The original documents are located in Box 10, folder “Duplicating - MT/ST Machine” of
the Fernando E.C. De Baca Files at the Gerald R. Ford Presidential Library.
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7510-223-6807

paper clip - medium box of 1 dozen.
class 1 with han- wire handle

binder clip No. 20 small 3/8"

capacity--small with wire handle
box of 1 dozen,
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THE WHITE HOUSE

WASHINGTON

June 6, 1975

MEMORANDUM FOR ALL OPL STAFE

FROM: JEFFREY P, EVES\ @A

An MT/ST Machine capable of quickly reproducing identical multiple
copies of original letters to different people has been installed in
Room 187 for the use of OPL staff members, An IBM representative
will give instructions in the use of the machine on Tuesday, June 10
at 1:45 p.m. in Room 187, Itis suggested that one person from each
office of OPL learn to operate this machine so that everyone on the
staff may benefit from it,

While each office should be responsible for the production of its
own work, all requests for use of the machine should be directed
to Connie Crupi who will have the responsibility of coordinating a
work schedule among the different offices when the machine is in
great demand.

Use of the MT /ST machine should be reserved for those instances
where seven or more letters need be produced. Maximum productivity
will also be a.chi?‘ved by limiting the length of the letters to one page.




