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1)

L)

5)

6)

7)

8)

PROSPECTIVE ADVANCE MEN

Folger, Nolan & Fleming

NA BUSINESS AND HOME ADDRESSES PHONES
s "\ S T
DIXON, Fre % (b)
\/ " —

a—

(r)

EHRGICAMAN, John.~ * (b)

(r)

FARRINGTON, Chaflé\\xﬁ 49}”Qgg;?&i‘$owers¢8&ﬂgf ,;MiAPW;:w/
2 B

725 -~ 15th St, N.W., Wash....es..5Terling 3-5252
2500 Q. Stfffk//ffbﬁgsh..;........kﬁhﬁb 2=-6586

61l United Pacific Bldg.,
Seattle li, WashingtonN..eeeeecesss .MUturl 2-2852

3820 Hunts Point Road,
Bellevue, WashingtoNeeeeseeeseoo.GLoncourt 4=-8476

-

North Ceftral Avenue
Phaenix, Arizona.................CRestwood 9-64421
Q>\

rﬂ “7 H/&g Y- KLET . ,ﬂ E

LOTHRIDGE, Stan = (b)
(r)
McCUNE, Robert G. x (Db)
(r)
MILLER, Richard # (b)
(r)
POWNALL, Tom (b)

*

(r)

Kenyon & Eckhardt
6253 Hollywood Boulevard
Los Angeles, Californi@ees.eseesHO 9=901

815 Virginia Terrace
Santa Paula, Californif..........JAckson 5=-5605

Nixon Volunteers, P, 0, Box
7398’ waSh. L‘-O..co..OCOOQOOCOOQQQEXecutive 3-761‘.0

1521 Elliot Place, N,W., Wash....FEderal 3-217
Revel Miller & Co., Inc.
650 South Spring Street
Los Angeles 1lj, Californis.......MAdison 2-2201

428 Willaman Drive
Los Angeles U8, C8l,.eeeseeeeee..CROStVIEOW =695

1710 H Street, N,W,,
Convair Div, of Gen, Dynamics,...REpublic 7-5161

10815 Burbank Drive
Potomac, Maryland...eeeeeeeessss*AX 9=9,08

SULLIVAN, Ned (Edward 0) (r) 63 Rockland Avenue,

% (b)

Yonkers, NeW YOrK...eeeoeeoseeoYOnkers 9-5711

255 Central Park Avenue, Yonkers
The Sullivan Organization........DEerfleld 77-600
(Priv,) DEerfield 7-7609



9) TROFFEY, Alex ¥ (b)
~_
> x(r)
10) WHITAKER, John (b)

% (r)

Kaiser Industries Corp,
300 Lakeside Drive (Priv,) CRestview 1-2696
Oakland 12, California,.eceseess.CRestview 1-2211

3366 Springhill Road
Lafayette, California...eeee....ATlantic 3-3091

Aero Service Corporation
610 Montgomery Street
Alexandria, Virginia..........o.KIng 8-1532

106 Thicket Road
Baltimore 12, Maryland..........DRexel 7-8795

11) HARDING, Ned,(Edward P) % (b) 15 St, Marys Court

(r)

12) MURPHY, James F, % (b)

(r)

13) OGDEN, Robert % (b)

(r)

Brookline, Massachusetts.....LOngwood 6-7088

147 Court Street
Dedham, MassachusettS..eeeeess.DAVis 6-2,78

Gallagher Bros. Sand & Gravel Corp.
39 Brcadway, N.Y, 6QQQQQOQQOOOOOWH 3‘553&

3l Dorchester Road
ROCkVille Centre, L.I., N. Y....RO 6-1286

R, J. Martin & Company
Paulsen Bullding, Spokane 1, Wash,.,MAdison l1-3366

1230 E, 20th Avenue
SpOkane 35, waShingtonoooooooooo KE u‘0720

% Preferred mailing address

In cases where mall 1s sent to business address,
1t should be marked "Personal"



8/24/60
c/S

August 24, 1960

TO: Pat Gray

FROM: Bob Haldeman CONFIDENTIAL

RE: Advances Men's Salaries

This memo will confirm our previous discussions regarding the payment of
salaries to several of the Advance Men,

R is my understanding that salaries will be paid on a monthly basis for the
month of September and October. It is of course, understood, that these men
will be working for a period of time in August and November for which they will

not be paid.

The men to whom salaries should be paid, their Social Security sumbers, exemptions
and salary rate are listed below:

1) Stanley Lothridge 568-22-9050 1 exemption $1, 000 per month

Z) Robert McCune 505-26-8869 1 exemption *
3) John Ehrlichman 545-40-40064 7 exemptions *
4) Thomas Pownall 235201348 4 exemptions 1, 500 par month
5} Robert Krill 203-22-8653 1 exemption 650 per month

* Both of these people are currently ou the payroll and I'm not sure what their
rate is, but assume your records show this.

There may be possibly one more addition to this list which I will send on to you very
shortly.

Thank you very much.



August 3, 1860
MEMORANDUM

TO: J m Bassett

FROM: Bob Haldeman
RE: CREDIT CARDS FOR ADVANCE MEN

The following Advance Men will need, effective immediately, credit
cards for Telephone, Western Union and Alr Travel:

H. R. Haldeman
John D. Ehrlichman
Tom Powmall
Stanley Lothridge
James Murphy
Edward Sullivan
Richard A. Miller
Warren Brock
Paull Marshall
Robert Ogden
Robert McCune
John Whitaker

John Warner
Charles Farrington
Edward Harding.
Sherman_Unger
William/ Black



8/24/60
c/s

August 24, 1960

TO: Jack Sherwooed

FROM: Bob Haldeman

RE: ADVANCE MEN

The Advance Men's Instructions now suggest that they arrange a separate car
for the Advance Man to uss during their period of the Vice President's visit
in order to arrive at each destination ahead of the general group.

We have suggested that where possible, they use a police car with police driver,
preferably a marked car that has & radio on the same {requency as the security
car in the motorcade and equipped with siren and red light.

Do you have any objsction to this ?

From ocur viewpelnt, it will be much moze satisfactory thaa trying to use a private
car, and of course we will not insist on this, but wherever the police are willing
to make it available, it should work out very well for us.

Lat me know {f you have any thoughts,



47

August 30, 1960

The following is the approved introduction for RN at public meetings:

We have given much thought to the best standard introduction for RN at

rallies.

In 1956, our standard suggestion was "It gives me great pleasure to intro-
duce that great Campaign Team ,.. the next Vice President of the

United States and his wife....Pat and Dick Nixon." When we talk about

"the next President of the United States™, quite frankly it is somewhat
difficult to find the right phrase which includes both you and Pat.

"May I present the next President of the United States......Vice President

Richard M, Nixon®™,

On this both RN and PN make their entrance,
together whenever possible.

TO:

Bob Haldeman - Advance Team <~
George Rogers - Advance Team ‘-
Gene Trumble

Hal Short

RN and PN should make an entrance



September 20, 1960

TO: Bob Wilson

FROM: Bob Haldeman

Complete kits for each visit must be sent to Advance Men
as soon as he is assigned to a city. This is imperative.
Do not wait until they ask for it. They carry only a small

supply of reserve materials.



CRITIQUE OF ADVANCE WORK
Vancouver and Portland

Started with protocol possibilities of landing in ome state and going
into another and back into the original state. The first sédvance man to enter
the ares was Dick Miller, vho made certain decisions as to locations. These
vere subsequantly changed seversl times. Miller laft Oregom with several
items dangling to go to Minnesota and South Dakota. Shortly thereaftsar Dick
Forts came in to head up rally activities. Perhaps not becauss oOf him but
only beacause he wvas avallable, the Nixon chairman had him doing many errands
apnd making decisions that were rightfully Miller's.

Becond guesses:

(1) The location at the airport was determined to be a Yegular gate
entrance, yet the other fiight schedules of other airlines were going to
continue. Moreover, the aiiport management quite properly forbads crowds
on the apron where there were other plenes involved . A decision was
obvious that the location should have been selacted avay fram other
traffic s0 that a maximum crowd could be sccommodated, As long as
there were promotional efforts (including nevspsper advertising) toward
getting an agrport crowl.

(2) The location agreed upon at the Llgyd Center wms changed
two or three times but the final change came early Tusaday morning (the
day of arrival)

(A) The emphais was completely on televhion and we
thus have these dissatisfuctions: The turn-awy
crowd and the crowd that would not see him was
greater than the line-of-sight erowd. On the
original plam three press tables, accomodating
50 to 75 press wuld have been only 20 feet awwy
from a closed room where thelr teletypes and
television were installed. &Eecause of the
television switch the newsaen ware a couplete
floor and a spiral staircase avey from the
press room.

(B) The V.I.P.'s vere relegated to wew side-
bar positions,

(C) A remport was not established with Republican
officialdoa to such an extemd that the county
chalrman and advance man were not in contact
during the last dsy or two.

(D) The urging that we in Oregon had made for hand-
shaking perhaps went out the window wvith the
Hospitalization, but in every memo we have filed



we have urged that scme of it bde done to offset
Kennedy's personsl technique. At cma point Ted
Rogers gave us assurance that television would cover
sows extended handshaking.

{(E) The television arrangesents handled by the local
committiee were a repeat of that memorahle and
unfortunate experience vhen you were here for the
dedication of The Dslles Dam in which the origimal
arrangsments were to tie up one station (Channel G-~
CBS) exclusively. It wes done agsin., Xy the time
it vas checked with me by Ceorge Rogers it was too
late tc make other arrsngements. Moreover, no dow-
state television was provided despite repestsd pleas.

Chairman : Tony Yturri will 4o a fine Job if he will carxy out his
pledge to spend time in Fortland. It canmot be run from
clear across the state. His cooperstion with this office
is tops. He needs guidance from your hesdquarters, having
never conducted a statevide campaign before. There is no
one in Oregon to whox: be can twm with confidence on
organization and procedural questions that can compare
to B4 Tarrar or some such.

Ad Agency: A repeat hiring of the agency that handled the priuary
campaign, the unimaginative organization tha¥ handled
8ig Unander's unsuccessful campaign far Govermor.

»

Hollis (oodrich, an able ¢ld pro if he will give it the
time 1t &eserves but he left much to be dssired vhen he
counssllad Unander. Ask advance man Dick Miller re. view.

Publicity

Hired Help: Wes Fhillips can do detail but ceannot be counted upon
for initiative.

Party Tie: Better coordination needed with party. This is ons state
which I believe you will find rare in which the party may
be better organized than the Nixon coumittee,

Visiting V.I.P.'s Oregon has a couplete lineup already scheduled of
Mortom, Judd, Jobn Roosexelt, etc. Goldwater has been
here--re. the 20,000 attendance clipping I sent you.
This leaves only Rockafeller smong the big-wigs to
aschedule Oxegon.

Travis Cross

(Dictated but not read)



REVISED DECEMBER 1959

(CHAPTER 12, F.P.M.)
*%-103

Standard Form 86

U.S. CIVIL SERVICE COMMISSION

FOR SENSITIVE POSITION

SECURITY INVESTIGATION DATA

CASE SERIAL NO. (CSC use only)

INSTRUCTIONS.—Prepare in triplicate, using a typewriter. Fill in all items. If the answer is *No” or ‘“None,” so state.
space is needed for any item, continue under item 23.

If more

1. FULL NAME

(Initials and
abridgments of
full name are
not acceptable.
If no middle
name, show
‘“(NMN)"’; if
initials only,
show ‘‘(no given
or middle name)’’

(LAST NAME) (FIRST NAME)

(MIDDLE NAME) 2. DATE OF BIRTH

OTHER NAMES USED (Maiden name, names by former marriades, former names changed | 3. PLACE OF BIRTH

legally or otherwise, aliases, nicknames, etc. Specify which, and show dates used.)

4. [] MALE [] FEMALE

5.HEIGHT| WEIGHT | COLOR
EYES

COLOR
HAIR

6. D SINGLE 7. IF MARRIED, WIDOWED, OR DIVORCED, GIVE FULL NAME AND DATE AND PLACE OF BIRTH OF SPOUSE OR FORMER SPQUSE, AND DATE AND
- PLACE OF MARRIAGE. INCLUDE WIFE'S MAIDEN NAME. (Give same information regarding all previous marriages.)
] MARRIED
] wipow(eR)
Cl pivORCED

FROM

ontinue under item 23 on other side if necessary.)

To NUMBER AND STREET

CITY STATE

8. DATES AND PLACES OF RESIDENCEéIf actual places of residence differ from the mailing addresses, furnish and identify both. Begin with present
and go back to January 1, 1937.

Ou. s. cimizen

ALIEN REGISTRATION NO.

BY
BIRTH I NATURALIZED

CERT. NO. PETITION NO.

DATE, PLACE, AND COURT

] DERIVED-PARENTS CERT. NO(S).

REGISTRATION NO, NATIVE COUNTRY DATE AND PORT OF ENTRY
[ Auien
10 EDUCATION (All schools above elementary)
NAME OF SCHOOL ADDRESS FROM (Year) TO (Year) DEGREES
11. THIS SPACE FOR FBl USE (See also item 24.) 12. SOCIAL SECURITY NUMBER

13. MILITARY SERVICE (Past or present)

SERIAL NO.
(If none, give grade or rating
at separation)

BRANCH OF SERVICE
(Army, Navy, Air Force, etc.) FROM (Yr.)

T0 (¥Yr.)




14. EMPLOYMENT (List ALL employment dates starting with your present employment. Show ALL dates and addresses when unemployed. Give

name under which employed if different from name now used.)

NAME OF EMPLOYER (Firm or agency) ADDRESS
FROM TO AND NAME OF SUPERVISOR (Where employed) TYPE OF WORK

REASON FOR LEAVING

15. HAVE YOU EVER BEEN ARRESTED, CHARGED, OR HELD BY FEDERAL,K STATE, OR OTHER LAW-ENFORCEMENT AUTHORITIES, FOR ANY VIOLATION OF ANY
FEDERAL LAW, STATE LAW, COUNTY OR MUNICIPAL LAW, REGULATION, OR ORDINANCE? (Do not include anything that happened before your sixteenth
birthday. Do not include traffic violations for which a fine of $25 or less was imposed. All other charges must be included even if they were

dismissed.)

(ANSWER *'YES' OR "NO™")
IF YOUR ANSWER IS “YES,” GIVE FULL DETAILS BELOW: PLACE WHERE CHARGED OR HELD AND
REASON CHARGED OR HELD DATE NAME OF LAW ENFORCEMENT AUTHORITY

DISPOSITION

U.S. GOVERNMENT PRINTING OFFICE - 1960—0O-538581




I racre crntat A smem —an i

16. FOREIGN COUNTRIES VISITED (SINCE 1930) (Exclusive of military service)
COUNTRY DATE LEFT USA DATE RETURNED USA PURPOSE

17. ARE YOU NOW, OR HAVE YOU EVER BEEN, A MEMBER OF THE COMMUNIST PARTY, U. S. A., OR ANY COMMUNIST OR FASCIST ORGANIZATION?

(ANSWER "“YES'* OR “"NO'")

18. ARE YOU NOW OR HAVE YOU EVER BEEN A MEMBER OF ANY FOREIGN OR DOMESTIC ORGANIZATION, ASSOCIATION, MOVEMENT, GROUP, OR COMBINATION OF
PERSONS WHICH 1S TOTALITARIAN, FASCIST, COMMUNIST, OR SUBVERSIVE, OR WHICH HAS ADOPTED, OR SHOWS, A POLICY OF ADVOCATING OR APPROVING THE
COMMISSION OF ACTS OF FORCE OR VIOLENCE TO DENY OTHER PERSONS THEIR RIGHTS UNDER THE CONSTITUTION OF THE UNITED STATES, OR WHICH SEEKS TO
ALTER THE FORM OF GOVERNMENT OF THE UNITED STATES BY UNCONSTITUTIONAL MEANS?

(ANSWER “"YES'" OR “NO")

19. IF YOUR ANSWER TO QUESTION 17 OR 18 ABOVE 1S “'YES,” STATE THE NAMES OF ALL SUCH ORGANIZATIONS, ASSOCIATIONS, MOVEMENTS, GROUPS, OR COM-
BINATIONS OF PERSONS AND DATES OF MEMBERSHIP. IN QUESTION 23 OR ON A SEPARATE SHEET TO BE ATTACHED TO AND MADE A PART OF THIS FORM, GIVE
COMPLETE DETAILS OF YOUR ACTIVITIES THEREIN AND MAKE ANY EXPLANATION YOU DESIRE REGARDING YOUR MEMBERSHIP OR ACTIVITIES.

NAME ADDRESS FROM TO OFFICE HELD

20 MEMBERSHIP IN OTHER ORGANIZATIONS (List all organizations in which you are now a member or have been a member, except those which show
religious or political affiliations.)
NAME ADDRESS TYPE FROM TO OFFICE HELD

21. RELATIVES (Parents, spouse, divorced spouse, children, brothers, and sisters, living or dead. Name of spouse should include maiden name and
any other names by previous marriage. If person isdead, state ‘‘dead’’ after relationship and furnish information for other columns as of time

of death.) YEAR OF COUNTRY OF PRESENT
RELATION NAME IN FULL BIRTH ADDRESS BIRTH CITIZENSHIP




22, REFERENCES (Name three persons, not relatives or employers, who are well acquainted with you.)
NAME ADDRESS YEARS KNOWN

23. SPACE FOR CONTINUING ANSWERS TO OTHER QUESTIONS (Show item numbers to which answers apply. Attach a separate sheet if there is not
enough space here.)

24. REPORT OF INFORMATION DEVELOPED (This space reserved for FBI use.) DATE:

Before signing this form check back over it to make sure you have answered all questions fully and correctly.
CERTIFICATION
I CERTIFY that the statements made by me on this form are true, complete, and correct to the best of my knowledge and

belief, and are made in good faith.

False statement on this form
is punishable by law.

(DATE) (SIGNATURE—Sign original and Ist carbon copy)

INFORMATION TO BE FURNISHED BY AGENCY

INSTRUCTIONS TO AGENCY: See Federal Personnel Manual Chapter 12 for details on when this form is required and how
it is used. If this is a request for investigation before appointment, insert ‘“APPL"” in the space for Date of Appointment and
show information about the proposed appointment in the other spaces for appointment data. The original and the first carbon
copy should be signed by the applicant or appointee. Submit two carbon copies of this form, Standard Form 87 (Fingerprint
Chart), and any investigative information about the person received on voucher forms or otherwise, to the United States Civil
Service Commission, Investigations Division, Bureau of Departmental Operations, Washington 25, D. C. If this is a request
for full field security investigation, submit these forms to the attention of the Security Investigations Section; if this is a request
for preappointment national agency checks, submit these forms to the attention of the Control Unit.

RETAIN THE ORIGINAL COPY OF STANDARD FORM 86 (SIGNED BY THE APPLICANT OR APPOINTEE) FOR YOUR FILES

DATE OF APPOINTMENT TYPE OF APPOINTMENT CIVIL SERVICE REGULATION NUMBER TITLE OF POSITION AND GRADE
OR OTHER APPOINTMENT AUTHORITY OR SALARY
D EXCEPTED
D COMPETITIVE (Include indefinite and tem-
porary types of competitive appoint-
3 ments.)
DEPARTMENT OR AGENCY DUTY STATION SEND RESULTS OF PREAPPOINTMENT CHECK TO:

THIS 1S A SENSITIVE PoOSITION

(SIGNATURE AND TITLE OF AUTHORIZED AGENCY OFFICIAL)

U.S. GOVERNMENT PRINTING OFFICE - 1960—0-538581
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Jaly 40, 1960

<
S
1
MEMORANDUM M

TO: Advancs Mon

FROM: Beb Haldeman

RE: Advasce Man's Mamual, March 1960

Wil you pleass retura the Advance Man's Masual thet you now have se
that it can be replaced with an up-dated version which we will bs ssuding
te you shortly after the Cenvention.

M you have mors thas ous copy of the erigical manusl, plsase send all
copias in s0 that we can bs surs that no out-dated coples are still laying

around.



MEMORAND UM

TO: Advangs Mem

FROM: Bob Haldeman

The attachad copies of articies which have appeared recesnily or a wille
back in the press are sent sa to you &8 classic sxnmples of what net t5 do
and s sxumples of what can happes {f you do get tee much stull sut ahaad
of thmaw.

The Kennedy articles frem Los Angsles shows what will bappen i a local
guy is sornered by the preas and “spills the benns™,

The sariier Nison story frem San Francisce shows what will happen i a
couple of our posple get to talking in frest of the press, ar iu a public ares
on your discussions ia private somawhere.

P.S. The enclessd photegraph in the Indias headdress (s sasther horridle
example of what te avoid. Donu't lal plans be mads for anything wiich wiil
tzapy the Vice Presidemt inte gag photes sueh a8 this.















STRICTLY CONFIDENTIAL

SUGGESTIONS REGARDING

APPEARANCES

OF THE

VICE PRESIDENT

March, 1960



Suggestions Regarding Appearances

ol

the Vice President

Your primary function
representative of the
all the facets of his

function to be on the

as Advance Man 1s to serve as a personal
Vice President in the advance planning of
visit to a given area., It is your further

gscene a%t the time of the visit to 1Incurs

that all details pertaining to the visit are carried out as

rlanned and in a way that will make the trip one of meximum

effectiveness, You are responsible for maintaining lccal con-

tact and for the development of the program and activities for

the Vice President and his party during the time they are in

your area.

The success of the Vice Presidentis appearances will

depend on the advance preparation.

It will be appreclated if you will make a special

polnt of checking every one of the applicable items

in this memorandum td make certain that the local

committees have the situation well in hand.

Please do NOT give a copy of this memorandum to the

local committees or anyone else. Iustead, pick out

the pertinent portions which are applicable to the

particular visit and make them available to the

local people in charge.
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GENERAL POLICY

You rmust always bear in mind that your responsibility

is to the Vice President, At all times thils responsi-
bility supersedes your responsibilities to thzs local
committee or anyone else., Cften the wishes of the

local committee will be in conflict, and your job is to
effect a compromise satlsfactory to all, if pcssible,

but iIn any event never one which 1s uracceptable to the
Vice President.

The Washington office will help you in every way possible
to smooth out differences,

Let the Secret Service worry about the Vice President’s
security. They are concerned with hls personal pro-
tection by authority of Federsal Law, and will coordi-
nate their security arrangements to fit his loecal
schedule of events and appearances.

In this connectlon, the Secret Service are also responsi-
ble for all contact with local law enforcement authorities
and will take care of this part of the arrangements for
you, It 1s undesirable for advance men to deal directly
with city, county or state police officials for a number
of reasons and all of such dealings should be handled
directly by the Secret Service rather than by the

Advance Man,

For this reason, it 1s important that you work out your
rlans In close conjunction with the local Secret Service

personnel so that they are fully aware of all arrangements
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being made and are also aware of any changes as they
occur in the plans so that they can coordinate with
local law enforcement personnel,

Do not grant interviews or issue any press releases cr
announcements, Publicity stories should be released
through local committees,

Local committee should NOT advise press of the arrival

of the Advance Man,



-4 -

STANDARD OPERATING PROCEDURE

(Follow in Order Listed)
The itinerary and instructions will be furnished from
Washlington.
Get in touch by phone with the local contacts and let them
know when you will be arriving, length of stay, etc. Also
notify local Secret Service office.
Proceed to assigned location and meet flrst with local key

political contact--check general preliminary plan with him

for overall OK. Determine any potential complications from

him before meeting local overall arrangements cheirman.

Keep in touch with him as plans are developed and settled.
Contact local overall arrangements chairman--get completely
informed of developments to date, discuss plan of visit and
arrange meeting of local commlttee. Lay out tentative time
schedule,
Contact local Secret Service and go over tentatlive schedule.
Meet with local committee (1nclude Secret Service) and set
up chalrmen for the followling:

Publicity

Press facilities

Radio & TV facllitles

Airport facilities

Greeting committee

Motorcade

Hotel arrangements

Meetlng arrangements and program



Te

9.

11,

-5 -
Go over entlre route, starting from landing positlon of
plane, to determine exact routes and times..-both on fcot and
by car, See below for specific arrangements to be made at
each polnt on route, Be sure to walk and drive at speed
which will approximate that of VP and party. Have Secret
Service and overall chelrman accompany you,
Draw up, with Secret Service and cverall chalrman, an exact
schedule for entire wvisit with all detalls included, Make
sure that all understand that no changes are to bs made in
thls schedule without your pricr knowledge, Always allow
at least a two~hour perlod for staff work for the Vice
President in his hotel room prior to any major appearance,
Keep in mind the possibility of a sultable separsate schedule
for Mrs. Nixon,
Transmit schedule to office~~wlth any questions or sug-
gestions, This will be cleared with staff and VP by VP's
aide and re-confirmed to you, Do not confirm schedule to
local chairman until VP's aide has re-conflrmed to you,
Make courtesy calls to all major Republican offlcials In the
erea~~-give them quick rundown on general plans, Include
Governor, Senators, Congressmen, National Committesman and
woman, State Chalirman and local, regional or state Nixon
chairman,
Confirm schedule and final arrangements with local commlttee
and Secret Service,
Arrange to maintain regular telephone contact with overall

chairman, key polltical contact and Secret Service., No
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changes sre to be made by them without your 0X. Be sure to

clear all changes wlith Washington offlce,

[ =]
(WS
 J

Plan to arrive In the clty well iIn advance of VP's party--
30 you can recheck all plans and be prepared to meet the
plane, Transmit any last minute revisions to VP!s alde an
soon as the plane lands,

1, Be prepared to guide party through the visit, maintain
schedule, meet emergencies, handle local committee contacts
for party and be sure everything proceeds as planned.

15. It is absolutely essential that you have a complete list of

the names and addresses and activity of all the people who

participated in any way In the Vice Presldentf®s visit or the
arrangements for same, This list should be available on
arrival of the party, to be turned over to Mizs Woods at
that time, It should include the drivers and donors cof all
the cars, all the committee people handling any part of the
arrangements, all the people participating in the progrem
and the directors and names of bands, the people who deliver
the invocation, sing the Star Spangled Banner, etc, In
other words--everybody who has any remote connection with
the event., Be sure the 1list gives the full neme, accurate
address, and a sufficlently detailed description of what
they did so a proper thank-you letter can be prepared, Also,
instruect the local chairmen to send the Washington office &

follow=up list after the event, with additional names to be

included., This 1s extremely important.




Advance Publiclty

1.

The local committee should designate a publicity man to
handle the entire appearance and he should have already
released the announcement of the Vice President!s coming
appearance,

All stories should be hung on local people,

Pictures of local committees preparing for event should be
featured at intervals,

Biographles, and glossies or mats, of the Vice Presidsnt end
Mrs, Nixon should be given to newspapers. Order from office
if needed.

Advance storles should be distributed by the local committees
to the local press,

Newspapers must be given accurate information pertaining to

the visit.
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SPECIFIC ADVANCE ARRANGEMENTS

Alrport Arrival

-

I Determine with airport manager exact location for spotting
plane, waiting area for press and greeting committee, lo-
cation of general public, motorcade lineup.

2, Arrange room for press conference--if specified in in-
structions,

3. If a crowd of any substantial size 1s expected at the air-
port, arrange facilities for VP to address the crowd.
Unless there 1s a plannad ceremony or activity and the
assurance of a large crowd at the airport, tho best arrange-~
ment 1s to have a sound truck out of the way some place with
a microphone on a long extension line, A hand mike 1s
satisfactory. Do not have a platform or any obviously
prepared arrangements, It 1s nmuch better to let tha VP
speak informally, standing on a baggage truck or the hood
of a car, using a hand mike, If the stop calls for a
scheduled speech or acceptance of an award or other such
ceremony at the airport, and you are sure there will be a
big crowd, then it 1s OK to have a regular platform and a
standup mike,

s Make arrangements for fast removal of staff and press
baggage from plane and transfer to baggage truck, (Secrct
Service will handle Nixon personal baggage.)

5a Motorcade cars should be lined up on the air strip near the

plane whenever possible to make such arrangements wlth ajr-

port authorities (unless press conference is held in



-9 -

terminal building, in which case cars should be lined up at
most convenient exit).
Motorcade
i. Motorcade transportation from the alrport into the city and
to all points visited should be furnished by the local
committee,
Driver for the Vice President?s auto will
be furnished by the Secret Service, He
usually will be an area policeman in plain
clothes who knows the territory thoroughly
and will give full time and attention to

driving (not talking to the Vice President).

Each driver of the other automobiles should
be a young person entirely capable of
handling an automobile in traffic and motor-
cade formation. Pald professional drivers
ars preferable to VIP volunteers and should

be used wherever possible,

The motorcade cars should be llned up at
the alrport and ready'to go one hour ahead

of time., Each car should be numbered,

Each drliver should be at the wheel of his
automobile with motor running, at least
five minutes before scheduled departure

time. This applies to both arrival and
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departure aﬁd at all stops. Thils is

necessary even 1f the drivers ha?é to
leave a meeting or rally before 1t is
concluded in order to arrive at thelr

designated stationm.

Please emphaslze the necesslity for the
drivers to be ready to proceed at the
appolnted time with motor running and
lights on.

The Vice President's car will always be

the No. 1 car in the motorcade, and
passengers are: The driver, alde, and

one of the traveling Secret Service Agents

In the front seat; the Vice President and
Mrs., Nixon in the back seat. If Mrs., Nixon
1s not with the VP, highest lccal Republican
or Nixon Committee official rides with VP,
Any proposed changes in thls seating arrange-
ment rust be cleared with the office in

advance,

Car No, 2: Security. Second traveling
Secret Service Agent and local security
people, A plain, unmarked, l-door, police-

radio car should be used,



Cars No, 3 and L4: Nixon Staff,

Cars No, 5 and 6: Cars for traveling
photographers and press, (if needed)
each marked with large sign indicating
PRESS,

Cars No, 7, 8, and 9: Cars for local
VIP!'s (if needed)., (Cars of candidates
should show their name or names on the

side.)

Limit of 9 cars in motorcade unless

prior clearance with Washington office.

Each car Iin the motorcade should be
numbered--with a small card in the
lower right corner of the front wind-

shield,

One additional car will be required for

the Advance Man to precede the party.

A qulet police escort may be used, only
if conditions absolutely requlire same.
No sirens except in case of an emergency.

No horn-blowing by motorcade drivers,

The Vice President'!s auto should not

exceed exlsting speed 1limits., Remember--
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the taill-end autos in a motorcade are
placed in unnecessary danger of accldent
1f they are forced to try to keep up with
a too-fast moving front auto, We have

been lucky so far,

Be sure to make a dry-run over the motor-
cade route, taking into conslideration
actual conditions that will occur at the

time of the event, Do not rely on local

estimates of driving time or mileage.

Local commlttee people should arrange vehicles and manpower
for speedy removal and handling of all baggage for the

Vice President's party during the visit.

The traveling Secret Service Agents wlll supervise hardling

of the Nixon's personal baggage.

Hotel Accommodations (You will be advised if complete hotel

accommodations are not needed).

1,

A parlor and two adjoining bedrooms, one on each side of

the parlor, are required for the Vice President and

Mrs, Nixon,

Rooms for the remaining members of the staff should be in
close proximity and on the same floor, The two Secret
Service Agents who will be traveling with the Vice President
should have a twin-bedded room adjacent (not necessarily
connected) to the Nixon suite, The Vice President!s aide
should have a single room adjacent to the Nixon suite,

Miss Woods!' sulte (bedroom and parlor) should be in the
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immediate area but not adjacent to the Nixon suilte, as
telephone and offlice activity 1s centered in her parlor.
Single rooms should be provided for all other members of
the traveling staff,

One extra room should be provided at the farthest end of
the area of rooms occupled by the Nixon staff, away from
the Nixon sulte-~to be used as a walting room for local
groups who may be meeting with the Vice President or who
may be conferring with members of the staff., This can bs
designated as a reception room.

Travellng press, if any, should have single rooms In the
same hotel, but on another floor. While the Advance Man
can be of assistance in reserving and controlling the
rooms for the traveling press, it must be made clear that
they or thelr newspapers are to be bllled individually by
the hotel for their rooms,

Advance reglstrations should be made for each member of the

party. Staff keys should be in doors~-and Advance Man should

have room assignment 1list for staff to distribute at alrport,

Press keys should be in envelopes at desk-«-by name,

Please determine if the local committee will be taking care
of the hotel bllls, Do not make a point of this, If the
local committee is not taking care of them, please see that
the hotel mails the bllls to the Washington office for
payment,

Coples of all locael newspapers should be In the Press

Secretary's room on arrival at each city, Additional
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pers should be provided as they are 1ssued durlng the
;8y. The local committee should designate a person to

ake care of this,
.t 13 essential that accormodations NOT be made at any

private home, There will be no exceptions, If adequate

hotel accommodations are not available 1ln any glven clty
or town, arrange accommodations in a nearby city or town,
Be sure that all hotels send a written confirmation of
reservations to the Washlngton office,

Room 361, Senate O0ffice Building, Washington, D. C. should
be left at esach hotel as the forwarding address for mail
for the Vice President and Mrs, Nixon and members of the
party.

Arrange for the hotel to give fast laundry service,
Arrange for the hotel to give fast valet service,
Arrange for the hotel to give fast food service.

Make & careful check of the hotel switchboard facllitles
to determine whether they have adequate trunk llines and
switchboard personnel to handle the 1Increased traffic
during the time of the Vice President's visit, If their
facilities are not adequate, have the hotel put a direct
phone line into Miss Woods' office and if the facllities
are really inadequate, also have a direct line put into
the Press Secretary'!s room, The numbers for these lines
should be provided to the Washington offilce in advance,

If a room is provided for the local security officers, 1t

should be far removed from the Nixon Sulte (to keep down
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noise from chatter, ete.).

A press room--with tables, typewriters and telephones should

be provided by the hotel for the use of the traveling press.

Arrange with hotel or local IBM office to have IBM typewriter

in office (Miss Woods! parlor) on a regular typewriter stand.

Receptions

1.

Where a reception is scheduled prior to the principal event,
the duration of the receiving line should not be over 45
minutes. At a normal rate of speed this means a total
attendance of approximately 600 people.

No personal receptions or receptions that don't include

the full group attending a function or which are not part

of the planned function 1tself, should be scheduled, This
does not, however, exclude meetlng with a head table group
prlior to entering the maln event.

In some cases, a large reception may be scheduled as the
principal event. Under such circumstances, the timing
should be based on 800-1000 people per hour going through
the receiving line. If at all possible, the recelving line
should conslist only of the Vice Presldent and Mrs,., Nixon.

In no case should there be more than 2 additlonal people in
the line. You can explaln to the local commlttee that there
13 no need to iIntroduce the Vice Presldent to the individuals
as they come through the recelving line. Our experlence has
shown that a line consisting of only Mr. and Mrs. Nixon 1s
by far the most satisfactory.
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Meeting

1. The Vice President and Mrs. Nixon are to remain together at
all meetings, unless you have received specific instructions
to arrange a separate schedule for Mrs. Nixon.

2. Sponsorship of the meetings by individual organizations
should be avoided except when you have been given in-
structions to the contrary.

Je All Rapublican and Nixon organizations should be included
in the sponsorship of each meeting, particularly Women's
Clubs, Youn® Republicans, and Citizens Groups.

. A program conslsting of band rusic, community singing, or
other lively entertalmment 1s to be encouraged before the
meeting formally opens.

S. The chairman of the meeting should arrange for the band to
play "California Here I Come," or other suitable music when
the Vice President first enters the meeting place or comes
out on the platform. The band should also strike up again
when the Vice President 1s introduced to the audlence at
the beginning of hls speech.

6. The chairman of the meeting should be determined by the
local committee, Wherever possible, the chairman should
be an ocutstanding civic figure.

T Presentation of the colors by local veteran, boy scout, or
other patriotic organization should be made.

8, Pledge of Allegiance should be led by a veteran whose name
should be glven to the Vice President in advance, Invo-

cation should be given by a local clergyman.
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Work out the exact details of the VP!s entrance with the
committee. Preferably, the VP and Mrs., Nixon enter alone
after the head table or speaker'!s platform group are
seated, This 1s the most effective entrance. If, however,
the VP and Mrs, Nixon are to enter with the rest of the
group=~be sure their positions in line are decided in
advance.

Talks by local candidates and officials should be held to
a bare minimum, both in number and in length.

Introduction should be as brief as possible, and if TV or
radio is used should be only a one sentence introduction,
Introduction should be made by a key public official in

the area, and many places will want to use the Republican
United States Senator or Governor for thils,

It is imperative that if Mrs., Nixon is present, she be
introduced by the Program Chairman prior to the Ilntroduction
of the Vice President.

At the conclusion of the meeting the chalrman should request
the audience to remain seated until the Vice President and
his party leave the auditorium.

Pictures of the Vice President with local candidates for
use by the local candidates in their campaigns should not
be taken at the meeting but should be arranged to be taken
at the ailrport arrival, if at all possible, If the
plctures cannot be handled at the airport, it will be
necessary to clear alternate arrangements in advance with

the Washington office.
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No meetings, such as luncheons, etc., should be arranged
which will detract from the attendance at the meln meeting,
or which would require the Vice President to make another
speech to the same people who would be in attendance at the
larger meeting.

Arrange to keep a passageway open for the Vice President to
and from the speaker's stand, Have a rope available, 1if
needed, to make a passageway, or use Boy Scouts in uniform,
Avold using uniformed police.

A working press sectlion must be provided near the platform
and an exlt door of the meeting place, Be sure specific
places are reserved for the traveling press., No one else
should sit in this section except the working press and the
publicity man handling the meeting. Typewriters, paper and
carbon should be provided, along with tables and chalrs,
The local Western Unlon office should be alerted to be
avallable to handle news dispatches for the press, There
should be proper lighting for the press to work, The Vice
President's Press Secretary will be avallable to the press
at thils location throughout the meeting.

The size of the meeting place should be consistent with
reasonable expectatlion of the number of people to attend.
It 1s much better to have a small place overflowing, rather
than a large place half empty, even though the number of
people in the larger place is greater,

Please test the public address system to meke certain that

every portion of the meeting place is covered by the horns
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being flared properly; the horns rust be in front of the
microphone to avold a feedback into the mike while the
Vice President is speaking; the microphone should be an
all-directional one so as to plck up the Vice President's
volice evenly no matter which way he may be turning his
head during the course of his speech., Whenever possible,
request two microphones for the public address system to
be placed approximately 18 inches apart in front of the
rostrum,

If the program is broadcast, and 1f the meeting 1s outdoors,
there should be plck-up microphones placed strategically in
the area to plck up the applause and cheers of the crowd.
No one should be seated directly in back of the Vice
President. One reason for thls 1s that quite often they
are doing something which the television camera plcks up,
and in addition, to avoild any possible distractions from
the Vice President!s speech, 1t is better that the space
be left clear 1n every case,

The lectern should be decorated and should be ;0 inches in
height, The top should slant downward toward the speaker,
There must be adequate electric lights on the lectern
1tself, Do not rely on house lighting.

A pltcher of 1ce water and a glass should be available on
the shelf of the lectern., Usually i1t wlll have shelves

which are not visible to the audience,.
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If you are not satisfled with the lectern, suggest the
American Legion hall, churches, and service clubs as
sources for obtaining a sultable one,

if an outdoor meeting 1s planned, a stand-by meeting
location should be kept in mind in the event of
inclement weather,

Technique of having young people down front to trigger
applause works very well, and this might be a gocd
suggestion to make to the local people,

Encourage local committee to put a little 1life into
the program, and have something prior to the Vice
President's appearance which will warm up the crowd.
Be sure to have a tape recording made of all speeches
by the Vice President. Also press conferences--and
especlally Q and A sessions. Arrange to pick up

tape yourself at end of meeting and give to Press

Secretary.
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Television Arrangements

1. No meeting is to be televised live without prior OK. News
coverage for TV is excepted. PFund-raising events are not
to be televised, since the donor is entitled to a "for-
those-in-the-room-only" appearance of the Vice President.
Also, televising such a meeting may cut down on the attend-
ance and contributions,

2. The Advance Man should, however, arrange maximum TV cover-
age of the airport arrival and meeting with the press at
the airport, or hotel, if any, and explore the possibility
of other television appearances on local programs (explore
only, always avoid any commitment). In some instances, 1if
the local committee has the money and is anxious for the
Vice President to go on television in the aresa, can suggest
a question and answer or other interview type program which
may be appropriate,

3. If television 1s used, fbllowing rules apply:

When introducing the Vice President to the television
audience, there should be only a one-sentence introduction.
Long introductions are absolutely taboo,

The political disclaimer should be made from the
studlo, if possible,

There should be no cued applause, It 1s expected
that the Vic e President will always make his first appear-
ance on the television program, When he is introduced on
TV for the first time at the meeting, he will draw a sub-

stantial and enthusiastic applause., In other words, the
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Vice Presldent does not make two entrances: he does not
meke his first appearance prior to his speech, sit down,
get introduced, and then get a second applause, He should
get only one applause-~when he makes his ONLY entrance,

If possible, on TV appearances, have at least two
cameras=-~one to pick up crowd reaction and the other to
concentrate on the spesker iIn a close bust shot.

The pre~broadeczst ceremony should be stopped
approximately two minutes prior to the start of the TV
program,

110 volt Af 1ine 1s needed In each television set-
up to terminate within 50 feet of the speakers! stand. This=
line i1s the power feed for cueing equipment,

Lighting 1s critical. Adequate lighting equipment
and power should be available at the pick-up point.

When discussing television coverage with local com-
mittees, always discuss television time purchase and pald
tune~in ads 1n newspapers as a single unit, The TV time
purchase should never be separated in the minds of the
local committee from the pald tune~in ad purchase; they
should be one and the game thing and always said in the

same breath,



“23-

GENERAL COMMITTEE ARRANGEMENTS

Publicity During the Visit

1.

Local committees should see that the event is covered by
representatives of local and surrounding press.

If a photographer from the local newspaper is not available,
the local committee should engage and pay for a photographer
to supply pictures to newspapers. If at all possible, try to
have a glossy print of all pictures sent to the Office of
the Vice President, 361 Senate Office Building, Washingtomn,
D, C.

All press matters should be referred to the Press Secretary
travellng with the Vlice Presldent,

Advance coples of speeches usually will not be available
until time of arrival., On many occaslons, only excerpts
from the speech willl be prepared,

The local committee should have an experienced secretary
avallable and mimeograph facilities in readiness for the
Vice Presidentt!s staff upon his arrival,

The local commlittee should assign a man familiar with press
relations, to handle working arrangements for the press;
especlally those in our traveling party, It will be his
responsibility to maintain contact with the Press Secretary
during the visit and to teke care of any needs that may
arise., He should also check to be sure there are specifi-
cally reserved seats for each of our traveling press people
at every event, Also--bhat there 1s ample provision for

food for the traveling press and that the press work room
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at the hotel 1s properly set up. It would usually be his

responsibility to check people in a press conference 1if

one 1s scheduled,.

Advance Data to be Obtained by the Advance Man

1,

The Advance Man should endeavor to meke an origlnal

aeppearance in the city Involved as far ahead of the Vice

President's appearance as possible,

As quickly as possible, he should forward the following

information to the Washington office:

a,

names of Republican state-wide elective officilals
and nominees if offices are up for election,

names of Republican Congressman or nominee 1in
District.

name of Republican legislators or nominees in par-
ticular District.

population of locality,

principal 1ndustf1es and agricultural products,
local problems or needs,

what local people think are the principal national
issues,

how the area voted in the last presidentlal, state

and local congressional election.

(Miost of the foregoing information can be obtained from

the local Chamber of Commerce office or newspaper editor)

Additionally, the Advance Man should determine what lead-

ing Democrat politicos wlll be in the city two weeks

before, during and two weeks after the appearance of the
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Vice President, what speclal events are teking piace on or
about the time, and particularly on the day of the Vice
President!s visit, of both a civic and partisan nature.

L. There should be a detailed memorandum forwarded to the
Washington office on the medla in the city and the outlying
areas, With regard to the television and radio, special
programs with a high local followlng should be noted., With
regard to newspapers, the name of the publisher, editor, or
other editorial policy maker should be obtained for each
paper, as well as their apparent political sentiments,
Particular importance should be paid to daily or weekly
newspapers in the outlying areas., Jusb obtain the infor-
mation., Do not contact the media people or otherwise give
them any encouragement or indication that there is a possi-
bility of a meeting or appearance with the Vice President.

5. During the initial advance, the Advance Man should systema-
tically assemble names, brief biographical data, telephone
numbers and addresses of all the important Party, Nixon
Committee and other people in the area, This should be
prepared in list form so it can be used in making calls to
these people in behalf of the Vice President at the time
the party 1s In the area,

Airport Arrival Arrangements

1. It is vitally important that the largest possible crowds

be encouraged to greet the Vice President and Mrs, Nixon

when they arrive at the alrport.
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Where his principal appearance is a fund-raising or other
closed or private event, 1t should be much easier to get

a large turnout at the airport,

Outlying Republican and Nixon organizations should be en-
couraged to hire buses and bring iIn groups of people.
Homemade welcomling signs should be abundant,

Use of nolsemaskers, bands, groups of college students, and
Young Republlican groups, as well as Boy and Girl Scouts in
uniform, should be encouraged, Should insist on having at
least one band, a good high school band is preferable, at
alrport receptions and in no case should it be a military

band.

Committee should contact local civic clubs, etc., and invite

them to be represented--glso, suggest schools be dismlssed
so pupils and teachers can attend.

Suggest to Young Republicans and other groups the advisa-
bility of getting some of thelr people and signs away from
the alrport as soon as possible after the arrival ceremon-
les so that they can reach the hotel where the Vice Presi-
dent wlll be staylng in advance of his arrival and be on
hand to welcome him there.

Another way to add to the crowd at the hotel 1s to suggest
use of a sound truck with muslc in the area immediately
surrounding the hotel about 15 minutes before arrival of

the Vice Presldent., This way can get some people who did

not go to the alrport to join in the welcoming at the hctel.
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Press Conferences

1. Press conferences must NOT be scheduled. The reason for
this should be given to the local committees. It is prim-
arily that all matters of policy are declared by the
President, and, therefore, the Vice President does not
hold press conferences as such, The Vice President may,
however, be available to the press either upon his arrival
at the Alrport or at a designated time at the hotel to
answer questions pertaining to current issues. You willl
be advised.

2. Be sure that there 1s a sulitable room avallable at the
alrport or the hotel for the Vice President to meet with
the press {(when scheduled). Access to this room should be
restricted to the press and a minimum (not more than three)
of local committeemen or candidates. There should be
stand-up microphones only. Local press chairman should
check people in at the door,

Attendance at Meetings

1. To insure a capaclty crowd, all means should be used, such
as newspaper publiclty, signs, street decoratlions, sound
trucks, mailling notices, telephone campaign and personal
calls on friends and neighbors and transporting them to
the meeting,

2. The success of the campaign will depend to a great extent
on the enthuslasm and slze of the crowds that attend the
pre-election meetings. Please stress this with the local
committees so that the attendance is not taken for granted

nor left to chance.
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Extra Meetings During Visit

1.

3.

The Vice President may want to drop in at organization
meetings that are going on 1n the hotel where he is stay-
ing or In the city he 1s vislting, NO arrangements for
this should be made in advance, but a list of such meetings
should be submibtted to the Washington office as far in
advance of the Vice President!s visit to the city as pos=-
sible, as mentioned previously in this memo,

Private dinners, cocktall parties, or after-meetling socilal
events cannot be accepted durlng the course of the campalgn,
Please be sure that the local committee 1s aware of this
requirement,

If at all possible, pleasse allow two full hours free time
before each evening meeting. Exceptions must have specific
OK from office,

Nothing should be scheduled for the Vice President follow-
ing an evening meeting unless you receive Ilnstructions to

the contrary.

Individual Appointments

1.

Time will not permit 1individual appointments with people
who will want to see the Vice President.

Local committees should be advised that the press secretary
or slde traveling with the Vice Preslident will be avallable
to recelve suggestions and messages for him and that they

will be delivered to him without fail.
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-...ADVANCE MAN PROCEDURE DURING: VISITS
The Advance Man will be';xpecéed to be on hand and to meet
the Vice President'!s party on arrival in the city.
Immediately upon arrival, someone from the local committee
should be prepared to step forward and take charge to see
that the proper introductions are made and that whatever
is planned, including photographs, proceeds expeditiously,
The Advance Man should have a car available to get him to
the hotel or meeting place fast after the Vice President
has arrived and the arrival ceremonies are underway, and
after he has passed along any pertinent data or briefing
concerning late local developments,
After the immediate events take place upon the arrival of
the party, the Vice President and Mrs., Nixon must be per-
mitted to go directly to their hotel rooms. This gives«
the rest of the party an opportunity to re-group and become
oriented to the local situation., All-day schedules should
include mazimum use of brief rest intervals in room for the
Vice President and Mrs., Nixon.
Local committee people should assign station wagon or small
pick-up truck to handle baggage for the Vice President and
his party during the visit, Prior arrangements should be
made to speed removal of party!s luggage from alrplane.
It . 1s the Advance Man's responsibility to be sure that all
baggage for the entire party except for that of Vice Presi-
dent and Mrs, Nixon is moved to their Hotel and from their

hotel, back to the alrport as quickly as possible. The
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Advance Man should also determine the pickup time for the
baggage at the hotel and notify the Vice President!s aide
and the Press Secretary so that all members of the party
will have their bags packed and ready to go at the desig-

nated time,
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CONCLUSION

Be tactful, diplomatic, firm and persuasive with local
committees,

Keep 1n constant communication with the Washington Office.
Please advise of your whereabouts at all times and report
immedlately any changes in arrangements,

Any major changes in the planned schedule or itinerary
should first be cleared with the office in Washington.

A time schedule must be made and strictly adhered to, The
Vice Presldent and his party must not be early or late, For
example, the cars in a motorcade must not pass any given
point earlier than planned,

Remember that attention to detaills makes the difference
between the success or the fallure of a meeting. No detail
is so small nor so insignificant that it should escape your
complete attention,

If iIn doubt on anything, do not hesitate to call headquar-
ters. 7You have been asked to take on thls important
assignment for the Vice President because of your proven
capabllitles, and he has complete confidence in you,

Dontt forget that at all times during the campalgn you are
a personall representative of the Vice President, and that

he will be judged by your conduct,

GOOD LUCK!





