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MEMO

(White House letterhead).

3.

1. One of three letters form Eli
* letter for 17-25
* letter for under 17 and over 25
* Letter for age unspecified

2. A listing of the Summer of Service sites. 
(SOS Letterhead)

I wanted to let you know that after consultation with Eli 
and Rick, we will be dropping the President's Summer of Service 
Challenge mail on Monday, May 3rd so that the mail arrives as 
close to the Tuesday announcement and press coverage of the 
Summer of Service sites.

Jennifer Eplett-Reilly
Jim Kreidler
National Service Challenge Mail
April 27z 1993

Each person who has written to the White House will receive 
a Summer of Service packet with three enclosures:

See Attached.

A response mechanism in the form of a letter which 
people can send into the site which is closest to them. 

(High Quality Bond Paper)

TO:
FROM: 
RE:
DATE:

I have spoken to Phil and he says that it will be possible 
to give some instruction to site directors for tracking people 
who have written the White«1035XHd>nstehe leadership training week.



THE WHITE HOUSE

WASHINGTON

May 3,1993

Dear Friend,

Sincerely,

Eli J. Segal

Assistant to the President and

Director of National Service

Thank you for writing to President Clinton to express your interest in the 

Summer of Service.

"I challenge a new generation of young Americans to a season of service: 

to act on your idealism by helping troubled children, keeping company 

with those in need, reconnecting our torn communities."

President Bill Clinton, January 20,1993

We are excited and encouraged by the more than 5,000 letters we have received 

from Americans eager to commit to revitalizing our country. National Service will 

bring out the best in America by strengthening communities, offering opportunities 

for learning, and rewarding individual responsibility.

Enclosed please find a listing of the Summer of Service sites and a letter to send 

to the program nearest you. Due to the tremendous response, the selection process 

will be highly competitive. I wish you every success.

With your help, we will continue to renew our communities and rebuild 

America.



Summer of Service:

The opportunities available are diverse and exciting. Summer of Service participants will:

Teach children to read, write, and gain critical thinking skills.o

o

o

o

o

(over)

Build homes, playgrounds and urban gardens, develop recycling programs, 
and refurbish schools and public housing.

Educate youth about alcohol and drugs, HIV infection and AIDS, and help 
reduce conflict and gang violence, and

This summer nearly 1,500 young people from across the country, ages 17 - 25, will 
participate in the President’s Summer of Service program. They will serve their communities 
through a rigorous program addressing the educational, health, public safety, and 
environmental needs of children at risk.

Conduct safety inspections in low income housing, install smoke detectors, and 
test for radon gas and lead paint.

The Commission on National and Community Service, which is responsible for implementing 
this initiative, received over 430 program proposals. Sixteen were selected to be part of 
Summer of Service and were announced on May 6, 1993. The White House Office of 
National Service received over 5,000 letters from young people in response to the President’s 
Summer of Service challenge.

Help children and families gain access to health care including immunizations, 
eye exams, and hearing tests.

If you are interested in being a part of the Summer of Service in your area, and are between 
the ages of 17 and 25, mail the enclosed form with information about yourself to a program 
listed on the reverse side of this sheet Remember that space is limited and competition will 
be tough. The local programs have the responsibility for considering and selecting applicants.



University of Maryland, College Park
Terry Chase
Cent, for Political Leadership and Participation
University of Maryland
3110 Art and Sociology Building
College Parte, MD 20742

New Jersey Institute of Technology
Jim Mustacchia
N.J.I.T.
CDS 200 Weston Hall
Newark, NJ 07102

UCLA School of Nursing 
Dr. Gwen Van Servellen
3-246 Factor Building
School of Nursing
Leconte Ave. 
UCLA
Los Angeles, CA 90024

East Bay Conservation Corps
Joanna Lennon
East Bay Conservation Corps
1021 Third St
Oakland, CA. 94607

Greater Philadelphia Urban Affairs
Coalition
Ernest Jones
121 North Broad St
Philadelphia, PA 19107

Ohio Wesleyan
Jon Powers
Ohio Wesleyan Summer of Service
Delaware OH 43015

City Year
Michael MacCrystall/Magda Escobar
City Year
11 Stillings St.
Boston, MA 02210

Tufts University
Pat B amide 
Lincoln Filene Center 
Tufts University 
Medford, MA 02155

Summerbridge
Jay Altman 
Summerbridge
1903 Jefferson Ave. 
New Orleans, LA 70115

Harlem Freedom Schools
Gerald Lewis
Rheedlen Center for Children and

Families, Inc.
2770 Broadway
New York , NY 10025

Teach for America
Richard Barth
Teach for America, New York - S.O.S.
23 Gramercy Paik South
New York, NY 10003

Hands On Atlanta 
Michelle Nunn 
Hands On Atlanta 
931 Monroe Drive 
Suite 208 
Atlanta, GA 30308

Greater Atlanta Conservation Corps/
Clark Atlanta University
Karen Wood
222 Georgia Avenue
Suite 206
Atlanta, GA 30312

Acorn
Jon Kest 
New York Acom
845 Flatbush Ave. 
Brooklyn, N.Y. 11226

Red Lake Band of Chippewa Indians
Judy Roy, Executive Administrator
Red Lake Tribal Council
P.O. Box 550
Red Lake, MN 55671

CA Campus Compact/L.A. Conservation
Corps

Debbie Stephens
UCLA
A239 Murphy Hall
405 Hilgard Ave.
Los Angeles, CA 90024-1422



Date: 

Name:

Address:

City/State:

Zip:

Phone:

Dear Summer of Service Site Director,

I appreciate you giving my application every consideration. Thank you.

Sincerely,

Attachments

I am interested in participating in your Summer of Service program. Enclosed is 
my resume and/or pertinent information about me and the address where I may be 
reached between now and June 21,1993.

Response to the President's National Service Challenge 

Summer of Service Applicant



THE WHITE HOUSE

WASHINGTON

May 3,1993

Dear Friend,

Sincerely,

Eli J. Segal^

5L

Assistant to the President and 

Director of National Service

Thank you for writing to President Clinton to express your interest in the 

Summer of Service.

We are excited and encouraged by the more than 5,000 letters we have 

received from Americans eager to commit to revitalizing our country. National 

Service will bring out the best in America by strengthening communities, 

offering opportunities for learning, and rewarding individual responsibility.

Your interest in our program is greatly appreciated. Due to the tremendous 

response, the summer program will be offered only to those aged 17 to 25. We 

will gladly keep your name on record and continue to send you information on 

how you can get involved in future initiatives.

I hope we can continue to work toward rebuilding our communities.

"I challenge a new generation of Americans to a season of service: 

to act on your idealism by helping troubled children, keeping company 

with those in need, reconnecting torn communities."

President Bill Clinton, January 20,1993



Summer of Service

The opportunities available are diverse and exciting. Summer of Service participants will:

Teach children to read, write, and gain critical thinking skills.o

o

o

o

o

(over)

Build homes, playgrounds and urban gardens, develop recycling programs, 
and refurbish schools and public housing.

The Commission on National and Community Service, which is responsible for implementing 
this initiative, received over 430 program proposals. Sixteen were selected to be part of 
Summer of Service and were announced on May 6, 1993. The White House Office of 
National Service received over 5,000 letters from young people in response to the President’s 
Summer of Service challenge.

Conduct safety inspections in low income housing, install smoke detectors, and 
test for radon gas and lead paint.

This summer nearly 1,500 young people from across the country, ages 17 - 25, will 
participate in the President’s Summer of Service program. They will serve their communities 
through a rigorous program addressing the educational, health, public safety, and 
environmental needs of children at risk.

Educate youth about alcohol and drugs, HIV infection and AIDS, and help 
reduce conflict and gang violence, and

Help children and families gain access to health care including immunizations, 
eye exams, and hearing tests.

If you are interested in being a part of the Summer of Service in your area, and are between 
the ages of 17 and 25, mail the enclosed form with information about yourself to a program 
listed on the reverse side of this sheet Remember that space is limited and competition will 
be tough. The local programs have the responsibility for considering and selecting applicants.



Summerbridge
Jay Altman 
Summerbridge
1903 Jefferson Ave.
New Orleans, LA 70115

Greater Philadelphia Urban Affairs
Coalition
Ernest Jones
121 North Broad St.
Philadelphia, PA 19107

University of Maryland, College Park
Terry Chase
Cent, for Political Leadership and Participation
University of Maryland
3110 Art and Sociology Building
College Park, MD 20742

New Jersey Institute of Technology
Jim Mustacchia
N.J.I.T.
CDS 200 Weston Hall
Newark, NJ 07102

City Year
Michael MacCrystall/Magda Escobar
City Year
11 Stillings St.
Boston, MA 02210

Greater Atlanta Conservation Corps/
Clark Atlanta University
Karen Wood
222 Georgia Avenue
Suite 206
Atlanta, GA 30312

Ohio Wesleyan
Jon Powers
Ohio Wesleyan Summer of Service
Delaware OH 43015

Tufts University
Pat B amide 
Lincoln Filene Center 
Tufts University 
Medford, MA 02155

Hands On Atlanta 
Michelle Nunn 
Hands On Atlanta 
931 Monroe Drive 
Suite 208 
Atlanta, GA 30308

Teach for America
Richard Barth
Teach for America, New York - S.O.S.
23 Gramercy Park South
New York, NY 10003

East Bay Conservation Corps
Joanna Lennon
East Bay Conservation Corps
1021 Third St
Oakland, CA. 94607

UCLA School of Nursing 
Dr. Gwen Van Servellen
3-246 Factor Building
School of Nursing
Leconte Ave. 
UCLA
Los Angeles, CA 90024

Harlem Freedom Schools
Gerald Lewis
Rheedlen Center for Children and

Families, Inc.
2770 Broadway
New York , NY 10025

Acorn
Jon Kest
New York Acorn
845 Flatbush Ave. 
Brooklyn, N.Y. 11226

Red Lake Band of Chippewa Indians
Judy Roy, Executive Administrator
Red Lake Tribal Council
P.O. Box 550
Red Lake, MN 55671

CA Campus Compact/L.A. Conservation
Corps

Debbie Stephens
UCLA
A239 Murphy Haft
405 Hilgard Ave.
Los Angeles, CA 90024-1422



Date: 

Name:

Address:

City/State:

Zip:

Phone:

Dear Summer of Service Site Director,

I appreciate you giving my application every consideration. Thank you.

Sincerely,

Attachments

I am interested in participating in your Summer of Service program. Enclosed is 
my resume and/or pertinent information about me and the address where I may be 
reached between now and June 21,1993.

Response to the President's National Service Challenge 

Summer of Service Applicant



THE WHITE HOUSE

WASHINGTON

May 3,1993

Dear Friend,

Sincerely,

Eli J. Segal

5L

Assistant to the President and 

Director of National Service

Thank you for writing to President Clinton to express your interest in the 

Summer of Service.

"I challenge a new generation of young Americans to a season of service: 

to act on your idealism by helping troubled children, keeping company 

with those in need, reconnecting torn communities."

President Bill Clinton, January 20,1993

We are excited and encouraged by the more than 5,000 letters we have 

received from Americans eager to commit to revitalizing our country. National 

Service will bring out the best in America, strengthening communities, offering 

opportunities for learning, and rewarding individual responsibility.

Enclosed please find a listing of the Summer of Service sites and a letter to 

send to the program nearest you. Due to the tremendous response, the summer 

program will be offered only to individuals aged 17 to 25. If you are within this 

age group, I encourage you to apply.

With your help, we will continue to renew our communities and rebuild 

our country.



Summer of Service

The opportunities available are diverse and exciting. Summer of Service participants will:

Teach children to read, write, and gain critical thinking skills,o

o

o

o

o

(over)

Build homes, playgrounds and urban gardens, develop recycling programs, 
and refurbish schools and public housing.

This summer nearly 1,500 young people from across the country, ages 17 - 25, will 
participate in the President’s Summer of Service program. They will serve their communities 
through a rigorous program addressing the educational, health, public safety, and 
environmental needs of children at risk.

Conduct safety inspections in low income housing, install smoke detectors, and 
test for radon gas and lead paint.

Educate youth about alcohol and drugs, HIV infection and AIDS, and help 
reduce conflict and gang violence, and

The Commission on National and Community Service, which is responsible for implementing 
this initiative, received over 430 program proposals. Sixteen were selected to be part of 
Summer of Service and were announced on May 6, 1993. The White House Office of 
National Service received over 5,000 letters from young people in response to the President’s 
Summer of Service challenge.

Help children and families gain access to health care including immunizations, 
eye exams, and hearing tests.

If you are interested in being a part of the Summer of Service in your area, and are between 
the ages of 17 and 25, mail the enclosed form with information about yourself to a program 
listed on the reverse side of this sheet Remember that space is limited and competition will 
be tough. The local programs have the responsibility for considering and selecting applicants.



Summerbridge
Jay Altman 
Summerbridge
1903 Jefferson Ave. 
New Orleans, LA 70115

East Bay Conservation Corps
Joanna Lennon
East Bay Conservation Corps
1021 Third St
Oakland, CA. 94607

University of Maryland, College Park
Terry Chase
Cent for Political Leadership and Participation
University of Maryland
3110 Art and Sociology Building
College Park, MD 20742

Greater Atlanta Conservation Corps/
Clark Atlanta University
Karen Wood
222 Georgia Avenue
Suite 206
Atlanta, GA 30312

Greater Philadelphia Urban Affairs
Coalition
Ernest Jones
121 North Broad St.
Philadelphia, PA 19107

Tufts University
Pat B amide 
Lincoln Filene Center 
Tufts University 
Medford, MA 02155

Acorn
Jon Kest
New York Acom
845 Flatbush Ave. 
Brooklyn, N.Y. 11226

Teach for America
Richard Barth
Teach for America, New York - S.O.S.
23 Gramercy Park South
New York, NY 10003

New Jersey Institute of Technology
Jim Mustacchia
N.J.I.T.
CDS 200 Weston Hall
Newark, NJ 07102

Ohio Wesleyan
Jon Powers
Ohio Wesleyan Summer of Service
Delaware OH 43015

UCLA School of Nursing 
Dr. Gwen Van Servellen
3-246 Factor Building
School of Nursing
Leconte Ave. 
UCLA
Los Angeles, CA 90024

Harlem Freedom Schools
Gerald Lewis
Rheedlen Center for Children and

Families, Inc.
2770 Broadway
New York , NY 10025

City Year
Michael MacCrystall/Magda Escobar
City Year
11 Stillings St.
Boston, MA 02210

Hands On Atlanta 
Michelle Nunn 
Hands On Atlanta 
931 Monroe Drive 
Suite 208 
Atlanta, GA 30308

Red Lake Band of Chippewa Indians
Judy Roy, Executive Administrator
Red Lake Tribal Council
P.O. Box 550
Red Lake, MN 55671

CA Campus Compact/L.A. Conservation
Corps

Debbie Stephens
UCLA
A239 Murphy Hall
405 Hilgard Ave.
Los Angeles, CA 90024-1422



Date: 

Name:

Address:

City/State:

Zip:

Phone:

Dear Summer of Service Site Director,

1 appreciate you giving my application every consideration. Thank you.

Sincerely,

Attachments

I am interested in participating in your Summer of Service program. Enclosed is 
my resume and/or pertinent information about me and the address where I may be 
reached between now and June 21,1993.

Response to the President's National Service Challenge 

Summer of Service Applicant
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THE WHITE HOUSE

WASHINGTON

April 9, 1993

Vl- . <MEMO

S xvice mail.

April 5-9 *

*

After April 9 *

*

*

*

Print out letters in our office.*

*

* Send out SOS Site information in conjunction 
with announcement by zip code.

Submit drafted letters for approval to the 
President

Today we finished opening, sorting, and 
entering all of the President's Summer of 
Service mail into our information data base.

Enter approved letters into Word Perfect for 
our data base.

Take them to the autopen division of 
correspondence.

iI
•
1

■

Circulate drafted response letters within ONS 
to Eli, Rick, and Rob for President's 
approval. (See attached drafts.)

Begin programming zip code information based 
on advance notice of Summer of Service Sites 
and congressional district information from 
DNC.

ELI/RICK
JIM
CORRESPONDENCE SCHEDULE
FOR ANNOUNCEMENT OF SOS SITES

I
I 
I

I J

3^

We have 3,624 pieces entered. We are all 
caught up. From today on new mail will be 
coded and entered each day as it comes in.

TO:
FROM:
subject:

-dl •

i. T —

OH I

Even though Congress will not be approving the stimulus package 
until after April 19th, I thought it would be good to keep you 
informed of the next steps necessary to respond to Summer of 

Here is a time line of eve'ts.



MEMO

It is broken down into the

1)
2)
3)
4)
5)
6)
7)
8)
9)
10)
ID 
12)
13)
14)
15)
16)

If you have lists of contact people in organizations for 
Outreach, please give them to me and we will enter them.

We know the system works because people have called in to check 
if they are in our computer to receive jeneral informal ion on 
National Service and everyone who has called is in oui system. We 
have also printed out letters to test the program.

The second is our Outreach Database, 
following 16 categories:

Commission press 
General ed press 
Hollywood
Special press
Education
College Presidents
Foundations
Service
Youth
Campus
Youth Media
Intergovernmental
Labor
Business
Legislative
General

TO:
FROM: 
RE:
DATE:

NATIONAL SERVICE TEAM
JIM
NATIONAL SERVICE INFORMATION CAPABILITIES
7 APRIL 1993

This is to let everyone know that the Office of National Service i 
now has two databases which, together, manage our information 
flow. ’ -'

It allows us to FAX or mail to anyone on this list. Like all 
databases, it enables us to search by first or last name, city, 
state, and zip code, phone number and FAX number. The outreach 
database is primarily for organizations and groups which Gloria, 
Diana, and Susan need to be in contact with.

f1,? •

As of 4/06/93 there are 700 entered into the outreach database. 
Out of the 3247 pieces o? mail tor summer of dTervice, ^8 5^> have 
been entered into the Information Management Database. We will 
be able to send Summer of Service site information broken down by 
zip code as soon as Congress approves the stimulus package.

The first is our Information Management Database which allows us 
to code, track, and send all o± our correspoHObnce. It is the 
database into which we have put all Summer of Service challenge 
mail and correspondence from individuals.

VS.
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Si mmer of Service

The opportunities available are diverse and exciting. Summer of Service participants will:

Teach children to read, write, and gain critical thinking skills.o

o

o

o

o

Educate youth about alchol and drugs, HIV infection and AIDS, and help 
reduce conflict and gang violence.

Build homes, playgrounds and urban gardens, develop recycling programs, 
refurbish schools and public housing.

Conduct safty inspections in low income housing, install smoke detectors and 
test for radon gas and lead paint.

The Commission on National and Community Service, which is responsible for implementing 
this initiative received over 430 program proposals. Seventeen were selected to be part of 
Summer of Service and were announced on May 4, 1993. The White House Office of 
National Service received over 5,000 letters from young people in response to the President's 
Summer of Service challenge.

Help children and families gain access to health care including immunizations, 
eye exams, and hearing tests.

This summer over 1,500 young people from across the country, ages 17-25, will serve 
communities through a rigorous program addressing the educational , health , public safty, 
and environmental needs of children at risk.

If you are interested in being a part of the Summer of Service, and are between the ages of 17 
and 25, mail the enclosed form with information about yourself to a program listed on the 
reverse side of this sheet. Remember that space is limited and competition will be tough. 
The local programs have the responsibility for considering and selecting applicants.



Greater Atlanta Conservation Coips/
Clark Atlanta University
Karen Wood
222 Georgie Avenue
Suite 206
Atlanta, GA 30312

Tufts University
Pat Bamicle
Lincoln Filene Center
Tufts University

University of Maiyland, College Park
Terry Chase
Cent, for Political Leadership and Participation
University of Maryland
3110 Art and Sociology Building
College Park, MD 20742

Summerbridge
Jay Altman
Sum merb ridge
1903 Jefferson Ave.
New gleans, LA 70115

Teach for America
Richard Barth
Teach for America, New York - S.O.S.
23 Gramercy Park South
New York, NY 10003

New York Acom
Jon Kest
845 Flatbush Ave.
Brooklyn, N.Y. 11226

City Year
Michael MacCrystall/Magda Esobar
11 Stillings St.
Boston, MA 02210

Pinal Gila Community Head Start
Sherri Ulmer
1750 1/2 South Arizona Blvd.
Coolidge, AZ 85228

Greater Philadelphia Urban Affairs Coalition

Ernest Jones
121 North Brod St.
Philadelphia, PA 19107

Hands on Atlanta
Michelle Nunn
931 Monroe Drive
Suite 208
Atlanta, GA 30308

New Jersey Institute of Technology
Jim Mustacchia
N.J.I.T.
CDS 200 Weston Hall
Newark, NJ 07102

Ohio Wesleyan
Jon Powers
Ohio Wesleyan Summer of Service
Delaware OH 43015

It's About Health
Dr. Gwen Van Servellen
3-246 Factor Building
School of Nursing
Leconte Ave.
UCLA
Los Angeles, CA 90024

Harlem Freedom Schools
Gerald Lewis
Rheedlen Center for Children and FamilJeinc.
2770 Broadway
New York , NY 10025

CA Campus Compact/L.A. Conservation Corp
Debbie Stephens
UCLA
A23 Murphy Hall
405 Hilgard Ave.
Los Angeles, CA 90024-1422

Red Lake Band of Chippewa Indians
Judy Roy, Executive Administrator
P.O. Box 550
Red Lake, MN 55671East Bay Conservation Corps

Joanna Lennon
1021 Third St.
Oakland, CA. 94607
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INSTRUCTIONS FOR MAIL ANALYSIS 

Overview of Mail Flow through the 
National Service Correspondence System Solution 

1. Mail comes into the building. It is sorted in the mailroom
into two piles:

A) All mail addressed to the President. This is sent to
the Correspondence Department to be answered.

B) All mail addressed to a specific person. The Office of
National Service receives all mail addressed to
specific people in this office and all mail addressed
to the Office of National Service at the White House.

2 A ,_i.. mail which c'l,nes into the offic.;: is .s ;,J..�. Staff 
receives all mail which is specifically addressed to them. All 
mail that is addressed generally to the Office of National 
Service is placed on the Coding table where it is counted and 
coded. 

3. Coders read the mail and attach a coding slip to each
letter. This coding slip should be marked with information from 
each letter that will be placed in our database. The purpose of 
the coding slip is to organize all information about the letters 
and their writers on one piece of paper. The idea here is 
simple: organize all information so that it can be accessed in 
any possible combination at any time. 

IMPORTANT: Specific letters should be flagged by 
coders when reading through the letters: 

1. Jim should be informed of any letters which
contain exceptionally touching stories.

2. Kate should be informed of any young people
who appear to be leaders for young people in
their communities or of any young people that
are in organizations that you feel have large
youth outreach networks. An example of this
type of organization is a program which keeps
youths out of gangs.

Explanation of the Coding Slip: 
r. Purpose of Letter: This is the first sort of the 

applicants. You may check one or more of the blanks. 
Wants to Participate: writers express participating in any 
aspect of the program category 

Summer of Service: writers express direct interest in 
the Summer of Service or who answer the President's 
"Challenge" (i.e., card with name and address only) 
National Intiative: writers express interest in the 
National Service Program and do not specify interest in 
the Summer of Service, do not provide a postcard, or 



are out of school and want to use the program to pay 
back accumulated debt. 

General Commentary: writers discuss the program but do not 
express specific interest in participating in or ask for 
information regarding the program, but which offer ideas or 
opinions about it. 

hQ,: Positive comments on National Service. 
�: Negative comments on National Service. 
Suggestions for Program: writers send in personal 
projects that they feel should be included in either 
the Summer of Service or the long-range National 
Service Program. 

Requesting General Information: 
Summer of Service: writers specify Summer of Service. 
Gerneral Program: all others 

Offering their Services: wrjters are not interested in 
being part of the Nati��1al �ct�ice Program as a way to serve 
their country or to pay for school. 

Volunteer: writers who want to volunteer at our office 
in D.C. go to Jim. Those who want to volunteer at one 
of the chosen sites for the program should be put in 
the volunteer box. 
Internships: 

White House: all letters which express interest 
in securing an internship anywhere in the 
administration should be re-routed to Gail Britton 
in Presidential Personnel. 
National Service: all letters which express 
interest in securing an internship with the 
National Service Office specifically should be 
given to Jim. 

Employment: writers express interest in being employed 
by the Office of National Service 

II. Writer Information: Simply check off the corresponding
data. If age and education data are not specified, try to
determine it by reading the letter and other enclosed items.
�: If age is not specified, it may be determined other
things, such as grade level of writer. However, note that
some college freshman are in their forties and going back to
school.
Education Level: If no education level is specified, circle
Student or Non-Student according to the writer's data.

III. Re-route to Other Departments:
Commission: all professional or any exceptional personal
proposals for programs in which volunteers may get involved.
Scheduling: Gloria receives any requests for Eli's time.

4. After the letter is coded it is sent to data entry. There 
are fields in the database for name, street address, city, state, 
zip, phone, age and education level acheived. By using these 



• i 

fields, the database can be sorted by region, state, zip, etc. or 
by personal characteristics of the writer. 

Additionally, letters can be traced by entry number for use 
in the future. This entry number should be written by the person 
who enters the data on the coding slip attached to each letter. 
The letter should be filed by subject in numerical order after 
entry. 

The following codes will be used to distinguished 
purpose and qualifications of letters: 

Codes for Purpose of Letter: 
�: Wants to �articipate in the �urnrner of Service 
,ti: Wants to �articipate in the National initiative 
�: Writes in with General Qommentary that is �ro-Us. 
�: Writes in with General Qornmentary that is Qon-Us. 
�- Qornmentary CJntains �uggestions. 
,li: Requests .lnr"ormation for the �uuuner ot Service. 
m: Requests information for the ileneral National Service. 
QY: Qffers services as Volunteer. 
Q.l: Qffers services as .Intern. 
�: Qffers services as �mployee. 

Codes that may be used as qualifiers for service: 
Volunteers may qualify through age: 
AU: Age Qnder 17 
AQ: Age 17-25 (as in Qollege aged) 
AQ.: Age Qver 25 
Al: Age Qnspecified 

Volunteers may qualify through educational level achieved: 
fill: �tudent Qnspecified grade level 
.sE.: �tudent in �lementary school 
�= �tudent in �econdary school 
�: �tudent in Qollege 
�: �tudent in ilraduate school 
NQ: Non-Student Unspecified grade level 
�: Non-student who acheived �econdary school level 
NC.: Non-student who acheived Qollege level 
I::m: Non-student who acheived ilraduate school level 

5. Letters which answer individual needs are sent out. The
data base that we use is programmed to shoot out one of a number
of different form letters that correspond to the codes listed 
above. For example, when we run a sort for all Purpose of Letter 
PS, all Age. AC, and all Education Level sc, we will be sending a 
letter to all students aged 17-25 who are interested in the 
Summer of Service and are now currently enrolled in college. 



Natior.al Service Corresponds!
Codiner Sheet

3tder: 
Date:

I.

II.
A.

B.

2.

III. Re-route to Other Departments

Certified MailTV.

 Commission
(Personal, service organizations,

or business proposals) 
 Scheduling/Gloria
 Other 

Purpose of Letter:
 Wants to Participate

 Summer of Service
 National Initiative

 General Commentary
 Pro
 Con
 Suggestions for Programs

 Requesting General Information 
 Summer of Service
 General Program

 Offering their Services
 Volunteer
 Internships

 White House
 National Service (Jim) 

 Employment

Under 17 
Educat ion 
1.

Writer Information:
Aoe (Circle One):

17-25 Over 25 Unspecified
Level (Circle One):

SLjser.c.:
 Elementary
 Secondary
 College
 Graduate

Non-Student (Level Completed): 
 Secondary
 College
 Graduate
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MEMORANDUM

It is sorted in the mailroom1.

2.

3.

What follows is an overview of the entire mail system and how it 
should work:

The Coding Slip:
The purpose of the coding slip is to organize all 

information about the letters and their writers on one piece 
of paper. This way, all information can be entered into our 
database at once, whether we need to access the information 
now or at some time in the future. For example, we can send 
letters now responding to all college students, ages 17-25, 
interested in the Summer of Service pilot program, and still 
be able to send information later to all graduate students, 
ages 17-25, who are interested in participating in the 
program some time in the future. The idea here is simple: 
organize all information so that it can be accessed in any 
possible combination at any time.

Mail comes into the building, 
into two piles:

1)
2)

TO:
FROM: 
DATE: 
RE:

Our coders read the mail and attach a coding slip to each 
letter. This coding slip highlights the information from 
each letter which will be placed into our database.

Phil
Laura and Jim
3/22/93
Overview of Mail Flow and National Service

Correspondence System Solution

All mail addressed to the President.
All mail addressed to a specific person. The 
Office of National Service receives all mail 
addressed to specific people in this office and 
all mail addressed to the Office of National 
Service at the White House.

All mail which comes into the office is sorted. Staff 
receives all mail which is specifically addressed to them. 
All mail that is addressed generally to the Office of 
National Service is placed on the Coding table.
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4.

A?:

Student

Letters which answer individual needs are sent out.5.

cc: Marsha Scott
Rick Allen

The 
data base that we use should be programmed to shoot out one 
of ten form letters that correspond to the above codes.

AU:
AC:
AO:

SE:
SS:
SC:
SG:
NS:
NC:
NG:

After the letter is coded it is sent to data entry. By 
using the following specified codes, we will be able to 
sort our entries to send out one of ten specific letters:

Codes for Purpose of Letter:
Wants to Participate in the Summer of Service 
Wants to Participate in the National Initiative 
Writes in with General Commentary that is Pro-Us. 
Writes in with General Commentary that is Con-Us. 
Commentary contains Suggestions.
Requests Information for the Summer of Service.
Requests Information for the General National Service. 
Offers services as Volunteer.
Offers services as Intern.
Offers services as Employee.

Volunteers may qualify through educational level achieved: 
Student in Elementary school
Student in Secondary school
Student in College

in Graduate school
Non-student who acheived Secondary school level 
Non-student who acheived College level
Non-student who acheived Graduate school level

PS:
PI:
CP:
CC:
CS:
IS:
IG:
OV:
01:
OE:

Additionally, there will be fields in the database for 
name, street address, city, state, zip, and phone. We will 
be able to sort the database by region, state, zip, etc. or 
by personal characteristics of the writer.

Codes that may be used as qualifiers for service: 
Volunteers may qualify through age:

Age Under 17
Age 17-25 (as in College aged)
Age Over 25
Age Unspecified
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Letters which need to go out NOW:

Letters that will need to go out in the very near future:

I

Those who want to participate in the National Service 
initiative at some point in the future:
7. Under 17 years old
8. 17-25 years old
9. Over 25 years old
10. Age unspecified

Those who are requesting information about:
5. The Summer of Service
6. The National Service program in general.

Those who has written in with General Commentary:
14. Pro
15. Con
16. Suggestions

Those who want to participate in the summer of Service:
1. Under 17 years old
2. 17-25 years old
3. Over 25 years old
4. Age unspecified

The following are letters that we believe need to be answered and 
the time frame that we suggest:

Those who are requesting information about:
Letters that will need to go out at some point in time: 
(preferably when we are up to date in responding to all mail 
from potential participants):

Those who offer their services:
11. As volunteers at sites around the country
12. As interns in Washington, D.C. and at sites around the 

country
13. As employees in Washington, D.C. and at sites around 

the country

Robert
Jim and Laura
March 30, 1993
Suggested responses to mail

I
I

TO:
FROM:
DATE: 
RE:



Summer of Service:

Interested in the Summer of Service, under 17 years old1.

March 30, 1993

Dear John:

Sincerely,

Bill Clinton

Thank you for writing to me to express your interest in the 
Summer of Service.

Mr. John Smith
123 Main Street 
City, ST 12345

Unfortunately, due to the tremendous response, we will be 
offering the summer program only to college students age 
seventeen to twenty-five. Still, I want you to know how much I 
appreciate your interest. I hope you stay committed and involved 
because our country needs you now and for years to come.

In the meantime, we will keep your name on record and send you 
information on how you can get involved in future initiatives. I 
hope we can continue to work together to renew our communities 
and rebuild our country.

National service will bring out the best in America, 
strengthening communities, offering opportunity, swarding 
responsibility, and hard work. It moves me that so many young 
people want to get to work solving this country's most urgent 
problems.



Summer of Service;

Interested in the summer of Service, 17-252. years old

March 30, 1993

Dear John:

Bill Clinton

Thank you for writing to me to express your interest in the 
Summer of Service.

Mr. John Smith
123 Main Street 
City, ST 12345

We have entered your name in our Summer of Service register, and 
my office will be contacting you by April with names of the 
program sites that have been selected around the country. You 
will then be able to apply directly to these programs closest to 
you. I hope you do.

National service will bring out the best in America, 
strengthening communities, offering opportunity, rewarding 
responsibility, and hard work. It moves me that so many young 
people want to get to work solving this country's most urgent 
problems.

Thank you again for your interest. I hope we can keep working 
together to renew our communities and rebuild America. 
Sincerely,



Summer of Service:

Interested in the Summer of Service, over 25 years old3.

March 30, 1993

Dear John:

Sincerely,

Bill Clinton

Thank you for writing to me to express your interest in the 
Summer of Service.

Mr. John Smith
123 Main Street 
City, ST 12345

National service will bring out the best in America, 
s rengthening communities, offering oppo: tunity, rewarding 
responsibility, and hard work. It moves me that so many people 
want to get to work solving this country's most urgent problems.

Unfortunately, due to the tremendous response, we will be 
offering the summer program only to college students age 
seventeen to twenty-five. Still, I want you to know how much I 
appreciate your interest. I hope you stay committed and involved 
because our country needs you now and for years to come.

In the meantime, we will keep your name on record and send you 
information on how you can get involved in future initiatives. I 
hope we can continue to work together to renew our communities 
and rebuild our country.



Summer of Service:

Interested in the Summer of Service, age unspecified4.



National Initiative:

March 30, 1993

Dear John:

Sincerely,

Bill Clinton

Mr. John Smith
123 Main Street 
City, ST 12345

5.
6.
7.
8.

Thank you for writing to me to express your interest in the 
National Service.

National service will bring out the best in America, 
strengthening communities, offering opportunity, rewarding 
responsibility, and hard work. It moves me that so many young 
people want to get to work solving this country's most urgent 
problems.

Unfortunately, due to the tremendous response, we will be 
offering the summer program only to college students age 
seventeen to twenty-five. Still, I want you to know how much I 
appreciate your interest. I hope you stay committed and involved 
because our country needs you now and for years to come.

In the meantime, we will keep your name on record and send you 
information on how you can get involved in future initiatives. I 
hope we can continue to work together to renew our communities 
and rebuild our country.

Interested in the program in the future.
Interested in the program in the future, over 25*years old
Interested in the program in the future, age unspecified

Interested in the program in the future, under 17 years old 
“ ‘ ‘ ~ 17-25 years old



Those who are requesting information about:

12. The Summer of Service
13. The National Service program in general

We think that the best correspondence to people who want 
information is a format which addresses both the Summer of 
Service and the long-term initiative. The packet should consist 
of two pages: (1) a letter from Eli Segal introducing himself as 
director or Bill Clinton saying how excited he is about the 
interest in the program; (2) a general description of the 
National Service Program (what it entails, what the benefits will 
be); and (3) a question and answer format which described how to 
get involved.



Summer of Service:

Interested in the Summer of Service, under 17 years old1.

/tnQ
9 Pos 27

2.
3.
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Thank you for writing to me to express your interest in the 
Summer of Service.

National service will bring out'iAmerica at—i-t-3-b>e-3t. It will 
strengthen communities, offer opportunities  ̂and—reward
rggtyonsih-i lity-.. It is exciting that so many of this country's 
young people want to dedie-at-e themselves to help solve this 
country's most urgent problems. However, Sue to the overwhelming 
response, we have found it necessary to limit the summer program 
to co 1 legestudents .

We will keep your name in our file and send you information on 
how you can get involved in future programs of the National 
Service and other programs in your community. I urge to to stay 
involved[these organizations that are working to renew your 
community and rebuild America.

\ A
Interested in the Summer of Service, 17-25 years old 
Interested in the Summer of Service, over 25 years old

Doc 1 Pg 2 Ln



THE WHITE HOUSE

WASHINGTON

President Bill Clinton, January 20, 1993

May 3, 1993

Dear Friend,

Sincerely,

EJS:jk.pl

Enclosure

"I challenge a new generation of young Americans 
to a season of service: to act on your idealism 
by helping troubled children, keeping company 

with those in need, reconnecting our torn communities."

Eli J. Segal
Assistant to the President and
Director of National Service

Thank you for writing to President Clinton to express your 
interest in the Summer of Service.

With your help, we will continue to renew our communities 
and rebuild America.

Enclosed please find a listing of the Summer of Service 
sites and a letter to send to the program nearest you. Due to 
the tremendous response, the selection process will be highly 
competitive. I wish you every success.

We are excited and encouraged by the more than 5,000 letters 
we have received from Americans eager to commit to revitalizing 
our country. National Service will bring out the best in America 
by strengthening communities, offering opportunities for 
learning, and rewarding individual responsibility.



THE WHITE HOUSE

WASHINGTON

President Bill Clinton, January 20, 1993

May 3, 1993

Dear Friend,

Sincerely,

EJS:jk.pl

Enclosure

Thank you for writing to President Clinton to express your 
interest in the Summer of Service.

Eli J. Segal
Assistant to the President and
Director of National Service

I hope we can continue to work toward rebuilding our 
communities.

We are excited and encouraged by the more than 5,000 letters 
we have received from Americans eager to commit to revitalizing 
our country. National Service will bring out the best in America 
by strengthening communities, offering opportunities for 
learning, and rewarding individual responsibility.

"I challenge a new generation of Americans 
to a season of service: to act on your idealism 
By helping troubled children, keeping company 

with those in need, reconnecting torn communities.”

Your interest in our program is greatly appreciated. Due to 
the tremendous response, the summer program will be offered only 
to those aged 17 to 25. We will gladly keep your name on record 
and continue to send you information on how you can get involved 
in future initiatives.



Date: 

Dear Summer of Service Site Director,

Sincerely,

Attachments

Name:
Address: 
City/State:
Zip:
Phone:

I appreciate you giving my application every consideration. 
Thank you.

Response to the President's National Service Challenge 
Summer of Service Applicant

I am interested in participating in your Summer of Service 
program. Enclosed is my resume and/or pertinent information about 
me and the address where I may be reached between now and June 
21, 1993.


