























































































































THE WHITE HOUSE
WASHINGTON

March 1, 1997

MEMORANDUM FOR ERSKINE BOWLES
FROM: TODD STERN7y3

SUBJECT: Staff Secretary's Office -- Goals and Objectives

The basic mission of the Staff Secretary is to manage the flow of paper to and from the President.
This mission includes (a) making sure he gets what he needs when he needs it while not
overloading him; (b) exercising sound judgment in deciding what should and should not go to the
President; (c) disposing of matters that require his signature but not his attention; (d) summarizing
material in clear and concise form both to save his time and to sharpen issues for decision; (e)
coordinating senior staff comment on decision items; (f) making sure paper going to him is sound
in terms of substance, message and form; (h) routing paper back from the President to appropriate
staff.

GOAL: Maintain a well-modulated flow of paper to the President.

« Limit amount of paper going to President. Get him what he needs on timely basis, but
not more than he needs.

* Give President adequate time to review decisional materials.

* Get decision items with adequate time to properly coordinate senior staff comment,

» Summarize decision and selected information'items to save President’s time.

* Assure quality of materials going to President:

« Ensure that materials for the President go through our office so that we are able to
regulate the flow to his office; make sure that relevant senior staff have an opportunity to
comment; and make a final judgment on whether a given item should go to the President
at all.

GOAL: Maintain high quality of materials prepared for President.

QObjectives:

* Ensure that memos and other materials for the President are first-class -- clear, concise,
and sound in terms of both form and substance.



GOAL: Improve quality and timeliness of daily briefing books. Late submission of materials
for the briefing book has been a chronic problem since 1993. The result is that the President
routinely receives his briefing book late. -

bjecti

* Receive final briefing papers by our 6 pm deadline so that they can be edited or revised,
if necessary, and briefing book can be delivered to the Residence by 8 pm every night.

* Receive speeches by the same deadline or earlier so that (a) they can get proper final
review and vetting before submission to the President, and (b) the President has an
adequate opportunity to review and work on a speech before giving it.

GOAL: Improve quality of trip briefing books.
Gbiectives:

* Preparation of an overview memo outlining the purpose of a trip and its major events.
The President should be informed up front what the purpose and major objectives are for a
trip and for each of the major events along the way. This should be a concise, strategic
memo.

« Consolidation of the numerous individual background memos the President now receives
for tripos. It would be more useful and user-friendly for the President to receive a unified
memo for any given state he is visiting. This mémo would present a political and
economic overview and include the salient issues he needs to know -- including relevant
Clinton Administration accomplishments, local color, etc. -- for his visit. While such a
memo would be an improvement over what he now receives, it would require some
additional resources to produce. Thus, before going down this track, we need to discuss
further with Chief of Staff’s office.



WARREN COWAN
ASSOCIATES

PUBLIC RELATIONS AND MARKETING

Q0 UC | 10 PML218D

Ligedk. =
October 4, 2000 F /L7 ?

Ms. Melanne Verveer

The White House

1600 Pennsylvania Avenue
Room 100

Washington, DC 20500

Dear Ms. Verveer:

We were apprised that we should contact you regarding recommendations for
the Medal of Freedom.

If you could forward the attached letter to President and Mrs. Clinton, it would
be appreciated.

Thank you. (°-10 -o0
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October 4, 2000

President and Mrs. Clinton
The White House

1600 Pennsylvania Avenue
Room 100

Washington, DC 20500

Dear President and Mrs. Clinton:

I am writing to you to recommend that Dame Elizabeth Taylor be considered to receive the
prestigious Medal of Freedom.

Throughout Elizabeth’s career, she has devoted time and effort to numerous charitable causes.
“Celebrity,” Elizabeth says “is not something that comes without responsibility. If | can help
further a worthwhile cause simply by lending my voice, | feel it is my place to do so.”

In 1976, Elizabeth assisted the Israeli War Victims Fund and has raised considerable funds for
UNICEEF and for the construction of hospitals around the world - including her personal
contributions to the construction of two clinics in Bostswana, Africa.

In 1984 - long before any other celebrity - Elizabeth Taylor stood up and led the fight
to make people all over the world aware of AIDS. She started amfAR and The
Elizabeth Taylor AIDS Foundation (ETAF).

Her support of AIDS PROJECT LOS ANGELES and its 1985 fundraiser - the first major AIDS
fundraiser anywhere in the world - marked her first public commitment to raise the public’s
awareness about the disease. Several months later, after the announcement that her close friend,
Rock Hudson, was dying of the disease, Elizabeth became a force in mobilizing the
entertainment, arts and fashion communities to continue in the fight.

In 1995, with money willed specifically by Rock Hudson, she founded the American
Foundation for AIDS Research. Since its inception amfAR has made nearly $166 million in
grants to research, education and public policy projects. Elizabeth has lobbied in Washington,
attended AIDS conferences and fundraising events on behalf of amfAR.

(continued)
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