






































Reproduced at the National Archives at San Francisco
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GENERAL ARRANGEMENTS AND PLANNING

Special Assignments:

'M. J. Hood - Technical presentations

D.

M.

J.

S . Wentz -

St. John -

P. Houston

Brochure

Technical Editing for the Layman
Press Releases and Briefing
Press Room Operations

Invitations and Acceptances

Travel and Motel Reservations
Registration and Badges

Guest List

Auditorium Seating and Decorations
Luncheon Arrangements

and J. S. W. Davidsen - General Planning and
Coordination with the Director's Office of:
Memorandums

Personnel Assignments

Transportation

Timing and Routing

Seating and Supplies (Mr. A. Volkman)
Electrical and Telephones (Mr. S. Hanscom)
Refreshments (Mr. R. Igler)

Soclal Hour Coordination

Premises Inspection

Employes Inspection

H. J. DeVoto - Visual aspects of presentations involving:

Consult on General Decor and Presentation

Supervise Chart and Exhibit Design

Coordinate Brfochure Format, Layout, Illustrations
and Printing with Mr, D. Wentz





