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PRESIDENTIAL DIARIST POSITION

DUTIES

Analyses source documents, including the Oval Office Log, President Briefing
Papers and Schedules, Presidential Movement Log, Telephone Logs. Schedule
Proposals, White House Releases and Announcements, photographs, and passenger
manifests to obtain information for preparation of the the Daily Log of the
President of the United States. Working with a variety of offices within

the White House Office organization as well as outside sponsors of events

in which the President participates, procures information not contained

in usual source documents or to confirm their content.

Compiles the Daily Log of the President’'s activities from information gained.
In accepted format develops chronologically all activities of the President's
day; including incoming and outgo1n? telephone calls, meetings, briefings,
visitors, travel etc. Identifies site, persons involved, length of contacts,
subject matter or purpose of contacts etc. Inputs analysed data through IBM
Personal Camputer XT.

Manages statistical breakdown of the use of the President's time, for use by
the Chief of Staff,

Prepares finding aids such as the Presidential Confirmed Block Calendar,

Performs frequent, difficult and complex reference service in response to
written and oral requests from the White House Counsel's Office, Press Office,
Office of Legislative Affairs, the National Security Council, Office of Pudblic
Liaison and other Assistants to the President. As the only central and complete
source of information on the President's activities, compiles specialized
reports such as summaries of the President's involvement in particular issues

or comparative analyses of his contact with interest groups.

Assists White House Photo Office in identifying and locating photographs.
Reviews and analyses for completeness and accuracy the Digest of Other White.
House Announcements included in the Weekly Compilation of Presidential
Documents (NARA, Federal Register) prior to pubTication of the Public Papers
of the Presidents.

KNOWLEDGE REQUIRED BY THE POSITION

Specialized knowledge of what information is to be included in the Daily Log
of the President of the United States activities and related documents. An
ability for detail and thoroughness {is essential.

High level of knowlege of the organization and functions of the White House Office.
Cabinet Departments and other Federal agencies to procure and confirm information

required in the President’'s Daily Log. A high degree of confidentiality and
Judgement is essential in working within the White House complex with current
classified and/or sensitive recores and papers of the President of the United

States and his staff.
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Knowledge of writing practices appropriate to intended archival uses of \r R
the documents. ¥ Mo
RV

Exteansive knowledge of the Diary Computer System, including individual and ‘f,*"?
subject codes, data input procedures, the IBM Personal Computer XT and ”Vgs

STAIRS retrieval system. oY >
00k
e r,,}””
SUPERVISQR CONTROLS ﬁ%vkw

Works dndependent of)superv1sory controls. Work assignments are received 1in

the \Jmeoihsgg:;a/ﬁbcuments including logs, schedules, briefing papers, agenda,
articioant-1{sts. and gate 1ists etc. Independently notes missing or questionable
nformation and contacts appropriate person(s) to obtain or verify. Is expacted
to work solely and completely on own inftiative. Completed work is reviewed by
this position for accuracy, completeness and achievement of objective.

GUIDELINES

Guidelines include accepted practices in relation to usage of Presidential papers.
There are.few specific quidalines except for standard operating procedures within
the office. Position develops such procedures including formulation of indexing
codes, subject and individual codes etc. for computer input. Independent
Judgement 1s needed in determining indexing procedures, proper subject matter
titles, {dentification of issues and in anticipating types of specialized reports
which may be requested by Senior White House Staff.

COMPLEXITY

Nature of the assignment involves the management and preparation of the President's
Dafly Log including the review of source documentation, compilation of the entries
therein, review of entries for completeness and accuracy of information, obtaining
necessary additional information, adequately identifying entries and preparation

in proper format. Relies upon knowlege of the organizational assignments, policies
concerning Presidential meetings, knowledge of current events to identify matters
which require additional information or.confirmation. Oetermines probable
ind{viduals who can supply information and follows-up as needed. In some instances
new and unique approaches must be developed to identify and/or contact sources

and to devise meaningful formats for compiling and presenting specialized reports.

SCOPE _AND EFFECT

Purpose of the work is to provide an extensive 1og which serves as an administrative
tool in assessment and control of Presidential activities and to provide a historical
record. The data compiled by this position enables Senior White House Staff.members
to analyse use of the President's time to improve his effectiveness. The log has
proven to be an fnvaluable source document for White House legal matters. The

log also provides a record of lasting interest for future scholarly research.
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PERSONAL CONTACTS

Contacts are with co-workers within the Presidential Appointments and Scheduling
Office, senior members and support staff of the White House Office, Federal
Agencies, and private individuals or organizations involved in the President's

activities.

PURPOSE OF CONTACTS

Contacts are for the purpose of providing and procuring information.

PHYSICAL DEMAND

Sedentary.

WORK ENVIRONMENT

Work is performed in an office setting.

December 16, 1987









THE WHITE HOUSE

WASHINGTON

January 21, 1993

MEMORANDUM FOR MARCIA HALE,

DIRECTOR, PRESIDENTIAL SCHEDULING AND
ADVANCE

C)
FROM ELLEN W. McCATHRAN, M7
PRESIDENTIAL DIARIST

SUBJECT PRESIDENTIAL DIARY

I have compiled information providing background to the

Presidential Diary operation and recommendations for support of
the project.

I. Purpose

A. Background
B. Sources

II. Recommendations

I. Purpose

The Daily Log of the President’s meetings and activities is being
} ) kept by the President’s Appointments and Scheduling Office. The
o Log is an important administrative tool for assessing the

\§v President’s time and for senior White House staff members to
\QJ\ better evaluate use of his time- —
Other—uses of the Daily Log include responding to\5§3§s\r
inquiries, coordination of Memos to for the President’s file,
preparation of briefing papers, action memos or other - -

administration reports, and personal use by the P ident.

;X > __—Because the*BIEry—ts-tnE“nnTY'Cﬁﬁﬁiﬁfgzggiiiz:ji;fi:jrmation on

¢ u% the President’s activities, absolute accuracy and completeness
“lu“‘( are imperative. Because there is no distinction between personal
wand/or private, or official classified activities, access is
limited to a "need to know" basis. To ensure control of the
) Diary information, only the personal computers in the Diarists
Office can access the information. Historically access to Diary
information has been limited to the Chief of Staff, the Director

of Scheduling, and the President’s Personal Secretary. The
AV
D

:/’.; iarist responds to their inquiries personally.
With the increasing demand for accountability, the Log has proven
5 g g9
v +" +_%o be an invaluable source document for White House legal
WL atters.

@wmwt



THE WHITE HOUSE

WASHINGTON
A. Background

Former Presidents Johnson, Nixon, Ford, Carter, Reagan and Bush

had comprehensive logs of all activities, including incoming and
outgoing telephone calls, visitors, meetings, conferences,
recreational and social activities, travel kept by various people

and offices during their administrations. During the Ford
administration, the Log was primarily for the President’s

personal use in recalling events or for planning future

activities. All requests were responded to with manual methods

of information retrieval. Under the Carter administration, the

Diary was adapted for an on-line computer system, created by the o
Diarists and implemented by the White House Communications Agencx,}fm
(WHCA). During the second term of the Reagan administration,

computer system was tailor made for the President’s Diary, on a &prﬁ
secure LAN networking system. The Diary is printed on a Hewlett
Packard Laser Jet IIID printer.

B. 8Bources

The source documents obtained for preparation of the Daily Diary
are the key in compiling an accurate, complete and reliable log.

Source documents-including an Oval Office Log, Presidential
briefing papers and schedules, Secret Service Movement Logs,
Telephone Logs, White House Usher’s Logs, Event Gate Lists, F1
Logs, and passenger manifests for Marine One Helicopter and Air
Force One. It is also necessary to contact the Project Officers,
as well as outside sources, such a sponsors of events in which
the President participates, to obtain information not contained
in usual source documents, or to confirm their content.

<~

II. Recommendations

The Oval Office Log of arrivals and departures.of.visitors and
staff is the Core for compiling the Diary. The Office Office Log
'should be maintained by the civilian aide to the President, with
backup support by the President’s Personal Secretary. During the
Bush administration, this task was the responsibility of Bill
Farish and Nancy Huang. Because they were positioned outside the
Oval Office, they had the advantage of knowing and documenting
the exact time an individual enters the office and departs, what
time a meeting starts and finishes, and when a meeting is
canceled or added to the President’s schedule. This Log should
include the name of the individual seeing the President; their
official business title and purpose of the meeting, and staff
member escort or Project Officer for the meeting. Any additions
or deletions of participants from the schedule and briefing
papers should be duly noted.

The Log should include the times in which individuals arrive and
leave, the beginning and ending times of the meetings. All
participants should have an in and out time of their meeting,
including White House staff members. Any changes in the



President’s location should be indicated; even from Oval Office
to study. In addition, because the personal aide will be with
the President when he travels, they should keep the log of
out-of-town events and activities. The Military Aide traveling
with the President can serve as a backup for this function if
necessary, making annotations to the official trip book.

It is recommended that these procedures be implemented at the
very start of the Clinton administration to ensure maximum
efficiency and accuracy in the development of the Diary.



