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October 4th, 1956. 

THE 	 OF HUBBARD  COI:a1UNICATIONffi  OFFICES. 

The purpose of the H.C.O. offices is to act as stable terminals  to an 
organisation in any given area so as to provide immediat, rdministrative 
assistance to L.Ron Hubbard when in that  area and communi!cations from 
operations to him and from him when  he  i8  not. 

An  H.0.0•. office is essentially a terminal. It should regard itself 
in  company with other  H.C.O. terminals. 

The foremost  visible use of an H.C.O. office is to act as a stable 
terminal for any area  operation. An area operatibn can follow its 
communications  to  L.R.H. aad  other operational areas through H.C:O. terminals 
and should not  forward communications in any other fashion than thraugh 
H.C.O. terminals,  when these communications apply to other Scientology areas. 

We  see in H.C.0,, London, the  beginning  of a system of such terminals 
which are supplemented  now by an H.C.O. terminal in Washington, D.C. To 
these  will be  added an  H.C.O.  terminal in  South Africa  and  next year in 
Australia. These will be-followed  by  an additional H.O.Oe  terminal in, India 
and  other  placea as  may be indicated. 

If  an  H.C.O.  office considers itself  primarily  a  unit  which  handles mail 
it  should disabuse itself at/once. 	It is not an office  for  one  of L.R.H.'s 
secretaries which simply sits there, it is something much  broader  than  tills. 
An  H.0.0.  secretary should be able  to  provide all necessary secretarial 
functions for -L.R.H. but the activity of the terminal does not end there. 
The terminal is, in essence, a stable point to which can be communicated 
communications and difficulties  in  any  area and the  terminal is supposed  to 
forward the communications or analyse the  difficulty  and communicate this  to 
another H.C.O. terminal  for clarification  there. 	In  addition to that, L.R.H. 
may require reports  on  or about a given area and it  is up to  the  H.C.O. 
terminal to supply this information. The  H.C.O.  terminal  should  consider 
itself more of a trouble-shooting  unit than a  secretarial  office.  It  is 
true  that it is'an office, it must be  conducted precisely  as  an office. 
It is true that it is secretarial and it is also true that  it  does have the 
function of being an extended pair of eyes for L.R.H. 

The responsibility of being "en extended pair of eyes" continues  int*, 
being able taavaluate That is right and what is wrong and saying  so  without 
introducing'unnecessary turbulence on the communication lines. The R.C.C. 
offices exist to permit  goole:  communication through to other areas and  to 
L.R.H. and this can easily be interrupted by too much turbulence. . 

It is expected that H.C.O. offices may also 'exist as auditor meeting 
places, therefore it is necessary for an H.C.O. terminal to be in good 
communication with the auditors in an area as well as with the official 
organisation of an area and so provide the various small services for these 
auditors. 

An H.C.O. office is essentially self-supporting. 	It is supported by 
royalties and other monies which come into being because of the existence of 
L.iion Hubbard on a personal service basis to organisations and by reason of 
transcribing and creating material for use in such areas. 

In use as a communication system from one area to another or from an 
area to L.F-H. the following procedure must be followed:- 

The area Tust be instructed that any communicItions to any other-ScientoloEy -  
area or.te L:flon Hubbard Must be - orwarded through the H.C.O. Office. 	In 
this stns.' 	 office in any area is n. rilessae centre receiving from 
mrv -  othor 	and-emanatin,f; to any other area in this natwork. 	Furtherore, 

0,- t‘2ruina1s 	materials from other areas and cemunicate these 
2.t ea directly. 	It is hest to take a piece of scrap paper and 
to;  cor;:munication linm upon it for your own enliFthtlaent. 	.1-;e 

Londoa and call it the 11.0.0. 	Lake another terminal 
17ashin_, 

out, C " 	i''% 

Cra:t Trainiog. 
label it with 

-ina call that he E.0.0., Waohinton. 	I:ow in another place 
an  cv11<l in r.T.,7 /11tiOr put :.ceountirr. 	 end Clinic 

In the -,;rlshin6toh area put the sac Organisational aroa.and 
the sarlic ntaes. 	No'l, in another place near the London teriatnal, 
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_place nn area trhich is generally called "Field Auditors". Then. near 
Washington also nlaco..cm..areaealled.Field Auditore".'. Now from each _one 
of the names given in the London area to H.C.O. ,London draw a line. 	Now 
draw a single line 'from N.O.O. ,London, to 	Washington, 	HoW draw• 

lines from H.C.0.,Waehinton, to each of the listed functions and areas in.  
Washington. 	Now, synthetically, place a .. commUnication in the Scientology . 

communication lines from the :: , :anager of the H.A.S.I. ,London. 	This then 
goes to H.C.O. ,London, goos across the Atlantic to H.C.O.,Washington, goes 
from H.C.O.  ,Washington,  to  Management,•WashingtOn, Now add near Washington, 
since that is going to be the existing condition, a circle and mark it L.R.H. 
Now place a communication on the line from Clinic, London, follow it through 
H.C.O.,London, across the Atlantic to H.C.O., Washington, from H.C.O., 
Washington, - td 	NOW take a -communication . from 	which is going 
to  the Manager, London. 	It  goes to H.C.O., Washington,. goes across the 
Atlantic: taa.C.G. Ilondon, it goes from H.C.O.,  London, to the Manager. 

• 	. 
Now take an Accounting packet which originates with the Accountant, 

London..- - It:passes froothe Accountant, London,  to H.C.O.,  London, across 
the Atlantic toZ -.C..(4,'.Washington, and to Accounting, Washington.  -  This 
same procedure Would be followed from Washington. * Accounting, Washington , 
origInatesco51munication. 	It goes to H.C.O., Washington; then crosses over 
to H.C.O., London, and H.C.O., London, passes it on to Accounting, London. 
This is quite important since it is the course of cheques which will be 
followed. 

'In handling communications it will be found that when  .too  bulky a packet 
of  communications is made, something on the order of two ounces, that Oustots . 
often intercept the packet and inspect  it,  thUs delaying the.line - considerably. 
Thus packets haveto be broken up into smaller packets so that this does not 
interrupt our communication lines. 	. . 

It.is.indigent that H.C.O., London; and  H.C.O.,  Washington, will be  • 
provided withfranking machines. 

. 	. 	 . 	. 
Now, on an example :with this communications system, let us suppose that 

the Manager in,'ondon is concerned over a shipment of books which he doesn't .  
sect to get any rational answer about from Washington. He tells his story 
to H.C.O., London. 	H.C.O., London, puts down the information in a letter — 
to H.C.O., Washington, not to L.R.H. 	The letter requests H.C.O., Washington, 
to litok.intothis matter. 	H.C.O., Washington, by making some phone calls 
can . then,alear-he whereabouts of the books or the situation or fail to find 
them and so report this to H.C.O., London, who would report it in:turn toy  • 
the H.A.S.I. I:anager in London. 

Although this might seem to introduce two new terminals onthe line which 
have not been there before, it has been noted that the communications system 
previously-has- not been entirely satisfactory. 	This is due to the fact.  - 
that the people in London do not know quite to whOmAhey should write in 
Washington and vice versa to handle and expedite certain pio!ces of information. 
These are ordinarily forwarded to L.R.L for his clarificatiOn.. 	This is all 
very well except that L.R.H. is being used as a terminal on a communication 
line and this if over used, will bottle-neck. 	Thus it is really bettor to 
introduce these two terminals into this line. 	rthormore, it is possible 
with these two terminals so introduced to trade missing packets and discover 
procedures that do not work__Jan- mail linos and to generally streamline the  • 
activities involved. 

The propration of the P,A.B.'s and their mailing will be done by the 
H.C.O.  ,  London, aftor a ot:rtain date. 	The reason for this is that the 
material for then: has to to prop'.:,rd in H.O.O. offices and it is very easy 
for an H.C.O. pfldco to query alaoth,:r 	0 ofZico concorhing such material. 
There will probably he nets iottors :man:tting to auditors from H.C.O., 
Washic::_7ton, and news lettbbs ,ir1tan tincn to auditors froo 11.0.0„ South Afrie?„ 
when that is established. 	Thus thero is some part of origin for ea c h 
H.C.O. terminals. 

The fin:A.:Icing of an 11.0.0. office is depefAcht upon the area in which .  it 
is locatd.. This is don by utilisin BookSale monies. 	At the end of any 

year the expense an U.C.O. lL5 Lc.en to an area is educe 	from a prcwr 
allocation of book fCes to that U.0.0. and this q0 E.:3 not enter into the h,isie 
royalties due to L.R.N. 	For exomplo, lot us say that £2,000 worth of books 
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have been sold in an area in a given year and H.C.C. has cost E720 to maintain 
duringetb,et period. 	The Account' 	then simply writes all H.C.O. expenses 
under the heading of "Preparation of ::SS" -rd so discharges it  from  his  books. 

The system of filing carried on by an H.C.O. office is a very precise 
thing. All things are filed under proper names. No things are filed under 
subject, thus we have an entire file relating to Washington. Under this 
proper name of Washington, which is a iotational name, we have the.Academy, 
the H.G.C., Washington, and other proper names. Then under London we have 
similar filing titles. We have under Business file the proper names of 
Companies dealt with, using always the last name. ,H.C.O. files should be 
kept in ,a very ordc2rly fashion. However, operational notes can be from time 
to time destroyed. These are only valid for a few months at best. 

H.C.O. also acts as a preparation and distribution area  . of H.C.O. 
Bulletins. These are Bulletins of instructions to operations in  general, 
to staff auditors and to other things very intimate in'the Scientology  areas. 
An H.C.O. Bulletin will not be mailed from Washington to be distributed in 
London. It willebe found a very mueh sounder policy is to send an  H.C.O. 
BulletiOSIT6ndon. London will cut a stencil and distribute. Thus  London 
alWays has its own stencils and. Washington has  its  own stencils. 	It is 
paramount that these stencils be cut and that extra material be cut since 
such situations arise as a post 11P4.Y1  vaca ted  without the  person  on  that  post 
in a Scientology operation having saved the material relating to that post. 
It is up to the H.C.O. office to furnish the material from H.C.O. Bulletins 
and other sources. 

While the speed. of handling, which  is to say the  order or priority, of 
messages is very difficult to ascertain and does depend in  the main upon the 
goOd judgement of the H.C.O. terminal itself, it will be observed that the 
following list of precedences should be given to communications going through 
H.C.O.' channels. Any communication labelled "Emergency"  should be sent 
through with extraordinary speed and care. Anything  not so labelled should 
go through routine. Packages of financial materials such as -&eques and 
requests for cheques should be given the next priority. All green  slip 
messages, which is to say operational messages, should then be given  the 
next  priority. 	Letters fro:. the field, reports or data are given the last 
priority and may even be scat ey .regular mail to save postage. 

The Coloure Flash marking system originated some time ago wherein green 
means an operational message, pink means a financial message, etc. should be 
very closely7falaowed by the 11.0.0. 	The neatness and accuracy of an  H.C.O. 
terminal may. Vcerwell influence the neatness and accuracy of administration 
carried on :in a Scientology area and this at all times must be before the 
H.0.0. terminal. Priorities of speed in terms of colour flash would be any 
green or pink message marked "Emergency" and then any pink message and then 
any  routine green message area  finelly ehite (which is to say field letters,  etc.) 
should be given last priority and even sent by regular mail.  • 

Air letters should be used wherever possible. 

It is up to the Secretary in charge of an H.C.O. office to keep the 
premises acceptably neat and orderly at all times since the appearance of the 
office is very likely to influence the caller's opinion of L.R.H. personally, 
therefore it is highly probable that H.C.O. offices, as finance accumulates 
and makes -beds possible, will become the better-looking offices of Scientology. 
This, however, cannot be for a while. 	As it cannot be for a while then every 
means must be taken by the H.C.O. Secretary to make sure that the office is a 
model of neatness and orderliness. 

The occupation of spare time by an H.0.0. secretary may 
occasions becomc a problem. 	"Than this is a problem, it is onl e  accessary  • 
for the H.0.0. secretary to reree.bor that we are doing an Encyclopedia of. 
Dianetics and Scientology trnd we are trenceriin many hundreds of hours of 
lecture tapes. 	It is very neeee:eary that these 	es be transcribed so that 
they can come out in an eventual. Eneyclopedia. 	The transcription of these 
tapes is a very careful and painakirg job. 	It is necessary that the written 
script must be understandale, teereforn it is necessary for the H.C.O. 
secretary to understand the material on the. tape as she transcribes it on to 
a typewriter. . Such tapes are seldleble and will be made .  available 
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and each 	.office will havo a to  recorder with a foot-x)eial in order - 
to put. in such time. 	In addition to that, there will be other materials to 	 . 

transcribe and a tape can be sent through by mail containing despatches •hic.:h 
can Toe .receive::: by an H.C.S).olfics an6 the despatches of that area can be 
taken off it directly and emanated •ntc the area. 

• 

It should be noted carefully that, while F.C.O. offices must be under 
the supervision of an area to some degree, no-one in an area in authority . 

 in Scientology has any right 'to dismiss or change an H.C.O. tecretary, 
This can only be thine by L.R.H. himself. 	Therefore, an H.C.O. secretary 
should not feel any qualms about remarking on the conduct of an office or 
its general appearance or activity.. 	The H.C.O. secretary i not there as 
a spy but is often asked about the state of an operation. She should give 
a true and factual, not a coloured, picture of it but, at the same 
she should not vithhold_an opinion -1.°r fear that, it will influence her own..  • 
status which it Will nat..: 	••': 	 • 

•
• 	 . 

It,ieparemoUnt that traffic to L.R.H. be held to a minimum; 	The 
reason.foxythis is that correspondence actually cuts into L.R.H.'a origin 
time on..S,S and.b0Oks. 	His job is not, first and foremost, an administrative 
job inSoientology. -  Therefore the H.C.O. offices- have been created to do 
this job_for.him as much as possible in order to salvage writing and researoh 
time. •-Thut,.an . H.C.C..tecretary should feel bound to handle routine or 
'rrinterecting material and to handle it in such a way that it will be in all 
wayt satisfactory to the people ori ginating it. To waste time and postage 
on much of.the material which is received at an H.C.O. terminal office is 
not indicated'. 	Therefore the P.0.0. office should pleasantly acknowledge 
communications .  received whiCh have no particular influence on the operation.  
and file them without further referral to them than perhaps a remark in a 	-- 
report tothe 11.4.0. terminal near which .  L.R.T.T. is that letters from so and 
so and so and-sewere received and acknowledged. 	This will do much to cut  - 
down'weight. 	In other words, an H.0.0, terminal has the right to 
acknowledge and file without forwarding, at its own discretion. 	It does . 

 not, however, have this right on green or pink operational messages. 

An H.0.0.• office must. be open during the routine business hours of the .  • 
day customary in that area. 	It must open at a precise time in the morning, 
there must bc an exact lunch-hour which is foiloaod and it must close 
officially at a certain time, no matter how long the H.C..0, se etary stays 
there in the -evening 	By keeping rugular office hours it is 	sible then 

If the P.0.0. cannot be contacted or if it is soradically ou -K0t .171 ieation 
for an area to be secUro in its ability to contact the R.C.O. 

it trill o found that the area will cc in to get .a little ro4i4e tut 
contacting L.R.H. 

H.C.O. offices doing extra work for the area. 	It may sometimes be 
found feasible to implement the expenses and occupy time in an H.C.O. office 
by taking  on additional work in an area which is not immediately concerned 
-to the 	terminal. 	-However, it will be considered in a very poor light 
if this work is undortaken to the cost of the H.C.O. terminal's actual line of 
work. 

office should keep painstakins:ly'accurate accounts of Petty Cash, 
postaic, recciets ansL disbursementsin :,soneral. 

,11.0.0. offices are - alsayt liable in the acsounting field to inspection 
by t;.:(_. Accountant of any Sciontoloo• area. 

 offices exist to ux.7ditc Scientolo7 conmunieationso• 
fail to =tually spe? toe :0:-,mutIon 	it 

the 
Tt is thu...e ..Zole up to ?..17, 	 to 

tu 	 '.1,00 t: this 

should have 	 soL_,Iules to 1 	offices 
to sore  oven sore stabls. 

If they 
that they 

be im, 

r.- s111t. 
ry 

.0, offices 
L11 order 

The first•PTir:cipiL of an - C.O. tLsmissi is to be stanls. 	Stability is 
built on 000w ache iu tine, ,)ro:per 	 of cor..,1AiniCtions ,7nd en 
orderly s ,..t of comuiiA_c:::,:tien 11 1 	 1 tea 	i3 to a ;:r.r!:(.:d. 
in tse hands of 
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