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CANTON, MISSIASIPPI COPO OPPICE AND MADISON GOUNTY MOVEMENT

iaferiale prepared:  (Jume 29, 1964)
1, Sheets for listing incoming and outgoing lomg distance ealls,
2, Message slipe for phone ecalls, (stencil available for more coples as needed,)
5« Gheets for daily listing of outgoing office mail,
4, Information sheets for individual (to be filled out in duplicate) coming inte
or belng precesesed Canton/Madison Coumty, Ome copy stays at Preedom House
and one copy at Mohees. (stencil available for more coples as meoded,) )
eopy

5« Daily V=R Canvess

Voluntbers and ministers new to Canton should be told who the staff is and what the
responsibilities of staffl are,

2. 8ign out sheet for ear(s) vhen decision is made concerning regulation of use,
5« Duty roster to make sure there is 24 hour coverage at COPO of'fice,

&, mﬂmmm.m.mum
purpose, time out, how travelling, estimated time of retumn,
dph{huudm. call back time),

S« List of those asctually living at Freedem House, (to be kept also at someplace
other than P, H,)

6. 9ot up simple but scourate filing system covering all areas of work in Oanton
and Madison Coumty,

Te List of gssential noeds in equipment and materials.

8, Oanvass sheots meed to be filed but in such a way that they are readily awvailable
for use in followsup,

9« Establish system of regular staff progress and evaluation both in writing
d and in staff meetings, This should be at least or more of'ten,

10, Fegular written reports should be sent to Jackson on progress in various arees
of the progrem,

11, There should be regulsr reports by non=staff persons who head partiocular areas of
responaibility, These should be in writing,

12, A fomm of progress report and evaluation in writing from those directing the Preedem
Schecls and community eenters, This should be weekly with a fimal sumsary report
at the end of the schools or vhemever a particular velunteer's stay is ending, e
sure to have the mames of all those who have attended the Schocls in the files,

15, The ministers should always have an evening with Rev. MeFee sometime during their
wook hore for "Just conversatiomn®,

14, Do sure the Individual Informntiion Sheot is filled out by per as they arrive in

Mﬂﬂﬂﬁlﬂw Tel! them gbout ma*m"hllll!f ﬁe Pelfee.
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