I. Idnirmm nceds of the COMC Comrundcctions steff in Jeel=on:

Ay *Bome onc should be remnning the CCTO ne'rs offMece 10 howrs ¢
deye Betreen 2 tnd O ewe ¢ con o to sloen, Yours for tuo tecws
een e 0 to 6 ond § to 2 a1,

Tweryone will overlen jobs some of the tirc. Iveryone iill co-
opercte metting out the “Sig »eilings, rdneopreshings, ete,

Be veryome should leerm hor to et 1l the frets on the Mrst
try fron the rojects regerding breoldng incidents from the WATS
hones One gocl should be to trein the non=orpericnced peosle
to become competent reporters cnd writers.

ls Cne full tire cmterprising resecrcher tho cen dip metericl
up from files cnd ret up docurentstion on irmortent current news
storicss These storics eould be useful to £l1l the CCFO ateli cnd
could sugnent cnd supplement their resesrches,

2¢ Uns £ll-eround sceretory, ctonomrcoher, “ert-tire rescorcher,
coay boy, ond teledhone ensieror, This nerson must be ¢ fost,
cecurete tynist, ond should heve sorc ferdlerity 'ith rimeo-
grephing, stoneil cutting, sn? ronercl informstion ebout office
neehines,

3. Two out in the ficld redrorters 'ho con intervier in denth for
teoe recordings, & once a nonth (or rore if nossible) long in-
terviews on Jorticuler su':jectns Thesme “eodle should be out in
the =rojeects ot lecat half the tdice The rest of the time they
should hémdle the eells, shepherd the nrans eround the city,

pct out ccourate press rcelcozes.

lis The resecrcher end cll-sround secrctery should be un on the
latest news 23 much £o the reoorters. Tveryone should sugrest
tio story supgestions for the nee': (this is eport from the deily
ress relecses).

II. Proposed achedule for Commnicetions: O 40 6 we end 5 4o 2 ame

!« The 0 to 6 pris shift should hzndle the following chores:

le Pick u» coddes of the Jeckson end Mew Orleecns pepers ot the
“bony news stend first thineg in the norming. They heve errenced
to reserve copies for us, "¢ #ll pey ther conee 2 ucek,

2, Clip pepers, peste to sheets, »ut in notcbook or file oc-
binete.

3« Cell un neonle and nlaces on list to see what is hanpening,.
0e the LCIC Lewyerts Guild, 114/CP, Inc, Fund offices
be the liedical Cormittee officcs
Cce pProjects 'hich had incornletc stordies from the dey heforas
(e the Girl's Freoedor House

he Qrew ud & mono for the YViTS operctor reperding ouestions
necesasry to askt for thet dey. PFor e:xrple, before the /SC
clectiona e es'ced ! dns "' ATS o check whether eny rojeccte
heord ol herossvents cocinst Mepro forvers,ete.

S5« Bug the /TS operztor, MNop her cbout the incomplete, phony
incident she typed up the dry before which cczused ¢ notion-:ride
aress scre:=ud, It robebly 'wsn't her feult but we can't teke
£ll the credit.



6« Cover stories in the erez--the court house, nolice atetion,
nesrhy trojeets vhere incidents occureds Get out nrese releepes
on breaking stories. :

Te Tork out story sugpestions for the meck; prepere copy for
the 10 minute redio nows rogrem on Tuesdey nipghts. (They send
out nrograms out to sbout eisht other stetiona eround the

country.)

Be /mswer corrcapondence. Poat nessirorthy moil ond nress re-
leeses on the well Tor all to learn fror.

9« Tihen you ere out of the office egll up every hour =0 1t efn
pet you in case of cmergencies. Tveryome nust be on ecll 2L hours
¢ dey for cmorgoncies,

Be The 5 to 2 steff should follow up unfindished chores from the pro-

vious shift. Thoy should do everything the ecrlier shift does nlus

nores For examplo--=In the ouiet of the cvendns © cen tyne out

labels for reilines stuff, old stermed envelones end dd other such
busy tmrork like that.

Cherley Iforritz, Cormunications.
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