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His address, as I see it, was a
statesman's overview of international
developments through the 1last forty
years, and of our need to recall and
cherish past wisdom as we face current
dangers.

Appreciating your interest in
President Ford and the Library and
Museum which bear his name, the
Foundation is pleased to send along this
copy of his address on that historic
occasion.

/ cerely, \

Robert P. 'Griffin
Chairman

13999 West Rav Share Drive. Travearse Citv. Michigan 49684
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July 16, 1986

Mr. William Ball, III
Assistant to the President
for Legislative Affairs

The White House
Washington, D.C. 20500

Dear Mr. Ball:

I am contacting you at the request of my constituent, Mr. Russell Holter.
R. D. #1, Box 65A, Howard, PA 16841.

Mr. Holter has requested that I obtain for him the addresses of the
following Presidents: President Gerald Ford, President Richard Nixon, and
President Jimmy Carter. Mr. Holter has informed me that he is writing a
book and is most interested in contacting these former Presidents for their
input.

I would greatly appreciate your assistance in this matter. Kindly send
the information to my State College district office at the above address.

Thank you “or your help.
Kindest regards,

Tncgreim,

WILLIAM F. CLINGER, JR.
Representative in Congress

WFC/sjg



THE WHITE HOUSE

WASHINGTON

May 29, 1986
Dear Miss Sheldon:

Food Service Cooraliinatcor.

Please let my office know if there are
any changes to this schedule, or if we
can be of further assistance.

Sincerely,

K s 7

RICHARD P. RILEY
Director
White House Military Office

A
Miss Sharyn Sheldon
Office of the Honorable Gerald R. Ford
Post Office Box 927
Rancho Mirage

Palm Springs, CA 92270
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Every day of the year thousands of letters to the President
pour into the White House mail room. "Dear Mr. President: Our
teacher told our fourth grade class that each of us had to send
you a letter. This is mine."™ "Dear President Ford: You jerk.
Why did you pardon that crook Richard Nixon?" The examples are
endless--serious to bizarre, all ages, all colors, an infinite
variety of subjects. The question before us today is: What
happens to all these "Dear Mr. President'" letters? Or, to put it
more professionally, what are the appraisal procedures for
general public‘opinion mail to the President?

In answer to this question, I will describe two major
dispdsal projects at the Ford Library. One project covered
general bulk opinion mail, and the other a variety of more narrow
issue correspondence and children's letters. I will also
describe, as a contrast, the current practices of the Reagan
White House for handling similar public opinion mail. My
presentation will conclude with observations on some of the key
principles involved in disposal activities.

During the Ford administration, the White House handled the
President's general bulk mail in a straightforward manner. The
Correspondence Office staff scanned each public opinion letter.
Some they chose not to acknowledge, and some they selected to

receive standard form responses. After hand tabulating the



subject of each letter, the staff dropped the incoming items into
boxes labeled bulk mail, unorganized except by general topic.

The Ford Library started with 2100 cubic feet of this bulk
mail, approximately 25 percent'of our original holdings. Much of
it was public comment on issues: for example, 20 feet of mail on
Ford's choice for vice president, 95 feet on the WIN (Whip
Inflation Now) program, and a whopping 211 feet of comments on
the pardon of Richard Nixon. Much of it was not related to
specific issues: Christmas cérds, wedding invitations, baby
announcements, and requests for autographs, photographs, and
birthday greetings, for example,.totalled over 320 feet. The
sheer volume of material overwhelmed the Library's initial
temporary warehouse quarters. President Ford's deed of gift,
however, established a basis for disposél of material of low
historical value. We therefore decided to discard as much of the
material as possible before the move to our permanent Library
building in 1980.

After sorting the material according to rough subject areas,
the staff launched into the core activity of the Library's
disposal program: a box by box survey of every bulk mail
container. Descriptions of the material in each box included
quantity, document types, arrangement, subject matter, date
spans, geographic distribution, attachments, and any notations
made by the White House staff.

Based on the survey descriptions, we then drafted disposal
request memoranda for each major subject. The memoranda were
sent for approval to the Archivist of the United States, who has

the ultimate authority over all our disposal actions. Each



memorandum described the material surveyed, gave the Library's
justification for disposal, and recommended specific sampling or
retention guidelines. After the Archivist approved our requests,
we carried out the sampling procedures. The final step in the
disposal process was the actual destruction of the now-
superfluous material. We oook the mail to a waste paper piant in
Detroit for shredding into little pieces. After undergoing a
chemical decomposition treatment, the miracle of modern
superglues transformed the remains into wallboard for housing
construction. (This method of disposal, of course, gives obvious
new meaning to the advertising slogan, "Is there a Ford in your
future?")

Sampling was a significant part of our bulk mail disposal
process. We made specific judgments on a case by case basis
about the size and type of items to save, and the sampling
technique to use. In making the judgments, our overriding .
concern was future research interest: How would researchers use
the material? What questions would they ask of it? OQur sampling
methods therefore differed according to the type of mail
involved. We kept no sample of crank letters--the kind of mail
that the Secret Service normally handled. 1If all the items were
identical, we retained only a handful--of 600,000 form postcards
on common situs picketing, only five remain. In cases such as
Christmas cards, we selected only those from celebrities and
heads of state for possible museum display. In dealing with more
thoughtful issue mail, our samples ranged up to 5 percent, with
the same percentage of pro and con letﬁers and the same

proportion of differing document types as the whole. For



example, we saved 5 percent of the 92 feet of mail relating to
Betty Ford's cancer surgery.

The results of the Library's bulk mail disposal project are
dramatic: we discarded approximately 1775 feet of material. The
project was a major savings to the Library. Our records show
that we averaged one hour of staff time for every foot of mail we
threw out. While a considerable expenditure of resources, this
is a great many hours less per foot than it would have cost for
regular, full processing. Reéearchers likewise benefited.
Instead of being intimidated by virtually impenetrable masses of
mail, they.ha§é”a mdré manageaBle éméunt of material to go
through. And to backup their research, they have available for
study the detailed documentation which the Library maintained for
all disposal cases: survey records for each box, disposal
request memoranda, description of sampling procedures with box
lists and guantities for each sample, finding aids for the
samples, and disposal certificates to show exactly what was
destroyed.

Let me now turn to the Ford Library's more recent disposal
project. The Correspondence Office and other staff offices sent
to the White House Central Files a large quantity of oversized
items and document cases. The Central Files staff assigned each
bulky item or case a discrete control number, and stored the
material separately under the title Oversize Attachments. For
control purposes they kept a running account of assigned numbers
in a bound volume, and filed all necessary supporting paperwork

in the regular Central Files subject and name files.



The Ford Library's 550 feet of Oversize Attachments, or OaA
for short, seemed to us to be an obvious candidate for a disposal
project. The good news was that, unlike the bulk mail files,
there already was some documentation on each OA item or case, the
material was arranged in str%ight numerical order, and the
material included occasional items of consequence. The bad news,
however, was that the OA material was in need of genéral
preservation work; was too unwieldy to be of use to researchers,
and was made up primarily of Qidely diverse, low level, general
public correspondence--school children's mail, multiple signature
petitions, gift books, cassette tépes, phoh&graph records,
photographs, and miscellaneous three-dimensional items.

OQur plan of attack for Ovérsize Attachments was really a
three-in-one preservation/arrangement/disposal project. A
Library volunteer, under direction of the archiQes staff, went
through the OA material item by item in numerical order. He
segregated all non-manuscript material--books, audiovisual items,
and museum memorabilia--into their own boxes for separate
disposal action. He also segregated for disposal two types of
manuscript material: 86 separate cases of adult petitions and
form letters, a total of 55 feet, with cases ranging from 75
items to 15,000 items; and 2850 cases, totalling 85 feet, of
children's school mail. For items remaining in OA, he removed
all clips, binders, and bands and placed each case or item into
its own acid-free folder.

Because the Central Files already contained information on
the OA cases, our disposal documentation was not as elaborate as

for the general bulk mail file. For each non-manuscript item



removed for disposal, the volunteer filled oﬁt a form with a
simple description of the item. 1In the case of books, for
example, it consisted of a full bibliographic citation. For each
case of adult mail, he filled out a disposal survey form with
ipforma?ion.on subject, date span, quantity, document type, and
arrangement;' | | |

Just as we did with the bulk mail file, we have retained
sampies of the material set aside for disposal. Again, our
primary criteria for retentioﬁ, applied on an item by item basis
by the archivists directing the project, has been to save
material with potential research or exhibit value. How many

books such as How to Raise and Train a Llasa Apso do we need?

How many poor quality cassette tapes of little Johnny playing the
piano do we need? How many examples of assorted broken jewelry
and buttons packed in talcum powder do we need? How many copies

of the 5000 clipout coupons from the National Enquirer requesting

President Ford to prevent cruelty to puppies do we need? How
many letters composed by school kids as class assignments do we
need? Frankly, we have not had difficulty making our judgments.
And in the case of school children's mail, we streamlined the
decisions by simply saving every twentieth case, a straight 5
percent sample.

The result of all this work--including over 1000 hours put
in by the Library volunteer--is a vast improvement in the
Oversize Attachments file. The disposal aspect of the project
certainly is important. We are reducing the file from 550 feet
to 225 feet of material, with a concurfent savings of supply

costs, shelf space, and staff time. Equally important, the



collection management aspect has transformed Oversize Attachments
into a well preserved, tightly arranged collection, easily
serviced, and readily accessible to reseafchers.- In a word, it
is now useable.

Current White_House procedures for handling bulk mail
provide an interesting contrast to the Ford administration's
experience. Today the Central Files staff is part of the White
House Office of Records Management. Everyone has a terminal on
his or her desk, connected to‘the office's large IBM mainframe
computer. With half the staff size of previous years, and
incoming mail running at GS}OOO'piéCes‘a week, processing of
general public opinion bulk mail now resembles an automated
production line.

Efficiency and speed are the keys to this records management
system. An initial sort of incoming mail quickly determines
which items are more significant and which items need only a form
acknowledgment.. The small percentage of signficant
correspondence--literally dubbed "more important mail"--receives
special treatment. The records office enters identifying
information into the computer, indexes it by Central
Filescategories, and then forwards it to the appropriate staff
offices for response. The incoming letters and copies of
outgoing answers, along with any memoranda, notes, and reports
become a permanent part of the Central Files. &and how does the
staff efficiently and quickly decide what constitutes "more
important mail"? By the return address and paper quality of the
envelope. If the return address indicates the letter comes from

a government agency or major business, or if the envelope is of



high quality with an embossed or nicely printed return address,
by definition the item qualifies as "more important mail."

The great majority of the incoming mail, however, is routine
correspondence from the general public that requires at most only
a form acknowledgment. For éach such item, a data entry operator
keys into the‘éomputer the writer's name, address, and subject,
and then if necessary composes a response by selecting from a
stock of standard paragraphs. A quality control officer checks
the accuracy of the name and address, and sends the response to a
computer printer for producing the outgoing letter, complete with
‘a4digitized.signa£ure.l THe'story is - the same, be it general
opinion mail, requests for birthday or anniversary gréetings, or
children's school mail: from the time the letter comes in the
front door until the form response goes out the back door on the
mail truck, from start to finish, the process is less than one
hour.

After the necessary identification information is on the
computer, the Office of Records Management views the actual
pieces of incoming mail as a space-occupying nuisance. Enter the

A b f ort o mronTh
National Archives. Onee—every two weeks, an archivist from
presidential libraries spends an afternoon going through the bulk .
mail in storage. Depending upon the subject matter, the
@rchivistrremoveszfrom: every: fifthrorusixthezbox=azrandom. samples
totallingrapproximately:l: percentzofzthezwholes The Archives is
retaining the selected items, along with documentation on the
sampling criteria and process, for eventual deposit in the Ronald
Reagan Library. As for the rest of the bulk mail, ohce a month

it is trucked to Fort Meade, Maryland, for destruction.



What can be said about the White House's current procedures
for handling the president's maii? For starters, the procedures
certainly hammer home the éhanges that office automation has made
on the traditional paper record and the work of an archivist.
They also provide fodder for the long-standing discussion of the
roles of records managers and archivists--where do the activities
of the two professions overlap, and how do they fit into a
broader concept of information system coordinators? Finally, the
new procedures mean that future archivists at presidential
libraries will not have to carry out bulk mail disposal projecté.

And future library‘researchers will work with very small samples

of public opinion mail and with very large printout lists of

—
names, addresses, and subjects.P;Z

Our experiences at the Ford Library in handling bulk public
6pinion mail, coupled with the current White House practices,
point to four principles as keys to successful disposal projects.
First, archivists have a professional responsibility to dispose
of material that has marginal historical value. This tenet flows
from the more widely cited principle that archivists should
preserve material of permanent historical value. To accept this
correlative responsibility is to recognize the obvious--it is
simply not possible to save everything. We have to live with the
fact that we will destroy something that someday somebody might
want for research. But we also recognize the tempering fact that
some research questions are more significant than others. It is
not necessarily bad if material does not exist to answer the

trivial, insignificant questions.



Second, archivists have a practical responsibility to
dispose of marginally valuable material. Part of this responsi-
bility is to ourselves beéause virtually all archival
institutions have chronically limited resources. - Discarding
files with little or no research potential saves preciods staff
time, supply costs, and shelf space. Part of this responsibility
is also to our researchers. Well preserved, well arranged, and
well described juhk is still junk. Clearing out the chaff allows
archivists to devote their resources to processing and servicing

those materials of historical value that will actually be used by

researchers.,

Third, archivists need to document their disposal actions.
Written records should begin with the initial decision and Iegal
basis for initiating a disposal project, should end with a signed
certificate showing what was destroyed, and should cover all
points in between. Adequate recordkeeéi;guis essential to-answer
questions about the entire process: What was there in the first
place?. What was disposed of, and how? Why was the material
discarded? Who approved the disposal? How was the actual
destruction handled? Was the material first sampled and if so,
what was the selection criteria and sample size? Documented
responses to these questions meet any legal requirements imposed
by donors, assist archivists in tracking the disposal process,
and provide necessary information for researchers working in the
subject area.

Fourth, archivists need to consider sampling as an integral
part ofAthe bulk mail disposal process. Establishment of what a

sample is to accomplish is a crucial first step. Purposes of a

- 10 -



sample might be to illustrate topics of concern to the general
public and the intensity of that concern, or to display exemplary
or upusual items in an exhibit, or to provide source material for
quantitative research. - Just as important is selecting a sampling
technique from the various options available. The criteria for
making the seiection is closely tied to the purposes of the
sample, and will generally flow from them. Given the diversity
of archival material in disposal projects, archivists should
normally narrow the range of éppropriate sampling purposes and
techniques on a case by case basis. When judgments are
necessary, Ehey shbuld of course be make by the professional
-archives staff. |

The Ford Library disposal projects provide an example of
what goes into the sampling decisions. Our primary purpose has
been to retain enough items in each case to represent and
illustrate to researchers the case in its entirety. A secondary
purpose has been to select unusual items for museum display. Our
sampling technique has been extremely simple--selecting items at
random from boxes which we chose at random and which the Central
Files staff initially filled at random. This technique allows
archivists to make judgments both on the specific sample size for -
each disposal case and also on the selection of special or
unusual items. Moreover, it is easy to implement without getting
bogged down in complicated instructions or mathematical formuias.

The Ford Library has a strong and abiding commitment to
preserving material of permanent historical value while at the
same tihé.disposing of material that has little or no value. Wé

have followed through on this commitment by carrying out two
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major disposal projects on general public opinion mail to the
President. As a result of these projects, we have discarded 2100
cubic feet of material of marginal historical import; By
following in a consistent and careful manner the principles as
outlined above, we are confiaent that the remaining material will

well serve present and future researchers.





