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Dept, Heads

IMPORTANT CHANGE IN REPORTS

Toreduce ~nd standardize the adniinisturative reporting in organizations, the following system should go inte
effect as soon as possible: '
A form comamm’y all the data requued from any one deparcme'lt should be prenaredby the Association (Org,)
Sec. Each Dept may requue a different form to secure all the data,

This data is the same as that required on the OIC charts,

Thfs does not change the income sheet report system,
The new report form for a department must be hieaded with the name of the Central Org., and must carry its
full routing, The routing is from the Association (Org ) Sce'sSec to the designated Dept, head, to be returned
to'the Asscciation (Org.) Sec's Sec by next Monday aTternoon (date blank very prominent), then to the Assi.,
{Org) Sec, then to the HCC .srea Sec, then to HCO WW OIC unit, A descnptmn of the data required and the
blank for it in each case is then listed, This is followed by a signature and date of the head of the Department,

.

1 hese reports are dxflerent for each Department, therefore the form is different,

511 personnel data, income data, financial data, numbers of people, technical results, etc, DUst appear on
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this form,
The form is done on flimsy paper, the lightest possible and practicable, Thé colour should be pink.

The procedure is then this:
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The Association (Org.) Sec's Sec retains all these ‘form blanks - the whole supply of each type., No stock

of forms is given to a deparument.
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" 'On Thursday morning the Association (Org.) Sec's Scc places the anprop’ﬁate forms in the Comm Cenire
baskets of department heads plus any of the old type Income sheet m,ceasary He or she also places the Accounts
Department Income and Disbursement Sheets in their baskets, o

Heads of Departiments or their Admin write up the Income Sheet from their invoices. They take their
departments report form and fill it‘in from the data to hand, They return any Incomc or Disbursement Sheet
and the report to the Association (Org.,) Sec's Sec by Monday noon,
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The Assn, (Org,) Sec's Sec sets up the data on the O,1,C, board by noon Tuc‘:sda&;‘ using the report shieets
for source, T e

Therc is this dificrence in marking up OG.I1.C, graphs, The acwal figure is placed inconspicuously below the
graph point being drawn in, The figure and the graph point then constitute a total fact on the graphs,

The Ad. Comm mecting is then held Tues, at 2:00 p.m, in the Association Sec's office with the C,I.C, board
complete, All the data on the graphs is gone over rapidly with the 4d. Comm by the Jssociation (Org,) Sce,
The comments, approvals or condermnations and any plans stemming from these are noted by the Association (Ore, )
Scc's Sec and any new idcas, plans, resolutions and suggestions are added to his minutes,  These however sheuld
be kept very bricf.
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NO FIN.:NCIAL OR NUMERICAL DATA APPEARS IN THE MINUTES,

The brief minutes copicd and the ofiginal reports from the departments are then packaged and mailed to Saint
Hill where they will again be put up on O,1,C, boards. At Saint Hill tha ¢ will be an executive mecting weekly
to sumunarize the data which, with suggestions, will be broadly published in brief forin to all Orge, giving data on
ail Orgs. ' 4 ‘

The intention herc is to red wee the amount of copying of data and speed the report line, These Department
rcports can replace all existing reports by including all the data, even a roster of personnel, This reduces the
Ad. Comm, minutcs and shows Department hieads all data in relation to past data rather than stressing one

week only.

As the data is already outlined by O,I.C, charts and any existing additional report forms, it should be casy
10 make up the Department reports, ' h

The idea is one income sheet and one report for a department,

s everything in P,E, will shortly be on cards, not invoices, P,E, data can bc kept by keeping cards for the
week,

The original reports, in packet form musg be light for airmailing, hence the weight of the paper of the report
must be light,

Technical profiles, auditors reports, students and training reports continue to be forwarded but as supplementary
to the Department report and are scnt through on this same line, The Fri - Sag, test results can be forwarded the
next Monday with the past wecks reports,

As the O,I1,C, graphs are kept and filed and now have numbers on them, they constitute a supplement to
41d, Comm, minutes and should be kept as such as the basic data ~ w docs not appear in Ad, Comm minue. s,

HCO rei:ort blanks are made up hnd handled exactly this same way.
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