Richard Nixon Presidential Library
White House Special Files Collection
Folder List

Box Number Folder Number Document Date Document Type Document Description

46 27 08/1960 Memo Advance Men: Suggestions Regardin
Appearances of the Vice President. 29 pages.

Thursday, May 31, 2007 Page 1 of 1



¥ t
¥ CONFIDENTIAL

BUGGESTIONE REGARDING

APPEARANCES
CF THE
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Your primary function as Advaunce Man is to serve as a
personal repressntative of the Vice President in the advance
planning of all the facets of kis visit to & given area. Ik is
your further function to be on the scens at the time of the
visit to tasure that all details pertaiaing to the visit are
carrisd out as plamned and in & way that will make the trip
one of maxizaun: sffectivensss. You are responsible for
maintaining local contact and for the development of the
program and activities for the Vice President and his party
during the time thay ars i your area.

The success of tha Viecs Preaident's appearance will
depend om the advancs praparation.

k will be appreciated if you will ssake & special point of

checking every ene of the applicable toms in this memeorandum
to make certain that the local cammitiess have the situation well

in hand.

Please do KOT give a capy of this memmorandum to the
lecal committess or anyons else. Inatend, pick out ths per-
tinent portions whickh are applicabls te the particular visit
and go ever them with the local pseple in charge.
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GENERAL POLICY

!nmm”muwﬁm;wmwwuammam
this responsibility suparcedss your responsibilities te the lecal
or anyous olze. Often the wishes of the local committes will ba in

eenflici, and your job is o sffsct & compramise satisfactery to all, if possible,
but i any event never one which is unacceptable to the Vice President.

The Washiagton Cifice will help you in evary way possible to ameoth out differences.

Lat the Secret Service worry about the Vicea President's security. They are
concernsd with his personal protection by authority of Fedaral Law, and will
mmmmwuwummmuum«mm

appearasces.

In this connection, the Secret Serviced are alse respoasible for all contact with
1scal law encercement anthoritios aud will take care of this pert of the arvange-
ments for you. B is usdesireable for advance man to dsal divectly with city,
county or state police officials for a number of reasons and all of such dealiags
should bs handled directly by the Secrst Servies rather than by the Advance Maa.

For this vsason, it is mportant that you work out your pisas in close cenjunction
with the local Secret Sarvice persounsl so that they ars fully aware of all arrange~
ments being made and are 3120 aware of any changes as thay oceur in the plans

#0 that they can coordinate with local law snforcement persennsl.

Do not grast interviews or Lssus any press relesses or annsuncements. Publichty
steries should be veleased through local committess,

Local comunittes shoald NOT advise press of the arrival of the Advance Man.
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STANDARD OPERATING PROCEDURE
(Follow in order listed)

The itinerary and instrections will be fusnished from Washington.

Get in touch by phone with the lecal contacts and let them know whea you will be
arriving, laugth of stay, etc. Also nelify local Segret Service office.

Muunwmwmmammux%w--
check genaral preliminary plan with him for over . XK. any po-
mwwmmmmmm.nunnn chairman.

Koup in touch with bim as plans ave developed

Contact logal over-all arrasngements chalrman -- got complately informed on
dovelapments te dats, discuse plan of visit and arrange meeting of local com-~
miites. lay out lantative time scheduls for V. P.'s visil,

Cuntact lscal Secret Service and go over tentative schedule.

oot with lecal committes (inciude Secret Service) and set up chairmen for
the following:

Publicity
Press [acilities

Radis & TV incilities
Alrport/yaiirosd facilities
Gresting commmiltes
Metorcade

Hotsl arvangsmonts
Meeting arrangsments and program

Co over sulire route, starting from landing pesition of plans to determaine exact

routes and tiwmes ~- both on foot and by car, Ses below for specific arraagements
te be maada at each poiat on route. De sure to walk and drive at speed which will
approximata that of V. P. and party. MHawve HSecret Sarvice and over-all chairman
ACCOMPARY you.

Draw up, with Secrel Service and oversll chairman, an xxact scheduls for estire
visii with all dotails included. Make sure that all understand that no changes
are o be mads in this schedule without your prior knowlisdge. See balow for

specific instructions on preparation of schoduls. Kepp in mind the possibility
of a suitable ssparats schadule for Mrs., Nimon.
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15.
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Transmil schoduls to wmmnmmmuw
mmumm»—mum loe

Make courtesy calls to all major Republican officials in the area~<give them
quick rundown on genaral plans. Include Gowersor, Sematers, Congrassmen,
National Committseman and woman, State Chalrman and local, regienal or state
Nixzon chairmen. Ask sach of them to send Office iramediately, & cns-page
memod on 1scal issuss and thelr suggestions fer V. P. 's spesch.

Confirm schwdule and final arrangements with local conumitiss and Secrat Service.

Avwange-do-maintsie cogular Prepare and transmil to the Washington Office, all
of the required Advasce information as covered at a later pein in this Masaal.

Axvasge t¢ maistain regular telsphone countast with overall chairman, key politia
contact and Secret Sevvice. No changes are t0 bs mede by them without your
0. K. Be surs to clear all changes with Washingtom Office.

Pas to arvive ia the city well in advance of ¥V, P.'s party «- 20 you can recheck
all plans and be preapared to mest the plane. Traasmit any last-minute revisions
to VP's gids a8 soon as the plans lands,

Be preapared to gulde party through the visit, maistain scheduls, meet smmergencies,
handls local committes contacts {or party and be sure everything proceeds as
planmed,
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SPEGCIFIC ADVANCE ARBANGEMENTS

Schedule

1. Basic schedule should include the arrival in the city, transporiation te the
botel withak will serve as headquarters, sufficient time at the hotel to prepare
for the majer appearancs, transportation to the place {or the mesting, the
meeting itseif, transportation back to the hotel if {k's an overnight stop or
back to the point of departure.

2. Specific times for press confarencss are juot to be scheduled but sufficient
time will be allowsed iu sach day's program for a press conferencs if it is
decided to have one,

3. Ko step-bys at small sasetings or functions other than the maia event ars o
be scheduled. Agaln, time should be allowed in the over-all schedule for the
possibilities of unscheduled stop-bys.

4. Indrawisg up the over-all s¢chadule, kesp in mind the probability of imprompis
band-shaking in the streets or the hall or at the rally, but do uet schedule any
formal reception or hasd-shaking session of any kiad,

S. Do ust scheduls any meals. I the V. P, is to appear at a breakiast, luncheon
or dinner meeting, hs will arrive after the wmeal, iz time for his speech.

6. Ne privats homaes are to be used for overaight or daytime stops.

7. Do not schedule any small private, off-ths-record mestings for finance or any
other purpose.

8. , No fund-raising disness or other fund-ralsing events are to be scheduled.
9. Ne iadividual appointments are to be scheduled.

10. There mmst always bs two heurd thme reserved for the Vice Prosideut prios
$o auy telovision appearmnce or major spsech. |

iII.  The over-all day's scheduls must be prepared so that the V. P, is in his room
at the hotel by 1l o'clock every night. In other words, =xm any aight meetings
must be schednlied so that the Vies President can leave in time te actually be
in his reom by 11:100 P, M,

12. No comittzasnts are to be made in advence on Inctory drep-bys. 7This will
always be dons on & last-minute basis {f at all.

13. Although the V. P. will of courss aitend church every Sunday during the campaign,
a0 anncuacements ars to be wmade in advance of church atiendance and o
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14. As a general over-all guide, always plan on working the good arsas of the clty
in which we are visiting -- don't go across the tracks. Thus mestings should
be scheduled for places whers we kaow we can get & big erowd and & favemble
crowd, We should not attempt to schedule appearances in those areas where "help
is needed”,

15. The V. P, may want to drop in on organization mestings which ars going on in
the hotel whare he is staying or the clity he is vislting., Neo arrageements for
this should be made in alvance; but a list of such meetings should be submitted
to the Office as far tu advancs as it {s posaible.

16. Private diamere, cockiail parties or afier-meeting social events musi not
be accaptad. hmommmmh&nndmhtomym%

schedule anything withont ysur knowledge.

17. Nething should ever be schaduled for the Vice President fsllowing an evening
meeting unless you have specific instructions to the contrary froam the Office.

18. The local committes should he adiveed that the prem secretary and the aides trave
sling with the Vice Presidaat will be available to receive suggestions and me ssages
for him and that thess will be delivered to him without fail. Time will amt permit

19. The use of radie time must naver restrict the starting nk time for a speech.
That is, if the program is covered by live radio, it must be on as spen-time
basis se the schedule is not msade rigid merely to conform with radie require-
menty. In the case of Mive tslavision coverage, howevar, it will, of course, be
ReCeASArY 10 bave restriciad time segments.

20. Xeop tn mind the possibility of & ssparate scheduls for Mrs, Niwen. Do not
* maake any comittments in this ragard without prior clsarasce from the oifice.
" Sepaxats schodales should enly be arranged where sppropriate and whers it
doesn't appear fovced. Possibilities include special interviews with news
womsn, visits to hospitals, churchss, schools, erphanages, ste.

Alrport Arvival

1. Detsrimas with airpert mansger exact location for spotiing plane, waiting area
for prass and gresting commitise, location of general public, molorcade
lineup. Asrange se crowd is concentrated in one area « uet spread oul.

2, Arvange roem lor press conforeme -~ Af specified (n instructions.
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If & crowd of any sabstantial sine is expected at the sirperi, arrange facilities
for V. P, to address the crowd.

Unless there 1 a plannsd coramony or activity and the assurance of a large
crowd at the alrpers, the best arrangement is to hwe a sound truckaut of the
way some place with 4 microphone on & long sxtension line. A hand mike is
satisfastory. Do nst have a platierm or any ebrisnsly prepared srzangements.

R ts mach beiter to lat the W. P. speak informally, standing os & baggage truck
aor the heod of a car, using & hand mike.

H the stop calls for a scheduled speech or accsptance of an award or other
such ceromeony st the alrport, and you are sure there will be a big crowd, thea
it is 0. k. to have s regular platiorm and a standup mike.

Werk eut with the local chalrmas, 3 satisfactory gresting commiiies. This
should be limited te the smallest sumber of pecple possible while still ineluding
all of these who should be part of the recapiion group. Send the list of the sames
of the gresting comenitive to the Olfice as soon ay possible. Do not confirm the
makeup of the commitiss until it has basn 0. k. 'd by the Office.

Arrangs 0 ave the conunittes lined up in & pre-determined onder when the
plans arrzaive so that the V. P, can walk slong the line and grest sach of the

Mm and it makes sible to gaen get mauch betier plctures. One kay oificial
should be designated s the pevson to greet the Vice Prasident at the battom of
the steps and take him aloug the lins of the greeling commitise. Also, one pesrson
should be sslectad to introduce the Vice President on the thuicrophons if this s
planned. These mames must be slenred with the Office.

For overnight stops, make arrsagemants for fast removal of staffl and press
baggage from plans and transfor to baggage truck. (Secret Service will handle

" Nixon psrsesal baggage. )

Motercade cars should be linad up om the alr strip near the plans whenaver
possible io nake such arrangsmenis with airpert suthoritiss (unlsss press con-
farenss (s held in terminal buliding ia which case cars should be lined up at
most convenlent exit).

Locats the cars so that the official pasty dees not have o walk through ths
crowd to get to them.

Be sare that Westorn Union is wtified of the detalls of the alrport arrvival
so that they will havs personsel theare io handle any copy the nswsmen on the
piane will want to file.
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Motoreads transportation from the airport into the cily and to all points visited
should be furaishsd by the local committos.

Driver for the Vice Preasidentis cav will be fursishedd by the Secret Service.
Ha will be a local Secret Sarvice agent or an arsa policeman ia plais clothes
whe kaows the territory thoroughly and will give full time and sitention te
driving.

Each driver of the other sutemobiles should be & young person fully familiar
with the local arsa and satirely capabls of handling an automobile in traffic
and matorcade fermation. Fald professional drivers are prefsrable to W. 1L P,
voluatesrs and should bhe used wherever p ossibls.

The motorcade cars should be Mued up at the sirport and ready to go ens hour
ahsad of time. Eachk car should be sumbered,

Each driver should be at the wheel of his automabils with maeter running, at least
five minutes befors scheduled departure time. This applise to tath arrival and
daparturs and at all steps. This is necessary svea if the drivers have to leave
& mesting or rally bafors it is consluded in order to arrive at their designated
station.

Please emphasise the necessity for the drivers to bs ready to proceesd at the
appointed thee with moter running and lights oa.

The cars ussd foy the motorcads should all be in good running condition and of
course, clean. Do not use brand mew cars. Use oanly cars that have at least
1, 000 miies on theam, New cars cresie a sumber of problems lncluding over-

‘soms insurance problems in soms sistes, etc.

Instruct all drivers that they must leave the keys in thalr aarvs at all times,
They are never to ramovs the keys from the car. This is necessary becauss 8
is somatimes important that we get into the truck of the car, or that the cars
be moved when the driver can't belocated.

The chairman of ths motorcade or cus driver designated by hine must bs with the
cars at all times during the entire peried of the visit. This is 2o that if there
are any changes in motorcade plans, a contact with the motorcads chalrmnan can
be made by going directly to the car lacation.

All drivers should stay together and if they go into the meeting, should sit in
the back of the hall at & location smiliar to the man whe is remaining with the
motorcade o the drivers can be quickly located if necessary.

At all timas, the cars iu the motorcade must be lined wp in theisr preper sumbeical
z. This applies to ithe lincup at the airport, e thelr precedure through any
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Movsment and to thalr parking at any lecation during ths visik. In 26 case is
the Vieces Presidest’s car or any othear car to be pulled out of its aermal position
or 10 be Hoed wp in inverss exder. The caly way io kesp the motercads in
proper evdaz and to assure its starting out in one plece is to have it Haed wp

in the proper driviag sequencs at all times.

The Minvup of the cars in the mobessads 1o ss follows:
No. 1: The Vice Presidest MM Passengers ars: e driver,

alde, ons of the Sezvice agents in the freat seat;

the Vice President and Mrs. Ninow [n the back seat. (N Mrs. Nimes is
¢ outhe trip - she will always ride with the V. P, I Mrs. Nixen is not

with the V. P., highest Republican or Nivon commiites official

ridas with the V. P.) MWW!;MMW
must be cleared with the Office in advance. Car should be marked with

signs on both sidas saying "Vice President and Mrs. Nizen”,

Be, 2:

Wmm.mmmwmmnnmuym A plain,
wnmarked, d-dosr, polics-radio car should be used.

Ne, 3: Nizon staff.
T W. P, 's alde, admisistrative assistant sad press secretary; alse Advance
Man if ke is traveling with the motorcads.

Ko, 4: Photo ers!
T Appre ?"""‘ mmw&m-upmm
hm&t&unmnMdMMrWaﬂkhu&um
to uss & flatbed staks truck, it can bo placed shead of car No. 1 and ¢ar Ne, 4
can bs diiminated,

'ig&_%:wmuma%
press. mhhnn«dmvdh'm“mm-dy.

No., 6: Press bus.
¥ mecessary, can mse more than one press bus, aumbered é~A, §-B, ete.

No. 7, ’ ;n_l n“u" MV.LP.'I
' &‘yuonmymum Gars of candidatss sheuld have thelr

names on the side. Neo more than feur cars for lecal V.1 P.'s ualess prier
clearance has been obtained from the Office.

Ne. 13, 14: leeal
These cars are to be used for lecal arrsagsments personnal whe must
travel with the metercade. Alss, they can bs considered as ressrve cars
in cass an additional car is neceasary for some purposs.

Limit of 14 cars in motorcade unless prior clsarance with Washingten Office.
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The Vice President’s car should be an open couveriible ounly if a big crowd has
beun built up aud specific arrasgerasnts havs besn mads for a parade £ routs
which will be lined with people. Otherwise the Vices President sheuld travel ia
a closed sedan,

1 £ a photgraphers’ truck {s used ahead of the motorcade, the driver should be
thoroanghly instructed on spoed (o be used. The Advance Man should also arrange
to have & sumber of the siaff ride in the cab ahead of this truck with the driver
to cosvdinate speed with him, taking his cus from the sigoal from the Ne. ] ear,

H a pablicised metoreads routs with large crowds is planned and the Vics
Prosldent is riding in an open couveriible, the ve should bs & sound treck out
well ahead of the metercads. ..about 1S minutes befors axpectad arrival,..to
usotify pecple that the metorcsde is coming. Alse, the route sheuld be theroughly
publicined ... 1he streets decoaratad. Do not allow feot marchers io precede the
motoreade becauss they move 100 slowly. The parade should proceed at 15-18

All pecple riding fn the motercads with tha sxception of Nixen staff, should be
assigned to speeific car sumbers.

Be sure all press cars ars so idantifled with large signs on the cutside.

Ench car in the motorcads should be numbsred -« with a small card in the Jowar
right corner of the front windshield. Each car should ba decerated - aad oscu~

pants ldentifisd by laxgs signs on the sids in the case of candidates aod press -

ued siaff.

Ous additional car with pelice escort will be required for the Advance Man te |
precade the party. This car should be sumabersd “A", ;
|
A quist police escort may bs used, if conditions require sams. No sirens except ‘
in case of an smsrgency. maﬂmhnmwww
zot to protect the V. P, mmeucnwmoxnhmr‘umm VP . [
car,

The mmm'sm.mmmmmwm.

|
Ome ether addittonsl car should be provided for Nizen staff to travel independontly
of the motorcade. B should bs numbered "8 !

|

Ba sure to make a dry-run Over the motorcade reuts, taking inte consideration

actual conditions that will occur ai the time of the event. Do set rely oa local
astimates of driving tims or milsage.

Local comemittes people sheuld arrangs veiicles and manpower for speedy rameval
teavaliag Becret Service agents will sapervise handiing of the Nixon's persenal baggage.
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Hotsl Ascommodations: (You will be sdvised if complete hetel accommedations axe

2.

3'

s,

T.

aet

A pariser and two adjololag bedrocms, one oa each side of the parler, are
roequired for the Vice President and Mrs. Nixoa.

Roeomas for the remaining members of the stalfl sheuld be in close proximity
and on the same feor,

The two Secret Service Aganls whoe will be traveling with the Vige President
should have a twin-hodded room adjacent {uot mecessarily connected) to the
Nizon suite. This room is not to be used by local Secret Ssrvice agenis or
police,

The Vice Prestdent's aide should have a single room adjacent to the Nizen

suite. Miss Woeds' sulte {(bedroom and pariez) should be fn the tmmediate

arsa hut not adjacent to the Nizon suite, as telephons and offics activity is centared
{n her parier.

Single rooms should be provided for all other members of the traveliag staff,

Ous exntra room should be provided at the farthest end of the area of vooms
occupisd by the Nixos staif, away from the Nison suits =~ to be used as a
waiting room for local groups whe may be mesting with the Viea President o
who may be conferriag with members of the staif. This can be desiguated as
& reeceptisn reom.

Traveling press should have siggis rooms in the same hotsl, but on snother
floor. Whils the Advance Man can be of aseistance in reserving asd controlling
the roems for the traveling press, it must be made clsar that they or their
* nawspapers will be billed indtvidually by the hotsl for thalr roome.

Advasce registrations should be made for sach masmber of the party. Staff

kays should be in doers -« and Advancs Man sheuld have room assigament

iist for stafl to distribuie at airport. Alse sead roem assigament liet te Office
as far ahead ad possible. Press keys shauld be in dn velopes at desk ~- by namae,

Please datermins if the local commities will be takiay cars of the hotal bille.
Do net make & point of thin, I the local cemmities Lo not taking care of them,
plaass see that the hotel soalis the bills to the Washington Office for payment.

Caples of all local newspapers should be in the Wics President's and the Prass
Secretary's roozas ou arrival at each city. Additional papers shauld be pre-
vided a2 they ars issued during the stay. The local comamittes should designate
8 persea to boke care of this. -
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& is essential that accommodations NOT be mads st any private bome. There
mu%‘ H adequats botel accommodations ars not avallable at
any given or town, arrange accommodations in a nearby city or town,

Be sure that all hotels send & written confirmation of reservations to the
Washington Office,

Reom 361, Sesate Office Building, Washington, D, C, should be left a2 each hotel
as the forwarding address for mall for the Vics President and Mrs. Nixon and
members of the party.

1. Arrange for the hetel te give inst laundry service.

12. Arraage for the hatel to give fast valet service,

13. Arrsage for the hotal to give fast food service.

4.

1.

18.

Have the hotel put a direct phons line to Miss Woods® office and if the hotel
switchboard facilities are raally inndequats, also have a direct line put fnte
the Fress Secretary's room. The numbexs for thess lines should be provided
to ths Washingtes Office in advance.

¥ a room is provided for the local Secret Service or police efficers, it should
b8 very far remmoved {rom the Niwon Sulte., It mmst also be outsids

of the Nison staff rooms. mmmwwmm”
interforence with the stall operation.

A press room of adeguate sise with tables, typewriters and talephones should
be previded by the hotal for the use of the traveling prass during the entire

poriod of the visit.
" Arrange with Hotsl or local L B, M, oifice io have L B, M. typewriter in office

(Miss Woods' parior) on & regular typewritsr stand. Also bave & mimsograph
machine {a the offige. Arrvange to have A commpeteat izained operator stand by
te run the mimes on short notice abany time during the visit. Operater's same
A8 and phone sumber should be on the machine, Operator should not wait at
the hotal.

Prior arrasgments should be made with the hotel so that when the baggage

arrives from ths airport, i is moved divectly to the rooms ~ both ia the case

of press and staff. All bags will be marked with tags identifying the owneds
sane, Any baggage thal is not 0 rmarked should be held by the bell captain

to bs claimed by the owner. On departure the members of the press will be
fnsiructed to ofll the bell captain and have their bags takas to his dask and

held thare at tha designated time. The staff will have thelr bagpage outeids

their doors at the designated tiune and the Advance Man should arrange to have

the bell captain pick thewn ap and assemble them with the press baggage (o be moved
to the sirport. Be sure that the ball captain & akes & count of the number of
mumwhmﬁmm‘mmm:mwu«nm
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4.

1.

The Vies President and Mrs. Ninon are to remala together sl all meotings wnless
you have ressived specilic instructions to arrangs & ssparste schedule for Mrs.
Nizon.

Spensorship of the mastings by tadividual organisations sheuld be avolded sxgept
when you bave been given lastructisns to the ceatrary.

Al Republican and Nixon erganinations should be inciuded {a the sponsership of

sach mesting, including Women's clubs, Young Rapublicans, snd Citizsens Treups,
ete .

A program consisting of band music, communily singing ox sther lively emter-

talument s Lo be encouraged before the mesting formally opens. Use usien baad -
as service hands.

The chairman of the mesting should arrangs fov the band to play the campaign
seng or sther suitable music whan the Vice President first enters the mesting
place or somes eut on the platisrm. The basd sheuld alse sirike wp again when
ths Vice Presidest {s {ntrodunced te the andience at the baginning of his specch.

The chairman of the mweting should be detsrmingd by ths local committee.
Whersver possible, the chalrmaan sheuld be av cutstanding civic figere. Get
an O, K, on name #f from Qlfice befars confirming.

Preseaiation of ths colors by local vateran, boy scout or sther patrictic or-
ganisation should b mads. Den't uss militery.

Pladge of Allegiance should be led by a veteran whose same should be given to

" the Vices President in advance. laveeation sheuld be given by a local clergyman.

s

Werk out the exact delsils of the V. P.'s entrance with the comammittes. Prefersbly,
the V. P, and Mrs, Nixon enter alens alter the haad tabie or speakers’ platfeorm
group are seated. This is the most sffective sutrance. N, however, the V. P,
and Mre. Ninon ave to suter with the rest of the group -~ be sure their posi-
tions in line are decided in sdvance.

Talks by local candidates and officiale should be held to & bare minlmum, beoth fa
smmber and in length.

Intreduction of V. P, should be as briaf as possible, and if TV or radic are
used, sheuld be only & one sentence introduction. Iatreductison should be made
by & kep public cfficial in the areas and Smmmaay places will want to use the
Republicas Usited States Semater or Covaraer or candidute for this. Get O, K,
from affics.
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18.

16,

1T.

18,

19.

.l .

it is teaperative that (f Mrs. Nizon is present, she be introduced by the Program
Chalrman prior te the introduction of the Vice President.

At the conclusion of the meeting the chairman should Areguest the andience to
remain ssated until the Vice Presidant and bis party leave the auditoriuem if this

is necessary becaus : of physical arrangs s or schedule demands. Never do
this with captive audiencs of genezal public/al public eventthat is non<pelitical.

local

Pictures of the Vice President with local candidates for use by the tandidates

in their campaigns should not be taksn at the meeting but should bs arranged to

be takes at ike alrport arrival, if at all pessible. If the pictures canant be handled
at the airport, it will be necessary to cloar altarnate arrangements {n advaace with
the Washingtoa Office.

No meetings, such as luncheons, stc., should be arraaged which will detract from
the attendance at the main meeting, or which would require the Vice Prasident to
make anocther spesch (o the same peopls who would be in attendance at the larger

mestiag.

Arrange to kaep & passageway open for the Vice Presideat to and from the mmr'-
stand. Have & rope available, if needed, te make a passageway, or use Boy Scouts
in aniform. Avoid using uniformed pelice.

A working press saction must be provided msar the platform and an exit door of

the mesting place. Bae surs specific places are reserved for the traveling press.

S0 ous elss should sit in this section except the working press and the publicity

mas handling the mesting. Assign a local persea to guard this area. Typewrilers,
paper and carbom should be provided, along with tables and chairs. The local Westera
Union office should be alerted to be aveilable te handle news dispatches for the press.
Tive them a complets scheduie. There should be proper lighting for the press to
work, The Vice Prasideut's Press Sscratary will bctnunbu to the press at this

tuatﬁa throughout the meseting.

The siss of the mesting placs should be consistent with reasonable sxpectation of
the namber of people to attend. R is mvuch better to have a small place overflowing,
rather thas & large place hali-ampty, even though the aumbar of people in the larger
placa is greatsr.

Flanse tsst the public address sysiem to maks certain that every portion of the
moesting place la covered by the horns baing flared properly; the horns must bs

in frout of the microphons to sveid a feadback inte the mike while the Vice President
is speaking; the microphons should be an all-directional one 39 as to pick up the
Vice Prasideat’s volice ensaly no matter which way he may de tarning his head
during the course of his spasch. Whenwyver possible, request two micrepbones

for the public address system to be phnd approximately 18 inches apart $n fromt

of the rostrum.
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20. I the program is broadeast, and if the meeting is outdoors, there should be
plck~up microphonss placed strategically in the ares to pick up the applanse and
cheers of the crowd.

21. No oms should be seated directly in back of the Vice President. One reasoa for
that is that quite often they ars doing something which the mlavision camara picks
up, and ia addition, to aveid any possible distractions from the Vice President’s
spesch, it is betiar that the spacs be left clsar in every case.

33. The lsctern should be decorated and should be 40 inches in height. Ths top sheuld
slant dowaward toward the speaker. There must be gdequate electric lights om the
factern itaslf. Do unet rely sa house lighting.

23. A pitcher of ice water and a glass should be available on the shelf of the loctora,
Usually it will havs shelves which are not visible to the audiencs.

24. H you are not satisfied with the lectorn, suggest the Amaerican Legion hall,
shurches and service clube as sources for ohtaining a suitable ons.

25. ¥ an outdeor meeting is planned, a stand-by mesting location should be kept in miad
in the eveat of inclement westher.

26. Technique of having young people down frout to trigger applause works very well,
and thiz migit be & good suggestion to make to the local people.

27. Eucourage local commitise to put a little life inte the program, and have some-
thing prier to ths Vice President’'s appearance which will warm up the crowd.

28. Be surs to have & tape recordiag made of all speachss by the Vice President.
Also press conferences -~ and informal O & A sessions. Arrsage o pick up
tape yourself at sad of mweting and give to Press Secretary.
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Ko mesting is to befe lavised live without prior O. K. News coverage em film for
TV is excepted. Funi-raizing evenis are not io be talevised, ux since the doner
is sutitled to & "fov-those-in-the-roem-only” appearance of the Vice President.
Also, televising such a mesting may cut down oa the atisndance and contribuiions.

2. The Adveancs Man should, however, arrasge maximum TV coverags at the alrport

L B

arrival and mesting with the press at the airport, or betsl, {f any, and explore

the possibllity of ather talsvison appearances on local programs {explore ealy, slways
aveid asy comunitimnent.) In some instancss, if the local commitise has the money
amd is saxicus for the Vice Presidest to go on television in the area, a quastion and

answer or sther lutarvisw type program may bs appropriste.
i television is used, following rules apply:

Whea introducing the Vice President to the elevision audiencs, there should
be only & ons-siatence introduction. Loug introductions are mixhx abselutsly taboo.

The political disclalmaer should be made from the studie if possible,

There should be no cusd agplause. R is expacied that the Vice President will
always make his first appsarance ea the television program, When bs is intero~
duged oun TV for the fizst thue at the moesting, be will draw a substential and
WMW In other wozds, the Vice Prasideat does not maks two
snteances; he doss not make his firet appsarancs prior to his spesch, sit down,
be introduced, and then got & second applavse. Ha should get only cae applause -
when he makes his ONLY entrance.

I possible, on TV appeatances, have at lsashiwo cameras---one to piek up

#W crowd reacticn and the ether te coucentrate on the speaker ia & close bust shet.

The pre-broadcast coremony should be stopped approximately two minutes prior
to the start of the TV program.

U0 volt AC line is needed in sagh television satup to terminate within 50 feet of
the apeakars’ stand. Thle lins s the power feed for cueing aquipment.

lidghting is critical. Adequate lighting squipment and power shoubd be avalladle
at the plek-up poiat.

When discussing telsvision coverage with local commitiens, always discuss
telsvision time purchase and paid tune-in ads in newspapers as a single usit,
The TV time purchase should saver be separated {a the minds of the local
commitiss {rom the pald tune-in ad purchase; they should be one and the sane
thing and always said in the same breath.
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Press Arrangsments

1. The local commities should designstie a person to be in charge of all press arraunge-
ments. This is a separate and distinct job from that of the publicity chairman
whose assigament ii is to prepare and relsase stories regarding the visis and
disasminate information. Thepress man has as his primary sssiganment, the
selting up of {acilities for the working press and handling all arrangemaents for
them during the period of the visit.

2. All press matters during the timas of the visit shouid be referred to the Pressd
Secretary traveling with the Vice President.

3. B will be the responsibllity of the man assigued to handle the press locally, to
maiatain contact with the Press Secretary during the vialt and to taks care of any
aseds that may ariss.

4. Hs should also check to be sure thare are specifically reserved seats for sach of
the traveling press people at sach event...slso that there is ample provision for
food for the traveling prees and that the press work room at the hotel and at the
locations of the events are properly sst up.

5. Ha is vespousible for checking peopls inte & press conference if ane is schaduled.

6. HMs is also responsible for arranging a suitable room at the airport or hotel for
s press confevencs if ons has been spocifisd. In setting this reom up, he should
arrange to permit access ouly to the working press, Thare should be stand-up
mikes. The Vice President does not sii down at a press confersnce. He should
be surs theare is telavision coverags of this press mesting.

7. Any time a masting with the ladies of ths press is scheduled for Mrs. Nixon, &
local committes person should be designsted to handle similar arrangements for
this meseting and should be pressent to check peopls in, ete.

§&. The lecal press person should be assigued the task of making arrangements for
tape recordings of sach of the Vics Prasidenst’s spesches, press confsrences, ete.,
to be turnsd ovar to ths Advance Man or Press Secratary immediately at the con-
clusion of the masting.

9. Ha should also notify the local Western Union office of all details of the schedule
and location of stops and instruct them to ba sure to cover all stope and te cover
the hotsl press work room during the entire period of the visit. He should aiso
be sure that Westera Unlou is present at the airport arrivil and that their psrsvanel
are propsrly and readily identifiahle.
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Advancs Publicity

8

2.

4.

5.

6.

The Jocal commmiitee should designate a publicity man te haadle the sutire appens-
ance and be should release the anmouncement of the Vice President's coming
ApPeATARCe &% 300 a8 it is confirmed.

All stories shoald be hung on local pecple.

Pletures of local committess preparing for event should be featurad at intervals.

Blographies and glossies or mats, of the Vics President and Mrs. Nixon should
be givea to newspapers. Order from Office if nesded.

Advance stories should be distributed by the local committess to the lacal press.

Newspap ers must be given accurats information pertaining to the visit.

Publieity During the Vieit

|

2.

3.

lLocal commities should ses that the avest is covered by fepresentatives of local
asd surrounding press.

M a photograpbar from tha lacal newspapar is not avellable, the local committee
should angage and pay for a photog to supply plcturas te newspapers. I at
all posatblse, try to bave a glossy of all pictures sent to the Uffice of the

Vice Prasidest, 361 Senate Office Bullding, Washington 88 D. C.

All preas matters during the visit should be referred to the Peess Secretary
traveling with tha Vice President.

Advance coples of spesches usually will not be akabilable until time of arrival,
On many oceasions, suly excerpts from the spesch will be prepared.
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Security Arrangements

3.

3.

4.

5.

Te

9

The details regarding specific security provisicas and arraagsments are covered
in the appropriate secticss of the preceding material.

As covared in the general policy statement, the sscret service has the over-all
security arvangements for the local visit.

You should bs sure the local Sesset Service and police undserstand that the smmall
staff badge wors by all members of the Vice President’s staff entitles the wearer
te abeclutely free aad uarsstricted access to all secured areas at all times,

R is impertant that somasens from the lecal committes be Iif at the door to press
conferences and other closed mestings to check poople in. B is net necessary that
sacurity officers searsh pavple or taks undue security measures at thbse polats,
but the peeple should be identifled bafere permitiad entry,

De anythiag you can (o avoid the ever-sbundance of uniformed pelice, especially
in escorting the Vice President threugh a crowd.

As covered in the Hobsl instructions, do net permit the local pelice te sat up
headguarters (a the hotel within the area sccupisd by the Vice President asd his
party. U they bave to have a room in the hotel, it noust be in another area of the
building.

Do what you can 1o aveld a largs number of plainciethes or uniformed officers
standing around in the halls of the kotal. Especially in the ares occupied by the
Vice President and his party.

If you becoras invelved in a dlscussion regarding sacerts for motorcades, keep in
mxind the basic policy that the purpese of the escort {3 to kesp the motorcads closed
up and enable it to arrive at the peint of destination S3#A/ in time and as a unit. We
do not want an hosor guard in any sense for the Vice Presideat , nor should the
sscort be unduly concaraed with protection of the Vice President. There should

not be a load car akead of the metorcads which will distract attention from the Vim
President’s car. U a motorcycle or an sseort is used, bs sure sufficient eacert

in provided so fhe motorcade will be praperly protected in going through intersections,

At alrpork arrivals and all public svenls whazrse thers is a stand-up crowd or a crowd
that is not restrbined by somas slready existing physical barriers such as a hkhWdfence ,
ARAY A4 I H 0NN

some physical mathod of crowd contrel st be provided such as ths use of heavy
ropes on stanchions or saw horses or temperary fencing. In addition to this type
of tumporary barrier, it is necessary te have sulficient commitics parsonnsl or

security officers to make sure the crowd ocbserves the barrier.
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This does nol mean that the Vice Prasident dossn't want to mingle with the
crowds but it does mean that seme positive method of crowd control is essential
30 he can get into the crowd for » period of time and then get back out of it or
can walk slong the sdge of the crowd shaking bands rather than being mobbed
from all directisas. This is essential in order to prevent {njury to the peaple
in the crowd.

10. The Advance Man should not, on his own, without discussing with Secret Service
persoamsl, issue ordars to local police regarding changes in various security
measeres. These should be handled through the Secret Service {f changes must
be made. If thore is some sscurilty precawtion which you fesl nesds to be changed,
the bast procedure is to discuss this with Jack Sherwood at the time of tha visit.
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ADVANCE INFORMATION

One of the primary functions of the Advance Man is to acquire and tranasmit te the
Office, & considerable amount of information regarding the local area, the people,
the background, peolitical situation, stc. Sevarsl forms are provided for this purpese
aod they should be filled out {n complete detailf since in many cases this (s the only
possible way that this iaformation can be obialnad accurately and quickly.

This {aformation which is provided by the Advance Man Mmself is in addition to
the informatien covered sarlier, which the Advance Maa sheuld reguest from eseh of
the key political leaders whom he contacts on his first trip. You will recall that each
of thase people is requestisd to send in a one-page memorandum summarising their

feolings as to what are the priveciple {ssues and any recommendations they bave on ma-

tarial to be covered by the Vice Prasident.

1. As quickly as possible, ths foellowing information should be forwarded to the
Wummcm

b.

.

(]

X

8
k.

Names of Republican state-wide electiva officials and sosainees if

oftices ars up for slection.

Names of Rapublican Eongressmen or somines in District,

Nams of Bepublican lagislators or nominses in particular Distriet,
Population of locality.

Principal industries and agricultural products.

Lecal prebleras or needs.

What local people jhink are the principle national issues.

How the area voted {n the last presidential, state and local Emgressionsl
slection.

{Most of the foregoing information cam be obtained frem the local Chamber of
Commarce office or newspaper dditor. )

2. As soon as you can determine it, notify the Qffice of what leadicg Democratic
politicos will be ia the city two weeks bafore, during and two wesks after the
sppearance of the YVice Presideat. Alsc...what special events are taking place
on or about that time, panticularly on the day of the Vice President's visit, of
both & clvic and partisan mature,

3. Detalled information is needed on the media in the city and the sutlying areca.
The form fer this material should be filled in completely and forwardad 1o the

Qffice as soon as possible, De nol contact the media peopls or otherwise give them

mxmmmmmmmunpym-mm..memm
tnforrantion. :

4. nuwnﬂywnmmtmtdmu. brief biographical data,
phone mumbers and addresses of all the tmportant Republican Nixon sommitice
and ather civic leadars in the ares in list form sethat {4 can be used in making
walls to these people in behalf of the Vice President at the time the party is ia
the ares.
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You also will have to prepare & list of the hey poople involved in
the visit whe might coms ia contact with the Vice Presideat, together with 4 brief
sentsuce on the backgrousd of each so the Vice Presidenat will be properly briefed
for his mesting with them.

B is absolutely esssutial that you have campletely {illed in, the form providing
for listing of addresses and activities of all pesple who participats in any wvay

in the visit or armmgements for same. Copies of this list should be taurned over
to kay stafl people at the tioae of the arvisal of the pariy as thay can make notes
regarding the individuals listed as the visit progresses. These will be of great

assistance in preparigg proper thank-you leiters for the Vice Presidest’s sigmatare.

In addition to the specific sames required to {ill in the form, you should add sayone
to this list whom you feel is worthy of inclusion. Ksep one copy of the liat yourssel!
and maks netes on it during the visit so that your comnwats can b also be included
in the preparation of the leitars.

NbbALM:

Alse instrect the local chairman to send the Washiagton Office a follow-up list
after the event with any additional names which should be included. This is ox-
tremely imaportant.
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PUBLIC PARTICIPATION

Alrport Arrival

1. B i» vitally important that the largeat possible crowds be sncouraged to meet the

3.

3.

4,

8.

Yice Proaident and Mrs. Nixoa whean they arriave st the airport,

Outlying Republican and Nixen organinations sheuld be eacouraged Lo hire buses
and bring in groups of peeple. Home-made welcoming signs should be abundant.

Use of noise-makers, bands, coligge studeuts and Young Republican groups as well
a9 Boy and Girl Scouts in uniforms should bs ancouraged.

Insist on having at least oo baad...s good high school band is proferabls...at
alrport receptions. In oo case should it be & military band.

Have the commities contact all the local civic clubs and olther organizations and
imvite them te be represented. Also suggest that schoels be dismissed se that
pupils and teachsrs can attend.

Although the visit is of coures, being mads in connsction with a partisan political
campaign, you will find that masy civic and cther non-political erganisations as will
as schools will be willing to co-operate in making it possible for peeple to turn eut
at the airport 1o see the Vice Presidanl of the United States. In any svent, we harm
can be done by contacting them and there (s always the possibility of thelr interest

and co-operation.

Chureh groups and Jr, Chambers of Commerce and business organizations ars also
& possibility in this vegard. Also, by having groups such as Bey Scouts or Girl
Muwm it is 47 possible to encourage the attsndance of their
pareats. The same would apply to a high school band.

3.

3.

I the molorcade routs {2 to be publicisdd and the Vics Preaidmmt (s to ride in 2an
open car, it is, of courss, esacstial that a large crowd he assembled along the
mtire routs.

The same devices a8 suggested above for the airport arrival can be applied
slso to the metorcade route.

In nddition the cooperationof local businesses in letting employees out to weich the

motorcade pass by cas be very effective.
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4.  Be surs that the strests are decorated and that a sound truck precssdds the
motercade to sotify people that 8 is coming. This sheuld be at least 15 minutes
ia advance.

5. Ba sure that the actual vouls ks published in the nswepaper the day before and the
day of the visit se that people will know exactly whare, add sl what time the meter-
cade is pasnsing.

6. Bands and other crowd-gatharing groups should be assambled at vartous peinte
along the routs to stimaulbte pudlic interest.

Motel ersival

Buggest to Young Republicans and other greups that it would be advisable to
got some of their prople and sigue away {roam the alrperi as sconhs pessibie
after the arrival ceremonies so they can reach the Hotel where the Vice Pres-
ident is staying ia advance of his arrival and bs on hand (o welcome him there.

2. AR seme polsts it will work out to arrange same off-beat sctivity such as the
pressaiation of a plague o rosss, otc., st the arrival at the hetel which will
stimalste additional public intarest so that a crowd will gather.

3. =Rt's a good idea to have & small band or bag-pipe player or other noise-makers
at the Holel to stimulate the gathering of a crowd.

4. Xasp in mind that sphatantous crowds at unexpected points or {n unexpectad
types of activity are very helpful in building the over-all impression of ex-
citoment aud intorest in the visit,

5. The use of a sound truck with music in the arss izmmediately around the hotel
will alse help to M bring people Ia to join in the welcoming.

Meotings

| R To insure & capacity crowd, all sasans should be used. .. such as newspsper
publicity, paid advertising in newspapers and television and radils, signs,
strest decorations, sound trucks, mailiag astices, telephone campaigns and
porsonal calls on frisnds and neighbore and transportation to the mestings.
Encoursage motorcades and buses. Especially encourage telephons campaigns
te maks dirsct personal contacts since this is the most effective way of getting
pecpls to come to & mesting.

2. The success of the campaign will depend to 3 grest extent, on the snthusiasm and
size of the crowds which attend thase mastings. Flease stress this with the
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local committen. Do a0t it tham take attendance for granted or lsave it
te change. They must work hard and long in order to insure large crewds
at every stop.

Doalt publicise the fact that a large crowd is sxpectad, and by all means, sever
sllow sstimated sumber of preons to be published. Instead pul out the word
that there are plenty of seats and plonty of accommodations for everyons who
wishes to attend. I people get the impression that thelvent is too crowded,
they woa't coms. R's much beiter to have thera fesl that thare will be plenty
& roem.

H tickets are printed for the went, be sure that at lsast three times as many
tickets are distributed as thare are seats in the ball so there i no danger of
smply seats. In maay cases, it is better (o use & S-to-1 ratis instend ol a
3=ta=l . Generslly, howsver, it's beiter not to use tickets at all and to rely

on good, selid telephons campaigning to get the people out, in addition of course
to 2 background of publicity and advertising,
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ADVARCE MAN PROCEDURE DURING VESIT

The Advance Man will be expsciad to be on hand and to maet the Vice Presideat's
party om arrival in the eity.

Befors the plans arrives, the Advance Maan should have a mesting with the
motorcads shairman and drivers and go ever in datail with them, the required
motorcads procedure and instructions se that there {s no possibility of any misi-
understanding.

As soou as the party comes down from the plane, the Advance Hiaa should brief
the Vice Presidest's aide on any revisioas {a local plans or locsl information that
is of imenediate importance to the Vice Presidest.

Be sure that the local greetiang commities is lined up in proper ovder along the
ramp, ready to maet the Vies President. They should stay in place.

Jmmadiately upon arrival, someens {rom the local commiitee should bs preparsd
to step forward and taks chn xge (o ses that the proper intvoductions are mads and

that whatever is plasned, inciuding photographs, procesds sxpeditiously.

The Advance Maa sheuld have a car asailable with police sscort to get him te the
hotel or mosting place (ast afler the Vies President has arrived and the arrival
«mncnﬁ-mynddurummﬁmnypmauna

brisfing coucsraing late local developments.

#M. After the imamediate svents take place upon the arrival of the party, the Vics Presideat

9.

aund Mrs. Nixon must be parmitied to go directly to their hotsl roeme,. This gives
the rest of the party an oppertunity 10 re-group and bucomes oriented to the local

-sitastion, All-day schedules should include maximum use of brief rest intervals in W/

rooms for tin Vice President and Mrs. Kinom.

Lecal committes psople should assign station wagen or small pick-up truck te
handls baggage for the Vice President and his party duriag the visit. Prier arrange-
ments should be mads to speed removal of party's luggage {rom alrplans. It §s the
Advance Man's respounsibllity to be sure that all baggage for the sutire party ex-
copt for that of Vies President and Mrs. Ninou is moved to their hotel and frem
their hotel, back to the atrport as quickly as possible. Ths Advance Man should
also determine the pickup time for the baggage at the hotsl and notify the Vice
President's alde and the Press Secrotary so that all members of the party will
have their bage packed and ready to go at the desigaated tizne

There is ue need for the Advance Man (o accompany the party on sll its moveaments
duriag the stay. Instead, ha should leava each point at least 15 or 20 minules

prior 1o the Viee President's departure, chetk the motercade arvangemenis to be
surs they are resdy to go, and then go ahosd and check the arrangements at the
wext stop. Before leaving, he should be sure, of courss, to hrief the staff se

that they can take care of the Vice Presidsat's sctual moves. This procedure
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should be followed unless thars is & possible off-beat activity planned sareuls
in wich case the Vies President should rids at the head of the metercade in one
of the fizst faw cars se as to be resdy to handla this avent as it happens. Fer
the purpose, the Advances Man should arvange, of courss, a separate car for
him with the pelice sacort so he can meve from place 3o place independent of
the rest of the motorcads and without delay.

Par sariier instructisns, prier arrsagementsa will have been made to have all
spesches, press mestings and O & A sessions tape-recorded. The Advancs Man
is responsible for picking up the taps himeelf ot the end of the mesatiag and turaing
it aver to the Press Secreiary. Be sure that the taps 1o preperly identified on
the contalner.

Any shanges in plans or any new inlormation on local isscas or arrangements
that might coms up during the courss of the visit sheuld be transmitted to the
Vice President's alde rather than dicectly to the Vics Prosident. R i important
that all infermation ia the way of unexpectsd changes and plans, addition of par-
sosael, sig., be tramsmilied guickly te the Vice President's alds.

The Advancs Man should be constantly on tha alert for gppesition signs, cestumss,
and othsr visible items se that say possibilitiss of nows pictures of the Vice Pm 5~
ident in conjunction with these itecns can be avelded. Yor imstance, he sheuld act
be allswed o be mansuvered into s pasition i froot of a "Kemmedy for President”
sign or naxt to & parsen wearing & “Kaunsdy"™ hat, etc.
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CONCLUSION

1. Be tactful, diplomatic, {irm and parsuasive with local committees.

3. Keop in constant communication with the Washington Office. Plsase adviss of
your whareabouts at all times and report lanmaediately any changes in arrange-
ments.

3.  Any major changes in the plaaned scheduls or itinerary should frst be clearsd
with the Gffice in Washington.

4. A time schadule muast be made aad sirictly adbared to. The Vice President and
his party must not be aarly or late. For example, the cars in a mostorcade must
sot pass any given peint sarlier than planned.

s. Remember that attention to detalls makes the difference between the sugeess or
the {silure of & mesting. No detail is so small nor so tasignificant that it should
escaApe your cemplets altention.

6. U in doubt ou anyibing. ..do net hesitats to call headgquarters. You have been
aksed to take on this important sssignmaent for the Vice President becauss of your
proven capabilities, and he has complste confldence in you.

7. Denit fozget that at all times during the campalgn you are & pesanal repressatative
of the Vice Prestdest and that ke will be judged by your conduct.

GOOD LUCK 1!



