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IX. White House Tracking of National Security Documents

The attached memorandum describes the routing procedures
within the Carter White House for documents addressed to the
President.

Please note the underlined part under (1) ENTRY. It in-
dicates that correspondence addressed to the President from
national security agencies (State, Defense, CIA, ICA, AID, etc.)
bypass the normal White House routing and get delivered unopened to
the office of the Assistant to the President for National Security
Affairs or the NSC Mailroom.

Items from agencies such as Treasury, Commerce, etc. which
could be on foreign or international economics matters are
forwarded to the APNSA or the NSC after they are first opened
and read by the President's Staff Secretary.

The basic NSC agencies (State, Defense, CIA) in fact
deliver directly to the NSC mailroom, the Situation room or
the Office of the Assistant to the President for National
Security Affairs.



PRESIDENTIAL MEMORANDA CIRCULATION

Effective immediately, memoranda sent by Department and Agency
heads to the President will be handled in the following manner:

(1) ENTRY :

All memoranda intended for the President, except those dealing with
national security affairs and foreign policy, 'should be sent to the attention
of the President's Staff Secretary, Rick Hutcheson. The Staff Secretary
will circulate these memoranda to Cabinet members and among the White
House Staff, as appropriate. Establishing this central paperflow point at
the White House will enable all parties to determine precisely the status
of any memorandum submitted to the Pres1dent.

Memoranda from Cabinet members dealing with national security

affairs and foreign policy should be forwarded to the Assistant to the

President for National Secur).ty Affairs for handling within the NSC
decision-making system.

(2) INTERNAL ROUTING

 After consulting with Jack Watson and Stuart Eizenstat, the Staff
Secretary will circulate certain domestic issue memoranda from Cabinet
members among other Cabinet officers who are involved with the issue.

‘The author of 2 memorandum will receive a copy of the routing slip so

that he or she will know who else is being asked to comment. Responses
to such memoranda will be submitted to the Staff Secretary using the attached
staffing form.

(3) DECISION FOLLOW-UP

The Staff Secretary will notify all appropriate parties of the President's
decision with respect to domestic issues. In some cases, the memorandum
will be a summary of the President's decision, prepared by Jack Watson
or Stuart Eizenstat. In the case of memoranda dealing with national
security affairs and foreign policy, the memoranda with the President's decisions
and comments will be forwarded to Zbigniew Brzezinski for appropriate handling,

(4) DEADLINES

Memoranda for the President should indicate deadlines for Presidential
action, taking care to distinguish between deadlines of convenience and those
of genuine urgency.



(5) CONTENT AND LENGTH

Memoranda for the President should be as short as possible;attach-
ments should be minimized. Where possible, alternative courses of
action and anticipated consequences should be presented. T
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