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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,
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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.






