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PROSPECTIVE ADVANCE MEN
 

BUSINESS AND HOME ADDRESSES	 PHONES"",'--", ' "

1) _",/:r.. (h~ Folger ,N'olan & 'Fleming
-------....''72S .....15th st, N.W., Wash••••,.. ! •• STerling 3-5252 

(r)/'2506Q._,§j;~"·wash.:.:~ •••• :'>:*Ifam's.,2~6.586 

2) EHR~~, 

3) F!I!JfliiG.'rON, 

4) LOTHRIDGE, 

5) McCUNE, Robert G. 

6)	 MILLER, Richard 

7)	 POWNALL, Tom 

8) SULLIVAN,
 

Job,ry,./' -~- (b)	 614 United Pacific Bldg., 
Seattle 4, Washington ••••••••••••MUtu21 2-2852 

(r)	 3820 Hunts Point Road, 
Bellevue, Washington ••••••••••••• GLencourt 4-8476 

Cha'!'fe~_*_'~~;~~~~:l~I~~;~e' /''·'~<V 

Stan 

P~~i~~_A~1zona ••••••••••••••••• CRestwood 9-6421 

(r) :~=tih~ll.eR~~ii ·s4~~. 
Ar-tz6na ••••••••••••••••• WH 5-2733 

5.;..2':'-·-<-~J" :41_(" 

*	 (b) Kenyon & Eckhardt 
6253 Hollywood Boulevard 
Los Angeles, California •••••••••• HO 9-9044 

(r)	 815 Virginia Terrace 
Santa Paula, California •••••••••• JAckson 5-5605 

-!;. (b)	 Nixon Volunteers, P. O. Box 
7398, Wash. 4 •••••••••••••••••••• EXecutive 3-7640 

(r) 1521 Elliot Place, N.W., Wash ••••FEderal 3-2417 

*	 (b) Revel Miller & Co., Inc. 
650 South Spring Street 
Los Angeles 14, California •••••••MAdison 2-2201 

(r)	 428 Willaman Drive 
Los Angeles 48, Cal •••••••••••••• CRestview 4-6495 

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

*	 (r) 10815 Burbank Drive 
Potomac, Maryland •••••••••••••••• AX 9-9408 

Ned (Edward 0) (r)	 63 Rockland Avenue, 
Yonkers, New York••••••••••••••YOnkers 9-4711 

* (b)	 2455 Central Park Avenue, Yonkers 
The	 SUllivan Organization•••••••• DEerfield 77-600 

(Priv.) DEerfield 7-7609 
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9) TROFFEY, Alex ,.' (b)	 Kaiser Industries Corp.
300 Lakeside Drive (Priv.) CRestview 1-2696 
Oakland 12, California •••••••••• CRestview 1-2211 - '\ 

~ x(r)	 3366 Springhill Road 
Lafayette, California ••••••••••• ATlantic 3-3091 

10) WHITAKER, John (b)	 Aero Service Corporation
610 Montgomery Street 
Alexandria, Virginia ••••••••••••KIng 8-1532 

*	 (r) 106 Thicket Road 
Baltimore 12, Maryland •••••••••• DRexel 7-R795 

11) HARDIN~, Ned,(Edward p) * (b)	 15 st. Marys Court 
Brookline, Massachusetts •••••LOngwood 6-7088 

(r)	 147 Court Street 
Dedham, Massachusetts •••••••••• DAvis 6-2478 

12) MURPHY, James F. * (b)	 Gallagher Bros. Sand & Gravel Corp. 
39 Broadway, N.Y. 6 ••••••••••••• WH 3-5534 

(r)	 34 Dorchester Road 
Rockville Centre, L.I., N. Y••••RO 6-1286 

13) OGDEN, Robert * (b)	 R. J. Martin & Company
Paulsen Building, Spokane 1, Wash•••MAdison 4-3366 

(r)	 1230 E. 20th Avenue 
Spokane 35, Washington •••••••••• KE 4-0720 

-l:. Preferred mailing address 

In eases where mail is sent to business address, 
it should be marked "Personal" 



811.4/60 
CiS 

TO: Pat Gra, 

FROM: Bob HIal4emaa CONFIDENTIAL 
I 

JlE: Act...... Mea'.Ialarie. 

TJda .... wW c..tll"M CNS' pnloG. 4I....loDa " ....... tile pa.,.._ of 
aa1aJ'k. to .....n1 of tM AclYaM. Mea. 

It I. _y ....,. tIaat Ml&rie. wlU be paW .. a moatlaJ,.••u I ... the 
... of Septe__r OctoMr.. 1& la of COV••, .......&004. tbat tile•• m•• 
will be WOI'Idaa perie4 ftf time ta .AMpat .. NonmMI' 101' w1Ilc.b tMiy wW 
110& be paW. 

'I'M __ to alar... Dou1cl be pal" Ute'" Social Seemly -.moer., aemptlou 
....atuy an U.-. De1ow: 

1) "'y LodllU" .....U.'OIO 1 uemptlOG $I., 000 per aoatb 
I) .....nw.ec... 505.a6-IS', lexe"Dpt'_ 
J) J'oIul Ddlclamu 545-40-406.. 1 ••_,.u.... _.,..... ••
.) TII.omu Powaall 1'S-aO...U41 1, SOO per J'DOD.tJl 
5) Robert Ka1U I03.U-a6S) l_mpttoa 6SO ..r .......
 

• Bota. ef 6e•• people an C\tl'nlldy oa tbe payTOn ... I'm Rot lnII'e .bat thelr 
rate la. 1Md ...... JOU' recoria ..... tid.. 

TIMt... ilia' he ,...Wy OM IIlOft • .ww. to uu. U.t wtatch J wW. ..acl on to you very 
aAortly. 



AWlast 3, 1960 

MEMORANDUM 

TO: J<m Bassett 

FROM: Bob Haldeman 

RE: CREDIT CARDS FQR ADVANCE ~ 

The follo.lnq Advance Men '11111 need, effective lmmediately; credit 
cards for Telephone, Westem Union and Air Travel: 

H. R. Haldeman
 
John D. Ehrllchman
 
Tom Pownall
 
Stanley Lothrld~e
 

lames Murphy 
Edward Sullivan
 
Richard A. Miller
 
Warren Brock
 
Paull Marshall
 
Robert 00den
 
Robert McCune 
John Whitaker 
John Warner 
Charle. Farrington 
Edward Hard1n~. 

She rrnanEUnge r 
William! Black 



8/2.4/60 
Cis 

_pat Z4, 1960 

TO: Jack SMrwood. 

FROM: Bob Ha14emaa 

U: ADVANCE WEN 

TIae M Me.'. IJa8tracdoa. ao. RJI••t tIa&l tIley &1"1''''••••paru. car 
lor the M MaD to ••• cluriq lIMb' perioel of the Vic. Pr••lcIeal'. Yl.ll 
ill order to al'"ft at .ac1l qatlDattoa ahead of &be ....raJ. Iroup. 

w••Ye hi..... alaat wh.r. poa.lb1., tIley •• a polle. CAl' wWa. polle. driver, 
prel.raWy a markecl ear that ... 1'......... the .... fr....acy .. lb•••curtly 
cal' ill tIM motorcade aad • .,upped wWl .11'•• aIId recllisJat. 

Do JO'I MV..., obJeetloa lO tkb? 

hom our vlewpot.at. it wU1 be JD11C1l mor••ad.factory thaa tl'J'bll to ••• a private 
car, &ad 01 cOU'•• we wU1 DOt lulat OIl till., but .......ver the polle. are wl1llaI 
to make "available, it ahoulcl wol'k out very well fol' u. 

lAt m. kDow U yea bay. aay tIaoqJda. 



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 inc1u:ies both you and Pat. 

"May I present the next President of the United States••••••Vice President 
Richard M. Mixon". 

On this both aN and PM _ke their entrance. aN and PM should _ke an entrance 
together whenever possible. 

TO: 

Bob Haldeman - Advance Team e.>
 

George Rogers - Advance Teua 1)<
 
Gene Tl'lDb1e
 
Hal Short'
 

...
'I' \. \,' ... 



Septe~r 10, 1960 

TO: Bob WlbOll 

FR.OM: Bob Halclemaa 

Complete kit. for each vbU mu.t be ••Ilt to AdV&DCe Men-

a. _GOD U he i. u.laUd to a city. Thi. i_imperative. 

Do Dot wait uttl they uk for it. They carry oaly a .mall 

.upply of re••rve material•• 



om Bob Finch 
Po tland, Ore. 
13 S t 60 

CRITIQUI OJ' JJJVdCB WORK 
V&IleO\lftr aDd Portlu4 

Starte4 1d.th protocol }1OUl\tU1UU of 1"'111 1Il OM nate 8D4 Filla 
1Jrto aao1oMr aD4 back 1Dto tIIa oriaS" ftate. T.ba f1rat tIiIYaDce MIl to enter 
thlI area .. Di* JCUler, 1Ibo .na1D dIIc1atou .. 1:0 loeatioDa. '1!beIJe 
_re aub8e~ al u-a. MUler left Onpa 1d.th aenra1. 
1tema "eD&1'na to SO to ~80ta aDd South DalIDta. 8JIortJ.7 t!lare&ner Dielt 
Ports QUe 111 to bH4 Uf ral.1l' acUYitaB. Par~ DOt becauae of hila but 
only becauae ., ... ...,] able, the BUoa cha.11"uD ba4 h1a 401Da DUID7 erraDd. 
an4 _kina cSee1a1oll8 'tlIat _re r1.~ MU.ler'a. 

8ec0a4 p .... : 

(1) Tbe 10ca't1on .1; tAe alrport .. 4atera1De4 to be .. ~ pte 
entrance, 7et 'tbe otber 1'l11h't aChe4\1lea of otlaer a1rl1Dta wre aoi_ to 
continue. ~, tbe u.;t:po:rt .......t quite properq1brbada crov4a 
on tbe &prOIl "re 't!»re wn otbar pleMa 1DYolftcl. A dee1a101l .. 
obrioua that the l.ocat1oa ..\11.4 haft been 8elAlete4 ..,. fl"CD otMr 
tra1"t1c eo that .. IIU1Ina orow. coul4 be accc.lD4ate4, »10Jll" 
tl:lere wre prGIIIl)t1mw1 efforts (1Jlc1uc11Da .".,..1' e4vert1a1D&) to-.rd 
ptt1D& aD atrport crowd. 

(2) ~ locaUoa as;ree4 l.1J}OA at the Lla,rd CH:ter .. cbMp4 
tllO or three tiMs 'tNt tba t1Dal ~ 088 ear,q TueAtq 1IOra1r&& (the 
dq of arri'ftl) 

(A)	 Tbe ewpIMIla .. CClIIIl~ OIl teJ.ealon aDd _ 
thua haTe tlMtae 41s.tt8tact10D8: The tum...~ 

C1'01R1 &D4 tbe cro1ld that 1JOul4 DOt .. h1a .. 
p-eat8r taD 'tbe llne-ot-a1abt Cl"OlId.. On the 
oril1Ml plaa 'three preH table., ~t1D& 
50 to 75 pre.. eul4 haVe been 0Dl.7 a> teet &W¥ 
f"r<Ia .. clo8e4 roca wbere tbe1r teletn»ea UI4 
teleY1s1orl wre 1utaU.o.. llieeawJe ot tba 
teln1a1on nttcb the MV8MIl _1"8 a CQIPlete 
floor aDd .. spiral sta1reue • .,. rr- the 
pre.s J"OGIl. 

(D)	 The V.I.P. '. 'Were releptecl to CCIIIP1etel1 aide
bar poe1t10118. 

(e)	 A ~rt ... DOt .stabllaba4 vita BIIp\1bl1C&D 
ott'1a1&ldDoA to such u exte8l. that. tbt COUIt.'Q' 
cba11'l1M11. 8D4 aclY8D.ce II&1l _1'8 not 1D CODt&c't 
dur1ng the laat 4q or two. 

(D) Tbe u.r&1A& tb&t ,.. 111 area=. Aa4 __ tor beD4
.h"irlna perbaps _at out t.be v1.DdoY vJ.th tb8 
SOap1taUaat1on, but 111 eTel"J Dl8IIO _ .baYe tiled 

- 1 



_ hen ur", t.bat ... ot 110 be a.. to oUNt 
&t1'Ulll4l'~. ptnGll8l tec1m1p. At OM poiDt 'l'e4 
Bopn ... ua uaunace tat telArri.loa 1IQUJ.4 ocmtr 
....	 ezterI4e4 ...........,DC

(I)	 TIlt teleYla1Q1l ~ta baD4JH _ 1ob8 local 
COIBlttee _ft a :repeat or that ~ .. 
watort\ll'la..... eQU1eaae Vblta IOu ..re laue tor tbe 
4e41cau. ot .,. ran•• IlIa 1Il1lb1cll tbe arip_) 
U"I'UtII .I.U _nt to Ue up ODe atat10a (CbIaDIl 6
CBS) uclua1'f'411T. It .. 40De ap1».. .., tbe 'ClM 
1t .. cbetJUd 111tD. __ Georp BDpra it .. too 
late to __ otber ~Dta. Mo:recHer, DO ..

atate ~.101l .. pl'Ori.4a4 4eap1te repeate4 pl..... 

'l.'o.a7	 Yturr1 vill do .. tiDe Job U Ae 1d.ll C&l"I7 out b.1a 
ple4p to apmd u.. :1D Portlu4. It cam»t lMt Z'\IIl tI'ca 
clear &CJ'O" tbe atate. m.. cooperatiOll vitA tb1. orne. 
1a tops. lit ... 1U14aace traa lOU!' btta4quartera, haY1D& 
lWt'V coe4ucte4 .. at&tn14e .,.,...,1. MtOW. 1'lIere 1. DO 
0Ile 1D Oft.. to 1Iboc:RI _ can t.UI'Il 111th coat14eaee OIl 

ozpD1sat.1oll aA4 pl'OOl4ural pat10u tbat Gall CClI'P8ft 
1;0 It 'Du!'rar or ... au.ch. 

A nt}1eat A1r1q ot the aaeDC7 tb&t baD4le4 the m-r.r 
cawpa1p, the un1..I1-U.... orpD1u.t1_ tMS h&D4le4 
81& tlAaDder'. uuuceeut'U1. MPI})'I1p tGr OOftl'UOr. 

IiJUi. QoocSr1ch, aD. able 01.4 p:ro it _ wUl &1"" it the 
U. it ....1'YN but _ left auch to liMa _a1re4 vMD be 
ooUDMl.le4 tbm4er. AU I4'ruce MIl Dick M:11ler re. V1ev. 

waa fhUUpa can 40 cteta1l but eazmtIt be OO\lD1iecl .... 
tor 1D1'tiat1ft. 

Better ooonUDat1oA DHde4 vitA :PU'tl'_ Tb1. 18 088 .tate 
vh10h I beJ.1e'q 70u w1ll f1ad ran 11'1 lIb.1oh the ~ .. 
be better orpDiU4 thaa ibI lI1xloJl CCI81ttee. 

Vi.tUy V.I.P.·. Ore.... a .-:plete U_vp &lre&q acbe4ule4 ot 
iiirtoA, J'u44, Jobl1 ~lt, etc. ODl4_ter .. bee 
beN-ft. tbe 2>,000 atteDi'Jlta_ e.lJ.pp1Da I MJR JOU. 
1h18 le&Tu 0D1T Boclrat~r ..... tbe ~~ to 
achedw.. oregon. 

(Dictate'- but DOt read) 



--

---

-

CASE SERIAL NO. (CSC u.e only) 

If the answer is "No" or "None," so state. If more 

2. DATE OF BIRTH 

3. PLACE OF BI RTH 

4.0 MALE o FEMALE 

5. HEIGHT WEIGHT COLOR COLOR 
EYES HAIR 

7. IF MARRIED. WIDOWED. OR DIVORCED. GIVE FULL NAME AND DATE AND PLACE OF BIRTH OF SPOUSEOR FORMER SPOUSE.AND DATE AND 
INCLUDE WIFE'S MAIDEN NAME. (Give same information reAardin, al1previoua marrialles.) 

Bellin with present 

CITY STATE-  - 

DATE. PLACE, AND COURT 

IDATE AND PORT OF ENTRY 

TO (Yea!,) DEGREES 

BRANCH OF SERVICE 
FROM (Yr.) TO (Yr.)Air Force etc.) 

, 

Standard ForIn 86 
R[VISED DECEMBER lUg SECURITY INVESTIGATION DATA u.s.CIVIL SERVICE COMMISSIOH
 
(CHAPTER II, F.P.M.)
 
II-10' FOR SENSITIVE POSITION 

INSTRUCTIONS.-Prepare in triplicate, using a typewriter. Fill in all items.
 
space is needed for any item, continue under item 23.
 

(LAST NAME) (FIRST NAME) (MIDDLE NAME)I. FULL NAME 
(Initials and
 

abridgments 01
 
full name are OTHER NAMES USED (Maiden name, names by tormer marriaAes, former names chanAednot acceptable. le,ally or otherwise, aliases, nicknames, etc. Specify which, and show dates used.)If no middle 
nSl7Ie, show 
"(NMN)"; if 
initials only,


show H(no ~jven
 
or middle nSl7Ie)"
 

6. o SINGLE 
PLACE OF MARRIAGE. o MARRIED 

o WIDOW(ER) 

o DIVORCED 

8. DATES AND PLACES OF	 RESIDENCE~1f actual places of residence diRer from the mailinll addresaes, furnish and identify both. 
and Ilo back to January 1,1937. ontinue under item 13 on other aide if necessary.) 

FROM TO	 NUMBER AND STREET -

9. 

o U. S. CITIZEN 

o ALIEN 

10. EDUCATION (All schools above elementary) 

NAME OF SCHOOL 

II. THIS SPACE FOR FBI USE (See also item 14.) 

AliEN REGISTRATION NO. 

o NATURALIZEDo ~YRTH 
CERT. NO.	 PETITION NO. 

o DERIVED· PARENTS CERT. NO(S). 

REGISTRATION NO. INATIVE COUNTRY 

ADDRESS	 FROM (Year) 

12.SOCIAL SECURITY NUMBER 

13. MILITARY SERViCE (Past or present) 

SE~IAL NO. • I 
(If none, Il,ve Ilr a d.e or ratlnll (A Navy

at separafJon) rmy" 

I 



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 (rom name nOW used.) 

FROM TO 
NAME OF EMPLOYER (Firm or agency) 

AND NAME OF SUPERVISOR 
ADDRESS 

(Where employed) TYPE OF WORK REASON FOR LEAVING 

15. HAVE YOU EVER BEEN ARRESTED. CHARGED. OR HELD BY FEDERAL. 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 trafflc viole t iorts for which a nne of $25 or less was imposed. AIl other charAes must be included even if they were 
dismissed.) 

(ANSWER "YES" OR "NO") 

IF YOUR ANSWER IS "YES," GIVE FULL DETAILS BELOW: 

REASON CHARGED OR HELD DATE 
PLACE WHERE CHARGED OR HELD AND 

NAME OF LAW ENFORCEMENT AUTHORITY DISPOSITION 

U.S. GOVERNMENT PRINTING OFFICE· 1960-0-538581 



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 IS 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 PERSONSTHEIR RIGHTS UNDER THE CONSTITUTION OFTHE UNITED STATES, OR WHICH SEEKSTO 
ALTER THE FORM OF GOVERNMENT OF THE UNITED STATES BY UNCONSTITUTIONAL MEANS? 

(ANSWER "YES" OR "NO") 

19. IF YOUR ANSWER TO QUESTION 17OR 18ABOVE IS "YES," STATE THE NAMES OF ALL SUCH ORGANIZATIONS. ASSOCIATIONS, MOVEMENTS, GROUPS, OR COM· 
BINATIONS OF PERSONSAND 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 a// organizations in which you are now a member or have been a member, except those which .how 
reJj~jou8 or political affiliations.) 

NAME ADDRESS TYPE FROM TO OFFICE HELD 

21. RELATIVES (Parents, spouse. divorced spouse, children. brothers, and sisters, JivinA or dead. Name of spouse should include maiden name and 
any other names by previous marriage, If person is dead, 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 weIl acquainted with you.) 

NAME ADDRESS YEARS KNOWN 

23. SPACE FOR CONTINUING ANSWERS TO OTHER QUESTIONS (S.'Jow item numbers to which answers apply. Attach a separate sheet if there is not 
enou~h 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 la•. (DATE) (SIGNATURE-Si~nori~inal and 1st 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 

TYPE OF APPOINTMENT 

COMPETITIVE (Include indefinite and tem
porary types of competitive appoint
ments.) 

o EXCEPTED 

o 

DATE OF APPOINTMENT 

DUTY STATION DEPARTMENT OR AGENCY 
--------~-----;-----~- .~-- _·_--

TITLE OF POSITION AND GRADE 
OR SALARY 

CIVIL SERVICE REGULATION NUMBER 
OR OTHER APPOINTMENT AUTHORITY 

SEND RESULTSOF PREAPPOINTMENT CHECK TO: 
---;--~----:-~--,------------'-------------I 

THIS IS A SENSITIVE POSITION 

(SIGNATURE AND TITLE OF AUTHORIZED AGENCY OFFICIAL) 

U.S. GOVERNMENT PRINTINGOFFICE'1960-0-538581 



now: ... 1faWe••• 

ww ,.. pl. MM·. *_1 ..yGIlI'" JIa eo 
t1IIU It caa be ••"804 _ will . 
a. ,... aunty ""1' tM e:- ..... 

•,. _ 'et l 'all 
c III caa dial cop" ttd1lJaYlaa 
....d. 
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STRICTLY CONFIDENTIAL
 

SUGGESTIONS REGARDING 

APPEARANCES 

OF THE 

VICE PRESIDENT 

March, 1960 



&lggesticns Re~arding Appe~rances 

of the Vice P~esident 

Your primary function as Advance Man is to serve as a personal 

representative of the Vice President in the advance planning of 

all the facets of his visit to a given area. It is your further 

function to be on the scene at the time of the visit to in~ur9 

that all details pertaining to the visit are carried out as 

planned and in a way that will make the trip one of maxi~um 

6ffectiveness. You are responsible for maintaining local con

tact and for the development of the progrunl and activities for 

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

your area. 

The success of the Vice President's appearances will 

depend on the advance preparation. 

It will be appreciated if you will make a special 

point of checking everyone of the applicable items 

in this memorandum to 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. Instead, pick out 

the pertlnent portions which are applicable to the 

particular visit and make them available to the 

local people in charge. 
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GEnERAL POLICY 

1.	 You must always bear in mind that yrn~r responsibility 

is to the Vice President. At all times this rdsponsi

bility supersedes your responsibilities to the local 

committee or anyone else~ Often the wishes of the 

local committee will be in conflict, and your job is to 

effect a compromise satisfacto~y to all, if possible, 

but in any event never one which is u~acceptable to the 

Vice President. 

2.	 The Washington office will help yrn~ in every way possible 

to smooth out differences. 

3.	 Let the Secret Service worry about the Vice President!s 

security. They are concerned with his personal pro

tection by authority of Federal Law, and will coordi

nate their security arrangements to fit his local 

schedule of events and appearances. 

In this connection, 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 is 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 is important that you work out ynur 

plans in close conjunction with the local Secret Serv~ce 

personnel so that they are fully aware of all arrangeffients 



- 3 

being made and are also aware of any ch~nges as they 

occur in the plans so that they can coordinate with 

local law enforcement personnel. 

4.	 Do not grant interviews or issue any press releases or 

announcements. Publicity stories shculd 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) 

1.	 The itinerary and instructions will be furnished from 

Washington. 

2.	 Get in touch by phone with the local co~tacts and let them 

know when you will be arriving, length of stay, etc. Also 

notify local Secret Service office. 

3.	 Proceed to assigned location and meet first with local ke~ 

political contact--check general preliminary plan with him 

for overall OK. Determine any potential complications from 

him before meeting local overall arrangements chaf.rman , 

Keep in touch with him as plans are developed and settled. 

t:..	 Contact local overall arrangements chairman--get completely 

informed of developments to date, discuss plan of visit and 

arrange meeting of local committee. Layout tentative time 

schedule. 

5.	 Contact looal Secret Service and go over tentative schedule. 

6.	 Meet with local committee (include Secret Service) and set 

up chairmen for the following: 

Publici ty 

Press	 facilities 

Radio	 & TV facilities 

Airport facilities 

Greeting committee 

Motorcade 

Hotel arrangements 

Meeting arrangements and program 
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7~ Go over entire routc~ starting from landing position of 

plane, to determine exact routes and times~-both on foot and 

by car. See below for specific arrangements to be made nt 

eaoh point on route. Be sure to walk and drive at speed 

which will approximate that of VP and party. Have S~oret 

Service and overall chairmn~ acoompany you. 

8. Draw up, with Secret Service and overall chai~nan, an exact 

schedule for entIre visit with all details Incblded" Make 

sure that all understand that ~~ changes are to be made in 

this schedule without your prier knowledge e Always allow 

at least a two-hour period for staff work for the Vice 

President in his hotel room prior to any major appearance. 

Keep in ndnd the possibility of a suitable separate schedule 

for ~~s. Nixon. 

9. Transmit schedule to office--with 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-confirmed to you. 

lOd Make courtesy calls to all major Republican officials in the 

area--glve them quick rundown on general plans. Include 

Governor, Senators, Congressmen, National Committeeman and 

woman, State Chairman and local, regional or state Nixon 

chairman. 

11. Confirm schedule and final arrangements with local oommittee 

and Secret Service. 

l2. Arrange to maintain regular telephone contact with overall 

chairman, key political contact and Secret Service. No 
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changes are to be made by them without your OK. Be St~O to 

clear all changes with Washington office o 

13.	 Plan to arrive in the city well in advance of \~fS party-

so you can recheck all plans and be prepared to meeb the 

plane. Transmit any last minute revisions to VP's aide ac 

soon as the plane lands. 

It~.	 Be prepared to guide party through the visit, maintain 

schedule, meet emergencies, handle local committee contacts 

for party and be sure everything proceeds as plan~ed. 

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 President~s visit or the 

arrangements for same. This list should be available on 

arrival of the party, to be turned over to Mi3S Woods at 

that time. It should include the drivers and donors 0f all 

the cars, all the committee people handling any par-t; of the 

arrangements, all the people participating in the program 

and the directors and names of bands, the people who deliver 

the invocation, sing the Star Spangled Banner, etc a In 

other words--everybody Who has any remote connection with 

the event o Be sure the list gives the full name, accuratti 

address, and a sufficiently detailed description of what 

they did so a proper thank-you letter can be prepared. Also, 

instruct the local chairman to send the Washington offio~ a 

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

included o This is extremely important. 
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~vance Publicity 

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. 

2.	 All stories should be hung on local people. 

3.	 Pictures of local committees preparing for event should be 

featured at intervals. 

4.	 Biographies, and glossies or mats, of the Vice President and 

Mrs. Nixon should be given to newspaperso Order from office 

if needed. 

50	 Advance stories should be distributed by the local committees 

to the local press. 

6~ Newspapers must be given accurate information pertaining to 

the visit. 
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SPECIFIC ADVANCE ARRANGEMENTS
 

Airport Arrival 

1 0 Determine with airport manager exact location for spotting 

plane, waiting area for press and greeting committee, lo

cation of general public J motorcade lineup. 

2. Arrange room for press conference--if specified in in

structions. 

30 If a crowd of any substantial size is expected at the air 

port, arrange facilities for VP to address the crowd. 

Unless there is a planned ceremony or activity and the 

assurance of a large crowd at the airport, tho best arrange

ment is to have a sound truck out of the way some place with 

a microphone on a long extension line. A hand mike is 

satisfactory. Do not have a platform or any obviously 

prepared arrangements. It is much better to lGt th~ 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 is OK to have a regular platform and a 

standup mike. 

4~ Make arrangements for fast removal of staff and press 

baggage from plane and transfer to baggage truck. (Secret 

Service will handle Nixon personal baggage.) 

5~ Motorcade cars should be lined up on the air ~trip near the 

plane whenever possible to make such arrangements with alr 

port authorities (unless press conference is held in 
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terminal building, in which case cars should be lined up at 

most convenient exit). 

Motorcade 

1.	 Motorcade transportation from the airport 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. Paid professional drivers 

are preferable to VIP volunteers and should 

be used wherever possible. 

The motorcade cars should be lined up at 

the airport and ready to go one hour ahead 

of time. Each car should be numbered. 

Each	 driver 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 and at all stops. This is 

necessary even if the drivers have to 

leave a meeting or rally before it is 

concluded in order to arrive at their 

designated station. 

Please emphasize the necessity for the 

drivers to be ready to proceed at the 

appointed 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, aide, and 

one of the traveling Secret Service Agents 

in the front seat; the Vice President and 

Ml's. Nixon in the back seat If Mrs. Nixon8 

is not with the VP, highest lccal Republican 

or Nixon Committee official rides with VP. 

Any proposed changes in this seating arrange

ment must be cleared with the office in 

advance. 

Car No.2: Security. Second traveling 

Secret Service Agent and local security 

people. A plain, unmarked, 4-door, police

radio car should be used. 
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Cars No.3 and 4: Nixon Staff. 

Cars No.5 and 6: Cars for traveling 

photographers and press, (if needed) 

each marked with large sign indicating 

PRESS. 

Cars No.1, 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 in 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 quiet police escort may be used, only 

if conditions absolutely require same. 

No sirens except in case of an emergency. 

No horn-blowing by motorcade drivers e 

The Vice President's auto should not 

exceed existing speed limits. Remember-
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the tail-end autos in a motorcade are 

placed in unnecessary danger of accident 

if they are forced to try to keep up with 

a too-fast moving front aut0 We have4 

been	 lucky so far. 

Be sure to make a dry-run over the motor

cade	 route, taking into consideration 

actual conditions that will occur at the 

time	 of the event. Do not rely on local 

estimates of driving time or mileage. 

Local committee people should arrange vehicles and manpower 

for speedy removal and handling of !!l baggage for the 

Vice	 President's party during the visit. 

The traveling Secret Service Agents will supervise handling 

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. 

2.	 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' suite (bedroom and parlor) should be in the 
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immediate area but not adjacent to the Nixon suite, as 

telephone and office activity is centered in her parlor. 

Single rooms should be provided for all other members of 

the traveling staff. 

3.	 One extra room should be provided at the farthest end of 

the area of rooms occupied by the Nixon staff, away from 

the Nixon suite--to be used as a waiting room for local 

groups who may be meeting with the Vice President or who 

may be conferring with members of the staff. This can be 

designated as a reception room. 

4.	 Traveling 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 their newspapers are to be billed individually by 

the hotel for their rooms. 

Advance registrations should be made for each member of the 

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

have room assignment list for staff to distribute at airport. 

Press keys should be in envelopes at desk--by name. 

6.	 Please determine if the local committee will be taking care 

of the hotel bills. Do not make a point of this. If the 

local committee is not taking care of them, please see that 

the hotel mails the bills to the Washington office for 

payment. 

Copies of all local 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 issued during the 

iay. The local committee should designate a person to 

ake care of this. 

:t is essential that accommodations NOT be made at any 

private home. There will be no exceptions. If adequate 

hotel accommodations are not available in any given city 

or town, arrange accommodations in a nearby city or town. 

Be sure that all hotels send a written confirmation of 

reservations to the Washington office. 

Room 361, Senate Office Building, Washington, D. C. should 

be left at each hotel as the forwarding address for mail 

for the Vice President and Mrs. Nixon and members of the 

party. 

.1. Arrange for fue hotel to give fast laundry service • 

L2.	 Arrange for the hotel to give fast valet service. 

13.	 Arrange for the hotel to give fast food service. 

14.	 Make a careful check of the hotel switchboard facilities 

to determine whether they have adequate trunk lines and 

switchboard personnel to handle the increased 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 facilities 

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 office in advance. 

15.	 If a room is provided for the local security officers, it 

should be far removed from the Nixon Suite (to keep do,~ 
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noise from chatter, etc.).
 

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

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

11.	 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. 

2.	 No personal receptions or receptions that don't include 

the full group attending a function or which are not part 

of the planned function itself, should be scheduled. This 

does ~t, however, exclude meeting with a head table group 

prior to entering the main event. 

3.	 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 receiving line 

should consist only of the Vice President and Mrs. Nixon. 

In no case should there be more than 2 additional people in 

the line. You can explain to the local committee that there 

is no need to introduce the Vice President to the individuals 

as they come through the receiving line. Our experience has 

shown that a line consisting of onJy Mr. and Mrs. Nixon is 

by far the most satisfactory. 
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Me~.!1.!!B. 
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. 

38 All Rapublican and Nixon organizations should be included 

in the sponsorship of each meeting, particularly Women's 

Clubs, Youn~ Republicans, and Citizens Groups. 

4. A program consisting of band music, community singing, or 

other lively entertainment is to be encouraged before the 

meeting formally opens. 

5~ 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 is introduced to the audience at 

the beginning of his speech. 

6. The chairman of the meeting should be determined by the 

local committee. Wherever possible, the chairman should 

be an outstanding civic figure. 

7~ 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 given to the Vice President in advance. Invo

cation should be given by a local clergyman. 
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90 Work out the exact details of the Vp1s entrance with the 

committee. Preferably, the VP and Mrs. Nixon enter alone 

after the head table or speaker1s platform group are 

seated. This is 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. 

10. Talks by local candidates and officials should be held to 

a bare minimum, both in number and in length. 

11. 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 this. 

~2o It is imperative that if Mrs. Nixon is present, she be 

introduced by the Program Chairman prior to the introduction 

of the Vice President. 

13. At the conclusion of the meeting the chairman should request 

the audience to remain seated until the Vice President and 

his party leave the auditorium. 

14. 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 airport arrival, if at all possible. If the 

pictures cannot be handled at the airport, it will be 

necessary to clear alternate arrangements in advance with 

the Washington office. 
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5.	 No meetings, such as luncheons, etc., should be arranged 

which will detract from the attendance at the main 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. 

16.	 Arrange to keep a passageway open for the Vice President to 

and from the speaker's stand. Have a rope available, if 

needed, to make a passageway, or use Boy Scouts in uniform. 

Avoid using uniformed police. 

17.	 A working press section must be provided near the platform 

and an exit 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 chairs. 

The local Western Union office should be alerted to be 

available 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 available to the press 

at this location throughout the meeting. 

18.	 The size of the meeting place should be consistent with 

reasonable expectation of the number of people to attend. 

It is 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. 

19.	 Please test the public address system to make certain that 

every portion of the meeting place is covered by the horns 
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being flared properly; the horns must be in front of the 

microphone to avoid a feedback into the mike while the 

Vice President is speaking; the microphone should be an 

all-directional one so as to pick up the Vice President's 

voice 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. 

20.	 If the program is broadcast, and if the meeting is outdoors, 

there should be pick-up microphones placed strategically in 

the area to pick up the applause and cheers of the crowd. 

21.	 No one should be seated directly in back of the Vice 

President. One reason for this is that quite often they 

are doing something which the television camera picks up, 

and in addition, to avoid any possible distractions from 

the Vice President's speech, it is better that the space 

be left clear in every case. 

22.	 The lectern should be decorated and should be 40 inches in 

height. The top should slant downward toward the speaker~ 

There must be adequate electric lights on the lectern 

itself. Do not rely on house lighting. 

23.	 A pitcher of ice water and a glass should be available on 

the shelf of the lectern. Usually it will have shelves 

which are not visible to the audience. 
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24. If you are not satisfied with the lectern, suggest the 

American Legion hall, churches, and service clubs as 

sources for obtaining a suitable one o 

250 If an outdoor meeting is planned, a stand-by meeting 

location should be kept in mind in the event of 

inclement weather. 

2 ' c. Technique of having young people down front to tr·iggel· 

applause works very well, and this might be a good 

suggestion to make to the local people. 

27. Encourage local commdttee to put a little life into 

the program, and have something prior to the Vice 

President t s appearance which will warm up the cr-owd , 

?o. Be sure to have a tape recording made of all speeches 

by the Vice President. Also press conferences--and 

especially Q and A sessions. Arrange to pick up 

tape yourself at end of meeting and give to Press 

Secretary. 
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Television Arranp,ements 

1.	 No meeting is to be televised live without prior OK. News 

coverage for TV is excepted. Fund-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 0 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, if 

the local committee has the money and is anxious for the 

Vice President to go on television in the area, can suggest 

a question and answer or other interview type program which 

may be appropriate. 

3.	 If television is used, following 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 

studio, if possible. 

There should be no cued applause. It is 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 President does not make two entrances: he does not 

make 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 speaker in a close bust shot. 

The pre-broadczst ceremony should be stopped 

approximately two minutes prior to the start of the TV 

program. 

110 volt A0 line is needed in each television set

up to terminate within 50 feet of the speakers 1 stand. This= 

line is the power feed for cueing equipment. 

Lighting is critical. Adequate lighting equipment 

and power should be available at the p~ck-up point. 

When discussing television coverage with local com

mittees, always discuss television time purchase and paid 

tune-in ads in newspapers as a single unit. The TV time 

purchase should never be separated in the minds of the 

local committee from the paid tune-in ad purchase; they 

should be one and the same thing and always said in the 

same breath. 
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GENERAL COMMITTEE ARRANGEMENTS 

P.~blicity During the Visit 

1. Local committees should see that the event is covered by 

representatives of local and surrounding press. 

2. 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 anpossible, try to 

have a glossy print of all pictures sent to the Office of 

the Vico President, 361 Senate Office BUilding, Washingto~, 

D. C. 

3~ All press matters should be referred to the Press Secretary 

traveling with the Vice President. 

4. Advance copies of speeches usually will not be available 

until time of arrival. On many occasions, only excerpts 

from the speech will be prepared. 

5. The local committee should have an experienced secretary 

available and mimeograph facilities in readiness for the 

Vice President's staff upon his arrival. 

6~ The local committee should assign a man familiar with press 

relations, to handle working arrangements for the press; 

especially those in our traveling party. It will be his 

responsibility to maintain contact with the Press Secretary 

during the visit and to take 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--nhat there is ample provision for 

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

responsibility to check people in a press conference if 

one is scheduled. 

Advance	 Data to be Obtained by the Advance Man 

1.	 The Advance Man should endeavor to make an original 

app~arBnce in the city involved as far ahead of the Vice 

President's appearance as possible. 

2.	 As qUickly as possible, he should forward the following 

information to the Washington office: 

a.	 names of RepUblican state-wide elective officials 

and nominees if offices arB up for election. 

b.	 names of Republican Congressman or nominee in 

District. 

c.	 name of Republican legislators or nominees in par

ticular District. 

d.	 population of locality. 

e.	 principal industries and agricultural products. 

f.	 local problems or needs. 

g.	 what local people think are the principal national 

issues. 

h.	 how the area voted in the last presidential, state 

and local congressional election. 

~lost of the foregoing information can be obtained from 

the local Chamber of Commerce office or newspaper editor.) 

3.	 Additionally, the Advance Man should determine what lead

ing Democrat politicos will be in the city two weeks 

before, during and two weeks after the appearance of the 
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Vice President, what special events are taking place on or 

about the time, and particularly on the day of the Vice 

Presidentts visit, of both a civic and partisan nature. 

4.	 There should be a detailed memorandum forwarded to the 

Washington office on the media in the city and the outlying 

areas. With regard to the television and radio, special 

programs with a high local following 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. JUSD 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. 

S.	 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 is 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 airport. 

. . 
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2.	 Where his principal appearance is a fund-raising or other 

closed or private event, it should be much easier to get 

a large turnout at the airport. 

3.	 Outlying Republican and Nixon organizations should be en

couraged to hire buses and bring in groups of people. 

Homemade welcoming signs should be abundant. 

4.	 Use of noisemakers, bands, groups of college students, and 

Young Republican 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 

airport receptions and in no case should it be a military 

band. 

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

them to be represented--.also, suggest schools be dismissed 

so pupils and teachers can attend. 

6.	 Suggest to Young Republicans and other groups the advisa

bility of getting some of their people and signs away from 

the airport as soon as possible after the arrival ceremon

ies so that they can reach the hotel where the Vice Presi

dent will be staying in advance of his arrival and be on 

hand to welcome him there. 

7.	 Another way to add to the crowd at the hotel is to suggest 

use of a sound truck with music in the area immediately 

surrounding the hotel about 15 minutes before arrival of 

the Vice President. This way can get some people who did 

not go to the airport to join in the welcoming at the hetel. 
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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 Airport or at a designated time at the hotel to 

answer questions pertaining to current issues. You will 

be advised. 

2.	 Be sure that there is a suitable room available at the 

airport 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 capacity crowd, all means should be used, such 

as newspaper pUblicity, signs, street decorations, sound 

trucks, mailing 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 enthusiasm and size of the crowds that attend the 

pre-election meetings. Please stress this with the local 

committees so that the attendance 1s not taken for granted 

nor left to chance. 
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~tra	 Meetings During Visit 

1.	 The Vice President may want to drop in at organization 

meetings that are going on in the hotel where he is stay

ing or in the city he is visiting. NO arrangements for 

this should be made in advance, but a list of such meetings 

should be submitted 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. 

2.	 Private dinners, cocktail parties, or after-meeting social 

events cannot be accepted during the course of the campaign. 

Please be sure that the local committee is aware of this 

requirement. 

3.	 If at all possible, please allow two full hours free time 

before each evening meeting. Exceptions must have specific 

OK from office, 

4.	 Nothing should be scheduled for the Vice President follow

ing an evening meeting unless you receive instructions to 

the contrary. 

Individual Appointments 

1.	 Time will not permit individual appointments with people 

who will want to see the Vice President. 

2~	 Local committees should be advised that the press secretary 

or side traveling with the Vice President will be available 

to receive suggestions and messages for him and that they 

will be delivered to him without fail. 
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.".,·4.P.Y~~ji;)14N.. P~9CEDUR$, ,f11ij-p!g!vt~ITS 
•	 0ll>'. 

1.	 The Advance Man will be expected to be on hand and to meet 

the Vice President's party on arrival in the city. 

2.	 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. 

3.	 The Advance Man should have a car available to get him to 

the hotel or meeting place f!!! aft~ 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. 

4.	 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 fop the 

Vice President and Mrs. Nixon. 

5.	 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 airplane. 

J.t .1s the .A.tl:va.nce<'Man' B 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 airport as quickly as possible. The 



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 

1.	 Be tactful, diplomatic, firm and persuasive with local 

committees. 

2.	 Keep in constant communication with the Washington Office. 

Please advise of your whereabouts at all times and report 

immediately any changes in arrangements. 

3.	 Any major changes in the planned schedule or itinerary 

should first be cleared with the office in Washington. 

4.	 A time schedule must be made and strictly adhered to. Th~ 

Vice President 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. 

5.	 Remember that attention to details makes the difference 

between the success or the failure of a meeting. No detail 

is so small nor so insignificant that it should escape your 

complete attention. 

6.	 If in doubt on anything, do not hesitate to call headquar

ters. You have been asked to take on this important 

assignment for the Vice President because of your proven 

capabilities, and he has complete confidence in you. 

7.	 Don1t forget that at all times during the campaign you are 

a persQu~~~ representative of the Vice President, and that 

he will be judged by your conduct. 

GOOD	 LUCKS 




