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CANTON, MISSIaSIPPI COPO OPPICE AND MADISON COUNTY MOVEMERT

iaieriale prepared:  (Jwne 29, 1964)
1. Sheets for listing incoming and outgoing long distance ealle,
2, Message slipe for phone calls, (stencil available for more copies as needed,)

any
Voluntbers and ministers new to Oanton should be told who the staff is end what the
responsibilities of staff are,

2. 8Sign out sheet for ear(s) vhen declision is made comcorning regulation of use,
5« Duty roster to make sure there is 24 hour coverage at OOPO office,

4, sign out sheet for staff, ministers, velunteers with
=mane, des purpose, time out, how trevelling, estimated time of retumm,
sign in (in case of staying, call back time),

S« List of those astually living at Preedom House, (te be kept also at someplace
other than P, N,)

6« 9ot up simple bubt socurate filing system covering all areas of work in Oanton
and Madison Coumty,

Te List of gssential noeds in equipment and materisls.

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

9« Establish systen of regular staff progrese rting and evaluation both in writing
" and in staff meetings, This should be st least or more often,

10, PFegular written reports should be sent to Jackson on progress in various aress
of the pregran,

11, There should be regular reports by non-staff persons who head particular areas of
responaibility, These should be in writing,

12, A fom of progress report and evaluation in writing from those direeting the Preedom
Schools and community centers, This should be weekly with a fimal sumcary report
at the end of the schools or vhemsver a particular volunteer's stay is ending, e
sure %o have the nemes of all these who have attended the Schoocls in the files,

15, The ministers should always have an evening with Rev. MeFee sometime during their
wook here for "just conversation®,

14, te sure the Individual Inforuntion Sheot is filled out by persons as they arrive in

Canton gnd Medison M‘- Tell them gbout rquﬂ-ldth the Poliee.
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