# 016

PROPERTY OF-
McLendon Corporation
2008 Jackson Street
Dallas, Texas 75201




INTRODUCTION

We have included many fundamentals in this policy book because
the company is growing at a rapid rate and we are, consequently,
working more and more with individuals who are not familiar with our
operation and, in some rare cases, with the broadcast industry.

Experienced operators simply will have to overlook such sections
as salesman conduct, which tells the salesman, among other things,
how to part his hair.

You will find some repetition, but, hopefully, nothing
contradictory. Some of the material represents pure company policy,
set arbitrarily by the Board of Directors to reflect its desires for
the orderly operation of McLendon broadcast facilities. The balance of
the book deals with FCC rules,vregulations and guidelines.

This policy book is not for general staff distribution. It
is a guide for members of the station executive staff. It should be
kept in the General Manager's office. Salesmen, announcers, and others
not in the executive group, are NOT permitted direct access.

No business team can operate smoothly and effectively without

guidelines from top management. No'set of rules, however, can dictate

your every thought and movement. Your good judgement still is re- :

quired to make ours a successful, progressive organization.

We have divided the book into five sections. These are identi-
fied in the Table of Contents. The section numbers closely parallel
the account numbers used on your Profit & Loss Statements. We felt
this technique would make it easier for you.to commit certain sections
to memory, since you should already be familiar with the account

numbers on your P & L.
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We have not attempted to deal with program content, since all
MclLendon formats differ fram each other in a greater or lesser degree.
There are certain operational and administrative aspects, common among
the formats, and we have tried to fix policy in these areas without
interfering with the creative processes.

The many FCC rules may be found under the appropriate department
heading. Our intent in including so much legal material was not to

help you make legal decisions, but to help you recognize legal prcblems.

You must use Washington legal counsel when you encounter a legal prob-

lem,

While we regard this book as a key part of our organizational
communications system, we realize it cannot answer every question that
arises. You still will have to communicate laterally, with the Home
Office, and with your subordinates, to complete your understanding of
how operating units of the organization are expected to perform.

This book is confidential. The General Manager is responsible

for keeping it that way. The Office Manager will keep it up to date.
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ADMINISTRATION 700




ACCOUNTING PROCEDURES

700-1-a ACCOUNTS PAYABLE

Bills are paid monthly fram HO when such bills are included
in OMs Weekly Expense Report and are properly identified and approved.
Occasionally, you will require payment on an out-of-report bill. HO
honors such requests, but they must be kept to a minimum. HO never
pays from statements, ONLY frcm invoices. When you send a statement
to HO, it will be returned to you with a request for an approved invoice.
Don't waste your time or HO's time by sending in statements.
700-1-b AGING SHEETS

Aging sheets are prepared at HO fram copies of invoices sent
in by your station. These sheets should be studied by GM, and sales-
men should be notified of balances owed by their individual accounts
to make sure that station balances agree with HO balances. The aging
sheet is prepared monthly and you should receive it by the 12th. Write
HO immediately should you find discrepancies. If you verify the aging
sheet monthly, friction between HO-Client-Station can be kept to a
700-1-c DELINQUENT ACCOUNTS

The salesman is actually your best collector, as he is paid

camission ONLY on net collections. The bookkeeper should include

past-due balances on each invoice, and should be in frequent touch

with delinquent accounts, via mail and telephone, asking them to
bring the account to a current condition.
Collection agencies and attorneys are employed ONLY as a last

resort and ONLY with HO approval. (see 700-6-K)




700-1-d DEPOSITS

Deposits are made daily by OM or her assignee. A collection
sheet is mailed to HO daily. If no deposit is made, send the collec-
tion sheet anyway, marked "No Deposit This Date." The deposit sheet
should be mailed in a large brown envelope UNFOLDED. Make sure also
that the client is listed on the deposit slip exactly as he is listed
on the invoice. This will enable HO to credit the proper account.

Accounts on the deposit sheet should be listed in alphabetical order.

MAKE SURE the deposit slip and collection sheet balance. ' The gross

figures, less agency cammissions, should equal the net amount of the
deposit. If you make the deposits in person, you must include a

copy of the actual deposit slip with your collection sheet. If you
deposit by mail, then you should send a copy of the deposit slip to
HO on the same day you receive it from the bank. PLEASE WATCH YOUR
ARITHVETIC., Deposit all checks immediately, even when the amount is

incorrect. Corrections can be made via credit and debit memos.

700-1-e END OF MONTH REPORT

This report is simply an extension of your last expense report.
It carries your expense figures through the last day of the month.
The EOM report is used to finalize your expense for the given month.
(See 700-1-k)
700-1-f LOCAL SALES COMMISSION

Iocal sales camissions usually will be figured by the book-
keeper. Checks will be requisitioned in the Expense Report. The
gross figure is arrived at by taking a percentage (whatever it may

be for your particular station) of NET COLLECTIONS on the salesman's

accounts. Your check requisition must be accampanied by figures




700-1-f LOCAL SALES COMMISSIONS (Cont.)

showing how you arrived at the gross amount of the salesman's check.
Commission is paid only when the client pays ALL OF HIS BILL for a
given month. If Smith Furniture ran $1,000.00 in time in August, but
paid only $800.00 of the total in October, the salesman gets NO
commission until the balance is paid. The net figure, of course, is
the amount actually collected, after agency commission, and other
possible discounts, such as non-commissionable talent, lines, etc.
The commission statement should be mailed so that it reaches HO by
the 25th of the month. This gives HO time to check the requisition,

make proper book entries, and get checks back to you by the lst of

700-1-g NATIONAL SALES COMMISSIONS
These are calculated and paid from HO. Calculations are
based on Weekly Deposit sheets. There is no additional station

involvement.

700-1-h PAYROLL RECORDS

In January of each year, EACH station must submit a new pay-
roll information sheet, a new W-4 form for each employee, along with
an updated (new) payroll card. When individuals are added to the
staff, they must fill out a payroll information sheet, a W-4 form, and

an application for insurance. If the employee doesn't want the insurance,

he simply signs the waiver on the card and this is sent to HO with

the other new-employee material. OM must advise HO of payroll changes,
including raises, severances, additions. On terminations, show the

date and explain briefly WHY the individual was terminated.




700-1-1i P & L STATEMENTS

By the 15th of each month, each station should have received
the P & L Statement for the previous month., This is a confidential
document and should be kept in a locked desk or file cabinet at all
times, No personnel, except GM and OM, may have access to the P&L.
In most instances, HO does not prepare a backup sheet for the P&L.
Your copy of your Weekly Report reflects the details. If you have
a question regarding HO charges, write to ST at HO. Notify ST im-

mediately if you find what you regard as an error in your P&L.

700-1-j TIME ORDERS

Station distribution of Time Orders is worked out on a local
basis. One copy is sent to Kathleen Howe in the daily mail.
700-1~-k EXPENSE REPORTS

PLEASE SEND YOUR EXPENSE REPORT IN TO HO IN A LARGE BROWN

ENVELOPE, UNFOLDED.

The report should show your total expenses for the month to

When you send in your expenses, they must include invoices. We

do not pay fram statements. The bills must be okayed by either the OM
or the GM and should be arranged and listed in alphabetical order.

There will be attachments on many bills that will state "Please return

with your check." These should be sent in with your report. Ho attaches

them to the checks and the checks are mailed directly fram HO to the
individual accounts. Your Weekly Report gives you a camplete record

of all the expenditures you have made. DO NOT




700-1-k EXPENSE REPORTS (Cont.)
staple IBM cards, such as those that come with the telephone bill.

REMARKS

It is not necessary to put the invoice number in the remarks
section on the Report unless you want it for your own records; but,
you must put in this section what the bill covers. For example, if
you're buying a promotional prize, explain what the prize is for, and
what the promotion covers, so we will know how to charge it on our
books.

On all Talent Checks we must have the name and address of the
persons who are to receive them. This also applies to any prize winners.
These must be reported on Form 1099 to the government. Any prize that
consists of even a TV, has to be reported and we MUST have the name and
address of the person who is to receive it.

If a promotion is being run and you have five or more contest
winners, (maybe the amounts are small, like $10.00 each), these names
should be submitted as a list, in duplicate. We get a cashier's check
fram the lst National Bank in Dallas payable to the individuals, This

way, we have to issue one check only. This saves us the expense of

checks, plus the fact that the checks that the winners receive are

cashier's checks and are easily cashed.

STATION BILLING
700-2-a AGENCY COMMISSIONS
The agency camission is ordinarily deducted by the agency when
it pays the month's billing. There are a few agencies that prefer we
bill the client direct and they bill us for their commission. This is
okay. Just be sure not to put through a request for agency camission

if the account has not paid.




700-2-b AFFIDAVITS OF PERFORMANCE

Your affidavit of performance is strictly what it says. It
should show the exact time that a spot has run. You cannot send an
affidavit out until you know the exact time that spot ran on the air.
The person who notarizes an affidavit must be sure that the times

shown are correct.

700-2-c (QORRECTED INVOICES

Corrected invoices should be sent to HO as soon as an error
- has been detected and a credit or debit memo (whichever is applicable)
should be attached to it. Anytime we receive a corrected invoice, it
should be stamped "Corrected Invoice" and if we get one that does not
have a credit or debit memo attached, it will be returned so that
you may make up your own credit or debit memo to send to us.
700-2-d BILLING PROCEDURES

The billing should be extended and sent to HO no later than the
29th of the month. Any spots that do not run as ordered can be corrected
(as far as HO is concerned) the next month. This is done by sending a
credit or debit memo to HO as explained previously. The client should

never have to receive a credit memo. You are only sending HO copy

early. The client's copy should always be correct according to the log,

affidavits, and control sheets. Invoices should be checked, always,
against control sheet before the client's copy is sent to him. The green
copy of the invoice is sent to HO. This is for the permanent billing
record. It should not be scratched through or mutilat:ed. The white and

blue copy go to the client. The pink copy is kept in your office until




700-2-d BILLING PROCEDURES (Cont.)

such time as the account pays, then it is sent in to HO with your
deposit. If the client requests a third copy of his invoice, you can
~always send either the second notice copy (which is yellow) or your
pink copy, making a Xerox copy for your files.

The billing should be put in alphabetical order before it comes
to HO because this is our permanent billing record and it goes onto
the sales journal from the green billing sheets you send.

The Control Sheet is made up in the Traffic Department. When
traffic gets a time order (and this is what the logs are made fram)
traffic should go over the log after it is completed for the day and
put ‘on a Control Sheet (you have a sample copy in your office) the
number of spots the client ordered. Then there is a section for the
number that traffic has scheduled. After the day's business is over ,
AND ONLY AFTER IT IS OVER,and the log has been checked, can you show
the number of spots that actually ran. If a client needs exact times,
these times are taken off the log and put onto the Control Sheet to

show that they have run and the exact times should be written on the

Control Sheet.

PERSONNEL
700-3-a HOSPITALIZATION INSURANCE
Hospitalization insurance premiums are paid by the company.

However, if you want insurance coverage for any dependents in your

family, your cost is $16.66 a month, regardless of the number of

dependents you have.




700-3=b LIFE INSURANCE

» The campany also pays the first $5,000.00 worth of life insurance.
There are brochures in each station explaining the exact coverage and the
cost to the individual.

In order to be eligible for life insurance, you must take the
maximum amount to which you are entitled. This is figured at 1 & 1/2
times your annual gross salary. For example, if your gross salary is
$5,000.00, annually, you are entitled to $7,500.00 of life insurance.
The company pays the first $5,000.00 of this and you pay the premium on
the other $2,500.00.

700-3-c NEW EMPLOYEE HOUSING

You possibly will employ sameone who has to move fram a great

distance and who will have no housing for his family upon arrival in

your market. If you have a trade arrangement with a local hotel, you

may quarter new employee and his family there for a maximum of five

days. You may requisition reimbursement for him for up to 20% of his
food costs during that period, since hotel fare is more expensive than
meals prepared at home. Make every effort to assist the new employee
in finding suitable quarters. The sooner he is settled, the sooner
you'll start getting production fram him. Insist that he settle his
housing problem first. You won't get his attention anyway until his
family is settled.
700-3-d OFFICE HOURS

Each station's "Office Hours" should be a part of the ILocal
Policy section of your policy bock. HO does not dictate specific

hours since local tradition may specify certain schedules.




700-3-d OFFICE HOURS (Cont.)

Most office persomnel (copy writers, secretaries, traffic managers)
will be scheduled to work between 9:00 am and 5:00 pm Monday thru
Friday. With an hour off for lunch each day, this amounts to 35 hours

per week. The balance of five hours (you pay other-than-hourly-workers

for 40 hours) is to be used for extra duty and Saturday schedules.

Lunch periods should be scheduled in such a manner as to have the
switchboard or telephone system attended at all times, during business
hours, Monday through Friday.
700-3-e OVERTIME

Those persons covered by Wage and Hour regulations who work
more than 40 hours per week are paid for all over 40 hours at the rate
of 1 1/2 times the agreed-upon hourly rate. Overtime is discouraged.
If an employee consistently turns in overtime, that employee either
isn't capable of doing the jdb assigned, or the job requires additional
personnel. The Office Manager asceirtains that no unnecessary overtime
is incurred. OM must have on file a copy of Wage & Hour rules, along
with the State Labor Board rulés. Questions regarding overtime are

directed to ST at HO.




700-3-f PENSION PLAN

(See separate publication)

700-3-g PER DIEM

This schedule detemmines the amount of money you may charge to
expenses while traveling on campany business. For managers and sales
managers :

$40.00 per day (where no trade-out is involved)

$20.00 per day (where there is trade-out for roam only)

$15.00 per day (where there is trade-out for rooms, meals,beverages)

All other persomnel:

$25.00 per day (where no trade-out is involved)

$15.00 per day (where there is trade-out for roam only)

$ 9.00 per day (where roamns, meals, beverages are traded)
(See travel procedure)
700-3-h PERSONNEL EMPLOYMENT

Do not add employees or replace key employees without prior noti-
fication to PO. Reasons: We may have excess of personnel at another
station. We may know of sameone who is exceptionally well-qualified
for the post you have open. We may want to suggest raising or lowering
the pay scale for that particular job. Dozens of persons annually apply
to HO for employment "with any McLendon station." We do not precisely
want to dictate wham you do or do not hire. We want only to be consulted
so that, together, we can get the best possible person for the post.
In all cases, personnel are hired on a three month trial basis. (See

Severance, 700-3-k).




700-3-h PERSONNEL EMPLOYMENT (Cont.)
Administer the Wonderlic Test to persons you wish to recommend for
employment. You must use your own station to advertise job openings.

Emphasize that you are an equal opportunity employer. (See form in back

of book). Advise new employee of: Rate of pay, insurance program,

payday, possible liability if station fined by FCC, announcer contracts,
affidavits and questionnaires, day off, work schedule and make clear
what you expect of him. Know station policy and be prepared to tell
the new employee what he needs to know. to perform. Particular attention
should be paid to 600-3-q.
700-3-1 SALARY AND EXPENSE ADVANCES

No employee may receive a salary or expense advance. No
employee may borrow fram petty cash. No manager may co-sign a note
for an employee. The Corporation is prohibited by law fram co-signing
a note for an employee. Employees traveling for the company are ex-
pected to finance the trip and submit vouchers for reimbursement upon

their return. Allow two weeks for reimbursement.

700-3-j SALARY INCREASES
At manager's discretion, except where union contracts exist.

In this case, salary schedules are included in the agreement.

700-3-k SEVERANCE
All employees are hired on a three-month trial basis. If their

work at the end of that period is not satisfactory, they are released




700-3-k SEVERANCE (Cont.)

“'without severance. When an employee with more than three months

service is released at station convenience (job elimination, econamy,
etc,) two weeks severance pay may be given. When an employee is released
for cause, no severance pay is given. "For Cause" includes inability to
do job, indiscriminate drinking, inability to coordinate with other
employees, and certain antisocial acts. When an employee is released
for any reason, he must be paid in full within 72 hours from the time
he is released. For this reason, GM or OM should have procured in ad-
vance of the dismissal the employee's final check and should present
said check to employee upon notification of dismissal. In all cases,

GM and OM are directed to try to keep the dismissed person's good

will, Be sure to pick up keys, credit cards, and equipment which have

been issued to the employee. If it seems advisable, notify charge

accounts that employee is no longer at the station.

700-3-1 TRAVEL PROCEDURE

First Class travel on airlines is not authorized. You must
stay in a trade-out hotel if one is available in the city you visit.
If you spend the weekend in a hotel and plan to be away fram your
roam for any period of time, ask the switchboard to take messages and
be sure to check in from time to time during your absence from the
hotel. Laundry privileges are not authorized if you spend fewer than
five days away from hame. Pressing privileges are authorized, if you
spend more than one night away from hame.

You should never tip more than 20% of your purchase.




700-3-1 TRAVEL PROCEDURE (Cont.)

Only managers and sales managers are allowed entertaimment
expenses.

(See Expense Voucher 700-~7-e)

(See Per Diem 700-3-g)

When in a trade-out hotel where food and beverages are included,
you should make an effort to do all your entertaining there. This helps
to keep up with entertainment expenses, plus reduces the amount of cash
required to finance your trip.

700-3-m VACATIONS

No vacation time may be accrued from year to year. No employee
will be paid for vacation time not taken. No employee is entitled to a
vacation if he has not been with the company for a minimum of one year
at the time the vacation is to begin.

Vacation entitlements:

One year - two weeks

Seven Years and Over - three weeks

700-3-n LEAVE OF ABSENCE

Ieaves of absence are granted only in emergency situations involving
members of the employee's immediate family. Immediate family is defined as
mother, father, legal guardian, wife, husband, son or daughter. A reasonable
amount of time off is authorized for weddings, funerals, illnesses, and for
certain personal legal prablems. In most cases, managers will use their own
judgment, Time off is not authorized for birthdays, family reunions or other
events involving distant relatives such as cousins, nieces, uncles, aunts,
etc. If a manager requires a leave of absence, approval will be through HO.
If a chief engineer requires a leave of absence, approval must be obtained
both from the manager and the NCE. All other station personnel must have
approval fram the manager.




PURCHASING

700-4-a EMPLOYMENT AGENCIES

You are not authorized to pay for the services of a commercial
employment agency when you require additional or replacement employees.
(See 700-3-h). You are encouraged to use the state employment agency
in your city, or search for personnel through the broadcast industry
in your city. By following this procedure, and those outlined in
700-3-h, you should be able to locate proper help. You will make
affirmmative efforts to hire a reasonable number of members of minority
groups when you have staff openings in other than janitorial positions.
700-4~b FREIGHT

The OM is directed to use the most econamical means available
when shipping bulk items fram the station to HO or to any point where
you are required to pay charges. The means selected, of course, must
be consistent with the time requirement. OM is required to maintain
a schedule of shipping rates on airlines, truck lines, and trains.
Size and weight of the item shipped frequently will make a difference,

but OM will have on file a rate schedule and the decisions can be

made quickly and efficiently.

700-4-c GENERAL INSURANCE
All insurance is purchased and administered at the HO. Any
questions relating to insurance should be directed to the ST.
Insurance ocoverage for your station includes:
(1) HAZARD INSURANCE
Fire, Theft, Lightning, etc.

(2) PUBLIC LIABILITY




700-4~c GENERAL INSURANCE (Cont.)
All claims under these policies are processed through ST.
When you have a claim, send all details to ST and ST will file claim.
When new equipment (all types) and furniture are moved into
your station, you should memo the ST that the equipment and/or furni-
ture is in and request that the insurance records be changed accord-
ingly. If you get a new transmitter to replace the old one, all data
on the new transmitter should be sent to the ST. The same rule applies
to office machines, studio equipment (consoles, tape machines, etc.)
and transmitting, tower and antenna equipment. On third party claims,

contact your local claims adjuster via phone immediately, then contact

700-4-d MAINTENANCE, BUILDING AND GROUNDS

You are expected to keep buildings and grounds neat, orderly -and
in good repair. Lawns, if any, should be kept mowed. Shrubs should be
trimmed regularly. Studios and offices should be kept painted and in
good repair. If you have a full-time janitor, you should have no .
problem. He can do all of those things, including mowing the lawn.
He can do "touch up" painting and can replace door hinges, door knobs
and latches.

If you use part-time janitorial help, perhaps you can employ

the person to also lock after outside maintenance. If not, then you

must employ a yard maintenance person or company. Approval for this,

of course, must came from PO. (See 800-1-a, b, c).

700-4-e MAINTENANCE, OFFICE EQUIPMENT

Most of the time you should get a maintenance contract when

you buy office equipment (typewriters, adding machines, etc.)




700-4-e MAINTENANCE, OFFICE EQUIPMENT (Cont.)
Experience shows that you save money in the long run on major repairs
and you add to the life of the equipment via the preventive maintenance
usually provided in a maintenance contract. Discourage employees from
attempting to repair office equipment themselves, unless they have
special qualifications. Under your maintenance contract you are allowed
to sumon a repairman without extra charge when the equipment breaks
down or malfunctions. You are discouraged fram purchasing used equip-
ment, as frequent repair is usually necessary and you cannot normally
get a maintenance contract on used equipment.
700-4-f OFFICE DECORATIONS

You are not authorized to decorate or redecorate offices and
studios without prior approval from PO, If you want to do this, submit
your general plan to PO for review and approval. Then, get two bids
on the job and submit the bids to PO with your recommendations. This
policy covers every remodeling job from painting studio walls to re-
furnishing and repainting the entire station, if the job exceeds
$25.00 in cost.
700-4-g OFFICE EQUIPMENT

If you must purchase new office equipment, do so only after

you have discussed the matter via mail, with ST. We want to standardize

equipment wherever possible so that we can take advantage of bulk

purchases of equipment and supplies. In your initial correspondence
with ST, state what related equipment you have on hand, and identify
as completely as possible the equipment you wish to purchase, along

with the name of the supplier.




700-4-h OFFICE FURNITURE

The purchase of office furniture usually constitutes a major

expenditure. Do not purchase office furniture without prior approval
fram PO. Do not have existing furniture refinished without prior ap-
proval, and make sure you get two bids on the refinishing. Do not
rent extra office furniture without prior approval fram PO.
700-4-i OFFICE SUPPLIES

The OM is responsible for the purchase and issue of all office
supplies and office equipment. The supplies must be locked up at all
times and may be distributed on a "need basis" by OM only. No office
supplies are to be removed from the station for personal use.
700-4-j POSTAGE

Most Mclendon stations use a postage machine. This is the most
efficient and econamical method of handling postage. It prevents per-
sonal use of postage and improves the appearance of your mail. You
also can tell at a glance how much postage you have on hand. In cases
where the outgoing mail is heavy, there is a definite savings in time.

Office Managers should requisition additional postage money on
the same day the last check requisitioned arrives at the station. By
making this a practice, you'll never run out of postage. Checks are

made payable to the Postmaster. You are not authorized to draw




700-4-j POSTAGE (Cont.)
from Petty Cash when you require additional postage. If you antici-
pate an extraordinary mailing, request additional money ahead of time.
Use a postage scale, wherever possible, to make sure you never put
too much postage on a letter or parcel.

The OM should personally supervise mailings. OM should have
continuous custody of the key to the machine and should release it
only when she (or her assignee) is posting the day's mail. When not

in use, the machine should remain locked and covered.

700-4-k PRINTING

Most printing is purchased locally on a bid basis. You should
get a bid almost every time you make a purchase, since printers tend
to elevate prices once they feel sure of your business. The fact that
"A" was low on the last batch of log sheets you ordered doesn't mean
he'll be low the next time. Push for lower prices and you'll get them.

Letterhead stationery, envelopes and calling cards will be ordered

through NDPA, Corporate invoices and time orders will be ordered through

ST.

700-5-a BAD DEBTS
HO has final and exclusive jurisdiction in deciding which delin-
quent accounts are to be declared bad debts and written off. GM s recam-
mendations will be regarded highly, but the decision must remain with HO.
Review your aging sheet. Make a list of those accounts over

90 days and make recamendations to HO on possible legal action. Do




700-5-a BAD DEBTS (Cont.)

not take legal action against an account without prior approval from
ST. You might be better off with a collection agency, whose rates
are usually lower than those of a collection attorney.

When an account has taken bankruptcy, you usually are better
off not to sue. Simply make sure the referee has a claim which
reflects your charges. In this respect, it is a good plan for OM
to discuss delinquent accounts with GM and all salesmen, from time
to time, to determine if delinquent accounts are, in fact, solvent.
Sometimes, pressure applied to a 60 or 90-day ‘account will get your
bill paid just before the account goes under.

This is a particularly valid-plan in the case of small agencies

who may be getting behind on bills. When an agency is 60 days late

in paying its bills, it is time for the GM or the salesman to take
bills in hand and visit the head of the agency. And when an account be-
comes 90 days delinquent, he should be taken off the air (if he is

still on), and kept off until the bill is paid in full. Then, that
account should be put on a cash-in-advance basis or, at least, on

a 30-day pay or off-again basis.

700-5-b COLLECTTONS

The salesman himself is your best collector, since his
commissions are figured on net collections. Another good collector
is your monthly invoice (or bill) on which the bookkeeper must show

past due balances. The regular advertiser, in many cases, will pay

all of his bill, instead of just the current amount, if he is made




700-5-b COLLECTIONS (Cont.)

aware of a past due balance. If you believe you must hire a collection
agency, consult with ST first and get approval in writing before you
act. Employment of an attorney is the last stage, and this requires
PO approval. In many cases, it costs you more than you can possibly
get in return when you turn an attorney loose on a delinquent account.
An alert bookkeeper and OM, working closely with each salesman, will

keep receivables at minimum.

700-5-c DEPRECIATION

Depreciation schedules are entirely iq the hands of ST. Any
question regarding depreciation should be directed to ST. You can
help in this area by making sure all equipment purchases, exchanges

and disposals are reported promptly to ST.

700-5-d DONATIONS

If you are asked for a donation, and if you wish to make a

donation, you must have approval in writing from PO. This includes
donations of money, equipment, advertisements in non-commercial publi-
cations (school annuals, etc.), records, tapes and talent. CObviously,
you may deal out non-usable - records (bad quality or non-cammercial)

as you see fit. These are records your LPD has classified as junk.




700-5-e DUES AND SUBSCRIPTIONS

You are authorized to subscribe to two industry publications,

' ‘Broadcasting and Billboard. You may need additional publications.

If you think you need them, get approval in writing from PO before
you subscribe.

You are not authorized to join any industry organization or
association without approval in writing from PO.

No dues or subscription fees will be paid, other than those
outlined in the first paragraph of this section, and those charged
by music licensing agencies.
700-5-f LEASES

This section deals with leases for other than buildings, office
and studio space, buildings and land, which are handled by HO. You
may sign NO leases without priarapproval in writing from HO. When you
require new or additional equipment or services, the ST may or may not
recommend that you lease same. This course must be determined by ST.

HO may want to expense the item immediately, or it may want to capitalize

the item and depreciate it over a long period of time. You cannot know

the best course to take, since you will not be aware of the overall tax
problems of your station. Therefore, sign NO lease agreements for any-

thing without prior approval from ST.

700-5-g LEGAL AND AUDIT
Should you, in accordance with policy, employ a local attorney,

his statement will be transmitted to HO along with other bills in your




700-5-g LEGAL AND AUDIT (Cont.)
Weekly Expense Report. In no case will you employ an auditor. This
matter is in the exclusive jurisdiction of HO. The charges appear on
your P&L,
700-5-h MOVING EXPENSES

Only PO may authorize you to pay moving expenses. In discuss-—
ing the hiring of any employee with the president, be sure to discuss
your thoughts regarding this particular employee and his moving ex-
penses. Many prospective employees expect moving expenses to be paid,

regardless of who sought wham.

700-5-i PETTY CASH

OM should requisitdion, by voucher and on the regular weekly
report, additional petty cash when the account is 50% depleted. QM
will personally make up shortages. No loans are to be made fram

Petty Cash. No checks are to be cashed fram Petty Cash.

e e e s e

In many cases, the Corporation owns the property in which we
house offices and studios and the property on which we situate the
tower and transmitter building. Rent, where such exists, is paid

out of HO on a contract schedule. Even when the Corporation owns

the property, your individual station will be charged rent. GMs

and OMs are expected to know the terms of the rental agreement and

are expected tocomply with its provision.




700-5-j RENT (Cont.)

A copy of the agreement should be kept at the station offices
and OM should notify GM and HO at least six months before the
agreement expires. With this much notice, GM and/or HO will have time
to renegotiate the agreement or, that failing, make plans for relocating
the offices and studios. In the case of an agreement for tower land,
notification should come from OM at least 18 months before expiration.

When GM negotiates a rental agreement, he should make himself aware

of the local going rate for office and studio space and should plan

to rent space for a minimum of  years and maximum of __ years,
depending upon HO plans for the station. He should never attemp{to
negotiate without extensive briefing from PO, =7~ When the station
offices and studios are located in an office building or hotel, GM
should never negotiate for extra space without prior approval from HO,
An officer of the Corporation must sign the agreement before it becomes
binding upon the corporation, so GM must make prospective lessors

aware of the fact that any agreement reached must be ratified by PO.

700-5-k TAXES
All tax matters are handled in HO by ST. Should you receive
correspondence from any governmental agency regarding taxes, forward

it immediately to ST.

700-5-1 TELEPHONES, LD
When you are travelling or when you are at home, have your
long-distance calls charged to your home number and the HO will re-

imburse you upon presentation of the business portion of your bill.




700-5-1 TELEPHONES, LD (Cont.)

No Corporation telephone credit cards are issued. If you wish
credit card service, call your local phone company and it will issue
one for your home telephone number.

You should think before you pick up the telephone and call
long distance. A letter might be adequate. At the station, all long
distance calls should be placed through the office manager or
secretary or switchboard operator so that exact records may be kept.
She should get time and charges on all calls, including incoming
collect calls, and check her records against the bill when it arrives.

If unauthorized calls are on the bill, GM should take immediate
steps to correct or discharge the responsible party. Any person making
a non-business LD,whether he is discharged for doing it or not, must
pay for the call. His check must accompany the bill when it is sent
to HO.

You may, at times, see visiting HO executives make apparent
indiscriminate use of ID services. This is frequently necessary, because
travellers usually don't have secretaries to help. Don't copy. Use
air mail if necessary, but don't use ID unless you have an urgent
message to commnicate or unless time is a vital factor in your re-

quired communication.

700-5-m TRAVEL AND ENTERTATNMENT
The Corporation recognizes that each GM and certain other

employees must do same travelling and entertaining. @Is are required

to travel to cities in which rep offices are located and to work with




700-5-m TRAVEL AND ENTERTATNMENT (Cont.)
the rep in developing national and regional business for his particular
station. Frequency of trips is determined by individual managers.

GMs travel only when necessary; only when a telephone call,
TWX or letter will not do just as well.

Agency trips should be carefully planned. The rep should be
notified well in advance and the rep should provide you with advance
schedules of your agency visits. You should attemplto get the Rep to
hold a brief meeting of all rep salesmen, so that you may bring them
up to date on your station.

Entertainment should be confined to agency personnel, buyers
and account executives. It is not necessary for you to plan expensive
dinners and luncheons and cocktail parties for agency secretaries
and/or rep firm employees. And remember that cocktail parties,
essentially, are NOT parties at all. They are, in fact, a medium by
which you may present your station to agency representatives. When
you forget that cocktail pérties are NOT parties, you are doing less

than you should for your station.

(See 700-3-g, 700-6-e, 600-3-3, 700-6-a, 700-3-i, 700-31).

LEGAL, ADMINISTRATIVE
700-6-a COMMUNICATIONS FROM WASHINGTON ATTORNEY
You will, from time to time, receive interpretative bulletins
from Washington attorney, explaining a new Commission Rule or inter-
preting an old one. Instructions laid out in these bulletins became
station policy immediately upon your receipt of them, unless PO
issues superceding instructions. Keep these instructions in a special

file. Do not try to make them a physical part of this policy book. HO




700-6-a COMMUNICATIONS FROM WASHINGION ATTORNEY (Cont.)

will, after the bulletins have aged sufficiently, re-write and issvue a
change or addition to your policy book. However, you are directed to
begin compliance with any such instructions immediately upon receipt

of them, or at such time as the instruction may direct.

700-6-b COMMINITY SURVEY

Recent commission decisions have set out, in some detail, the re-

quirements concerning a lidénsee's responsibilities in ascertaining the
needs of the commmities which the licensee primarily serves., Suggestions
(including commentary on continuing surwveys) on format and methods can

be found beginning on page 29 under "Part I of Section IV-A: Ascertain-
ment of Community Needs." At the beginning of the section is a caveat

to review an individual station's overall survey plan with the HO before

putting it into effect. The same instructions apply to continuing surveys.

700-6-c FINANCIAL REPORT
This is a confidential report and is on file with the commission.
It is NOT a part of your public file, and is otherwise on file ONLY

at HO. (See Public File - 700-6-i).

700-6-d LICENSE RENEWAL
The FCC requires that owners of Standard Broadcast and M stations
renew their licenses every three years. At best, this is a difficult

task, and requires a great deal of coordination between virtually every




700-6~d LICENSE RENEWAL (Cont.,)

copy goes into your public file.

While you may be familiar with much of the material that follows,
you should read and reread it to make sure you understand exactly what
is expected of you.

The following is divided into four parts. The first deals with
how you are to answer questions in Section IV-A o.f“the vapplication.

The second is a run-down on the FCC's License Renewal Inspection Program.
The third is a "Check List for Renewal Inspection". The fourth is an
excellent summary on License Renewal written by Washington attorney.

GM, LPD and ICE should read carefully the check list and the oonmissién's
inspection program. There is no.particular need for the ICE to study

the information on Part IV-A.

I
SECTION IV-A
All applications for renewal of license (F.C.C. Form 303) must use
Section IV-A for both past and proposed programming.
Section IV-A is divided into seven parts. They are entitled:
I. Ascertainment of Program Needs
ITI. Past Programming
Proposed Programming
Past Commercial Practices
Proposed Commercial Practices
General Station Policies and Procedures
Other Matters and Certification
This memorandum is intended to outline the salient points of

Section IV-A and to assist in the preparation of the programming




700-6-d LICENSE RENEWAL (Cont.)

operating element of the Mclendon organization. The following persons

participate in preparing the application for license renewal:
General Manager

Office Manager

Local Chief Engineer

National Chief Engineer

Secretary-Treasurer

Washington Attorney

Local Program Director

Your current license has an expiration date and breakdown for eaéh
state in which we operate. You,.at station level, should begin pre-
paration of the license renewal application when you receive notice of
your "composite week." Actually, you are in continuous preparation for
license renewal by virtue of your continuing commmity survey and your
day-tb—day supervision of station operations.

The program and engineering sections of the application are oompleﬁed ‘
at the station. The legal and financial sections are completed at HO.
When your portions are completed, they are forwarded to Washington attormey.
Washington attorney, upon completion of his review, will forward them to
HO for proper signatﬁres. You may be called upon by Washington attorney
to add, delete or change portions of your work. You must give Washington
attorney your complete cooperation. '

Prepare everything in triplicate. One copy goes to HO, one to
Washington attorney and one is kept in your files. When the.applicationi
is completed, three copies will be filed with the Commission by Washington

attorney, one Xerox copy will be made by Washington attomey for his files.

One will be made by him for your files, and one for HO. Your finished




SECTION IV-A (Cont.)
portion of applications. :

Section IV-A requires a statement concerning the manner in
which the applicant has determined the needs, tastes and desires
of his community, as well as the manner in which he has or proposes
to program to meet those needs, tastes and desires. Section IV-A
requires narrative: e@iéhations (exhibits) .

You are required _: submit original logs for a composite

week. In reporting your commercial practices, the emphasis is upon

total commercial minutes and hours rather than upon the number of
spot announcements. You must provide the actual commercial minutes
during the composite week and the maximm number of commercial

minutes in any hour.

"Part I of Section IV-A: Ascertainment of Community Needs"
Pages 29 through 38h were taken almost verbatum from
Advisory Memo #180 (Cohn & Marks, Octcber 10, 1969) . The commentary
is drafted broadly, so as to relate to all AM, FM, and TV stations,
large and small. Because each market and commmity served by a |
particular Mclendon station is wnique, differing substantially in

some respects from other Mclendon service areas, no one format or

method can be set up to meet the needs of every station; thus, the .

M--and the DCP (Director of Conim.mity Participation) if one is
assigned--should devise specific continuing survey and renewal
survey programs and submit them to the HO for approval.

Part I of Section IV-A (AM and FM) and IV-B (television) of '
the application for renewal of license is concerned with the mahner

in which a licensee should become familiar with community needs




and problems. One of the difficulties facing licensees in the pre-
paration of this portion of the application is that the application
form itself was prepared before the evolution of the present, more
stringent, requirements for commmity surveys. Therefore, licensees
are today required to file information which would not appear to be
necessary according to the literal;l‘(.aicding of the application form

itself. Nevertheless, recent Commission decisions make it absolutely

plain that the information described below is, in fact, required:

The manner in which such information should be obtained falls
basically into a nurber of categories, each of which will be dis-
cussed separately below:

1. Survey of Commumity Needs.

2. Survey of General Audience.

Evaluation of Survey Materials.
How Often Should the Survey be Made.

Other Methods of Ascertaining Community Needs.

1. SURVEY OF COMMUNITY NEEDS

The most dramatic changes in the Commission's policies relate

_ to the requirements of surveying the commmnities which a licensee

principally undertakes to serve. Although the Commission has, for .

'many years, indicated the need for licensees to contact’ leading
comunity citizens, it has only recently more fully indicated the
scope and depth which the Commission feels is necessary. It is
clear that the Commission now requires not merely casual ocontacts,

but meaningful interviews with such leaders; the interviews must




contain certain questions; a sumary must be made of what was said;

and that summary must be kept in the files of the station.

It is no longer sufficient for a licensee to base its renewal
. application merely upon lengthy service to the commumnity or upon past
general and casual contacts with commmity leaders. These contacts
must now seek out specific information required under the Conmission's
new standards for such surveys. Unless the licensee has within the
past year conducted the *Vpe of survey described more fully below,
a new survey must be conducted before its application for renewal
of license is filed.

The type of survey required can best be described in answers

to many of the most frequent questions raised by licensees:

A. How Many People Must Be Interviewed?

Recent Commission decisions have indicated that the nunber
of persons interviewed must be substantial. It is no longer safe
to rely upon 10 or 20 interviews, particularly in a community of
substantial size. In any city with a population in excess of 100,000
people interviews with at least 50 to 75 commmity leaders, and more, -
if possible, should be conducted. Cities of lesser size should use

' approximately 40 as the bottom limit.

B. Who Should Be Interviewed?

One of the reasons why the nunber of persons to be interviewed
is now larger than it used to be is because of the Commission's
insistence that the persons interviewed not be confined to "establish-

ment" community leaders in various areas of activities; the leaders

.]




interviewed must be broadly representative of the ‘entire comunity.

One point must be stressed. The Commission has made it
clear that every survey must take account of the demographic facts
(for example, race and nationality) in the station's commmity.
Thus, if a particular commmity has a Negro or Italian population
totalling 10%, then, to be on the safe side, approximately 10% of
the community leaders interviewed should be Negro or Italian. The
Commission has not specifically enumerated the demographic factors
which it considers important.’_ But it appears that the Commission
wants to make certain that non-whites, foreign born, and differing
age groups are rouchly proportionately represented in the list of
persons interviewed.

The Commission has not cataloged any set list of organizations
or groups whose leaders must be contacted. The following may be
used as a guide:

(1) Local officials such as mayors, city councilmen,
prosecutors, judges and similar holders of public
office.

Educators such as menbers of the school board,
principals, teachers, officiéls, faculty menbers
of local colleges, etc.

Iocal religious leaders of all denominations, and
creeds. ‘
Ieaders in civic organizations such as Lions Club,
Rotary, Civitan, Chambers of Commerce, women's

clwbs, local political organizations, PIAs, etc.




Professional le:‘:lders of professional ox:ganizations
such as medical groups, legal and accounting
organizations, pharmacist groups, etc.

Leaders in organizations concerned with social
problems such as human relations committees, UGF,
NAACP, local ethnic groups, poverty groups, United
Planning Organization, YMCA, etc.

Representatives of local economy such as agricultural
leaders or county agents, industrial business leaders.,
representatives of labor organizations, etc.

Youth or student leaders.

Cultural leaders ‘'such as little theatre groups, art
galleries, music associations or organizations, etc.
Other groups which are appropriate and which may

be peculiar to particular region or area as, for
example, conservation groups, military representa-

tives in areas near military installations, etc.

C. What Questions Should Be Asked?

For a nurber of years the Commission did not address itself

- to the nature of the questions which should be directed to community

leaders, leaving that area to the discretion of the liéensee. It was

generally assured that the primary purpose of a commmity survey was

to ascertain the program preferences of the station's audience.

The Commission, however, has now made it clear that the
comunity survey is not primarily a device to ascertain what pro-

grams these commmity leaders desire. On the contrary, the purpose
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of the survey is to ascertain the comumity's needs and problems

such as, for example, race problems, labor difficulties, depressed
' state of the local economy, prablems of youth, educational problems,
etc. The licensee is not to be principally concerned with whether
the head of the public school system likes or dislikes a particular
educational program. The purpose of interviewing him was to find
' out the problems of the local school system, and then, based upon
his explanation of those prcblems, to plan programs to meet them.

In sum, therefore, the interview must cover as a basic mini-
mu the following four areas:

(a) What are the basic problems and needs of the commmity?

(b) What are the basic problems and needs of the community

insofar as they relate to your organization?

How can the station during the course of the next re-
newal period assist the commmity in meeting the

problems and needs and éssist you and your organiza-

tion in solving them?

The interview can alsoaenoonpass the manner in which
*these problems have in the past been met, by radio

and television programming generally, and specifically

by the programming of the station, as well as suggestims‘
in any area that the‘person desires to make.

The interview, of ocourse, need not be limited to these four
qﬁestions. There is certainly no harm, and the Commission would
lock with favor upon ascertaining program preferences in addition
to community needs and problems. The station can also ask any

other questions which it desires. Attached as Appendix A (Pages 38d - f)




'is a sample interview form which includes not only the areas outlined
above, but also additional questions. It is not necessary th;it all
- of the questions in Appendix A be asked. ‘The main thing, however,

is that at the very least needs and problems of the commmity (Ques-

tions 1, 2, 3 and 4) must be ascertained.

D, Must A Written Recard Of The Interview Be Kept?

The answer to this question is yes. These records must be
kept for a period of three years, and they must be made available
to Commission personnel upon request.

The record of the interviews should include names, addresses,
positions and/or organizations. Appendix A contains a suggested form
for the interview which can and should be-modified to suit your own
situation. Although the form was drafted as an interview by a radio
station, it can, with appropriate word changes, also be used for a
television survey. The licensee should make a written evaluation of
the various specific comments and éuggestions that were made with
a view toward indicating how the needs and problems described are
or will be met by the station's pgogramm'.ng.

E.' Must A Licensee Survey The Ieaders Of More i
Than One Community? —

Question 1(A) of Part I of Section IV of the renéwal applicétions

; (radio and television) requires a description of the major coumumifies
or areas which the licensee primarily undertakes to serve. Recent

Commission decisions have indicated that a licensee's responsibilities
necessarily encompass ascertaining the needs not only of the station's

city of license, but, in addition, the other commnities which a




‘licensee undertakes to serve on a pri:maxy basis, By this it is meant
that if a licensee, in response to this question, names a pari:icular
city as one which he primarily or principally undertakes to serve,
it will be incumbent upon the licensee to make a survey of community
leaders in that community.
There is still an unresolved tssue as to the extent to which a
licensee must oonduct :Lntem:m w1th cammmnity leaders in towns
and commmnities removed 4"mﬁ the city to which the station is licensed,
but which the licensee pri”*‘erlly serves. The Commission recognizes
that the extent of the c'o"mﬂlfy survey to outlying communities would
be less than that required in the principal coammnity. Therefore,
a licensee is not required necessarily to interview the same number
of leaders as it did with respect to the éity of license. |
Although the Commission has not been specific, a rough rule
of thunb to be used is the relative percentage of the ﬁopulation Of me..
the cammunities involved. For example, if the licensee's principal{‘..‘
community has a population of 100,000, while another commmity |
which the licensee undertakes to primarily serve has a population
of 25,000, it would appear reasonable for the licensee to interv'iav,
25% of the number of persons which he interviewed for his city of
" license. This rule of thumb may not be applicable to situations .

where the city of license is considerably smaller than a nearby

city. In these situations you should consult with the HO. Thus, -

if the licensee interviewed 50 community leaders in his city of
license, he need only interview 12 in the smaller commmity. In - e
no event, it is believed, should the nunber of persons interviewed

in any city which a licensee: undertakes to prima_rily serve fall




"below47, since any number less than 7 would probably not be considered

sufficient enough to obtain any sort of a cross-section.

2. SURVEY OF GENERAL AUDIENCE

There is another method which should be used to ascertain com-
'mmity needs, This method J.s a oormrmm1ty survey which is not directed

to commmity leaders but, 1r).steac'i to tne general public. The Com-

mission's policy in thi°~espect is in a state of flux since it is
not yet clear that such ~ survey is an absolute necessity in renewal
applications. But untJ.‘ +ha volicy becomes clarified one way or the
other, to be on the safe slde all licensees should undertake such

a survey. Failure to do so.subjects the licensee to the risk of
delay of his renewal application, and possibly a hearing upon it..

A. What Is A General Community Survey As Distinguished
From A Comunity ILeader Survey?

The general community survey is not directed to persons who
hold any particular position with local groups or organizations, but;‘
instead is aimed at the general listening public whatever their job
or status. The survey is much larger than the commmity leader vsurveuy
and should'enconpass 250 and pei:haps as many as 750 interviews, de-
pending on the size of the city. The general survey may bev done by ; |
- telephone or by man-on-the-streét type interviews. The experience
of same licensees indicates that a mail survey may not be. effective ‘
because of the extremely low rate of return on mail surveys. |

This general public survey will pose a number of problems to f pof
the individual station, ’Ihese problems mclude determining the size

of the sample, the distribution of the sarrple throughout the com— . '
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. munity, and insuring that ‘the sample is at least roughly representative
‘of the general public and is nbt biased in favor of any one group. The
sample must also take congnizance of demographic 'data, such as sex,

' race, and nationality, Consequenﬁly, stations may feel it necessary
to hire professional survey organizations or college research staffs
for this purpose, but should consult the HO before taking any such

action.

B. What Questions Should Be Asked In
. : Tne General Survey

The nature of th= :iu.u_ions asked in the general survey is the

same as the nature of the questions asked in the commmity leaders
survey. In both surveys the aim is the same: to ascertain the needs

and prablems of the commmnity, and not nérely to dbtain program

preferences. The suggested interview form attached in Appendix A
can be used for either survey. You need not ask all the questions, .
but you must ask Questions 1, 2, 3 and 4. A form for the more llml’oed i

surwey is attached in Appendix B, at page

3. EVALUATION OF SURVEY MATERTALS

After the surveys have been made, the question arises as to the
" use to which they should be put. The Commission has recentIy emphasizéd
‘that the responsibility of the licensee does not end rwifj:h the taking
of surveys. The licensee is expected to evaluate the information
as to needs and problems gathered from the survey and use it in planning
its broadcast schedule, PartLI of the programming section of the,reneWai
application requests that the application specifically, state the

significant needs which the "station will serve', during the coming




iicense. period; and these néeds will be the ones which the licensee

hasv found as a result of his miw surveys, J".n.addition to ¢
other needs which the licensee may itself believe should be met.,
In addition, Part I also requires a list or description of typical
and illustrative programs or program series that the station intends
to broadcast durlnqthe coming renewal period which will meet these
needs, It is in response to this question that the surveys must be
used.

In essence, the applicant should relate particular significant
programs on his list of %ypical and illustrative programs to the
needs as ascertained by the surveys. If a particular issue has
been identified in the surweys, as, for example, a local bond issue,
there should be included in the program schedule presentations which
are meant to help to meet this commmity need. What is necessary, in '
short, is a demonstration through specific programs that the schedule
to be presented has, in fact, been related to the surveys. It is no
longer enouch merely to indicate that you made a survey without in ' '
some way linking that survey to a e‘specific program schedule,

4, HOW OFTEN SHOULD THE SURVEY BE MADE?

The Camission's decisions indicate a policy that the’de.termi,-
nation of commnity needs is a continuing and not a one-time proc'ess;‘ :
'Although the Camission has not stated that the detaileé survey des-
cribed above must be done on a yearly or periodic basis, neverthelesé, |
a licensee who can demonstrate that it has made several ’surveys duri;ng oy
the past renewal period will be in a far less vulnerable positionv

than one who relies upon one survey taken shortly before the filing

£
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. of the renewal applicationr, A station must constantly keep in touch

with comumity needs, and usuaily does so through such activities

as participation in commmity civic, religious and charitable organi-

zations, as well as frequent contacts with commmity leaders as a

matter of every day business. ‘
Of course, in order to be of value, the licensee should, in

his daily contacts, ocbtain the kind of information as to commmity

needs as he did in the survey. There is no need to ask all the
questions which are included in the surwvey attached in Appendix A,
But, at Ythe very least, the licensee should cover the three questions
specifically set out in Section 1 above, i.e.: |

(a) What are the basic prablems and needs of the
commmnity?

(b) What are the basic prdblems and needs of the
commmnity insofar as they relate to your
organization?

How can the station assist the commmity in
meeting its prablems and needs and assist

you and your organization in meeting community
problems and needs?

g : z : el
' Bach station should, therefore, maintain a public service diary:
in which station management notes oconversations in meeting with '‘com-
mmnity leaders, The availability of such material in diary form helps

+ in the preparation of the type of information required by Part I.

5., OTHER METHODS OF ASCERTAINING COMMUNITY .
NEEDS

The cammmnity survey activities described above are not the only
way in which a station establishes that it keeps aware of cammmity!
affairs, although the Commission has indicated that it is the single

most important method, and the one which now appears to be required




j‘as 3 minimm, But the sta.tion. is also free to point out in its mﬁe;ﬂal
application additional methods of commmication such as frequ:ent daily

' commmity contact as indicated by the public service diary (referred

 to above) , the receipt and evaluation of mail from listeners either
praising or camplaining of the station's activities, the use of rating
services as an aid to determine whether the station is meeting the

needs of its oommmityr,'"':é;{a'the existence of citizen advisory com-

mittees composed of u_v*c isadérs who tonsult with the station in

determining programs ;'
In sum, the Cofmission has Tade it clear that it regards the
ascertainment of comminity needs as perhaps the single most important

element in assessing a licensee's record.




INTERVIEWER

DATE OF INTERVIEW

TIME QOF INTERVIEW (Start)

PLACE QOF INTERVIEW

PERSON INTERVIEWED (Name)

(Address)

' AGE

POSITION OR OFFICE

" OTHER AFFILIATIONS




' INTERVIEW AND RESPONSE

1, In your opinion what are the iﬁportant needs of the coammunity
or what prablems are being faced by the commmity?

How should the cammunity treat these problems?

Which of these commmity problems would you like to see discussed
on radio?

How can radio help solve the needs and problems of the community?

What are the needs of your particular office or organization for

radio programming service?
How would you classify your radio listening?

a) Very light

b) Light

c) Medium

d) Heawy

ye) Very heawy

r

6. Where do you do most of your radio listening?w.

¢
a) Home

b) Car

c) Job

7. . What program types ‘do you normally prefer?

I
“

V-
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8. Wou.ld you h_ke to hear more, less or the same amount of the program
types listed below?

More Iess Same
National and World News
Local News
Educational or Informatiwve
Religion
Public Affairs
(discussions, political, etc.)

From the various types of music listed below please specify your
first three preferences, in order of preference (i.e., 1,2,3).

Popular
Country and Western
Soul or Rythm and Blues
Rock or Contemporary
~Religious
Classical
. P (160 §
* Generally, which of the five functions listed below is best served
by the present radio statlons 1n the commmnity? Which is the -
least well done?

st LeaSt

Inform of local events

Inform of national events

Entertain and provide recreation

Provide a forum for local opinion and talent
Providé a servme to varied ethn;Lc groups |

°

What types of programs would you personally like to see offered to
a greater extent in the future?

Additional Remarks and Evaluation:




'
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GENERAL PUBLIC SURVEY

Name: (Not absolutely necessary)

Address: (At least town)

Race:
Sex:
Age: (Circle one)

12-15; 16-18; 19-21; 22-30; 31-40; 41-50; over 50

Identify one or two of the most significant probléms or needs of your
commnity: ‘
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Part IT of Section IV-A: Past Programming

This is the key portion of the renewal application. Emphasis is on lists

and 'exhibits describing your public service programs.

Statistical Information (Question 3 (a), Part II)

- For the composite week you are required to state in hours and minutes and
in percentage form the total time “evoted to programs in the categories of:
(a) News
(b) Public Affairs :
(c) All other programs, e!”.z,slve of entertainment and sports
(this means a total of ali ',qrams in the categories of religion, instruction,
agriculture, and other),

The categories, editorial ’ i)olitical programs and educational institutional
'programs, are sub-categories and any programs which are classified by any of
these three labels must also fall within one of the other eight classifications
“noted above. These three sub-categories represent a secondary classification

and, consequently, are used in addition to one of the first eight categories.

In determining the length of a program, include only program matter;

exclude all camercial matter within that program. A five-minute news procl_;]ramw
. that contained two minutes of commercial matter would be counted as a
three-minute news program. & _
The percentage is the xelationsflip between . the total hours in the c;atego::y
as measured against the total hours during the broaaéast week. If 15 hours
of a broadcast week of 150 hours were devoted to news programs, the percentage
of news would be 10%. .
If, in your judgment, the peréentages for the composite week do not!/truly
reflect what the station has been doing, you may, in addition, undertake the

same analysn.s for any calendar month or longer.




‘Statistical Information (Question 3 (a), Part II) (Cont.)

The period should be identified; the logs for this period do
not have to be included with the application. (See 500-2-c Types and

Subtypes)

Public Serwice Progranming (Question 4, Part II)

You are required to list typical and illustrative programs or
program series (excluding entertainment and news) , broadcast during
the year preceding the filing of your application, which have served
public needs and interests. The list must contain the following in-
formations

1, Title

2. Sources (local, recorded, network)

Type (agriculture, public affairs, religious programs,
instructional programs, sports, other programs)

Brief description

Time broadcast and duration

How often broadcast

Underline the title of any programs in your list which were de-

signed to inform the public on local, national or international problems

of greatest public importance in vour camunity.

News (Question 5, Part II)

In most instances, news represents a major contribution by a
radio station to its camunity.
The station's response should be detailed and it should include:
The number of people on your staff involved in the acquisi-
tion, production and broadcast of news.

The methods and techniques by which you acquire news ==




" News ' (Question 5, Part II) (Cont.)

your own reporters, stringers, mobile units, contacts

with police, hospitals, local officials, etc.

Do you belong to AP, UPI? Do you take the national

wire, your state wire and/or a local wire?

Do you use any network news progranming--NBC, CBS, ABC,
MBS, RPI, or any other local or regional news network?

If so, you are required to describe in detail the material
secured fram the network and the manner in which it is
utilized.

What percentage of your news time during the camposite week
was devoted to local and regional news? As an illustration,
assuming that the station broadcast 150 hours a week, 15 of
which were devoted to news, and that half of the news pro-
grams were devoted to local or regional news during the
canposite week, this is 50% of total news time devoted to
local and regional news.

The Basic Program Format (Question 7, Part II)

You are required to describe the station's basic program format

during the past 12 months -- countiy and western music, talk, folk

music, news, classical music, foreign language, jazz, standard pops.
etc.

You are then required to indicate how much time per week is
devoted to this format. As an illustration, for the average country
and western station, if it devoted 80% of its time to entertainment

programming, ordinarily all of this would be devoted to the format.




The Basic Program Format (Question 7, Part II) (Cont.)

In other instances, stations run format Monday through Saturday and a

different type of programming on Sunday (foreign language). Consequent-

ly, separate percentages should be stated for each.

If you have any question concerning the manner in which you are
to compute this percentage, you are required to describe your format
in such a manner that the Cammission will be able to understand how
you derive your percentage.

If you do not run a format station and, in fact, present balanced
programming catering to all tastes, this should be specifically indicated

and illustrations furnished.

What Contribution is Your Station Making to
the Overall Diversity of Programming in the
Area (Question 8, Part II)?

If you are, for example, the only classical music station in
your camunity, the answer to this question will be easy and obvious.
In most instances, however, a more subtle approach will be required
and you will have to evaluate your own programming, as well as that of
other stations in your area, in order to be able to tell the commis-—
sion what you are doing to meet community needs which are not other-
wise being met. Thus, even if you were the second good music station
in your area, it would be important to note that you are providing
symphonic music, whereas your competitor emphasized, for example,

chamber music.




What Contribution is Your Station Making to the Overall
Diversity of Progranming in the Area (Question 8, Part II) (Cont.)

Other differences might be differences in degree rather than in
substance: your news is on the hour, whereas your campetitors broad-
cast news on the quarter hour or the half hour; or you have a morning
farm program and the only other farm program in the area is at noon-
tine.

Program Exhibit (Question II and 12, Part II)

If your programming, as set forth in response to the various
questions in Part II, differs substantially from past representations
to the Comission, you should prepare an exhibit explaining why.

The Commission also permits you to file a statement if you
believe that your programming is not adequately described in Part II.
We would recommend the preparation of such an exhibit unless you
have included in other exhibits some of the material set forth below
in connection with Parts I and IT of the application:

The names and scme description of the public service programs

(public affairs, instructional, religion and agriculture) broadcast

during the past three years; Give as complete a description of the
programs as possible (including time and date, the names and titles
of persons interviewed, and the names of panelists and topics in
public affairs programs (panel shows, debates, etc.).

If the station maintains an active News Deparmtnet and its
public affairs programs center around this News Department, the
nature of the operation should be set forth in detail. Thus, for

example, it would be significant if recorded music programs are




Program Exhibit (Question 11 and 12, Part II) (Cont.)

interrupted for on-the-spot interviews, news cammentary, or other
matters of public interest.

The exhibit should also include an analysis of how the station
is serving community organizations with public announcements. If
possible, include a list of the names of the organizations that were
served during a sample period, and the number of announcements or
programs those organizations received. Copies of significant letters
of appreciation from community organizations may be attached as
part of the exhibit. Illustrations of particularly significant cam-

paigns should also be included in the exhibit.

Part III of Section IV-A: Proposed Programming

The questions in Part III of Section IV-A, Proposed Program-—
ming, are identical to the questions in Part II except for the fact

that they relate to your proposed, rather than your past, programming.

Consequently, the dlsCHcc1j:" ;* the precedlng sections of this

memorandum are also appllcable to Part III of the Form. In addition
thereto, we would like to call your attention to the following:
Although the Commission does not specifically request a
program schedule for a typical week, such a schedule may accompany
every application and be a part of the response to Part III.
It has been the practice, in renewal applications, for stations
to respond to questions concerning their future programming by saying,
"No substantial change" if the recitation of their past programming

accurately reflected what they intended to do in the future.




‘Part IIT of Section IV-A: Proposed Programming (Cont.)

Part III must be campleted in extensive detail if your pro-

posed programming is ‘different from your past programming.

" Part IV: Past Cammercial Practices

You will be required to state the total time in the camposite
week devoted to cammercial matter (Question 22, Part IV).

(a) in temms of hours and minutes

(b) in terms of percentage of the composite week

Assuming a broadcast week of 150 hours, you would total up the
amount of time devoted to cammercial matter. If you broadcast a total
of 28-1/2 hours of commercial matter in the composite week, the amount
would be stated as 30 hours, and 20% of the week.

Do the same for the time period 6:00 a.m. to 6:00 p.m.
Assumning that the station was on the air from 6:00 a.m, to 6:00 p.m.,
every day in the week, the base would be 84 hours per week., If,
during this time period, a total of 18 hours were devoted to commer-— .
cial matter, the percentage of such time would be 21.4%.

One of the critical questions inquires into the amount of
"cammercial matter" in an hour. You will first divide your broad-
cast week into clock hours, beginning with the first full clock hour

and ending with the last clock hour of each broadcast day. After this,

you are required to supply the Commission (Question 23, Part IV) with

the number of hours which contained:

(a) Up to and including 10 minutes of commercial matter (includes
zero minutes) ;

(b) Over 10 and up to and including 14 minutes;




" 'Part 'IV: Past Cammercial Practices (Cont.)

(c) Over 14 and up to and including 18 minutes;

(d) Over 18 minutes
(1) List the hour, the day and the amount of commercial
time for each period hour which contained over 18 minutes
of cammercial matter.

If the cammercial practices reflected above do not generally
represent the station's camercial practices, you may explain why
(Question 24 A and B, Part IV).

The station is required to explain any substantial variation
between the cammercial practices reflected in the camposite week and

past representations made to the Commission.

Part\V: Proposed Commercial Practices

Camercial Representations

You are required to make "commercial practices" representations
in two areas:
1. The maximum commercial percentage (Question 25, Part V):
(a) Between the hours of 6:00 a.m. and 6:00 p.m.
(b) During the entire week.
The camputations are made in exactly the same manner as
you would respond to the same question in connection with

past programming in the composite week. For the 6:00 a.m.

to 6:00 p.m, period, the base is 84 hours per week (assuming

that the station operated during all those hours seven days




Commercial Representations (Cont.)

per week). For the entire week the base is the total
number of hours per week that you will be on the air.
Divide into each base the maximum number of hours within

that time period that you propose to make available for

sale -- the total commercial matter within the respec-
tive time periods which you propose to broadcast.

If the foregoing is not intended as an absolute maximum
and there may be variations during certain peak time
periods or seasonally, all of these facts should be set
forth in an exhibit.

What is the maximum amount (in minutes) of cammercial
matter you will permit in any 60-minute segment?
(Question 26, Part V) If this maximum will be exceeded,
the facts and circumstances should be set forth in an

exhibit.

Washington Attorney Recommendations

In the past, commercial percentages were based upon arbitrary
Commission definitions and bore no relation to the amount of actual

commercial matter. A period was deemed a commercial period if it

contained one or five spo’é announcements. The old standards are no

longer applicable since we are now measuring specific commercial
content. It is suggested, therefore, that you analyze a week of your

past operation to determine the actual number of commercial minutes




Washington Attorney Recommendations (Cont.)

broadcast during the day. With this in mind, you can determine an
appropriate reply.

For new stations, we recommend no more than 30% as a maxi-
mum. This is based upon an average of 18 commercial minutes per hour.,
Final resolution of the problem will depend upon the nature of your
operation, the size of the market, and the practices of your competi-
tors.

With respect to the hourly maximum, the NAB Code now provides
for 18 minutes per hour and you should keep within this limit, except
in extraordinary circumstances. The outside limit, even in emergencies,

would appear to be a maximum of 20 minutes per hour.

Part VI: General Station Policies and Procedures

Who Makes Day-To-Day Decisions? (Question 27.)

You are required to state who -- name and position (fulltime
or parttime) -- determines the day-to-day programming decisions and
directs the operation of the station.

Every station should have policies with respect to programming
and advertising standards. A copy of those standards should be included

with the application unless you rely upon the published code of any

natinoal organization or trade association (e.g., NAB Radio Code). If

you have not adopted standards of your own, you should secure a copy
of the NAB Code and/or such other codes as may be available to you to

develop your own standards.




Keeping Abreast of Comuission Requirements (Question 29)

The application requires the applicant to state the methods by
which it keeps informed of requirements of the Communications Act and
the Commission's Rules and Regulations, and to give a description of
how the station acquaints its employees and agents with such recquire-
ments and supervises their compliance.

This, of course, can be done in a number of ways. The most
cammon are:

(a) Subscription to Parts I and III of the Commission Rules

(A requirement at McLendon Stations).
Memoranda, letters and advice from its Washington
camunications counsel.

(c) Attendance at trade conventions.

(d) Reports of F.C.C. activity in various trade publications.

Typical ways in which management makes its staff aware of

Commission Rules and Regulations are:

Circulation of memoranda

Staff conferences ;

Circulation of letters and memoranda from its Washington
counsel

Posting of inter-office instructional memoranda
Instructional classes, i.e., chief engineer meets with
engineering staff to explain Commission procedures
Periodic review and spot checking by supervisors

Supervisory conferences with staff




STAFF (Question 31)

This exhibit should show the number of full-time and part-time

employees in the programming, sales, technical, and general and

administrative departments.




FCC LICENSE RENEWAL INSPECTION PROGRAM

The Commission's license renewal inspection program is threefold and
is as follows:

1. Pre-inspection Monitoring

A. This consists of a two-hour monitoring period designed to
check the following:

Station identification.
Sponsor identification
Programs bordering on lotteries.
Use of promotional devices which may arouse public
resentment or create a nuisance...Such as station tele-
phone quiz programs with insufficient trunk lines into
the station and contestants are unable to get their
calls through.

Iength of spot announcements.

Percentage of modulation (using an oscilloscope) .

Commercial loudness.
A 2-hour running log for comparison with the station's
program log for that period.

II. Technical Inspection

A. This consists of an inspection of both the transmitter and
studio's technical equipment to determine the following:
1. Posting of station and operator licenses including

telegrams and special authorizations.




FCC License Renewal Inspection Program (Cont.)

Technical Inspection (Cont.)

IIT,

Al

2. Operating power and plate efficiency.

3. Wiring, shielding, safety provisions, interlocks.
Operation of modulation and frequency monitors.
Transmission lines, base fence, gate lock, tower painting
and lighting (check monitoring points if directional).
Calibration of all remote meters, operation of remote
control equipment. (Most citations pertain to this
category.)

Record of proof-of-performance measurements and instruc~—
tion manuals.

8. General condition of transmitter building.

Non-Technical Inspection

This consists of an inspection of the station's records and
logs including an informal conference with the station's
manager to check the following:
1. Degree of licensee supervision and control, especially
for absentee owner operations.
Inspection of any prepared manuals or documents which
outline company policy.
Porgram log inspection looking particularly at news and
weather programs. Whether station has remote pickup
equipment, how are news programs prepared and what type

of news gathering facilities are employed?

Pramotion of other business which the licensee is engaged in,




III. Non-Technical Inspection (Cont.)

5. Political programming and policy.
6. Editorial policy.
Public discussions and policy.

Complaints received from listeners.




CHECK LIST FOR RENEWAL INSPECTION

1. Is your transmitter operating properly —-- in accordance with

your license and Commission Rules?

(a)

Do your operating logs show that your transmitter is being
operated within the permissible tolerances for power (5% »-
high and 10% low for AM and FM, 80% to 110% for TV)?

Do your operating and maintenance logs show agreement be=
tween transmitter readings, transmitter efficiency, antenna
resistance and antenna current (remotes and antenna base
meters)? If directional, are the tower phase relationships
and the monitor point readings in accord with the station
license?

Are your meters accurate? Have remote meters been cali-
brated regularly as required by the Commission Rules?

Is power and modulation being properly maintained? Are AM

power and/or DA pattern changes being timely made in the morning

and at sunset? Bear in mind that you may be monitored prior

to the at-the-station inspection.

2. Other operating equipment.

(a)
(b)

(c)

Is your E.B.S. monitor operating properly?

Do you have a supply of spare tubes and tower lighting bulbs?
Is transmitter security maintained —-- interlocks operating,
tower fences in repair, and fence gates and transmitter

housedoors locked?




CHECK LIST FOR RENEWAL INSPECTION (Cont.)

Other Operating Equipment

(d) Does the tower need repainting? If red and white bands are

required, are they clearly visible?

3. Station engineering files for AM and FM.

Do yours contain the annual measurements, last antenna resistance
measurements, DA proofs, et which are required (Secs. 73.116 and
73.286)2? Among other requirements are the following:

(a) Standard Broadcast and FM stations are required to make

equipment performance measurements at least once a year,

and within four months of the date the renewal application
is required to be filed.

If you use a directional antenna and operate it by remote
control, have you made the annual skeleton proofs of per-
formance required by Section 73.68 (b) of the Rules? (The
skeleton proof and monitor point readings must be submitted

to the Commission with the renewal application.)

4, Standards of Transmission.

In this connection your station may be monitored prior to on-the-
premises inspection. See:

(a) AM - Sec. 73.40

(b) FM - Secs. 73.317, 73.318, 73.319 (SCA) and 73.322 (Stereo).

(c) TV - Secs. 73.682 and 73.687.

5. Authorizations

Are all your authorizations (licenses, CP's, assignments and

transfers, telegrams ') posted at the control point?




CHECK LIST FOR RENEWAL INSPECTION (Cont.)

5. Authorizations (Cont.)

(a) If you operate by remote control, this authorization must
be posted. It normally will be expressly stated in your
CP or license but, if not, a separate authorization is
required and must be posted. Moreover, if you moved your
studio, did you file an application with the Commission to
change your remote control point? If not, this must be
done immediately.

Are all your remote pickup mobile and base station author-
izations, STL authorizations and inter-city relay authori-
zations in proper order? These authorizations must be
posted with the respective transmitters (or at the control
point if they are remotely controlled).

Are licenses for all operators posted in the control room?
If you are authorized by the Rules to utilize operators

holding less than a First Class Radiotelephone License, have

they secured a Second Clzss License or a Third Class License

endorsed for broadcast operation? (This endorsement requires

that they take and pass a specific test; the endorsement is
written on the license for inspection.)

New rules provide for the issuance of a Provisional Radio
Operator Certificate; the person holding such a license can
perform all the duties normally performed by an operator
holding a Third Class License with Broadcast Endorsement.

The Provisional Certificate can be obtained without examina-~
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5.

Authorizations (Cont.)

(d)

tion and is good for a period of one year. The Commission's
staff will issue Provisional Certificates to all applicants,
including those who appear at the Commission examination
office in person but do not wish to take the test for regular
license at that time, and applicants who have taken, but
failed, the tests for a Third Class License with Broadcast
Endorsement. The Provisional Certificate will not be
renewable and one may not hold such a license more than once
in his lifetime. Accordingly, an individual holding a
Provisional Certificate who intends to be employed as an
operator longer than a year must arrange to take and pass
the tests for a regular license during the year in which he
holds the Provisional Certificate. The forms for a Provi-
sional Certificate must be signed by the applicant and the

station's chief (or first class) engineer.

Do you have a current copy of the Commission's Broadcast

Rules. (The current edition is in loose leaf form with
green covers, and consists of Volume I and Volume III.
McILendon Stations will have these volumes on hand. They

may be ordered through Washington Attorney.

Does your maintenance log meet all of the requirements of
Secs. 73.114, 73.284 or 73.672 of the Rules, such as, for
example, showing the amount of time (exclusive of travel)

spent in the daily transmitter inspection of AM and FM
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6.

Logs (Cont.)

(c)

(d)

stations, and the weekly auxiliary transmitter test?

For TV, does it show, among other things, the daily fre-

quency checks and monthly measurements (Sec. 73.690)?

If your operating log shows that you were off the air or

on auxiliary transmitter, does your maintenance log show

for each such instance the cause and the appropriate entries

for repairs, equipment removal from service, etc. (Secs.

73.114, 73.284 or 73.672).

Do all logs show:

(1) The date.
(2) The time zone (e.g., "All Times are Eastern Standard

Time") and daylight saving time when applicable
(e.g., "All Times are Eastern Daylight Saving Time")?
A.M. or P.M. opposite the time at the beginning,
respectively, of the morning and afternoon sections
of the logs? A.M. or P.M. with the individual entries
in the maintenance log?
Identification in the legend of the log of all symbols
used (including colors), including not only symbols
used for FCC purposes but also those which you use for
your own station purposes?

Are the operators signing on when they start duty and off when

they end duty on the program and operating logs, as required by

the Commission Rules? It in inadequate to use initials or to

make both signatures when ending a period of duty: in other
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6. Iogs (cont.)

words, an operator's "on duty" signature must be on the log
while he is on duty.

In the program log, does each program have a brief descrip-
tion of its type (for example, entertainment, religion,
agriculture, news, etc.); does the log show each program's
actual (as opposed to scheduled) time of beginning and end?
(See Secs. 73.113, 73.282 and 73.670).

Are your operators timely in making all required half-
hourly readings and entries in the operating log?

Are all corrections on the logs being ruled out legibly,
initialed and dated?

Do your logs show the required E.B.S. weekly test messages
broadcast by your station (Sec. 73.951)?

If your FM station also has an SCA, is the SCA operating
log ready for inspection (Sec. 73.295)7?

Are the remote pickup and other auxiliary station logs

ready for inspection (Secs. 74.481, 74.581 and 74.681)7?

Are your logs (program, operating, maintenance and others)
for the past two years readily available at the station for

the FCC inspector?

7. Required Files

(a)

Is your political file in shape for inspection? See Sec,
73:120.

Is your sponsorship file in shape for inspection? See

Sec. £73.119 (£) s
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7. Required Files (Cont.)

(c) Is the contract with your part-time first class engineer
(AM and FM only) available in the station files and at the
control point? See Sec. 73.93 (c) and 73.265 (c). Has it

been filed with the Commission and Engineer-in-Charge?

Is your public file in shape for inspection? (Are copies

of any major applications, all ownership reports, etc.
filed with the Commission after May 13, 1965 available for
public inspection either at the station or elsewhere in the
conmmunity to which it is assigned? (See Sec. 1.526).

See also paras. 3, 5 and 6 (i), (j) and (k), supra.




v

RENEWAL SUMMARY
By Washington Attorney

Each year the Commission releases a composite week which is to
be used by all renewal applicants with licenses that expire
during the following year. Shortly after this composite week
becomes available we send notices to each of the stations in-
volved in order to allow as much time as possible for the prep-
aration . of the programming portions of the renewal applications.
These notices request that programming information be supplied
to us as early as possible and no later than thirty days before
the application is due to be filed with the Commission.

The Commission itself sends a notice and application forms to
each licensee approximately 120 days before the license in question
is due to expire' (30 days before the renewal application is due
to be filed).

All licenses in a given state expire at the same time and it is

the Commission's practice to conduct field investigations of

every station within three to six months of the expiration date
of the license. This means that you will be visited by one or
more engineers from the local field office. They will conduct
a thorough examination of your physical plant and technical
operation. They may also request to see your political files,
logs and public files. The letter which we send you includes a

detailed list of what you can anticipate by way of an inspection.




RENEWAL SUMMARY (Cont.)

4. The application must be filed no later than ninety days before
the license is due to expire.

5. If there are no problems, renewals will be granted in the
ordinary course in the week:precediﬁg the expiration date
of the license.
If, for any reason, the Commission is unable to grant the
renewal prior to the expiration of the license you are never—
theless authorized to continue operation after the expiration
date. The mere filing of the renewal application extends your
authority to operate until such time as action is taken by the
Commission.
The Commission's action in granting renewal applications is by
Public Notice and, under ordinary‘circumstances, we will be
aware of this before it is known to you. Consequently, it is
our practice to send telegrams notifying individual stations

that their renewal applications have been granted.

as to the Renewal Application ij

Part I of the applidé%ibd is perfunctors in that for the most

‘part it is simply an identifiéation of the station. We will
prepare this portion of the application. It requires a current
balance sheet which we will obtain from ST and a statement of
other business interest. This will be prepared by our office

and will be reviewed by ST or PO, The application will also be
prepared for the signature of one of the officers of the licensee.

Section II of the application is the engineering portion. This

should be prepared by your station engineer in close collabora-




RENEWAL SUMMARY (Cont.)

tion with NCE. I would like to call yourattention specifically

to the fact that this portion of the application requires that
equipment performance measurements be made within four months of
the date of filing. Your engineer should schedule these measure-
ments to be made within this time period.
For future reference, your engineer should also be aware Qf the
requirements set forth in Section 73.68b of the Commission's
rules which reads as follows:
(b) Stations employing directional antenna and operated
by remote control shall make a skeleton proof of per-
formance each year, consisting of three or four measure-
ments on each radial used in the original'application
and must submit the results of these measurements, plus
the monitoring point readings, with the renewal
application.
The final portion of the application, Section IV-A relates to
programming. The preparation of this material is your responsi-
bility. If you have any questions whatsoever please do not
hesitate to call us. '
Separate applications are required for both the AM and FM
applications."
Separate Section IIs (the engineering portion) are required for
any alternate main or auxiliary transmitters.

Every engineering section must be signed and dated either by

your engineer or by NCE.




RENEWAL SUMMARY (Cont.)

7. Separate applications (Forms 313) are required for each remote
pickup station and each base station. These are to be prepared
by your engineer and sent to Dallas to be signed by an officer
of the licensee. Thereafter they will be transmitted to me for
filing with the Commission.

An ownership report (Form 323) must be filed at renewal time.
We will prepare this report and arrange for it to be signed by

an officer of the company.

700-6-e LEGAL ADVERTISING

The commission requires that we do certain advertising when we
apply for license renewal at any station. This section, therefore,
deals with the publication notice which is to be used by all stations
when applications for renewal of license are filed.

There must be publication in two separate ways. It must appear
in a local daily newspaper twice a week for two weeks immediately
following the filing of the application. In addition, it must be
announced on the air between the hours of 7:00 A.M. and 10:00 A.M.
four times during the second week following the filing of the
application. Each station should keep records as to when the
announcements were on the air. After the notice appears in the news-
paper, you should get an affidavit from the newspaper certifying to

the publication.

After the newspaper publication and radio broadcasts have been

made, an officer of the corporation should send a letter to the




700-6-e LEGAL ADVERTISING (Cont.)

Commission via Washington attorney setting forth when the announce-

ments were run on the air and enclosing a copy of the newspaper

affidavit.

Managers will send material required to HO for transmittal to
Washington attorney. The following forms should be used:
Mr. Ben F. Waple
Secretary
Federal Comunications Conmission

Washington 25, D.C.

Dear Mr. Wapel:

I am herewith enclosing, pursuant to Section 1.580 of the Commission's

Rules, and Affidavit from the

(newspaper) setting forth the dates upon which the

required legal notice was published.
The same legal notice as appears in the attachment was also broadcast

over Radio Station on the following

dates and times:

Very truly yours,

THE McLENDON CORPORATION
(use correct licensee name)




700-6-e LEGAL ADVERTISING (Cont.)

NOTICE

(to be used in the required Public Notice)

Station (insert call letters) » operating on (frequency)

in  (city and state as specified in the license) is licensed to

The McLendon Corporation (in the case of a subsidiary corporation,
use the correct licensee name). The officers, directors, and
persons holding 10% Oor more of the capital stock of The Mclendon

Corporation (or the subsidiary licensee corporation) are as follows:*

The application of this station for a renewal of its license to
operate this station in the public interest was tendered for filing

with the Federal Communications Commission on (insert date of filing.

Members of the public who desire to bring to the Commission's
attention facts concerning the operation of the station should write
to the Federal Communications Commission, Washington, D.C., 20554

not later than (insert date 30 days after filing) . Letters should

set forth in detail the specific facts which the writer wishes the

Comission to consider in passing on this application.

A copy of the application is on file for public inspection at

(insert street address of main studio of the station)

*This information is available in your latest Ownership Report.

Ascertain throngh ST that vonr Cumerchin Remort 1a un to datno.




700-6-e LEGAL ADVERTISING (Cont.)

NOTICE

(To be used in the Required Public Notice)

This information is available in your latest ownership report.
Ascertain through ST that your ownership report has not been

superceded.

700-6-f NOTICES OF VIOLATION

You may, fraom time to time, receive a "Notice of Violation"
fram the Inspector in Charge of your particular FCC district. You
usually have 10 days to reply. If you do not reply, the Corporation
can be fined. If the "Notice" from the District Inspector deals
with a technical violation, such as an incorrect system for maintaining
the transmitter and maintenance log, YOU AND YOUR CHIEF ENGINEER MAY

REPLY DIRECT. THIS IS THE ONLY INSTANCE IN WHICH YOU ARE PERMITTED

DIRECT CONTACT WITH AN FCC OFFICE. If the "Notice" originates from
the FCC's Washington office, call Washington attorney. You will be
told HOW to reply; told to send your reply to Washington attorney

who will relay it to the Commission. Keep in mind that Washington

attorney must have in his files a copy of everything the FCC has in

its files on your station. This includes a copy of any "Notice" you

may receive from a district office, along with your reply to same.




700-6~g OWNERSHIP REPORT

Ownership reports are prepared by ST and by Washington attorney.
After an Ownership Report is filed with the FCC, Washington attorney
will send a copy to the station or stations involved. This copy

should be included in the Public File.

700-6-h POLITICAL FILE

Each station will keep and permit public inspection of a camplete
record of all requests for broadcast time made by or on behalf of
candidates for public office, together with an appropriate notation
showing the disposition made by the licensee of such requests, and the
charges made, if any, if request is granted.

The Commission requires that such records shall be kept for two
years, however, McLendon policy is that the records will be kept five
years.

Experience has taught that in addition to keeping the request
form, you should also keep a copy of the actual broadcast order.

This is helpful when you complete your annual political report to
the Commission. Sometimes tne broadcast order will differ in some
slight detail from the actual request for time. Since your report
to the Commission (filed through the Washington | ttorney) must

reflect what actually happened, you will save time by attaching a

copy of the order to the request.

A request for equal time must be submitted to you within one

week of the day on which the prior use occured.




700-6-h POLITICAL FILE (Cont.)

A candidate requesting such equal opportunities of the licensee
or camplaining to the Commission of non-campliance shall have the
burden of proving that he is a legally qualified candidate for the
same office. (See Sec. 315)

PLEASE NOTE: The Ecqual Time Rules are not to be confused with

Commission rules and policies concerning Political

Editorializing (See 500-4-c)

700-6-i PUBLIC FILE

Anyone walking into your station during normal working hours
has the right to examine your public file. You have no right to
question why he wishes to examine your file. Anyone so examining
your public file has the right to make notations or copy certain
things, but has no right to remove anything from the file nor has
anyone  the right to request that you furnish copies of any document
in the file. Should you be questioned about a missing document, be
cooperative and volunteer a long distance telephone call to Washington
attorney's office so that contents of such document can be read to
the inquirer over the telephone -- or, advise visitor that the docu-
ment he wishes to see will be available on a certain date and set up
an appointment for him to see same.

The best way to learn the visitor's purpose is to assign a
knowledgeable staff member to be present (as a witness) while the
visitor examines the file. The staffer can learn the visitor's

purpose simply by observing what documents he studies.




700-6-i PUBLIC FILE (Cont.)

If many persons appear at one time to examine your Public File
(say 10 6r 12) and if you can't accamodate all of them at one time,
you may establish a reasonable schedule for these persons to see the
file two at a time or five at a time, depending upon space availa-
bility. Remember to have a witness present at all times when you
are talking with the visitor. Should the Mclendon Corporation have
U. S. sales rights for a station of foreign license, and if the
foreign government has no such provisions for a Public File, YOU DO
NOT KEEP A PUBLIC FILE. If, however, we have a station whose princi-
pal market is foreign, any person fram that country, or any other

country, is entitled to see your Public File.

PUBLIC FILE DOCUMENTS

1. Applications for construction permit for major changes

in existing stations (Form 301.) An application is

defined as an "application for a major change" (rather
than a minor change) if, after it is filed, you are
required to broadcast and/or publish in a local newspaper
a notice that such application was filed with the Cam. -

. mission. Typical applications involving major changes
are changes in station location, changes in frequency,
and changes in power which materially affect the area
served. Applications which make a slight change in
power, a slight change in antenna height, or a change

in equipment are considered to be applications for minor




PUBLIC FILE DOCUMENTS (Cont.)

changes and you are not required to keep copies of such
applications in your files. When in doubt, the safest
procedure is to keep a copy of the application in the
local file.

Applications for renewal of license (Form 303).

The Commission Rules require a camplete copy of the
application including the program and transmitter logs
for the composite week. Although the Commission,

itself, requires three copies of all other exhibits, it

will accept one copy of the transmitter logs and one

copy of the program logs as part of the renewal applica-
tion. From now on, however, —- and this is important --
it will be necessary for you to make a copy of every log
that is submitted with the renewal and retain it, as a
part of the renewal application.

Applications for assignment of license (Forms 314 or 316)

or for transfer of control of an existing licensee (Form

315 or 316). The responsibility is placed upon the seller
until the sale is consummated, and then the responsibility
becomes that of the buyer. The buyer is responsible for
obtaining copies of all of the necessary documents from
the seller. The seller should therefore furnish the
buyer with all applications and reports required to be

in the file dating back to May 13, 1965.




PUBLIC FILE DOCUMENTS (Cont.)

In cases involving the sale of stock, rather than the sale of
assets, (transfer of control application) the responsibility for
maintaining the records is on the licensee of the station and
steps should be taken so that the appropriate information is
furnished to the licensee by the buyer and the seller.

New stations (Form 301).

If you apply for a new station (AaM,FM,TV, translator or satellite)
after May 13, 1965, you must keep a complete copy of that applica-
tion in your local public file., If the application is granted you

must thereafter keep copies of all applications requesting exten-

sion of time to complete construction (Fomm 701).

Any application which involved a change in programming.

'All Ownership Reports (Form 323).

You have always been required to keep a political file, which con-

tains all requests made to the station for political broadcast

time and some notation as to the disposition of each request. This
material must continue to be kept and will be a part of your local
public file,

All records which identify the officers and directors of groups
that sponsor or furnish material for any political (see above)

program or any program involving discussion of public controver-

sial issues. These records should be retained for two (2) years

following last broadcast. For your convenience a sanmple "Program
Resume" Form is provided, but remember to attach copies of all
correspondence to and from parties providing or sponsoring such

a program regarding the above.

Revised 1/27/69




8§ 73.119 REPORT

Q
Station(s) : City:

Name of Program:

Length: Type: Date & Time Scheduled:

Start Date: Stop . Date: Number of Programs:

Sponsor: ; i Rate:

Brief Description, including format and content: |

(") Check here if additional information has been requested.

Produced or Furnished By:

Address:

Executive Officers or Directors:

Sponsored By:

Address:

Executive Officers or Directors:

(8-28-69)




PUBLIC FILE DOCUMENTS (Cont.)

B. With respect to each item enumerated above, in addition to

the camplete application or report, your local file must also include:

1. Copies of all amendments to the application or report.

2. Copies of all correspondence to and from the Camission

in connection with that application or report.

In the event that the application is designated for hearing,

)
=
m
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o
o

Revised 1/27/69
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THE U\j\e E_{z\/uﬁ.@efv STATIONS

EXECUTIVE OFFICES /2008 JACKSON STREET / DALLAS, TEXAS 75201 /RIVERSIDE 7-9311

(Name of Sponsor/Producer)
(Address)
(City)

Gentlemen: Re: (Name of Program)

009 STNS

A recent change in the rules of the Federal Communications
Commission requires radio and television stations to secure
detailed information concerning producers and sponsors of
programs such as (Name) :

To assist us in complying with these regulations, please
supply following information:

1) Full name of producer or sponsor

2) Mailling address

3) Names of Directors or Executive Officers, if any.
Thank you in advance for your assistance.

Sincerely,

General Manager

-

e \C &_-’zmﬁ.@w STATIONS

KLIF-KNUS/FM-DALLAS / WYSL-AM/FM-BUFFALO / WNUS-AM/FM-CHICAGO / KOST-LOS ANGELES / WWWW-DETROIT
KABL-AM/FM-OAKLAND/SAN FRANCISCO / U. S. sales: X-TRA MUSIC over LOS ANGELES / KCND-TV-PEMBINA (WINNIPEG)
- O Sr———

£ o




PUBLIC DOCUMENT FILE (Cont.)

the local file must contain a copy of the Initial Decision
and the Final Decision.

If any of the applications make reference to documents
contained in other applications, copies of those other
documents must be included as part of the file. As an

illustration, the Ownership Report requires that certain

009 S4IS

documents be listed and filed with the Commission.
Typical of such documents are time brokerage agree-
ments, agreements for the sale of stock, and stock
pledges. Copies of every such contract which is listed
on the Ownership Report must be included in the Public
File.

Confidential documents, such as your yearly financial

report to the FCC (Form 324) and network affiliation
agreements are not normally available for public
inspection at the FCC and therefore would not normally
be included in your local public file. If any of the

applications make reference to documents contained in

other applications, copies of those other documents

must be included as part of the file. (See Page 76.)
Your local files should contain only one copy of a
document even though the document is referred to in more
than one application or report. As an illustration, if,
pursuant to an Ownership Report executed in May 1965,
you insert in the public file a copy of a pledge agree-

ment, the file need not contain a second copy of the




PUBLIC DOCUMENT FILE (Cont.)

same pledge agreement because it is also mentioned

in a later Ownership Report.

C. Copies of the following applications and reports need not

be placed in your local public file:
1. Applications for a license to cover a construction permit

(Form 302).

009 S4IUS

Applications for extension of time within which to complete
construction (Form 701) (except where such applications
relate to construction permits authorizing new stations) .
Applications for STL, remote pickup and base stations

(Form 313).

Applications by FM stations for subsidiary communications
authorizations (Form 318).

Applications for remote control authorizations (Form 301-3).
Financial reports (Form 324) (except where incorporated

by reference as noted above).

Location of Public File

The entire public file must be maintained in the community to which the
station is licensed at your main studio/or business office.

A multiple owner must maintain a separate file for each of his
stations in the comunity in which each station is licensed. If, for
example, the multiple owner's principal offices are in Chicago and he
has a station in New York and a station in ILos Angeles, he must main-
tain a separate file in New York for the New York station and in Los

Angeles for the Los Angeles station, The New York file need not contain
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any information concerning the Los Angeles station and vice versa.
If he also has a station in Chicago, then he would be required to
maintain a separate file for the Chicago station in Chicago.

How Long Must You Keep the Material
in Your Public File
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The political file must be kept for a period of two years. (see pg. 67)
Copies of applications for new stations which are not

granted may be discarded when the application is finally

dismissed or denied by the Comnission. The file must be

kept, however, while the application is before the Commis—

sion or in the courts and it may not be discarded until it

is a campletely dead issue.

All other applications and reports in your local public

files must be kept indefinitely -- "as long as an authoriza-

tion to operate the station is outstanding." The Commission

indicated, however, that it would keep this aspect of the

rules under consideration and the rules would be revised,

in the light of experience with the execution of it.

Engineering Sections of Applications

You may omit the engineering section of all applications
which are included in your public files. If you do, however,
you are required to include in the public file the following
information:

a) The state, county or town and street address of the pro-

posed transmitter location.
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b) The same information, if known, for the main studio.
c) Copies of any contour maps that were in the engineering
section.

The engineering portion of renewal applications, FCC Form 303,
is only two pages in length. Consequently, there is no real
advantage in deleting these pages from your public file copy.
Standard broadcast stations, however, are required to include
copies of their composite week transmitter logs as a part of
their renewal application. Copies of these logs are no longer
required to be part of the public file.

TV Translator Station

Effective November 15, 1965, TV translator stations will no longer
be required to maintain any local files for public inspection.

Changes in Applications Filed Prior to
May 14, 1965

If your application was filed prior to May 14, 1965, nothing per-

taining to that application need be kept in your local public file.

This applies to amendments (major and minor), correspondence to and

from the Cammission concerning that application, and designations for

hearing.

Petitions by Other Parties to Deny Your Application

You are not required to include Petitions to Deny in your public
file. However, you must include in the public file a statement that
such a Petition was filed with the Commission, and the name and address

of the person who filed the Petition.

009 S4TvS




PUBLIC DOCUMENT FILE (Cont.)

Addendum to "Confidential Documents" (page 72):

The Commission has now emphasized that the local files are not
required to contain the licensee's books and general financial infor -
mation. The local files are limited to items which have been filed
with the Commission and are a matter of public record at its offices

in Washington, D.C.; the rules were amended to include this overall
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limitation. Thus, items which are treated as confidential in the
Commission's files and are not available for public inspection are
not required to be placed in the local file; this includes annual
financial reports (Form 324) and network affiliation agreements.

The rules were amended to provide specifically that network agree-
ments filed in response to item 3, Section I, of license applications
(Form 302) will be confidential and, therefore, are not required to
be placed in a local public file, even if the application otherwise
is subject to the rule.

This does not affect the rule, however, that where an application
calls for information which is not confidential under the rules, an
answer to the question by reference to confidential documents will
render them open to public inspection and require them to be placed

in the local public file. Thus, if a balance sheet is required and,

instead of éupplying a balance sheet, reference is made to the station's

annual financial report (Form 324) on file with the Commission, that
report will then become public information and be required to be in-

cluded in the local public file.
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The corporation expects the various stations to render "exceptional"
program service. (See: News, 500-1-d, 500-1-g; Public Affairs, 500-1-j;
Public Service 500-1-k.)

Five EPS (Exceptional Program Service) forms are provided at the end

of this section for use by stations in documenting their EPS efforts.
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The EPS forms serve three necessary functions: (1) The provide a per-
manent station record of these efforts; (2) they serve as a weekly summary
for the GM of such efforts; and (3) they afford the HO a continuing oppor-
tunity to review the non-entertainment aspects of the station's program
service,

(a) Public Service Resume

Each week the PSA director, or PD in absence of same, should
camplete this form for every PSA campaign campleted during the
past week, The form is self-explanatory, and all questions
should be answered. In the "comments" section, include an

evaluation of the campaign, with specific reference to the goal

achieved or response received. Telephone contact should be

made with the client following the campaign's conclusion to
obtain this information.

Talk Show Resume

The moderator should complete this form and submit same to the
PD for review and approval. Use one form per program.

News Activity Resume

Each week the ND, or PD in absence of same, should camplete

the form,




(d) Program Resume

This is a multi-purpose form, to be used to report:
1. A single or special program (One-Shot)
*2. A programette series (less than two minutes in length per program)

*3. A program series, exclusive of Programettes, Editorials, News, and
One-Shots.

4, Individual programs within a locally produced series

Simply check (¥) the appropriate box and supply the necessary information.
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See Pages 71 and 71(a) regarding the § 73.119 Report.

*Resumes to be filed at beginning of series, with memo notification upon
termination, if not given in original form.

PD's are reminded to retain copies of all programette scripts aired during
license period.

Community Involvement Resume

This form is to be used to document efforts of the station and its personnel
in the area of comunity involvement. Most of the broadcast efforts in this
area will be reported in other forms of this series, so only activities not
covered elsewhere should be reported on this form. The form should be com-

piled by the personnel directly involved and reviewed by the PD.

All the resumes should be prepared in triplicated (don't waste the Xerox, use
carbons) . The OM is responsible for gathering the various resumes weekly and
sending one set to the GM, one to the General Counsel at the HO, and filing one
in the EPS file. The OM should, in addition, attach to the HO set finished copies
of all local editorials aired by the station during the previous week. The HO

set should be mailed no later than Tuesday of the following week.

The various resumes are not intended to replace the weekly PD's report to the HO.

e

(8~28-69)




PUBLIC SERVICE CAMPAIGN RESUME

Station(s) = ° ; City:

Client/Organization:

Address:

Citys:

Phone:

Start Date:

OBJECTIVE OF CAMPAIGN:

VIA: Inquiry of the station or solicited by the station (circle one)

Spots wvoiced by (Give position within campaign and local business affilation,
if any):

Public Service Director

Program Director




McLENDON TALK SHOW RESUME (Revised)

Station(s) : Date of Pgm: Time of Pgm: ' '

Program Host:

Listener Participation (Check One): -Heavy, -Moderate, = ~Light, "

Scheduled Topic(s) :
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Incidental Topic(s):

@

On-Air Studio Guest(s): (Name, Address, Affiliation or Representation, Capacity,
How Selected, Basis for Selection, etc.)

Notes and Caments:

Program Director




Station:

Date:
NEWS ACTIVITY RESUME Filed By:

Title:

Programming--Exclusive or timely interviews; exposes or news scoops, documentaries,
special programs; full-time news in time of crisis; investigative reporting.

Reporting--News conferences or briefings attended; unique news gathering methods.

Camunity Service--Special efforts in education, public safety, municipal
government and camunity activities; special assistance requested by listeners;
continuing comunity involvement; criticism, suggestions, and opposition
regarding news programs fram the community.

News or Program Director

wn
2
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Station(s) : City:

]

Name of Program (Series):

Exclusive in Market: Length:

( ) Single or Special Program

Date and Time Aired:

() Programette Series **Attach three (3) typical scripts.

Start Date: Stop- Date: Number of Different Programs:

How Often Scheduled: times per (day/week)

( ) Program Series #*¥*See bottom-left

Date and Time Scheduled:

Start Date: Stop Date:

( ) Local Program Series, Individual Report

Date and Time Aired:

Producer:

Format and Description:

( } Check here if a'§ 73.119 Report has
been filed. -

Program Director
! (8~28-69)




COMMUNITY INVOLVEMENT RESUME

In the space below, give a detailed sumary of a comunity involvement

effort not covered in other resume(s).

n
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700-6-j PUBLIC SERVICE ADVISORY BOARD

Each Mclendon station must have a public service advisory board.
The board should be camposed of between 20 and 35 locally or
regionally-praminent individuals.

In setting up the board, you should point out to nominees that
you do not intend to burden them with a lot of additional respon- '

sibilities and that they will not be called upon to devote much of
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their already sparse and valuable time to the project.
All they have to do, from time to time, is fill out a questionr’
naire. Answers to the questions will be carefully studied and evalu-—
ated by management and, whenever necessary, action taken to adjust,
upgrade or otherwise further the station's service to the community.
When this is established and working, you have é continuing
community survey of, by and for business leaders, government officials,
educators and charity organizations.
For your guidance, the following samples are included:
1. Letter inviting participation.
2. Thank-you letter to those accepting.
Suggested categories from wihich to draw board menbers.
Sample questionnaire.
Sample letterhead.
6. Sample envelope.
If you seek a 20-person board, you should send out around 40
invitations. Allow yourself 2 1/2 to 3 1/2 months to consummate your

arrangements.

‘ Purpose of the advisory board is to help the GM maintain continuing

contact with comunity leaders. Continuing contact with community




700-6-j PUBLIC SERVICE ADVISORY BOARD (Cont.)

is necessary to GM's efforts to determine community needs.

Initially, you will work with the members of your board via the
suggested questionnaire. However, you may eventually wish to involve
an annual luncheon or dinner. Before you initiate the latter action,
make sure you have full clearance from PO.

We have used KABL's experience as a pattern, since that station
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has developed a particularly effective program.

Dear

We at KABL are genuinely desirous of acquiring more knowledge of

the various éegments of the many communities which we serve and towards
achieving this objective, we are organizing a KABL Public Service
Advisory Board to study, recommend,and develop program subjects and

formulas that can further our contribution to community service.

You are invited to becaome a member of this Advisory Board which

will be comprised of comunity leaders representing the professions,
religion, education, management, State and local goverrment and
community service organizations. As a member of this Advisory Board,
your only obligation will be to spend perhaps 15 to 20 minutes three
times each year in answering a brief questionnaire pertaining to the
needs confronting your specific area of interest and in making
recammendations for ways in which we can increase the effectiveness

of our camunity service obligations.




