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Eiteriale prepareds  (Jume 29, 1964)

1. Sheets for listing incoming and outgoing long distance ealls,

2, Message slips for phone calls, (steneil available for more needed, )
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4, Infermation sheets for individual (to be filled out in duplicate) sceming inte

;h:uu::ul tmbzv. One copy stays at Preedom House

5« Daily VeR Oanvess Report
=«this should be filled out in duplicate, with one ecopy staying with MoRees
and one copy at Preedem House, (stencil avallable for mere coples as .

M f.’?‘}-b ¥
A fow coples of 24 4, and 5 have been lef't at MeRees. &""*

Thinge etill to be deme:

1. List of permanent staff with
==gddress in Oanton, Madisom,Ooumty or somevhere in District

==how leng will be in this sassigment, if knowm

==gpeoifie staff respomsibilities; if any
Velunteers and ministers new to Canton should be told who the staff is end what the
responsibilities of staff are,

2, 8ign out sheet for ear(s) when decision is made comcerning regulatiom of %:,,. B 7 I
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5. Duty roster to make sure there is 24 hour coverage at COFO office,
A, 8ign out sheet for staff, ministers, voluntesers with
~~mame, destination, purpose, time out, how travel » ted of
sign in (in ease of staying, eall back time), /. WD %:Wh
S« List of those astually living st Preedom House, (to be kept also at someplace
other than F. H,)
6. 9ot up simple but scsurate filing system covering all areas of work in Qanten
and Madison Qounty,
T« List of sssentisl moeds in equipment and meterials.

8, Oanvass sheets meed to be filed but in such a way that they are readily available
for use in follow-up,

9« Establish system of regular staff pregress reporting and evaluation beth in writing
and in staff meetings, This should be at least weskly or mere of'ten,

10, Pegular written reports should be sent to Jacksom on progress in various areas
11, There should be regular reports by meon-staff persons whe head particular areas of

12, A fomm of progress report and evaluation in writing from those direeting the Freedom
Schocls and commmity senters., This should be weekly with a fimal sumsary report
at the end of the ssheols or vhemaver & partisular velunteer's stay is ending, De
sure to havé the names of all those who have sttended the Schools in the files,
The

ministers should always have an evening with Rev. Mehee sometime during their
week here for "just conversatiom®,

14, Be sure the Individual Information Sheet is filled out by persons as they arrive in
(anton and Phdtson «  Tell them abowt "ﬂﬁ!ﬂt the police.

13.
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15. Be certain all volumteers and ministers know legal information they may need,
Some of this may be partiseularly related to the loeal situatiom here in Oantenm,
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at COFO
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Individunl Information gheets

’l) surrent

2) these who have left
News: Olippings and other publicity
gign out sheets for volunteers
8ign out shoets for ears
Finanoce
Preedon schools' reporte
Qoseunity Center reports
Orientation reports and information
==file or eard on eash

kind of eourt astion
Yedisen County Citisen
Permenent staff irformation
Staff Reports

s file for each kind of work
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Complete files on all phases of Voter Reglstration
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+ minfin acourate listing of all information required pertaining pﬁ
m;mmu:m.m-n—mm»u ']
attorneye of record; ete, Oonsult law student or velunteer at

{be sure to handle these
with care)

follow=up ean be dene

person involved in any

for hal
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