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Suggestions Regarding Appearanﬁés

of the Vice President /
/

/

Your primary function as Advance Man 1is fo 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 1lnsure
that all details pertaining to the vlsit are carried out as
planned and in a way that will make/ the trip one of maximum
effectiveness, You are responsib for maintaining local con-
tact and for the development of e program and activities for
the Vice President and his party/ during the time they are 1in

your area.

The success of the Vice President's appearances will

depend on the advance preparation.

It will be appreciated i1f you will make a specilal
point of checking every one 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 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 must always bear in mind that youp/}esponsibility

1s to the Vice President. At all t;ﬁ;s this responsi-
bility supersedes your responsibili%ies to the local
committee or anyone else, Often ﬁée wishes of the

local committee will be in conflict, and your job 1s to
effect a compromise satisfacto?y to all, if possible,

but in any event never one which 1s unacceptable to the
Vice President.

The Washington office will /help you 1n every way possible
to smooth out differences /

Let the Secret Service qéﬁry about the Vice President!'s
securlity. They are concerned with his personal pro-
tection by authority of Federal Law, and will coordi-
nate thelr security %érangemants to fit his local
schedule of events aﬁd appearances,

In this éonnection,gihe Secret Service are also responsi-
ble for all contactgwith local law enforcement authorities
and will take carefof this part of the arrangements for
you. It 1s undesifable for advance men to deal directly
with city, county!or state pollce officlals for a number
of reasons and ali of such dealings should be handled
directly by the Sécret Service rather than by the

Advance Man,

For this reason, it is important that you work out your

plans in close cdnjunction 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 chgnges as they
occur in the plans so that they can cdordinate with

local law enforcement personnel,

Do not grant interviews or issue /any press releases or
announcements, Publicity storyes 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
Washington,
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}&ffice.

Proceed to assigned location and meet first with local key

political contact--checkséeneral preliminary plan with him
for overall OK, Determy%e any potential complications from
/

him before meeting locqﬁ overall arrangements chairman.

Keep in touch with him/as plans are developed and settled.,
Contact local overall/ arrangements chairman--get completely
Informed of developm#nts to date, discuss plan of visit and

arrange meeting of iocal committee. Lay out tentative time
!
, /
{

Contact local Secrgt Service and go over tentative schedule.

schedule.

Meet with local co%mittee (include Secret Service) and set
up chairmen for th? following:

ﬁublicity

ﬁress facilitles

Rgdio & TV facilities

Airpor?ﬁfzg%{zzizg

G&eeting committee

MJ;orcade

Hoﬁel arrangements

Meéting arrangements and program
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Te Go over entlire route, starting from/Aanding position of
plane, to determine exact routes aqé times~=both on foot and
by car. See below for specific a }angements to be made at
each point on route, Be sure to /walk and drive at speed
which will approximate that of yé and party. Have Secret
Service and overall chairman ?éoompany you.

8. Draw up, with Secret Service and overall chalirman, an exact

schedule for entire visit with all detalls included, Make

sure that all understand that no changes are to be made in
this schedule without youg/prior knowledge., Always allow
at least a two-~hour periqh for staff work for the Vice

President in hils hotel yoom prior to any major appearance,

Keep 1n mind the possi?élity of a sultable separate schedule

for Mrs, Nixon, {

/
Transmit schedule to pfflce--with any questions or sug-

gestions, This willfbe cleared with staff and VP by VP'!s
i

alde and re-conrirmgﬁ to you. Do not confirm schedule to

local chalrman untii VP's alde has re-confirmed to you,

/iMake courtesy callq'to all major Republican officlals in the

larea~=-give them qu{ck rundown on general plans, Include

Q overnor, Senatorai Congressmen, National Committeeman and

" woman, State Chai#man and local, regional or state Nixon
chairman, |

11, Confirm schedule hnd final arrangements with local committee

and Secret Serviée.

12, Arrange to maintain regular telephone contact with overall

chalrman, key politlcal contact and Secret Service, No
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/
changes are to be made By them without your OK., Be sure to

clear all changes wigh Washington office.
Plan to arrive in e city well iﬁ[advance of VP's partye«-
80 you can reche k all plans aqd be prepared to meet the

plane, Trans

t any last minnte revisions to VP!'s aide as

soon as the

1sit, maintain
schedulef meet emergengies, handle lotal committee contacts

’/ﬂ_”/,__,_____fgg_ggégz_gnd be surd’everything proceeds as planned.

15,

It 1s absolutely essentlal that ygu have a complete 1llst of

the names and addresses and actiyity of all the people who

participated in any way in the YVice President'!s visit or the
arrangements for same, Thils 1l]st should be avallable on
arrival of the party, to be tyrned over to Miss Woods at
that time, It should include/ the drivers and donors of all
the cars, all the commlttee people handling any part of the
arrangemehts, all the peopld participating in the program
and the directors and names/ of bands, the people who deliver
the invocation, sing the Srar Spangled Banner, etc. In
other words-=everybody whoghas any remote connection with
the event. Be sure the li%t gives the full name, accurate
address, and a sufficientiy detailed description of what
they did so a proper thank~you letter can be prepared, Also,
instruct the local chairman to send the Washington office a
follow-up list after the event, with additional names to be

included, This is extremely important.



Advance Publicity

1.

The local committee should designédte a publicity man to
handle the entlire appearance ayd he should have already
released the announcement of/the Vice President's coming
appearance.,
All storiles should be hyhg on local pepple.
Pictures of local co ttees preparing for event should be
featured at intervalg,

Biographies, and globssies or mats, of the Vice Président and
Mrs, Nixon should be given to newspapers., Order from office
if needed,

Advance storiesjégould be distributed by the local committees
to the local pqéss.

Newspapers mus# be given accurate information pertaining to

the visit. ;

i
|
{
|



SPECIFIC .

Aiﬁbort Arrival

1.

(j'ﬁz‘

g

& JJAISPeak informally, standin

Determine with airpe
plane, walting area f

cation of general publfi..

bo concenbraled

Arrange room for press| contc

structions,

If a crowd of any substantial size 1s expected at the alr-

P URNY
~*‘?' | port, arrange facllitiqs for VP to address the crowd,
\

I,’i"} V/ Unless there 1s a planngd ceremony or activity and the

assurance of a large crqwd at the alrport, the best arrange-

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

a microphone on a long e¥tension line., A hand mike 1s

satisfactory. Do not hatv

prepared arrangements, I

e a platform or any obviously

t 1s mich better to let the VP

g on a baggage truck or the hood

of a car, using a hand m

ke, If the stop calls for a

scheduled speech or accentance of an award or other such

ceremony at the alrport,
big crowd, then it is OK
standup mike.

and you are sure there will be a

to have a regular platform and a

Make arrangements for fas

removal of staff and press

baggage from plane and trgnsfer to baggage truck. (Secret

Service will handle Nixon |personal baggage.)

Motorcade cars should be 1ljined up on the air strip near the

plane whenever possible to\make such arrangements with air-

port authorities (unless pré#ss conference 1s held in

z(f’@,& f2a AR 7%& @&\/W %&(’ W «..m“’ ’t {Ln«/é/

/ UM? Casnol @‘j

(/

Founn.
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terminal bullding, in which lase cars should be lined up at

most convenient exit). /
Motorcade /

i
1, Motorcade transportation fyom the airport into the city and
j

to all points visited sho?id be furnished by the local
comnittee, /

Driver for the ¢;ce Preslident'!s auto will

be furnished by the Secret Service. He

usually will b? an area policeman in plain

clothes who knpws the territory thoroughly
and will give [full time and attention to
driving (not falking to the Vice President).

Eaéh driver ¢f the other automobiles should
be a young person entirely capable of

handling an jautomobile in traffic and motor-

cade formatjon., Paid professional drivers

le to VIP volunteers and should

of time, ach car shou%d be numbered.
a1 bl Lok a(éjgifufgu?AA.oﬁdQ«,
Each drive should be at the wheel. ofwhié fan

automobile with motor running, at least 4¢%7%¢f7‘““/‘
five minutes before scheduled departure

time. This applies to both arrival and

ﬁhla%”W&tA(wMkaﬁuw7ﬂ %Vr@wtw °4ww A[wAwu“'KW#Mfu
&/75 C(,&AJG.A7Q [P - TN




departure aﬁd all stops. This is

necessary even [1f the drivers haﬁe to
leave a meeting or rally before 1t is
concluded in grder to arrive at their

designated stfation,

Please emphagize the necessity for the
drivers to bp ready to proceed at the
appointed time with motor running and

lights on.

The Vice Prpsident!s car willl always be

the No. 1 cpr in the motorcade, and

passengers Lre: The driver, alde, and

one of the traveling Secret 3ervice Agents h;lz
in the front seat; the Vice President and .7 7,. bt
Mrs. Nixon in the back seat,/, If Mrs. Nixon “%ifiii o Vi

N
is not with fthe VP, highest local Republican

or Nixon Co ttee officlal rides with VP,
Any proposed \changes in this seating arrange-
ment must be Eleared with the office in

}

H
%

advance.

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

radlio car should be used.



Cars No. 3 and 4: Nixon Staff,

Cars No. 5 and 6: Cars for traveling
photographers and press, (if needdd)

each marked with large sign indigating

prESS.  §3¢ Lt ad proet gaus a Ao CW ed

Cars No, 7, 8, and 9: Cars f¢r local
VIP's (if needed). (Cars of/candidates
should show their name or ngmes on the

side.)

Limit of 9 cars in motordgade unless

prior clearance with Washington office.

Each car in the motorcafie should be
numbered--with a small/card 1n the

lower right corner of [the front wind-

y d’,wﬂmﬁth‘avc adle 2 W

coon Y&

shield,
GZAA7~» ¥

One additional car 11 be required for

the Advance Man to

recede the party.

A qulet police escprt may be used, only



the tall-end autos in a motopycade are
placed in unnecessary dangey of accildent
if they are forced to try tp keep up with
a too-fast moving front auto, We have

been lucky so far,

Be sure to make a dry-rup over the motor=
cade route, taking into/consideration
actual conditions that will occur at the

time of the event., Dojnot rely on local

estimates of driving f&me or mileage.

Local committee people should farrange vehicles and manpower
for speedy removal and handlipg of all baggage for the

Vice Presidentt!s party during the visit.

The travellng Secret Servicg Agents will supervise handling

of the Nixon's personal baggage.

Hotel Accommodations (You will/be advised if complete hotel

accommodations are not neede

1.

A parlor and two adjolning bedrooms, one on each side of
the parlor, are requirpd for the Vice President and
Mrs, Nixon,

Rooms for the remaining members of the staff should be in

close proximity and pn the same floor, The two Secret

Service Agents who 11 be traveling with the Vice President

should have a twin-bpdded room adjacent (not necessarily

connected) to the Nikon sulte, The Vice Presidentt!s ailde

should have a singleéroom adjacent to the Nixon sulte.

H

t

Miss Woods! sulte (b&droom and parlor) should be in the
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immediate area but not adjacent to the Nifon sulte, as
telephone and office activity is centered in her parlor.
Single rooms should be provided for all gpother members of
the traveling staff,
One extra room should be provided at the farthest end of
the area of rooms occupled by the Nixgn staff, away from
the Nixon sulte--to be used as a walting room for local

groups who may be meeting with the V7ce President or who

may be conferring with members of the staff, Thls can be

designated as a reception room.
Travelling press, if any, should hafe single rooms 1in the
same hotel, but on another floor., [While the Advance Man
can be of assistance in reserving gnd controlling the
rooms for the traveling press, 1Y must be made clear that
they or thelr newspapers are to bg billed individually by
the hotel for thelr rooms,
Advance reglistrations should be nade for each member of the
party. Staff keys should be in Boors-~and Advance Man should
have room assignment 1list for sgaff to distribute at airport.
Press keys should be in envelopes at desk=--by name,

Please determine if the local jcommittee wlll be taking care
of the hotel blills, Do not ke a polnt 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

UW?W

Coples of all local newspapers should be in tthPress

Secretary'!s roomson arrival ét each city., Additional

M”('%b

payment.
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15,

papers should be provided as they are 1gsued during the
stay, The local committee should designate a person to
take care of this,

It 1s essentlal that accommodations JNOT be made at any

private home, There will be no excgptions, If adequate

hotel accommodations are not availabhle in any given clty
or town, arrange accommodations in nearby city or town,
Be sure that all hotels send a writiten confirmation of
reservations to the Washington office.

Room 361, Senate Office Building,{/Washington, D. C. should
be left at each hotel as the fop&arding address for mail
for the Vice President and Mrs.jNixon and members of the

rarty. /

e,

Arrange for the hotel to give/?ast laundry service,

Arrange for the hotel to glvg fast valet service,

Arrange for the hotel to gl fast food service.

Make a careful check of thg hotel switchboard facilities
to determine whether they /have adequate trunk lines and

switchboard personnel toj/handle the increased traffic
during the time of the VYice President's visit., If their
facilities are not adequate, have the hotel put a direct
phone line into Miss Wpods! office and if the facilitles
are really inadequate, also have a direct line put into

the Press Secretary's [room. The numbers for these lines
should be provided to jthe Washington office in advance,

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

should be far removed from the Nixon Suite (to keep down
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A

nolse from chatter, etc.).

16. A press room-~with tables, typewriters gnd telephones should
Y;ng be pfovyged by the hotel for the use the traveling press(¢£0b47~

17. Ki?%gg;fﬁgtﬁ4§2tga(gr ﬁ%cal IBﬁa;}?fiyleihave IBM typewriter
In office (Miss Woods! parlor) on a;'egular typewriter stand.

Receptions f

1. Where a reception is scheduled prybr to the principal event,
the duration of the receiving 1i é should not be over 45
minutes. At a normal rate of sz;d this means a total
attendance of approximately 60% people,

2. No personal receptions or refeptions that don!t include
the full group attending a fynction or which are not part
of the planned function 1itself, should be scheduled, This
does not, however, exclude Jéeting with a head table group
prior to entering the main ;;vent.

3. In some cases, a large recﬁption may be scheduled as the

principal event. Under s¢ch circumstances, the timing

should be based on 800-1Q00 people per hour going through
the receiving line, If At all possible, the receiving line
should consist only of fhe Vice President and Mrs. Nixon,

In no case should therqg be more than 2 additional people in
the 1line. You can expplain to the local committee that there
1s no need to introdu the Vice President to the individuals
as they come through the receiving line. Our experience has
shown that a line consfisting of only Mr. and Mrs, Nixon is

}
by far the most satisféctory.
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Meetlng

1. The Vice President and Mrs, Nixon are #o remaln together at

all meetings, unless you have received specific instructions

to arrange a separate schedule for s, Nixon.

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

3“° All Républican and Nixon organizations should be 1ncluded
in the sponsorship of each meetidg, particularly Women's
Clubs, Youﬁg Republicans, and Citizens Groups.

4. A program consisting of band mqéic, community singing, or
other 1lively entertainment 1is go be encouraged before the

e, Mo dervire Lrenmolo,

5. The chairman of the meeting ghould arrange for the band to

)

meeting formally opens., COML

play "California Here I Com¢," or other sultable rmsic when

the Vice President first epters the meeting place or comes
out on the platform. The/band should also strike up again
when the Vice President ¥s introduced to the audlence at
the beginning of hils spgech,

6. The chairman of the meefing should be determined by the
local committee, Whergver possible, the chalrman should
be an outstanding civig figure,

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

8. Pledge of Alleglance ghould be led by a veteran whose name

should be glven to thg Vice President in advance, Invo-

[

catlion should be gived by a local clergyman,
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9. Work out the exact detalls of the VP's enyrance with the
committee, Preferably, the VP and Mrs, Nlxon enter alone

after the head table or speaker's platfgrm group are

seated, This 1s the most effective entirance, If, however,

the VP and Mrs, Nixon are to enter wi the rest of the
group-~be sure their positions in ling are declded in
advance,

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

a bare minimum, both in number and in length.

Introduction should be as brief as jpossible, and if TV or

{
radio 1s used should be only a onejsentence introduction.

i
!

Introduction should be made by a jby public officlal in

L *}stp‘ the area, and many places will want to use the Republican

/ y ’
m\ United States Senator or Governor/ for this, J{"/ OK/MNV %’Z«)
P,

12, It 1s imperative that if Mrs. Ni’on 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 chalrman should request
the audience to remain seatedfuntil the Vice President and
his party leave the auditori
1y, Pictures of the Vice President with local candidates for
use by the local candidates|in their campaigns should not
be taken at the meetlng but| should be arranged to be taken
at the airport arrival, if ‘t all possible, If the
pictures cannot be handled ;t the alrport, it will be

necessary to clear alternate arrangements in advance with

the Washington office.



15.

16,

17.

18,

19.
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|

No meetings, such as luncheons, etc., should/ée arranged

which will detract from the attendance at the maln meeting,
or which would require the Vice Preslident fto make another
speech to the same people who would be 1y attendance at the
larger meeting.

Arrange to keep a passageway open for e Vice President to
and from the speaker'!s stand., Have a frope avallable, 1if
needed, to make a passageway, or use Boy Scouts in uniform,
Avold using uniformed police. |
A working press section must be prgvided near the platform
and an exit door of the meeting place. Be sure specifilc
places are reserved for the travgling press, No one else
should sit in this sectlon exce the working press and the
publicity man handling the mee

carbon should be provided, alghg with tables and chairs.

The local Western Unilon office should be alerted to be f‘

available to handle news dligpatches for the press.<§%;§fe
should be proper lighting flor the press to work, The Vice
President!s Press Secretarfy will be avallable to the press
at thls locatlon throughopt the meeting.

The size of the meeting place should be consistent with
reasonable expectation the number of people to attend,
It 1s much better to haye a small place overflowlng, rather
than a large place half] empty, even though the number of
people in the larger place 1s greater,

Please test the public |address system to make certaln that

every portion of the méeting place 1s covered by the horns

ng ./?Tl&(ﬁr 1‘%;;:’ p'?gr andoL_

aehed
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being flared properly; the horns must be in front of the
microphone to avoid a feedback into thglmike while the
Vice President is speaking; the microéhone should be an
all-directional one so as to pick upfﬁhe Vice President!s
volice evenly no matter which way hi/may be turning his
head during the course of his speeéh. Whenever possible,
request two microphones for the p#blic address system to
be placed approximately 18 inche#iapart in front of the
rostrum, j

20, If the program 1is broadcast, anqsif the meeting is outdoors,
there should be pick-up micrOthnes placed strategically in
the area to pick up the applausé and cheers of the crowd,

21, No one should be seated directl§ in back of the Vice
President. One reason for thisfis that quite often they
are doing something which the ﬁélevision camera picks up,
and in additlon, to avoild anyg%ossible distractions from
the Vice President!s speech,g&t is better that the space
be left clear 1n every casef

22, The lectern should be decoﬁgted and should be ;0 inches in
height. The top should s¥gnt downward toward the speaker.
There must be adequate e?éctric lights on the lectern
itself, Do not rely on house lighting.

23. A pitcher of 1lce water gand a glass should be avallable on
the shelf of the lecteqL. Usually it will have shelves

which are not visible io the audlence,
f

i
i
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25,

26,

27.

- 20 -

If you are not satisfled with the lectefn, suggest the
American Leglon hall, churches, and sgrvice clubs as
sources for obtalning a suitable one/.
If an outdoor meeting 1s planned, stand-by meeting
location should be kept in mind in/the event of
inclement weather.
Technique of having young people /down front to trigger
applause works very well, and this might be a good
suggestion to make to the local/ people.

Encourage local committee to pyut a 1little 1ife into

the program, and have something prior to the Vice
President!s appearance which /will warm up the crowd.
Be sure to have a tape recordlng made of all speeches
by the Vice President. Algo press conferences--and
especially Q and A sessiorns. Arrange to pick up
tape yourself at end of mpeting and give to Press

Secretary.
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Television Arranrements

1.

No meeting 1s to be televised live without iior OK, News
coverage for TV 1s excepted., Fund-raising events are not
to be televised, since the donor is entyﬁled to a "for~
those-in~the~-room-only" appearance offfﬁe Vice President.
Also, televising such a meeting may/#%t down on the attend-
ance and contributions, ’

The Advance Man should, however,/éirange maximum TV cover-
age of the alrport 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 ftelevision in the area, can suggest
a question and answer ¢r other interview type program which
may be appropriate.
If television is us , following rules apply:
When introducing the Vice President to the television
audience, there slould be only a one-sentence introduction.
Long introductiorgs are absolutely taboo.

The poljtical disclaimer should be made from the
studio, 1f possible,

There ghould be no cued applause. It is expected
that the Vic e | President will always meke his first appear-
ance on the tellevision program, When he is introduced on
TV for the EEZEE time at the meeting, he will draw a sub-

stantial and emthusiastic applause, In other words, the



Vice President does not make two entrances: he does not

make his first appearance prior to his spgech, sit down,
get Introduced, and then get a second applause., He should
get only one applause--when he makes Kls ONLY entrance,

If possible, on TV appearancés, have at least two
cameras--one to pick up crowd react/ion and the other to
concentrate on the speasker in a c}ose bust shot.

The pre-broadczst ceremopy should be stopped
approximately two minutes prior/to the start of the TV
program,

110 volt A7 1line is ngeded in each television set-
up to terminate within 50 fegt of the speakers! stand, This=
line is the power feed for cuelng equipment,

Lighting is critica). Adequate lighting equipment
and power should be availablle at the pick-up point.

When dliscussing televislon coverage with local com-
mittees, always discuss tglevision 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 thegpaid tune-in ad purchase; they
should be one and the saﬁe thing and always sald in the

same breath,



Publicity During the Visit
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GENERAL COMMITTEE ARRANGEMENTS

1.

Local committees should see that the eyent is covered by
representatives of local and surrounding press.
If a photographer from the local newspaper 1s not available,
the local committee should engage And pay for a photographer
to supply plctures to newspapers., If at all possible, try to
have a glossy print of all plctures sent to the Office of
the Vico President, 361 Senate /0ffice Building, Washington,
D, C.
All press matters should be qéferred to the Press‘Secretary
traveling with the Vice Pres#dent
Advance coples of speeches ubually will not be available

MR O At el. U
untll time of arrival, On many occasionsvﬁonly excerpts
from the speech will be preppred.
The local committee should have an experienced secretary
avallable and mimeograph faqilltieeAin rea ine for th 2ﬂu&ua1)
Vice President!s staff upon his arrival,
The local committee should apsign a man familler with press
relations, to handle working| arrangements for the press;
especially those in our traveling party. It will be his
responsibility to maintain ciontact with the Press Secretary
during the visit and to tekg care of any needs that may
arlse. He should also check to be sure there are specifi-
cally reserved seats for each of our traveling press people

at every event, Also--bBhat| there is ample provision for

food for the traveling press and that the press work room
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Where his principal appearance is a fund-raising or other

closed or private event, it shoul e much easler to get

a large turnout at the airport
Outlying Republican and Nixon organizations should be en-
couraged to hire buses aWd bring in groups of people,

Homemade welcoming si undant,

least one band, a good hi school band 1s preferable, at

/

airport receﬁfions and iy no cfge should it be a military

/

Committee should conqéct lochl civic clubs, ete,, and invite

band.

them to be represented--alsp, suggest schools be dismissed

so pupils and teachers can/attend.

Suggest to Young Republicgns 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-
les so that they can yeach the hotel where the Vice Presi-
dent will be staying/in advance of his arrival and be on
hand to welcome him/there,

Another way to add/to the crowd at the hotel 1s to suggest
use of a sound tryck with music in the area immediately
surrounding the tel 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 hotel,
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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 declarg¢d by the
/TZ President, and, therefore, the Vice Presidgnt does not
| hold press conferences as such. The Vice/President may,
however, be avallable to the press eithepr upon his arrival
at the Alrport or at a designated time ;t the hotel to
answer questions pertalning to current ﬁssues. You will
be advised. /
2. Be sure that there is a sultable room;available at the
airport or the hotel for the Vice Preéident to meet with
the press (when scheduled). Access t& this room should be
restricted to the press and a minimué (not more than three)

I
of local committeemen or candidates.f There should be

stand-up microphones only. Local press chalrman should

check people in at the door,

Attendance at Meetings

1. To insure a capaclty crowd, all means should be used, such

as newspaper publicity, signs, reet decorations, sound
trucks, mailing notices, telephone campalgn and personal
calls on friends and nelghbors/ and transporting them to
the meeting. W‘% cotey v Aettle ~ﬂ¢udadﬂ
2. The success of the campalign wWill depend to a great extent

—
éﬁaﬁ%‘ gaﬂ“ﬂl on the enthusiasm and size of the crowds that attend the

A::ZVT pre-election meetings. Pleabe stress this with the local
‘1 committees so that the attendance is not taken for granted

nor left to chance.
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Extra Meetinga Durlng Vigit e
1, The Vice President/may wantAfo drp in at organization

3.

Individual Appolntments

meetings that ar going,dﬁ in e hotel whgre he 1s stay-

ing or in the

1ty he is visifing, NO arfangements for
. . //

this should made In adveaylice, but a 1;ﬁt of such meetings
should be sybmibted to thg Washington office as far in
advance off the Vice President!s visit ﬁ; the city as pos-
sible, ay mentioned previously in this{memo.

Private dinners, cocktall parties, or.;'ternmeeting social

events cannot be accepted during t course of the campalgn,

Please be sure thatnthe local cofmittee is aware of this

requirement, ,
If at all posqible, please /allow twoffull hours free time

before each ¢%ening meeting, Excepq&ons must have specific
/ i
OK from offfce, i
/

Nothing should be scheduled for thq Vice President follow-

ing an evening meeting unless you.ﬁeceive instructions to
) /

the contrary. ‘ /

1'

Time will not permit indivigual jappointments with people
who will want to /jsee the Vice President.

Local committees should bejadvijsed that the press secretary

3
or side traveling with the|Vice President will be available

to recelve suggestions and mes#ages for him and that they

|
will be delivered to him withopt fail,



... ADVANGE MAN PROCEDURE EUBEG.*;VI%ZPS

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

j// _}he Vice President!s party on arrival the city.

o Immediately upon arrival, someone from the local committee
should be prepared to step forward and take charge to see
that the proper introductions are msde and that whatever

is planned, including photographs, proceeds expeditiously.

The Advance Man should have a carﬁ}vailable to get him to
t

the hotel or meeting place fast after the Vice President

has arrived and the arrival cereménies are underway, &and
after he has passed along any pe#tinent data or briefing
concerning late local developmeq&s.

L. After the immediate events take;place upon the arrival of

the party, the Vice President &d Mrs, Nixon must be per-

mitted to go directly to their/ hotel rooms. This givesy
the rest pf the party an opportunity to re-group and become
oriented to the local situation. All-day schedules should
include mazimum use of brief|rest intervals in room for the
Vice President and Mrs., Nixonh.

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.

It . 1s the Advance Man's rea”onsability to be sure that all

baggage for the entire paréy 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
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Advance Man should also determine tHe pickup time for the
baggage at the hotel and notify the |[Vice Presidentfs aide
and the Press Secretary so that all members of the party
will have thelr bags packed and ready\ to go at the deslig-

nated time,
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CONCLUSION

Be tactful, diplomatic, firm and pepsuasive with local
committees.
Keep in constant communication with the Washington Office.
Please advise of your whereabouts ft all times and report
immediately any changes in arrangements,

Any major changes in the planned schedule or ltinerary
should first be cleared with the dffice 1In Washington.

A time schedule must be made and gtrictly adhered to, The
Vice President and hls party must not be early or late, For
example, the cars in a motorcade must not pass any given

|
point earlier than planned. |

Remember that attention to detaiis makes the difference
between the success or the fallure of a meeting. No detail
1s so small nor so insignificent that it should escape your
complete attention,

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

Dont't forget that at all times during the caempaign you are
a persanalﬁ representative of the Vice President, and that

he will be judged by your conduct.

GOOD LUCK!



