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2000

Erica BatchellerTo;

From: Terry Schaefer

Re-. Security Info for NBC people

I will give you EVERYONE, divided into which day

which will be assigned on Monday [some

(TECH MGR)SUSAN VITOROVICH

(b)(6)

JOSEPH LOEBACH (TECHNICIAN]

(b)(6)

SUSAN LASAELA [WASHINGTON SENIOR PRODUCER]

(b)(6)

jnk you so muchThank you so mucl

TterrylSchaefer
Today)Show Produc

Call me anytime on my cellphone: 917 579-5908.

Today Producer

AND FOR THE TUESDAY INTERVIEW, PLEASE CLEAR THE ABOVE PEOPLE 
AND THESE ADDITIONAL PEOPLE FOR 5 A.M. AT THE NW GATE:

FOR THE MONDAY WALK THROUGH, PLEASE CLEAR THE 
FOLLOWING PEOPLE FOR 10 AT THE NW GATE:

FRANCES B. SCHAEFER [PRODUCER]
(bxe) toon

LESSANDRA MACHAMER [PRODUCTION MANAGER] 

(b)(6)

ANDREA SMITH [BOOK EDITOR]

(b)(6)

ember 21,

Erica I will give you EVERYONE, divided into which day
they will be working on the interview with Mrs. Clinton,
so you will have everything all at once. The only names missing from 
this list are camera crews, which will be assigned on Monday [some 
may have hard passes].

6:42Pri NBC LATER TODAY
Notional Broadcasting 30 Rockefeller Plaza
Company, Inc New York, NY 10112

212 664-^444

SARAH-■CLAGETT [RESEARCHER]
< (b)(6)



5:00 am

6:00 am

6:00 am

Today Show begins breaking down equipment as soon as tour is finished8:00 am

-8:05 am

—8:15 am

8:30 am

10:00 am

10:40 am

Mrs. Clinton will go to a different room with either CBS or ABC for 
approximately 5 minutes.

Tour with Mrs. Clinton and Diane Rehm (live radio) of the State Floors. 
Preparation for event can still continue as normal.

Set-up for Diane Rehm with WAMU show.
Note: We are working with Megan Maloney re: tentative logistics of ISDN and 
phone lines. We will probably have to do some set-up on Monday with lines.

Mrs. Clinton goes into Map Room to continue sit down interview with Diane and 
take calls from listeners.

Mrs. Clinton will go downstairs to either CBS or ABC for approximately 5 
minutes.

Set-up crew for NBC Today Show
Description: Today show will be using 6 cameras and lights on the State floor to 
do a live tour with Mrs. Clinton from 7:30-8:00am. They will tentatively go 
through the various rooms and then end with an interview in one of the rooms.

Set-up crew for ABC — Good Morning America
Description: They will set up their crew in one of the ground floor rooms
(TBD). Mrs. Clinton will be interviewed for a 4 minute piece before or after the 
CBS interview (between 8-8:15pm)

Hillary Rodham Clinton 
Interviews

November 28, 2000

TENTATIVE SCHEDULE
This schedule is open for discussion. Any suggestions are welcome.

7:30 am - 8:00am
Mrs. Clinton takes Katie Couric on a live tour of the State Rooms (Probably the 
State Dining Room, Blue Room, Green Room, route TBD). At the end of the 
tour she will sit down and do a brief interview (possibly Green Room?).

Set-up crew for CBS — Early Show
Description: They will set up their crew in one of the ground floor rooms
(TBD). Mrs. Clinton will be interviewed for a 4 minute piece sometime between 
8-8:15.

FL PRESS
Draft 1
11/14/00; G. Dalsimer
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LEAVE HRS-NONPAID
KA - Leave Without Pay
KB - Suspension
KC - Absense Without Leave 
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KF - Nonduty Hours
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CE - Comp. Earned 
CT - Comp. Taken 
CA - Religious Taken 
CR - Religious Earned

EXECUTIVE OFFICE OF THE PRESIDENT
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Martin Luther King's B’day ..January 17, 2000 

President's Day February 21,2000 

Memorial Day May 29, 2000 

Independence Day July 4, 2000 

Labor Day September 4, 2000
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HOLIDAYS
Columbus Day October 9, 2000 

Veterans' Day November 10, 2000 

Thanksgiving Day November 23, 2000 

Christmas Day December 25, 2000 

New Year's Day January 1,2001

Martin Luther King's B’day January 15, 2001

LEAVE HRS-PAID
LA - Annual Leave
LB - Advanced Annual Leave
LC - Court Leave
LG - Advanced Sick Leave
LH - Holiday Leave 
LM - Military Leave
LN - Administration Leave
LR - Restored Leave 
LS - Sick Leave
LT - Injury
LY - Time Off Award
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DD - Serious Health Condition of Self

*
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the applicable leave codes of LS, LA, LB, 
LG, KA, LR, and CT.)
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Conference Call Procedures

Please keep this for future reference.

1. The individual initiating a conference call must contact the White House Operator to 
schedule the call at least twenty-four hours in advance.

Conference calls that can not be supported by the White House Operator will be referred to 
WHCA Customer Service for processing.

To drop the last party added to a conference call: 
1. Press Drop

1. WHCA Customer Service will only process calls that have been referred to them by 
the White House Operator (once requesting party has exhausted above options).

2. If both the White House Operator and WHCA customer service are unable to support 
calls of six or more parties, the individual initiating the call should contact their office’s 
administrative contact for further instructions.

2. The White House Operator will provide the call initiator with a telephone number and 
access code to be used by all conferees at the scheduled time. It is the responsibility of 
call initiator to provide the conference number and access code to all participants.

To conference or add another party to a call (for a total of up to six parties):
1. While on a call, press Conf.
2. Dial number of new party and wait for answer.
3. Press Conf, again.
4. Repeat steps 1-3 for additional conference connections.

Calls consisting of six or fewer parties:
- Limited to a total of six parties on the call, including the initiator of the call.
- Calls are conducted from telephone terminal of call initiator.

3. In the event that changes must be made to the status of a scheduled conference call 
(addition or deletion of individuals, time changes), please notify the White House 
Operator immediately.

Calls consisting of seven or more parties:
- Limited to a total of no fewer than seven parties, including the initiator of the call.
- Calls are conducted from White House switchboard.

To add a call you have put on hold to another call you are connected to:
1. Press Conf.
2. You are given a new call appearance.
3. Press call appearance button of call on hold (first call).
4. Press Conf, again.



THE WHITE HOUSE

WAS HINGTO N

January 28,1999

MEMORANDUM FOR WHITE HOUSE STAFF

FROM:

Guidelines for Use of White House Telephone Conferencing CapabilitiesSUBJECT:

To provide staff with the best service possible, guidelines for conference calls are below:

1.

2.

3.

4.

5.

Attachment

FIRST LADY

LOOCECe

Your local telephone instrument must be used for conference calls of six or fewer parties. 
Instructions on how to use this feature are included on the attachment.

Non-permanent staff (e.g. interns, volunteers, and contractors) are not authorized to 
initiate conference calls, and should not be directed to do so by permanent staff.

Conference calls for seven or more parties must be arranged with the White House 
Telephone Operators 24 hours in advance of the desired call time. Please keep operators 
informed of any changes or cancellations.

Calls exceeding the capacity of the White House Switchboard will be referred to the 
White House Communications Agency’s (WHCA) only by the White House Operators. 
Staff should not contact WHCA directly to arrange a conference call.

Conference calls made using White House resources must be for official White House 
business only.

BERRYt WARSHA E. 
white house office

This memorandum serves to remind staff of the proper use and limitations of conference call 
capabilities available at the White House. Step-by-step instructions are attached to assist staff in 
making conference calls.

VIRGINIA M. APUZZO
ASSISTANT TO THE PRESIDENT FOR

MANAGEMENT AND ADMINISTRATION

Any questions regarding these guidelines should be directed to White House Operations (Room 1 
OEOB, x62500). Thank you.
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Hong Kong
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Moscow
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Beijing
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Jakarta 4 AM Tuesday
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