.

Arrar:;;emen-r- ot Seri es: Fi Ie· arra:-:s;err:ent" sub-ser i es" aux i 1 i ary Hies,. i nd ices. (\'Ihare and
descri ea) :

Alphabetically.
COmpL!Ter~i Ie - to be created late:. \;,/iII contain information on T::!lent Inventory Program

Forr' J:5 (CODY attached). Fi Ie wi II I ist all contacts except In:::ctive and non-professional f, CONT I NUED --

Origin.~: Series: AuthorCs), ~os~:ion(s), address (organization); report compiler(s),._
pos:Tlon(s}, address (organizaTion):

Sources who write in giving names of recommended appointees.
Outreach :rogra~ - individuals who write seeking government pOSLt-ions_

Relationship of Series: Fi les created for (person,. office,. group); related series (where
and title); final report (where and title):

See ~~st3r Index Fi Ie.
Creat;d for use by those recommencing appointees for the fop 200 appointive p.ositions in
Fede~al C~vernrr:€nt.

Prep2:red by: J. Dunn Date 10/6/76 Phone 656-2380

DO ~tOTDESTROY ANY PLANNING GROUP FILES



--------.-------.- --------.---.--.---- ----.-------------------

.
".

A[Jff I TI aNAL NOTES:.

Arrangement of Series (canT.):

Index Fi Ie - maintained to cross-reference all fi les in the TIP Program. Contains 3 x.5
cards Iisting names of al I individuals who have contacted TIP office-. (File location

is shown by HP - High Priority Position File; COM - coded for computer file)

Procedures Manual - to be written later. It outlines the total TIP program and the

step-by-step methods to accomp r ish the program. ContenT shoul d be r isted here when

pub Iished and a copy of tne Procedures Manua I shou Id be p Iaced tn. the- fronT fo:lder

of each group of files.

The Talent Inventory Program of the Carter-Mondale Policy Planning Grou~ is responsible

for identifying persons with potential talent for positions in the governmenT# to idenTify

positions, particularly top positions, to be fi Iled, and to determine characteriSTics

persons should possess for appointment to the positions •

. ,-

FILING INSTRUCTIONS: Place in first folder of each group of files •

...



T~!a~7 I~ventorv Program (TIP) Picnning Group

N3G 31:0; Suite 281 I; 34 pltree St, NW; Atlanta
(r.ddress)

Ric~=rd C. D. Fleminq (Dick)
(Coord inator)

(Coord inator)

?~cord Serie3.Title:

Master Index Fi Ie

Series Locatton

Cab inet Numbe-d s}: H-t

Dra\ver(s) :.

c
I

Aug.

QuanTity;

2,..drawer can
f i I(

Contents of Series: Physical forms of records, types of docur.1entaTion(reports, working

pa~ers, printouts), major subjects, sign if icant features,. cl assi Hed information •.
d'.,;?lication•..~where): .

This fi Ie consists of 3" x 5" cards containing names of al I individuals in contact with

t~e TIP Office. Code letters are also posted to each card signifying processing status

and fi Ie location (e.g. H. P. - High Priority Position Fi Ie; CaMP - TIP-coded for

computer) .

.A.rranger.'entof Series:. File ar-rangemenr, sub-series,- auxiliary fites~ indices, (where and
describe):

Fi Ie is arranged alphaberical Iy by name of individual.

Origin of Series: AuthorCs), position(s), address (organization); reportcompileds),

~osition(s), address (organization):

l.nd~xing system developed by Arthur Anderson Co.

Created by Laura Hardman, Supervisor, TIP Processing.

Relationship of Series: Fi les created for (person, office, group); related series (where

and title); final report (where and title):

Fi Ie is master index to Central TIP Fi les, including High Priority Position Files; Non­

-~rofessional Files; and Inactive Files.

DO ~OT DESTROY ANY PLAN~ING GROUP FIIFS
<

Prepsred by: Mary Hall Date 10-6-76 Phone 656-2360
(404)



Talent Inventory Program (TIP) PI~nning Grou~

28th Floor NBGBldg, Suite 281 I; 34 pltree St.
U\ddress)

Richard C. D. Fleming (Dick)
(Coord i nata,)

(Coord inator)

?ecord Se,ies Titre:

Non-Professionaf Files

Series locaTion-

Cabinei- NumberCs>: H-Il

c

Aug. I

Quar:i-i tV::
I cu. ft.

Contents of Series: Physical forms of records, types of documentation (reports, working
papers, pri ntouts), major subjects, 5 i gn i f icant features, class ifi ed informa-ri on:. .
dupl ication ~~here):

This series consists of individual fi Ie folders for each individuaL under consideration
for non-profess iana I pas i ti ons in government. I net uded in each fa I der may be corres­
pondence, resume-, TIP Form,' staff comments, references, and other related material.

?rrangement of Series: Fi Ie arrangement',- sub-series,. auxi I iary fi les,. indices C"'oIhereand
descri be) :

Fi les are arranged alphabetically by name of individual.

Fi les are indexed by Master Index Fi Ie (see separate Records Inventory Fonn}
Origin of Series: Authods), position(s), address (organization);, report campi (~r(s)~,

position(s), address (organizaTion):

Input to fi les received from sol icited and non-sol icited sources.

Fi Ie system designed by Arthur Anderson Co•.
Laura Hardman~ Supervisor, TIP P~6cessing, m~intains the files.

Relationship of Series: Files created for (person, office, group); related series (where
and title); final report (where and title):

This fi Ie related to TIP Central Fi les -- this portion is for non-profe~sional candidates.

.
DO ~9T DESTROYANY PLANNINGGROUPFfLES

Prepared by: Marv Hall DaTe 10-8-76 Phone 656-236
(404)



•• ~~~ ••~~ ..l.."L,,'l.Vnl. .J:Url...l - \.-ar1:er J!lanning Group

T~i~~t InVAn+nrv Prnnr~m Planning Croup
:23-:-;, ~Ioor ~IBS 8ldq; ~Suite 2811; 34 P'tree St.

(Address)
Richerd C. D. Fleming (D1ck)

(Coordinator)

(Coordinator)

Record Series Ti~le
Inacti ve Fi Ies

Series Location
Room Number-(s):

Cabinet Number(s): H-Il

Aug.

Quanti~y:
I cu. ft.

Dra'·Jer(s) :

Contents of Series: Physical forms of records, types of documentation. Creports-,.
working papers, printouts}, major subjects, significant features;. classifieci informa.t:ioD
duplication (where):

who app lied for,.,
Inctuded in·
and other

This series consists of individual

but who pr~bablydon't qualify for

each folder may be correspondence,
related information.

fi Ie folders for each individual

positions under the TIP Program~
resume, TIP Form, staff comments,

.

Arrangement of Series: File arrangement, sub-series (if any~ title and; des.crihe)~
auxilIary files, indices (,vhere and describe):

Fi les are arranged alphabetically by name otJindividual.t

F iIes are indexed by Master Index Fi Ie (see separate Records Inventory Form}

Origin. of Series: Author(s), position(s), addressCorganizat:ion) .
Report compiler(s}, po'sition(s), address. {organiza~n}

Input to fi les received from TIP Coordinator, Dick Flemrng~ and from outside solicited
and non-sol icited sources.

Fi Ie system designed by Arthur Anderson Co.
Laura Hardman, Supervisor of TIP Processing, maintains the fi (es •

Rela tionship of Series: Files created for (person, office~ group), related series
(where and title), final report (where and title):

These fi les are the inactive portion of the TIP Central Files

Prepared by: Mary Hall Date 10-8-76 Phone 656-2360
(404)

ITO NOT QES~ROYANYPLANNINGGROUPFILES
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(,:\ ":-:-'-~?

Cabinet Number(s}: H-6thru
H-IO

Talent Inventory Program (TIP) Planning Croup

NBGBldg, Suite 281 I; 34 P'tree St, NW; Atlanta
(.;l.j:: ,::;55)

Richard C. D. Fleming (Dick)
(Coord i nator)

?~cc~d S~ri3S Title:

T!~ Ce~tral Fires

Series Location

0_-'-~ '

1976

Quani:iTY:
10-20 cu. ft

, (Coord inator) Dra\'ierCs): '

Contents ,:)f Series: Physical Torms of records, types of documentatioriU(reports;-'working
papers, printouts), ~ajor subjects; significant feaTures, classified ihformaTion~,
dupl ication (where):

This series consists of individual fi Ie folders for each TIP candidate~ Incruded
in each folder may be TIP Form (Form #15 -- see attached) which provides back­
ground data on each client; resumes; references; staff comments; research daTa;
correspondence; etc.

Candi dates wi I I be cons i dered for the top 3,000 pas i tions in government"- -- bUT'
file also includes names of individuals talented in any capacity.

TIP Form designed for use in placing the information on computer for, Taten-r Bank.

Arranger.:ent of Series: [ii Ie arrangemenT, sub-series, auxi I iary fi les,. indices (where and
descri be) :

Fi les are arranged alphabetically by name of candidate.

Index to files is tvlaster Index File (see separate qecords InventoryForm)~

Ori gin . ~ ~ Series: AUThor(s), pos i t i one5) r address (organ i zati on); report com-pi.(er( 5) ~
posI7:on(s), address (organization):

I nput to f i Ies recei ved from TIP Coord i nator, Di ck FIeming, and from outs i de sol i <:ited
and non-sol icited sources;

Fi Ie system designed by Arthur Anderson Co.
Laura Hardman, Supervisor of TIF Processin~;'maintains the files_

D'iomen's Group in \,vashington, D. C. (Women53.1% ?) also maintains an office simi (ar
to the TIP Processing Office in Atlanta and provides substantial inpuT to these- fi les.
Also, several black groups provide regular input]

Relatio~ship of Series: Fi les creat-e-dfo-r (person, office, group>; related sedes (where
and title); final report (where and title):

Fi les provide input to High Priority Position Fi les and to Presidential Briefing Book.
Some input received from Source/Reference Files.

~.

.
DO »oT DESTROYANY PLANNINGGROG?FILES

Prep~red by: M3rv Hall Date 10-8-76 Phone 656-2360
(404)



TALENT INVENTORY PROGRAM

NOTE: This is a request for information only,

PLEASE TYPE OR PRINT - PLEASE RETURN YOUR RESUME ALONG WITH

TWO COPIES OF THIS INFORMATION WORKSHEET.

SALUTATION:

CITY

RACE:

DCaucasian

OMs. I DMiss,

STATE ZIP

A,REA CODe: BUS'~ESS: TELEPHONE

"'REA CODE. HOME TELEPHON.E'

MONTH'· CAY YEAR
DA.TE OF' BIRTH

S.TATE OF
VOTING RESIDENCE

3 DHispanic

EOUCA TJON/TRAINING:

4.. D'Amotrican Indian/Alaskan Native- us. ClTI,ZEN:

DEGREE!
CERTl FICA TE

AREA OF
STUDY

YEAR­
OBTAINED SCHOOL

VOTING REGISTRATION: I D0otmocrat

WORK EXPERIENCE:

PRESENT:

,,.

JOB TITLE

ORGANIZATION <'<AM!::

STREET AOOR!::SS

1 DRepuhHcQ",

4 DNat Affiliated

NATURE OF DUTIES:

CITY

FROM

STA.T~

TO:

DATES HEL~

ZIP



NE;XT MOSTRESPONS!8\...E POSITION:

Joe TITLE

ORGANIZATiON NAME

STREE T ADDRESS

NATURE OF DUTIES:

F"ROM:

CITY STATE

TO:
DATES HELD

ZIP

NEXT MOST RESPONSIBLE POSITION:

JOB TITLE

ORGANIZATION NAME

STREET ADDRESS

NATURE OF DUTIES:

F"ROM:

CITY STATE

TO:

OATES HELD

ZIP

CIVIC. COMMUNITY AND POLlT1CA I., ACTIVITIES.:

POSITION/OF FICE NAME OF ORGANIZA TION DESCRIPTION OF DUTIES

NO.·OF MONTHS
POSITION
treLO

HONORS: Please list' honors •.awards or fellowships. received.

REFERENCES: Please list' three references other than employer or family.

NAME

NOTE: This is a request for information only.

SIGNATURE

ADDRESS (Include Zip)

DATE

AREA CODE

}

AREA CODE

TELEPHONE

TELEPHONE



Talent :~ __e~~~ry Program (TIP)

Aug. '7(281 I; 34 P'tree St., N.W..::' •.•• 1 Tei\lBG 81 CC- ,

- ------ --_.- ._----------- --------- --r
j -.. ~ • - - .
j ;--~2C~..;rG :J2iLeS 1lTle:I
I Source/Reference Index Fi Ie

Richard C. O. Fleming (Dick)

(Ccord inata:-)

Series Locetion

Cabinet Number(s): H-3

Qua,d- ity :

(Coordinator) Cra':lerCs}: I-drawer card fi Ie

Conten'ts of Series: Physical for.-' of records, types of docur.1entation (reports, working

pa,)ers, printouts), major subjects, significant features, classified information,
dup! icatio~ (where):

3" x 5" cards containing names of individuals contacted as sources of names or as
references for talent.

Arra~;e~ent of Series: --Fi Ie arrangement, sub-series, auxi Ilary fi les, indices (where and
describe):

Fi Ie is arranged by area of expertise/experience and by geographic location.

Origin of Series: AuthorCs), position(s), address (organization); report campilerCs),
position(s), address (organization):

Fi Ie system designed by f\rthur Anderson Co. Created by Laura Hardman, Supervisor,

TIP Processing.

Relationship of Series: Fi les created for (person, office, group); related series (where

and title); final report (where and title):

Fi Ie is index to Source/Reference Files

Prep3red by: Mary Ha II Date 10-6-76 Phone 656-2360
(404)

00 ~jOT DESTROY tNY PLANN ING GROUP FI LES



Talent Inventory Program (TIP) P:3nni~g Group

NaG Bldg, S~ite 281 I; 34 P'tree St., N.W.
(Address)

Richard C. o. Fleming (Dick)

(Ccord inaTor)

Rec~rd Serres Title:

Source/Reference Index File

Series Location

CabineT NumberC s):. H-3

"

"
Aug.

QuanTity:

(Coord inator) Dra','{erCs): f -drawer card, ti Ie

ConTenTS of Ser ies: Phys r ca I for;"3 of records, types of document-ation (reports~ 'ltorking

papers, print'puts), major subjects, significant features, c.Iassified informaTion~

dupl ication (where):

3" x 5" cards containing names of individuals contacted as sources of names or as.
references for talent.

Arrangement of Series:. File arrangement, sub-series, auxiliary files. indices (where'and
descri be):

Fi Ie is arranged by area of expertise/experience and by geographic location.

Dri gin cf Sar ies: AUThor( s), pas it iOil (s), address (organ izaTi on); report campo, IerC s}.
9csition(s); address (organization): .

Fi Ie system designed by Arthur Anderson Co. Created by Laura Hardman, Superv[sor~

TtP Processing.

Relationship ot Series: Files created tor (person, office, group); relaTed series (where

and title); final report (where and title):

Fi Ie is index to Source/Reference Files

Prep:;red by: Marv Ha II Date 10-6-76 Phone '656-236
( 404)

00 ~!OT nFSTRCW tNY PI At\I~IH.l(: r.:[;(\11D C'lf C'C



i'-l8G Bldg, Suite 2811; 34 pltree St., Ni";
( ,A,d J r-e S 5 )

Ta 1e:it Inventory Progr-am CTlp)r:;:a,:nin;

~~--_._;:--------------------------

"oup I Pocord S"" S3 T;·~ I0' De;
Atlanti Position Descriptlon Fi les Aug. 176

Richard C. D. Fleming (Dick)
(Coord inator)

(Coord i nator)

Series Location

Cabinet NumberCs): H-2

Drawer(s): 4

Quantity:

4 cu. ft.

Contents of Series: P~ysical Torms of

papers, printouts), major subjects,
dupl ication ~1here):

1
records, types of documentation (reports, working

sign if icant features,c Iass if ied in tormaTi on;

T~ts serres consfsts of position descriptions for the top 200 positions in government.

In addition to general information about the position, each description contains

recommendations on background experience and competencies needed and personal ski IIs

and qual rt~es needed by tne fndividual ff IIing the position, based on pol icies that
are being formulated and programs that are being recommended.

Also included may be confidential reports submitted from outside sources, such as

present government officials and individuals contacted through Source/Reference Fi les.

Arrangemenr of Series: Fi Ie arrangement, sub-series, auxi Iiary ti les, indices (where and
describe) :

Fi les are arranged by government agency in descending rank.

Origin of Series: ~uthor(s), position(s), address (organization); report compi ler(s),

position(s), address (organization):

Position descriptions compi led by Ms. Jeffalyn Johnson, TIP Analyst, from input
received from the TIP Coordinator, Federal Government Manuals, outside consultants,

confidential interviews with present governme~t officials, contacts with represen­
tatives from business, government, education, etc., and confidential reports sub­

mitted by indfviduals in Source/Reference Fi les.

Relationship ot Series: Fi les created fer (person, office, group); related series (where

and title); final report (where and title):

-Some input received from Source/Reference Fi les.

This series provides input on top thirty positions in gover-nment for the Presidential

Appointment Briefing Book (PAB) to provide in-depth, intuitive grasp of characteristics

needed for positions and who best meets th3m.

Prepa red by: Mary Hall
Date 10-6-76

DO WOT DESTROY ANY PLAN~~ING GROUP fILES
~

Phone 656-2360
(404)



Education & Youth Option Paper File

C2.<2}!!I!lt,ln,:i, tY- & Human Devel?p-=-ciili-t-lC11. "::~ Crod p

28th_~~<2?E,__NBG Bldg., 34 P I tree S.G Atl.
(.\Jdr8s:~)

Sharlene Hirsch

-----(Coordin.J.tor)

R~C0~d S~c~cs Title

S2}:"l25 l.ocaL io~
R00i:l ~'us.:b2r(s) :

8/IS/7E

Quantity:6 cu. ft.

(Coordin8.tor) Cabinet l';uillber(s): R-20

Dr.:J.\./er(s): 4 drawers

Contents of Series: Physical fOrBS of records, types of documentatiqn (reports,

;;.;orking papers, printouts), major subjects, significant features, classified inromation,
duplication (~here):

Files includes working papers, option papers solicited from outside planning group, and

proposals. Th~ all relate to the following subjects: Education, Youth Employment and
Aging.

Arrange:71ent of Series: File arrangement, sub-series (if any, title and describe), .
au:(illary files, indices (where and describe):

By subject, thereunder by specific topics.

Oligin of Series: Author (s), position(s), address(organization)

Repo~t compiler(s), position(s), address (o~ganization)

There are 92 outside authors. A list of authors will be attached to this form.

Sharlene Hirsch - Ph.D. - educational administration - She is on leave from a position in
N.Y.C.

Rela tionship of Series: Files created for (person, office, group),. related series
(where and title), final report (Hhere and title):

The final report is a briefing book prepared for the Secretary of Health, Education and

Welfare. This file relates to the Independent Regulatory Agency Briefing Files and the

Health, Welfare and Criminal Justice Option Paper File.

Prepared by: , Date Phone _



At present, 10/26/76, there is a group of option papers which
will be the basis for a final report on Aging.

ITEMS TO BE ATTACHED TO THIS FORM or FILED WITH FORj,I:
Attach list of option paper's authors.



I R~cord S2ci~s Title 10/1/76 D~t~

I Independent Regulatory Agency Briefing Filer----
c;,--., L"'O:: Lo~, -;~n Q"',r~; ~'" - 2 cu. ft.••• __ ..•..•~ \.....C_ ..1....• ..;'-_ - ••..••- •• L_LJ ..

ROOD ~iU!ilb2!:':::;):no room number
room with 2 windows

n __

U r:'.,...t- the il _ .._0 ~)D.eb_)C-V-'L.l. ( C::)Q ni III d L ~

Bill Drayton(r~O,din2tor)'-''-' -

-------- --------------------
(.-".dires~;)

Cabinet r~uDber (5) :

Dr:.J.~.Jer(s): 1

COTIL:en-:::sof Series: Physical forns of records, types of docuClentation (repo:;:-t5,

\>orkirrg papers, printouts), major subjects, significant features, classifieu in~or.nation:>
c~?lication (where):

The file conta~s working papers, synthesized reports and reviews of these reports by

outside experts: They relate to such agencles as Civil Aercnautics Board, Interstate
Commerce Commission, Federal Deposit Insurance Corportati,n;etc. From this record

series, 15 to 18 briefing books will be created .

.•r r ~n -:r e"'" 0. n t a ~ Se' . F' 1
.-L ~~" :::, "'~ .• .t•. rles . l e arrangement, sub-series (if any, title and describe)
a:..::.al.!..aryIlles, lndlces (,.}'hereand describe): :>

i

Files are arranged chronologically by receipt of 'report. A planning chart maintained with

these files will provide a partial index to thesetreports.

Or igin . of Series: Author (s), position(s), address (organization)

Report compiler(s), position(s), address (organization)

150 option papers were solicited, then 10 synthesizers outside planning group wrote 10

more papers. These papers were reviewed by 30 reviewers. These people are listed in the
files.

Rela t ionship of Ser ies: Files created for (person, offic.e,. group), related series
(where and title), final report (~.}'hereand title):

Final report is created for

Agency. These files relate

of Transportation Files.

the Presidential staff and those appointed to the Regulatory

to Governmental Reorganization Planning Files and the Department

404-656-2360
Prepared by: Chris Becht, ~ 10/27/76

_________ ~----- DaLe Phone------ ------



----.-------------------------.--------------------.------------------------------------------
8/15/76 D2.tc

Independent Regulatory Agency Option Paper
_ r 1l.

Series Location Quac~lty8 cu.ft.

ROOiC1 t\Ufilber(s) :

In John Harmon's Office

Cabinet Nuober(s):

Drz1:Jer(s): 1 1/2
Contents of Series: Physical forms of records, types of docw;:tentat.ion (reports:>

\Iorking papers, printouts), major subjects, significant features:> classified in£oraatiou:>
duplication (where):

Inde_p_~_D_d_ent_Regulato!:.y_~gency P Ll:F1Ll:< Cc-OI!C)
28th_ Flg..oE...2NBC Bldg., 34_p' tree St., Atl., -Ga.

C\ddress)
_Deby _Gotthiel

(Coo rcL!_nc~toc)

Bill Drayton
(Coordiu2.tor)

Files contain nhe original solicited option papers concerning such agencies as the

Civil Aeronautics Board, Interstate Commerce Commission, Federal Deposit Insurance

Corporation, etc.

Arrangemen t of Series: File arrangement, sub~series (if any" title and describe) >

au:.:<illaryfiles, indices (",here and describe): I
Files are arranged alphabetically by Regulatory A~ncy.

Origin of Series: Author (s), position(s), address (organization)

Repo~t compiler(s), position(s), address (organization)

A list of option paper's authors is maintained with Independent Regulatory Agency
Briefing File.

Rela tionsh~p of Series: Files created for (person, office,. group), related series
(where and tltle), final report (where and title):

Files are related to Independent Regulatory Agency Briefing File and the Governmental

Reorganization Planning Files.

Prepared by: Chris Becht Date 10/27/76 Phone 404-656-2360

ITO NOT DESTROY ANY PLANNING GROu~ FILES



, '.

Ctlc- ..' ,
t ~ I ,"

,-,

P I ann i n9 i'?rou~) ?acord Series Title: 9/1/76 DaTE

--2Rrh Flnnr, NBG Bldg., 34 p'tree St., Atl., Ga.1 Governmental Reorganization Planning Files
(Address)

Jonn Harmon

Curt Hessler

(Coord r nator)

(Coord inator)

Sar ies Locat ion

Cabinet Number(s): C-18

Dra\'1'erCs):1/2

Qua~tity:2 cu. ft

Co~tents of Series: Physical forms of records, types of documentation (reports, working

papers, printouts), major subjects, significant features, classified information,
dupl ication C~here):

File includes proposal~ solicited and unsolicited papers and drafts of final reports.' The

papers relate to possible Cabinet reorganization, intradepartmental functional analysis
and management; and intergovernmental relations.

Arrangement of Series: Fi Ie arrangement, sub-series, auxiliary fi les, indices (where and
describe):

File is arranged alphabetically by contributor.

Grigi:l of Series: AuthorCs), posdion(s), address (organization); report compilerCs),
positionCs), address (organization):

There are about 30 authors but no central list in the files.

John Harmon, Attorney, Coudert Bros., Paris and N.Y.C.

Curt Hessler, Attorney, Munger Tolls, Los Anges~es, CA.

?elationship of Series: Fi les created for (person, office, group); related series (where

and title); final report (where and title):

The final report will be for the President.

Prep::Jred by: Chris Becht DaTe 10/27/76 Phone 404-656-2361

DO ~I:O''{DESTROY ANY PLP.,N~llNG GROUP FILES



Goverrment Organization Planning Croup Record Series Title: D~-7'"al .

28th Floor NBG,Bldg; Atlanta, Georgia
(Address)

Harri son lYe IIford

(Coord ina-;-or)

Katie Beardslev
(Coord inator)

Transition Memorandum Fi Ie

Ser ies Locat ion

Cabinet Number(s): H-5

Aug. '76

Quantity:

I cu. ft.

Contents of Series: Physical forms of records, types of documentation (reports, ~Iorking

papers, printouts), major subjects, significant features, classified information,
dupl ication (~here):

This series consists of memoranda from individuals involved in previous transitions,

such 2S government officials, educators, etc., which contain their recommendations

on the phi losophy and methods which should be uti Iized or incorporated during the
transition period from November - January.

Arransement of Series: Fi Ie arrangement, sub-series, auxiliary fi les, indices (where and
describe):

Fi Ie is arranged by subject.

Origin of Series: Author(s), position(s), address (organization); report compi lerCs)

position(s), address (organization): . ,

Memoranda primari Iy from sol icited sources. Members of the group working on this project
include: Katie Beardsley - special assistant to the Mayor of Atlanta (also worked on PAB

Project)
Harrison Wellford - AdminJstrative As~t. to Senator Phi IIip Hart
Martha Petkas - ful I-time volunteer worker, assistant to Harrison Wellford, main-

tains fi les

John Harmon

Curt Hassler

Matt Schaffer

Bi II Drayton

Relationship of Series: Fi les created for (person, office, group); related series (where

and title); final report (where and title):
(Calendar)

Ftnal report wi II be the Transition Memorandum/to be presented to the President containing
recommendations for the steps to be taken and time sequence of each during the period

November - January .

.#'

Prepared by: Mary Hall Date 10-8-76 Phone 656-2360
. lL;.U4l

DO ~9T DESTROY ANY PLANNING GROUP FILES



----------. ------------------------------_._,.~--------------------------------------
Govarn~ent Organization Planning i-roup Rec~,d Series Title: D~te

28th Floor NBG Bldg; Atlanta, Georgia
U\dcress)

White House Memo and Executive Office Memo
F+-H>

Katie Beardsley

(Coordinator)
Harrison 'dellford

(Coo,d inator)

Serles Location

Cabinet ~,:umber(s}: H-5

Drawer(s):

Quantity:
1-2 cu. ft.

ContenTS of Series: Physical forms of records, types of documentation (reports, working

papers, printouts), major subjects, significant features, classified information,

dupl ication (~here):

This series consists of memoranda from individuals currently or formerly on the White

House or Executive Office staff and concerning Whtte House staff and relationships,

both internal and with other agencies and Executive Offices, duties and responsibi lities,

recommended changes, economics, technology, etc.

Arrar;ement of Series: Fi Ie arrangement, sub-series, auxiliary fi les, indices {where ~nd
descriee}:

Arranged by subject.

Or igin of Sari es: AuthorCs), pas it ion (s), address Corgan izat ion); reporT camp ller< s) ,

position(s), address Corganization):

Input received from sol icited sources and from organizational manuals, budget hearings, etc.

Relatio;lship of Series: Fi les created for (person, office, group); relaTed series (where

and title); final report (where and title):

Final report wi II be in the form of briefing book for the President.

Prep3red by: Mary Ha II Date 10-8-76 Phone 656-2360
(404)

DO ~IOT DESTROY ANY PLANN 1NG GROUP Fl LES
.•



RECORDSINVE~TORYFORM- Car~er Planning Group

Date

8/15/76

Quantity: 1/2 cu. ft.

Washington, D.C.

r
Record Series Title

(Coordinator)

(Coordinator)
Bo Cutter

Economics Planning Group
28th Floor, NBG Bldg., Atlanta, Ga.

(Address)
Series-Location

Room Number(s) :
Cohen & Ur:ltizLaw Firm,

Cabinet Number(s):

Dra",er(s):

Contents of Series: Physical forms of records, types of documentation (reports,
working papers, printouts), major subjects, significant features, classified information,
duplication (where): .

Solicited opti~n papers on specific tax problems, working and final drafts. Major subjects
include: personal income tax, social security taxation; business taxation; tax loop holes;
and capitol formation problems.

Arrangement of Series: File arrangement, sub-series (if any, title and describe),
auxillary files, indices (where and describe):

By major subject.

Origin of Series: Author(s), position(s), address(organization)

Repo~t compiler(s), position(s), address (organization)

Solicited option papers from tax lawyers and professional economists. No known listing
of contributors. Compiler Lester Faint, Attorney, Cohen & Uritiz, Washington, D.C.

Rela tionship of Series: Files created for (person, office, group), related series
(\"hereand title), final report (where and title):

Created for director-designee of OMB, director-designee CEA, Secretary of Treasury
designee and President-elect. Copy in central files.

Prepared by: Raven Date 10/27/76 Phone404-656-2379

DO NOT DESTROY ANY PLANNING GROTTP FTT.'R~



RECORDS INVEXTORY FORM - Carter Planning Group

Eronnmirs Planning Group

7Rtn Flo~G Bldg., Atlanta, Ga.
(Address) .

-En Cutter
(Coordinator)

Record Series Title

Option P~ppr on OMR
Series.Location

Room Nwnber(s) :

Date

8/15/76
Quantity: 4 line in.

(Coordinator) Cabinet Number(s):

DraHer(s):

Contents of Series: Physical forms of records, types of documentation (reports,

working papers, printouts), major subjects, significant features, classified information,
duplication (where):

Solicited option papers and drafts. Major subjects include: description of OMB, new

budgeting process; new defense budgeting process; and management problems.

Arrangement of Series: File arrangement, sub-series (if any, title and describe),
auxilIary files, indices (where and describe):

By individual option paper.

Origin of Ser ies: Author (s), position(s), address(organization)

RepoJ::tcompiler(s), position(s), address (organization)
Options papers solicited from former directors and staff at OMB and other governmental

analysts. List of contributors in Central Files Correspondence ..

Bo Cutter - Business Exectuive for Washington Post.

Relationship of Series: Files created for (person, office, group), related series
(\-7hereand title). final report (where and title):

This series is background paper for Executive Office of the President Paper and for

OMB director-designee. Copy in central files

Prepared by: Raven Date 10/22/76. ---- Phone 404-656-2379

DO NOT DES~ROY ANY PLANNING GROUP FILES



RECORDSI~VENTORYFORM- Cartpr Planning Group

Date

Senate Budget

8/15/76

Quantity: 1/2 cu. ft.

Record Series Title

Series Locatiorr'

RooD Number (s):
In office of ArrroidPocker,

Cnmmittee._Wash,ington,D.C.l.,-aOlnel: lVUrrioer\ s r:

Economic Options Polic

(Coordinator)

(Coordinator)

Bo Cutter

..Economics Planning Croup
28th Floor, NBG Bldg .• Atl .• Ga.

(Address) .

Drawer(s):

Contents of Series: Physical forms of records, types of documentation (reports,
working papers, printouts), major subjects, significant features, classified information,
duplication (where):

Notes from meetings with senior government economist, drafts and solicited option papers.
Major subjects ~re: overall macroeconomic policy; employment policy and inflation policy.
Solicited option papers only on employment artdinflation.

Arrangement of Series: File arrangement, sub-series (if any, title and describe),
aL~illary files, indices (where and describe):

By major subject.

Origin of Series: Author(s), position(s), address(organization)
Rep:ort compiler(s), position(s), address (organization)

Solicited option papers from professional economists and former government officials.
List of contributors in Central Files Correspondence. Compiler Arnold Parker, senior
economist of Senate Budget Committee.

Relationship of Series: Files created for (person, office, group), related series
(where and title), final report (where and title):

Option paper will go to the President elect, director of CEA and director of OMB. Copy
of option paper in central file.

Prepared by: Raven Date 10/27/76 Phone404~656-2379

ITa NOT DES~ROY ANY PLANNING GROUP FILES



J--;., - '-"

----------------------------------------------,-------------------------------------

28th Floor N8G 8ldg; 34 pltree Street; Atlanta
(Address)

ComMunity & Human Development Pld:lnins; G:-oup Record Szries Tit!9:
Sept.'7

Health, Welfare & Criminal Justice Option
Pape r::> F i Ie

Joe Levin-----
(Coord inaror)

Series Location

Cabinet NumberCs): R-4

Quantity:
2 cu. ft.

(Coord inator) Drawer(s): Open fi Ie on desk

Contents of Series: Physical forms of records, types of documentation (reports, working

papers, printouts), major subjects, significant features, classified inforr:1ation,
dupl ication Cwhere):

Fi les contain sol icited option papers on fol lowing subjects: national health care; .

welfare reform; courts and criminal justice; employment discrimination; and Indians.

Files also contain the final reports on each of these topics.

Arrangement of Series: Fi Ie arrangement, sub-series; auxi Iiary ti les, indices (where and
describe):

8y major subjects Iisted above. Index to fi Ie is on desk blotter.

Origin of Series: AuthorCs), positionCs), address Corganization); report compi lercs),

positionCs), address Corganization):

65 authors of option papers sol icited by the Coordinator.

compi ler: Joe Levin, lawyer, So~thern Poverty Law Center

Relationship of Series: Fi les created for (person, office, group); related series 1where

and title); final report (where and title):

Fi Ie is part of the Community and Human Development Planning Group Files.

Final reports are dupl icated in central fi Ie.

Prepared by: Ron Raven and Chris Becht Date 10/6/76 Phone (404)
656-2379

DO W0T DESTROY ANY PLANNING GROUP FfLES



- ,
_ ...-1_ i- ,~:;. i

Comm~~_ity & Human Dev210pment P Iann j r~s ~;-o\.jp

28th Floor ~aG Bldg; 34 pltree St; Atlanta

(~c~ress)

Domestic Programs Planning Fi les Aug. I 7f.

Larry Ba i ley
eCooid inato,)

(Coord ineto,)

Series ~o~atton Quantity:

Cabinet :lumber(s): R-IO

•
records, types of documentation Creports, working
significant features, classified information,

Contents of Series: Physical forms of

papers, printouts), major subjects,
dup Iication (where):

Fi Ie contains sol icited option papers on the fol lowing subjects: employ~ent, economic

development, cor.munity development (Housing and Community Development Act of 1974),
urban affairs. Also included are research notes, publ ished documents, drafts,

final option report and related correspondence.

Arrangement of Series: Fi Ie arrangement, sub-series, auxil iary files, indices (where and
descrije):

By subject. Practical index for these subjects: employment, manpower, community

development, and urban affairs.

,

Origin of Series: Autho~(s), position(s)1 address (organization); report compi~erCs),

positionCs), address (organization):

Papers 501 icited from 69 authors. Final option report by Coordinator, Larry Bai ley,
doctoral student MIT, City Planner on leave from Nat. Confed. of Mayors.

Relationship of Series: Fi les created for" Cperson, office, group); relaTed series (where

and TiTle); final report (where and title):

Relate with Chester Davenport's fi Ie on HUD briefing book .

...

Prepared by: Cnris Becht Date 10-8-76 Phone 656-2379
(4U4)

00 ~laT DESTROY ANY PLAl'::1ING GROUP FILES



Community & Human Development Plonnins Group

28th Floor, NBG Bldg.; 34 P'tree St.; Atlanta
<P\ddress)

Joe Levin
(Coord inator)

(Coordinator)

P8CO,G S9rlCS Title: D2Te
Issues and Administrative Papers

F iIe Sept. '76

Series Location Quant-it'!= -
3 cu. ft.

Cabinet Number(s): R~5(A)

Drawer(s): open fi Ie

Contents of Series: Physical forms of records, types of documentation (reports, working

papers, printouts), major subjects, significant features, classified information,
dupl ication (~here):

Fi Ie contains research notes; reports; memoranda; and related documents concerning the

following subjects: health, welfare, criminal justice, Indians, employment, and
discrimi~ation. Some of this material is publ ished. Some 6f the research notes

were sol icited from outside planning group.

Arranger::ent of Series: Fi Ie arrangement, sub-series, auxi Iiary fi les, indices (\'Ihere and
describe);

By above subjects. No index or auxi liary fi les.

Origin of Series; Author(s), position(s), address (organization); report campi ler(s),

position(s), address (organization):

Fi Ie created by the Coordinator, Joe Levin, lawyer, Southern Poverty Law Center,
as a research tool.

Relationship of Series: Fi les created for (person, office, group); related series (where

and title); final report (where and title):

Common administrative material with other members of the Planning Group.

Prepared by; Chris Becht and Ron Raven Date 10-6-76 Phone 656-2379
(404)

DO ~9TDESTROY ANY PLANNING GROUP FILES



Jlu.s.in.es.S-.&_labor P L _,elll i :'s C; c.j::?

2.8.th._FJ..QQL NBG BldK~-,_34 P I tree St., ALl., Ga,
C,dd::-2SS)

John HCUJIlon.~~:.-;-=-----:-------------
(Cc)Cl;:-cli~:'.J.tor) Roon NlElbec(::;):

8/15/76 Do::tc

Planning Files

QU~Qtity:l cu. ft.

Curt Hessler
(Coord i~~::or) Cabinet ~:u8oer (s) :C-18

Dra,.I-e-r(s): 112

COill:ent s of Series: Physical forus of records, types of documentation (reports,

,:.:orki::J.gpapers, printouts), Iilajor subj eets, significant features, classified inforwation"
d~plication (where):

Files include unsolicited and solicited papers, working papers, and proposals. All

papers relate to the Department of Commerce, .Postal Service, Department of Labor, Job
Creation and Employment Policy and Federal Regulation of Insurance.

Arrange,-"ent of Series: File arrangement, sub-series (if any, tit.le.and describe),
a::dllery files, indices (\vhere and describe): I
File is arranged alphabetically by subject or con~ributor.

Origin of Series: Author(s), position(s), address (organizat.ion)

Report compiler(s), position(s), address (organization)

An incomplete list of contributors' is in the files.

Rela tionsh~p of Series: Files created for (person, office, group), related series
(where and tl.tle), final report (\.,hereand title):

Final reports are two briefing books, one for the Secretary of Commerce and the other

for the Secretary of Labor.

The final report on the Postal Service is stored in the law firm of Millstein Inc. in
N.Y.C.

Prepar-ed by: Chris Becht , Date 10/28/76 Phone 404-656-2360



r-,-', r-~' •'-' ,"

---.----------- ,--------------------------
International Security P! dnn j ng (?rOL:p Record Ssries Title:

28th Floor NBG Bldg.; 34 P'tree St.; Atlanta
(Acd,ess)

Option Papers Correspondence Fi Ie Summer '7

Tony Lake
(Coord i ;1::1-0,)

Matt Schaffer

(Coord inator)

Series Location Quantity:
I cu. ft.

Cabinet Number(s): R-3

DrmverCs) :

Contents of Series: Physical forms of records, types of documentation (reports, working

papers, printouts), major subjects, significant features, classified information,
duplicatio:l (\'there):

Letters of transmittal which accompanied the option papers or letter which sol icited

the option papers. In some cases correspondence summarizes or clarifies main point

of option paper.

Arrangement of Series: Fi Ie arrangement, sub-series, auxiliary fi les, indices (where and
describe):

Alphabetically by correspondent.

Origin of Series: Author(s), position(s), address (organization); report campi ler(s),
position(s), address (organization):

Approximately 150 persons sol icited for option papers. A list of contributors of

option papers is attached.

Relationship of Series: Fi les created for (person, office, group); related series (where

and title); final report (where and title): .

These fi les were created in preparation of Foreign Pol icy Option Papers File.

Prepared by: Ron Raven and Chris Becht Date 10-6-76 Phone 656-2379
(404)

DO .~OT DESTROY ANY PLANNING GROUP FILES



! '.',-

ft.
Quan-:-ity:

I cu.

J

IG:::::IC :::e\a:n~~;1 ;i:~Correspondence MayD~,

I ,.. . I ••
:J8rt-2S LocaTlon

I Cabinet:·!umberCs): R-2

I n-a'''c.~(s)-i ~l )rl.,.j I" •l
4

records, types of documentation (reports, working

significant features, classified information,

(Coord inatoi')

Intern?tional Security

(Coord inator)
Matt Schaffer

Tony Lake

28th Floor NBG Bidg; Atlanta, Ga.

e :C';ddress)

Contents of Series: Physical forms of

papers, printouts), majoi subjects,
dupl ication {where):

Correspondence from general publ ic informing the planning group at foreign pol icy
issues and solutions. Occasionally, articles or papers are included with these letters.

Arran£ement of Series: Fi Ie arrangement, sub-series, auxi Iiary fi les, indices (where and
describe):

By subject.

Origin Gf Series: AuthorCs), positionCs), address Corganization); report compi lerCs),

positionCs), address Corganization):

General publ ic Cunsol icited).

Relationship of Series: Fi les created for Cperson, office, group); related series (where

and title); final ~eport (where and title):

Some correspondents were requested to submit option papers, and these are in Foreign

Pol icy Option Papers Fi Ie.

Prep3red by: Ron Raven and Chris Becht D3te 10-6-76 Phone 656-2379
(404)

DO ~JOT DESTROY Ar~Y PLAN~llNG GROUP F r LES
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Quantity:
, -L--Lo;::a, IonSeries

Cabinet ~·~u{:1ber (s): 0-2

Natural Resources and Energy Fi les

(Coord inator)
Joe Browder

Jja~-~~_~1~9sources P :,-,,-::-,r: - ;-O-~J--1
28th Floor NBG Bldq; 34 pltree St; Atl~nta i

(Address) I

(Coord inator) Dravieds) :

Contents of Series: Physical forms of records, types of documentation (reports, working

papers, printouts), major subjects, significant features, classified information,
dupl ication (where):v

Papers concerning feasibi Iity of including U.S. Forestry Service and Oceanic and Atmospheric
Administration within mission of the Department of Interior. Included are budget in brief;

correspondence; memos to Jack Watson; notes and drafts of papers on Energy Conservation,

Energy Conversations, Energy Research and Development, Forest Service, Coal International

Energy Pol icy and Water Resources. Also included are Option Paper Fi les containing list
of lawyers' prel iminary legal opinions, Governor Carter's speeches, League of Conservation

voters, pol icy planning office, Carter-Mondale Campaign Fi les.

Arrangement of Series: Fi Ie arrange~ent, sub-series, auxi Iiary fi les, indices (~here and
describe):

Alphabetically

Origin_~! Series: Author(s), ~osition(s), address (organization); report campi ler(s),
posITlon(s), address (organization):

Working with coordinator:
Author Position

Katherine Fletcher - staff scientist from the Denver Office of the Environmental Defense

Fund (on leave)

S. David Freeman - energy consultant to the US' Senate Commerce Committee (on leave)

James Rathlesberger, Vice President of the Limestone Institute (on leave)

Sol icited views from prominent natural resources and energy agencies, citizens groups,

state and local governments, industry and labor, academic community and congressional staffs.

Relationship of Series: Fi les created for (person, office, group); related series (where

and title); final report (where and title):
Worked with TIP Program to establ ish job descriptions for jobs relating to this area of

r~sponsibi Iity. Final reports wi II go to: Environmental Protection Agency; Federal

Energy Admn.; Energy Research and Development Admn.

Copy of report placed in Central Fi Ie. Also, relevant data on positions in Positions Fi Ie.

Prepared by: John Dunn Date 10-8-76 Phone 656-2379
(404)

DO ~IOT DESTROY ANY PLANN ING GROUP FILES
'>



AIDIDITIONAL NOTES:

The Natural Resources Group is responsible for developing detai led information concerning

the legislative, executive, and other pol icy actions that would be options for Governor

Carter in carrying out his programs in the areas of national energy pol icy, conservation

of natural resources, pollution control, water resources management, and other environmental

and resource management responsibi Iities of the federal government. The pol icy areas

given priority attention have been options for development of a new national energy policy,

including a new emphasis on energy conservation, new energy research and development

priorities, a national coal production and use program, and reform of the water management
programs of the Corps of Engineers, Bureau of Reclamation, and Soi I Conservation Service.

The Natural Resources Group also participated in recommendations for reorganization of

federal energy and natural resource agencies, and in developing criteria tor the top

federal resource positions, as well as in gathering suggestions tor people to be considered

for the key federa I natura I resource jobs.

~.
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------------_.-------------------------------~ ..--------------------------------------
Talent Inventory Prcgrcr'1 CTIP) P!~ .•ni,;·.::S'-Cl.:J

Nat' I Sa~k of Ga. Side., Suite 2811

34 Peachtree St. (A.dG;ess; ~~.'..I.; Atlanta

Richard C. D. Fleming CDick)
(Coord inaTor)

Rec~rd Series Title:

Source/Reference Files

Series Locat!on

CabineT Number(s): H-4

Da~

Aug. '76

QuanTity:
t cU~ fT~

(Coord inator) Drawer<s): I (in 4-drwr., cabinet)

Contents of Ser ies: Physi ca I forms of records, types of doCumentaTion (report~~ \'iorking
papers, printouts), major slJbjects, sign i f i cant features, cl ass if ied in forma-ti on~
dupl ication (where):

This series consists of fi Ie folders contaLning background search informaTion on
individuals having potential as either references or as sources of talenT,. such
as government officials, recognized authorities in particular fields~ university
professors, etc. Each folder contains correspondence, Source Reference Data· Forms,:
reports, etc. [Th i s f i Ie does not i ncIude final eval uati ve information -- onl y
potential.J

Arrangement of Series: Fi Ie arrangement, sub-series, auxi I iary fi les~ indices (where and
descri be) :

Fi les are arranged alphabetically by nameof individual. Inde~ (see separaTe invenTory form)
IS arranged by area of expertise/experience and by geographical location.

Origin of Series: AuthorCs), position(s), address (organization); report complter(s)~
position(s), address (organization):

Input to fi les received from TIP Coordinator, Dick Fleming, and from outside solicited
and non-solicited sources.

Fi Ie system designed by Arthur Anderson, Inc.
Fi les maintained by Laura Hardman, Supervisor, TIP Processing.

Relationship of Series: Files created for (person, office,. group);:-reTated series---C\'ihere
and title); final report (where and title):

Fi les provide input to Position Description Fi les, Central TIP Fi les, and High Priority
Position Files (for Presidential Briefing Book)•

.;-

Prepared by: Mary Ha II Date 10-6-76 Phone 656-2360
(404)

DOW0TDESTROYANYPLANNINGGROUPFilES



, . ~., ~:':?':' P~L..~c"r

------------- ~

Talent Inventory Progr~~ (TIP) P!2~ni~~ 8~CL8

Nat'l Sank of Ga. BidS., Suite 2811

34 Peachtree St. (Ad~ress) ~L:/i.; Atlanta

Richard C. D. Fleming (Dick)
(Coord i;lator)

R8c~rd Series Title:

Source/Reference Files

Seri es Locat! on

Cab inet Number< s): H-4

Aug. '76

Quant-it-y::
I cU~ fT~

(Coord i nator) DrawerCs}: I (in 4-drwr.: cabinet)

Contents of Series: Phys ica I Torms of records, types of doCumenTat ion (reports-,\'iorking
papers, pri ntouts), major subjects, sign i f ican-r features, cl assi fi ed, informati on I" '

duplication (ihere): '

This series consists of fi Ie folders containing background search informat-ion on
individuals having pot-ential as either references or as sources of talent, such
as government off icia Is, recogn i zed authori ties in particu I ar fie I ds'" un ivers ity
professors, etc. Each folder contains correspondence, Source Reference Data Forms~
reports, etc. [This fi Ie does not include final evaluative information -- only
potential.]

Arrangement of Series:
descri be) :

File arrangement, sub-series~ auxiliary files,.. indices.. (where arrd
'\

Fi les are arranged alphabetically by name of individual_ Inde~ (see separate' inventory form)
IS arranged by area of expertise/experience and by geographical location.

Origin of Series: Author(s), position(s), address (organization); report' compilerCs>"
position(s), address (organization):

Input to fi les received from TIP Coordinator, Dick Fleming, and from outside sol ietted
and non-sol icited sources.

Fi Ie system designed by Arthur Anderson, Inc.
Fi les maintained by Laura Hardman, Supervisor, TIP Processing~'

Relationship of Series: Files created for (person, office •.. group); relaTed series-Cwhere
and title); final reporT (where and title):

Fi les provide input to Position Description Fi les, Central TIP Fi les, and Cligh Priority
Position Files (for Presidential Briefing Book).

Prepared by: ~.lary HaII Date 10-6- 76 Phone 656-2360
(404)

00 :.f0T DESTROYANY PLANNING GROUPfiLES



Business =nd Labor

28th Floor ~BGBldq; 34 p1tree St.; Atlanta
(Address)

?acord Ssrfss Title:
Department of Transportatlon

Planning Files

Dc

Aug. '7e

Chester DavenDort
, (Coord inata,)

Seri e5 LaceTion

Cabi net NumbsrCsJ: R-7

QuanT I TY;- _

(Coord inator) - Ora\</er(s); 1/2 (in-Z-drawer cabine.tl

Contents of Series: Physical forms of records, types of documenTaTion (reports~. \'iorking
papers, printouts), major subjects, significant features~ cfassified informaTion,..
dupl ication (~here):.,-

Fi Ie contains research notes, working papers, reports and related correspondence concerni.ng
urban mass transit; airbags; air transportaTion regulations; railroads; mariTime- industry;
and Concord. Also included is a briefing book prepared by the Secretary or Transportation
Boyd for Secretary of Transportation Volpes.

Arrange~ent of Series: Fi Ie arrangement, sub-series, auxi I iary ii les. indices (where: and.
descri be) :

Alphabetically by subjeCT.

Origin of Series: Author<s), position(s), address (organ.ization};.. repor"T comp:ileds)>>­
position(s), address- (organization):

The namesof the reports' authors are I isted and fi led in folder labeled "Progress
Reports. "

Relationship of Series: Fi les created for (person, office •. group); related series (where
and title); final report (where and title):

The final report created from this series wil I be for the Secretary of TransportaTion.
These fi les relate to government regulation fi les. Final report to be in central fire.

.
DO~lOTDESTROYANYPL,AJ!~~INGGROUPFILES

Prepared by: Rnn R(lVAn::'Inri rhri c; RAc:ht Date 10-6-76 Phone 656-2379
l404)



"Authors Li.st " from Progress Reports Fi Ie

ATTITIONAL NOTES:



, - ...• - ~.~

Cor:munity & Human Development Planning (roup

28th Floor NBG Bldg.; 34 P'tree St; Atlanta

(A.jdress)

Chester Davenport

(Coord inator)

(Coord inator)

Recc.d Series Title:

H.U.D.Planning Fi fe

Series Location

Cabinet Number(s): R-8

DrawerCs): 1/21 cu. ft.

. Aug. '76

QuanTity:

Contents of Series: Physical Torms of records~ types of documentation (reports, working

papers, printouts), major subjects, significant features, classified information,

dupl ication Cihere): .

Fi Ie contains research notes, working papers, briefing notes, unsolicited studies,

so Iicited opt ions papers, admi n r strati ve memoranda, a fina I report, and rei ated

correspondence concerning the housing industry,. housing production, pricing,. urban

housing and other special housing' needs.

Arrangement of Series: Fi Ie arrangement" sub-series, auxil iary fi les~ indices (\'1here and
describe) :

Alphabetically by subject.

Origin of- Series: Author(s),. position(s), address.(organization); report compiler<s),.

position(s), address (organization):

The authors of the solicited reports are listed and filed in folder labeled "Progress

Repo rts" •.. ~

Relationship of Series: Files created for (person~ office, group); related series (where

and title); final report (where and title):

Fi les may relate to Larry Bai ley's Domestic Program Planning Files. Final reports

to go to central fi Ie and wi II be a briefing book for the Secretary of H.U.D .

...

Prepared by: Chris Becht and Ron Raven Date 10-6-76 Phone 656-2379
. (404)

00 t>.lQTDESTROY PNY PLANN ING GROUP FI LES



IlAuthors' List" from Progr-ess Report Fi Ie

.•..

A TTI T I ONAL NOTES.:



28th Floor NBG Bldg; 34 pltree St.; Atlanta-----------------~-------
(,;dd ress)

BUdget Analysis File Aug. '76

Bruce Kirschenbaum

(Coord inator)
Bo Cutter

Series Location QuanT!ty:
I cu. ft.

Cab in9t Num03r( s): Unnumbered

(Coordinator) Open fi Ie on desk

series (where

I
Contents of Series: Physical forms of records, types of documentation (reports, working

papers, printouts), major subjects, significant features, classifiedinfoIT~!at·ion,
duplication (\'l,here):

Fi Ie contains drafts and alternates for budget and appropriations. Also included

are briefing notes and publ ished Congressional Reports.
Major subjects include:

Defense, General Science, Space and Technology, Natural Resources and

Environment, Internal Affairs, Agriculture, Health, Income Security, Interest,

Revenue Sharing, general government, Community and Regional Development, Education,

Training and Social Sciences, Law Enforcement and Justice, Commerce and Transportation,

Veterans Benefits, Planning.

Arrangement of Series: Fi Ie arrangement, sub-series, auxi Iiary fi les, indices (where and
describe):

By agency of federal government in a numerical-subject order. Two folders and

general overview information. List of agency code numbers indexes agency to

budget appropriations.

Origin of Series: Author(s), position(s), address (organization); reporT cornpiler<s),
position(s), address (organization):

Viritten andcompi led by Coordinators.

Bruce Kirs<.henbaum: Washington representative for New York City

Bo Cutter: Washington Post; Washington, D. C.

Briefing notes from interviews with Senate and House Budget Committees and

Brookings Institution staff.

Relationship of Series: Fi les created for (person, office, group); related

and title); final report (where and title):

Series receives input from al I other planning groups. Records related to budget

matters, but not to substance of the other programs. Final recommenda~ions duplicated
in central fi Ie.

Prepared by: Ron Raven and Ch ris Becht Date 10-6-76 Phone 656-2379
(404)

00 ~IOT DESTROY ANY PLAN~!ING GROUP FILES
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List of ~ge~cy C2Ce numbers for budget

ATTITIONAL NOTES:



-----!1

lnternat;o~al SecJrity

26th riGor i'33 8ldg; Atlanta
(A~,:; r2ss)

Record Serr8s Tit!e:

Foreign Pol icy Option Papers Fi Ie Aug. '7(

Tony Lake
(Co:)rd inatod

Matt Scheffer

(Coord i nator)

Series Location Qucntity:
2 cu. ft.

Cabinet NumberCs): R-I

Contents of Series: Physical forms of records, types of documentation (reports, working

pa~efs, print~uts), major subjects, significant features, classified information,
dL.:f)1 ication (\'there):

Fi Ie contains sol icited option papers on fol lowing major subjects: foreign pol icy,

defense, intell igence, international economics and organization considerations.

ft, final report on each topic is prepared and a briefing book.

Arra~~s~ent of Series: Fi Ie arrangement, sub-series, auxiliary fi les, indices (where and
describe) :

Fi Ie is arranged by subject and geographical region. 50 subjects are included in option

papers. Index is attached.

Orisin of Series: huthor(s), position(s), address (organization); report compi lerCs),

position(s), address (organization):

Sol icited from 150 persons (col lege professors, mi Iitary persons, research institution

personne I, lawyers, etc.) -- list to be attached.

Matt Schaffer - PhD in Social Anthropology, African expert

Tony Lake - former career foreign service officer

Relationship of Series: Files created for (person, office, group); related series (where

a0d title); final report (where and title):

Created for President-elect, Secretary of State and Secretary of Defense. Created

in conjunction with economics coordinator, talent inventory program coordinator, government

organization coordinator. Final report on each major subject is dupl icated in central fi Ie.

PreJcied by: Ron Raven and Chris Becht Date 10-6-76 Phone 656-2379

DO ~OT DESTROY ANY PLANNING GROUP FILES
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COl1tents List

List of contributors of option papers

ATTITlONAl NOTES:



-i!eapons
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Korea

Vietnam

U.S. De~lo~ents

China

Japan

~:,'~raJe :
:::eneral

::ATO Strategy
Tactical Nuclear

a)
b)
c)
d)

~'lest8rn

S3.st-'J~~t :blations
a) Soviot - U.S. ~8lations: CV8~view
,--) US S "+'-'1"+ -'-.j.' '"CJ •• - .OVl:3" .'.l_l"ary a8.l2.t.,lonSr1l?
c) E~stern Zurope
d) East-'iTe st 'Trad e
The Defense Budqet and U.S. Hilitary Posture
Arms Cont~01 Issues
a) SALT
b) Nuclear Test Ban
c) Nuclear Proliferation
d) ~onventior~l Arms Sales
}liddleSast; Asia: 1kstern SurOP9
Hiddle East:

a) Arab - Israeli Dispute
b) l-ebanon n

c) Greece and 'Turkey

d) U.S. ~rrlita~JPosture
Asia:
--a)

b)
c)
d)
e)

Dr.

II.
III.

'I.

II.

T:':.

I~tern~tia~al ~cnnn~ic ~nlicv

a) International Trade/Nego~iations
b) International /onetary Policy

) T+~~,..,..,·; ""ll.-""--+''''t.' (:·"1+··-t4 - Jc J.n__c'~ __",t._o."a .• Te",,,m~n •.·.u~"l"a -,-ona_
?elatil')~_:; with the DeveloDin;;: ',;o!"ld

) r. 1:)"'"a uenera_ .,8J.at.lons
b) Devclop~ent Assistance
c) CO",,"'lodi ties
d) Overhangin~ Debts

) U" .•._.J "T +"e nl,,~ ~a"lons

f) U ~ vyj - '" t, "•.'). a. ~ L9. t.ln _.Clerlca
g) Fa.l':3.:na Canal
,) .., • " 1\ ••••n ~out.nernnlrlca
Oth8!' _~·!lltile.te~al Is::;u<3s

Corporations)

L2.w of the Sea
Agricultural Policy
2nergy
'" "
18'Crarls:n

~!III. Cr2:arri~~tion?.l Issues
a) rati~::1·3.l Security ?olic~r:~-,'1ki:1g
-) ..., . ~ " 'I t ~ ,.~ '\" L " 1 C', ..o r Or'·~lJ~ ~COnO:?1lC ay:a :1 9 ...-....e-::e:-:.J.ence l..ssues: (Jr~:J.nl'~av.la!1a _101CGS0- •

c) D9~~rt29nt of St~t9
d) -nr-"~J,,:.,..,.r·.,n."lt_ of n~?o""~a- -' ..., __ -'- •••••• ..,.,~ •••••.••••• ,-' .•... '-'" ••.••..•• ..J

e) CrS:"'.nization 2.rD Conb'ol of thl;? Intelli;:3nc~ CO~:1Ul':itv-- - ~



I
GOVERNr~ENT

ORGANIZATION

~'Jhite House

\ Memo & Execu­
tive Office

Memo File

CARTER/MONDALE POLICY PLANNING GROUP

J a c k H \ \~at son? Jr.,

Central Files Option Papers Files
Central Files Correspondence Files

Central Files Memorandum File

FUNCTIONAL FILE AREAS

II IIIIVV

COMMUNITY & HUMAN

BUSINESS ANDINTERNATIONAL

DEVELOPMENT
LABORSECURITYECONO~lICS

.

.~

Issues and Admini-
Dept.of Trans .•.Foreign PolicyBudget Ana-

strative Papers

p 0 r ta ti 0 n P 1 an .•.Option Paperslysis File
F i1 e

ing FilesF i 1 e VI

NATURAL

RESOURCES

Natural Re­

sources and

Energy Files

V I I

TAL un
INVENTORY

PROGRAM

Presidential Appoint­

ment Briefing Book

Transition

Memorandum

F i 1 e

Gov1t. Re­

organization

Planning Files

Independent

Regulatory

Agency Option

Paper

Independent

Regulatory

Agency Brief­

ing Papers

Housing & Urban

Development Plan­

ing File

Domestic Programs

Planning Files

Health, Welfare
& Criminal Justice

Options Files

Youth and Education

Option Papers Files

Business and

Labor Planning
Files"

General Foreign

Policy Corre­

spondence

Option Papers

Correspondence
F i 1 e

Economics

Option

Policy Paper

Option Paper
on OMS

Tax Reform

Option Paper

High Priority Posi­
tion File

~~a s t e r I n d exT I P
Central F"iles

Non-professionnl Files

Inactive Files

Source/Reference Index

Source/Reference Files

Position Description
Files



.l:'UL.lCYPLANNING

BUSINESS AND
LABOR---

I
C=OVERNHENT

ORGANIZATION

II
CO~~UNITY & HUMAN

DEVELOPMENT

III
JACK H. WATSON, JR.
FUNCTIONAL AREAS

IV

INTERNATIONAL
SECURITY

v

ECONOMICS

VI

NATURAL
RESOURCES

VII
TALENT

INVENTORY
PROGRAM

Job Descriptions

Dick Fleming
Bob Etchison
Tom Reston
Jeffalyn Johnson
Laura Hardman

Katie Beardsley
Harrison \\Tellford

Civil Service

Federal/State/
Local Relations

Larry Bailey""
Sharlene Hirsch**
Joe Levin***
Chester Davenport****

Dick Fleming++

Community Development*

Courts and Criminal ***

John Harmon
Curt Hessler

Business

Consumer Affairs

Tony Lake
Matt Schaffer

Defense

Foreign Policy

Bo Cutter
Bri.1ceKirschen­

baum

The Budget

Economic Plann­
ing (employment)

Joe Browder

Kathy Fletcher
Dave Freeman
Jim Rathles-

berger

Agriculture
(Farm POlicy­
Harr~son Wellford)

Candidates for
50 Positions

Top

Lobbying

Reorganization

Arts & Humanities**

Economic Development*

Governuent Regu­
lation

Immigration

Intelligence

International
Trade

Tax Policy &
Reform

Wage & Price
Policies

Agriculture

Environment

Candidates for Top
200 Positions

Talent Inventory
Process

White House Staff

Structure

Code of Ethics

Education**

Employment·x

Youth Employment**

Employment Discrimin"",
atiC5fl*.

Volunteerism**

Aging**

Health***

Housing****

Child Development**

Income Maintenance &
Welfare Reform***

Indians***

Public/Private Urban
Reinvestment*& ++

Labor

Liability &
Insurance

Postal Service

Science & Re-
se,arch

Space Program

Transportatlon

(Chester Davenport)

Federal/State/ Public Works
Local Fiscal
Assistance

Monetary Policy

..
State & Local Fi-
nancial Markets

Talent Search

\

Compensation
"Issues

7
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__ O_tficeManager for

Jane Hansen
(Coord inator)

Mimi Owens
(Coord inatar)

?2~ord Series Title:
Central Files

Correspondence Files

Series Location
Receptionist Office
Cabinet Number(s):

Dral,~er(s): one- (1)

10/26/76 0:=-

Quantity: 1 cu.

Conten7S of Series: Physical forms of records, types of documentation (reports, working.
pai:e;-s, printou.ts), major subjects, significant features, classified information~ ­
dupl i~=tion (~here):

Copies of correspondence between members of the Policy Planning Group and officials­
throughout the country concerning subject matter being studied by the Policy Planning
Group. List of subjects is filed in Memorandum Files. Also included in the file
are copies of form letters used by various members of the Planning Group.

f..rraj"i;s'":;?rlt of Series: Fi le~arrangement, sub-series,. auxi I iary fi les~ indices (where and.
dasc.;- i :a) :

Alphabetically and thereunder chronologically.

Origir: .~~ Series: A~thor(s), ~osition(s), address (organization); report compi ler\s),
pOSi: ion(s), address (organization):

The papers were originated by various officials throughout the country who are interested
in the Carter Campaign. Also replies to the papers are from various members of the
Planning Group, especially· Jack Watson.

ReJatic:iship of Series: Fi les created for (person, office, group); related series (where
and title); final report (where and title):

Copies to: Watson File
Sugarman File

Date Phone---------- -----
DO ~OT DESTROY ANY PLP.NNlNG GROUP FILES

~



·--- --

Office Manager for

(Address)

Jane Hansen
(Coord inator)

Mimi Owens
(Coord in:ltor)

Central Files

Option Paper Files

CabineT ~umber(s):

Dra':lerCs):

10/26[76

Quan~ity:

Contents of Series: Physical forms of records, types of documentation- (reports, working
papers, printouts), major subjects, significant features, classified information,
dupl ication Cwhere):

Copies of option paper files (plus extra copy) prepared by coordinators-and on subjects
listed on enclosure. As option papers are revised they are filed in a separate Group.
included with this series is a block book titled "Government Organization Materials."
It-is from Jack Watson to Jimmy Carter, dated 9/4/76•

.Arrangement at Series: Fi Ie arrangemenT, sub-series, auxi Iiary tiles,. indi.ces (where. and
descr; be) :

.Chronological

Origin of Series: Author(s), posiTionCs), address CorsanizaTion)~ report compilerCs)~
position(s); address (organization):

Origin of papers is shown on attached list.

Mimi H. Owens.
4103 Club Dr., NE
Atlanta, Ga. 30319

Jane·Hansen

1327 Harvard Rd., NE, Apt. 2
Atlanta, Ga. 30306

Relationship of Series: Fi les created for (person, office, group); relaTed series (where
and title); final report (where and title):

copies to: Jack Watson
Jule Sugarman

Prepared by: .It n~,- Dete Phone _

DO ~T DESTROY ANY PLAN~! I NG GRGUP F t. LES



Office Manager for

(Address)

P! ],n i :l:] 1:,0(,;:; ?ec~rd S8ri85 Title:

Central Files *Memorandum File

10/26/76 D-

Mimi Chvens

(Coord inator)
Jane Hansen

(Coord inator)

Series LocaTion
Receptionist Office

Cabinet Numbar(s):

Dra\'ierCsl: one. (I)

QuanT ity:. ~ cu.

Contents of Ser'ies:, Physical forms o,f records, tYDes of documentation (reports, working
papers, printouts), major subjects, significant features~ classified informaTion~
dupI ication <.,J.,here):

*Copies, of memorandums circulated among and between Policy Planning Group covering all
subjects studied by Group. '

Included as part of the series are General Office files covering lease space~ status
reports, coordinators, correspondence rules, budgetf campaign publications~ extra
copies, distribution lists, newspaper articles, sign-out sheets and personnel listings
arranged alphabetically.

Arrangement of Series: File arrangement, sub-series, auxiliary files,. indices (where and
descri be):

*Alphabetically by name OL policy group member.

m-i gin of Ser res: AuthorCs),. pasiti onCs), address (organ i zat ion);. reporT campi led s1,...
positionCs), address (organization):

*By all members of the Policy Planning Group.

Relationship of Series: Files created for (person, office, group); related series ('.'/here
and title); final report (where and title):

*nrST - Jack Watson

Jule Sugarman

*Applicable onl

Prep:=red by: Date

DO ~OT DESTROY ANY PLJ\NN I NG GROUP filES
..•

Phone


