
2 March 1942 

Dear Lady Bird : 

1 . I don ' t ·want anything ptu--chased :t"rorn the stationery 
room except on your order . If you need a dozen pencils 
write a memorandum similar to the one attached . 1<._eep a 
copy on your desk aml give the memo to whoever you tell 
to purchase the pencils . When anything in the outer office 
is needed , a note shoul d be :prepared. to you telling Jrou ·what 
they want and you can o. K. or reject it . 

(

2 . Iviake a study of the stamps we are using and caution every ) 
person i n the office to use them only when necessary . I think 

I would inaugurate a syste1n of cau_ tion:lng them by memo rather 
than verbally . Attached is a sample memo . · 

J . Assuming there is a night t:rain or plane going to Calif ., 
I suggest that you prepare an instructing memo to each person 
(and let it include Ed and Gayle) to have on your desk by 5 
in the c.fternoon , one page (more if necessary) directed to 
me through you givine; me their picture of their day in the 
office . Also include any suggestions they may care to give 
me . Oft en they haire good ideas . If you think the suggest ions 
are good , lJU-t them into :t'orce then . If doubtful , I will write 
my cormnen"ts on the margin of the rnemo to 1ne . 

14- . Although you lack experience , you more ·than corn.pensate 
in many ways . Remem.ber , you are the executive head of' the 
office--you approve _or disapprove anything that requires a 
decision from the head . Don ' t hesitate to do one or the 
other--even if' you are wrong . A few wrong decisions vdll 
equip you before niany moons . Don ' t be wishy- washy or doubtful . 
Always be firm and direct . 

5. Supervise, everything but my personal accounts and I have 
already given o. J . detailed instructions regarding them. Try 
to get to the office with the rest of the force and keep 
reasonably regular hours , but when the opportu:p.ity :presents 
itself , follow through on contacts at lunches , cocktails 
and evening dinners 1Nhen you can . You cen do nicn .. e good by 
contacting people I ordinarily see in an·-hour than you can b~r 
staying in the office three . 

6 . Your ·work there and the com.rn.ents I have received have 
exceeded my fondest e:x:pectations . \Yithout exception , all of 
your decisions appear to llBve been good ones . 
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1v1y only sugge~rt ion is to make more of them because of the 
excellent training it gives you . Dollars won ' t pay you 
f'or the work you are doing , but there will be compensations . 

'I . For the month of January and Ii1 ebruary , { Part time) I 
am sending a i200 . 00 check to the 1.Iarshall National Bank 
to deposit in your account with instructions to ,send you 
the deposit slip . Beginning now and until f'urtller notice , 
I will set aside a miminum of :11 50 . 00 every month v1hioh I 
want you to use in buying lunches and dinners f'or people 
that I would ordinarily spend it on . Keep a list for me , 
and do a good (job on this . I can ' t over stress its im­
portance 

8 . In your next letter , I should like for you to r;ive me 
an outline of your finances ••• about 'what you thin};: the 
total expenditures ·will be each month if you live reasonably 
comf'ortably and carry out my -suggestions on the dinners , etc . 

9 . Attached is .a check for the other ligbters and engraving . 

o. Start watching the carbon pap0r and stationery . All of 
the memos to me can be prepared on cheap yellow :paper instead 
or letter heads , leav i ng wide margins for me to write in . The 
daily memos from all of the office can come to your desk ancl 
after you check: them, send them to me by regular mail by frank . 
Anything personal or ·important can come by air mail or wire . 

11 . Encourage O. J . · to make l)ersonal acquaintances in the 
Departments w)1enever pos ~3ible . Also encourage 1.rlary to do / 
this . Try to make a visit or so to the Departments yourself . 
You will do a very good job , and it will .be :much aiJ:precia.ted. 
when 1ve get back toget,her if you ·will do :' Please don ' t miss 
writing me each day . You can ' t insist on the others doing it 
if ;y-ou f'all down , ancl too , I frequently send 8 or 10 cards to 
people as a result of the sugg es"'G ions and memos you 

sent me . 

12 . Keep enough courage to contact Sam every few days , and 
also Jim, Tex, and the people I ought to work with . Don't let 
those fires go out . 

iNhen the force sends their memos , it will be through you , 
and ·will be sent back to you , ancl rnail for ~rou should be 
opened by you . I will be persona:Lly communicating with every­
one in the office through you . Ii' y-ou 1,vant to send me any 
interesting letter·s from people , I will send them bac}~ to you . 

14 . In sending out the 1+0 or 50 letters to the people I 
suggested , I think it would be vdse to work: out a reasonably 
personal letter ( not too familiar) , and approve it to send to 
a list o:f' peo1)le not living in the same place so that Mary and 
G8 yle can type them and leave you free to do other things . 
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Q5. ___ - I_f- a_~-ny o_-r __ _ y-c-)u hav0-_:'.)_ a_- s:pa-- re __ moment , I wish ____ :l-OU vnuld . 9 irite out 15 or 20 more or less personal messages that I could 
~rite on post cards . I get mighty stale after about a 100 
straight runlling . 

16 . isach da~ try to send me 3 or 4 new birthdays of people ) 
I know . This is something that Mary can do . 

17 . I rece ived your viire about 
called him. 

.Aubrey and have already ) 
·19 . lust recei1.red your letter of the 28th . I see no obtjection 
to remarks like those in your second paragraph so long as the 
letters are to personal friends . 

20 . r~ehere is no reason that I l{now o:e why the Longs or the 
Brooks should feel clifferent ly toward us . 

(
21 . _ Pollow through on ~terial t_o Legion and material to ) 
nurses as suggested by Mrs . George . 

22 . I think you are absolutely correct about Altavene , and 
you should carefully avoid talicing about the situation at 
all . · 


