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H.C.0. BULLETIN.

THE HANDLIAG Ob HUBBARD COMHUNICALIONS QFFICES.

The purpose of the #H.C.0. otflces is to ect as stable terminals tc an
organisation in any given area sc as to provide immedi ate admlnmutratlve
assistance to L.Ron Hubbard when in that area and communfcations from

operations to him and from him when hé is not.

~ An H.C.0. office is essentially & termlnal. It should regard itself
in companv with other H.C.O. ternlnals. : :

The foremost visible use of an H.C.O. offlce is to act as a stable
terminal for any area operation. An area operation can follow its
communications to L.R.H. and other operational areas through H.C.0. terminals
and should not forward communications in any other fashion than threugh
H.C.0. terminals, when these communications aprly to other Scientology areas.

We see in E.C.0., London, the begimming of a system of such terminals
which ars supplemented now by an H.C.C. terrinal in Washington, D.C. To
thece will be added an H.C.O. terminal in South Africa and next year in:
Lustralia. These will be.followed by an addltlonal H.C.0w termipal. in.IndLa
and other places as may be indicated.

If an H.C.0. office considers itself primerily 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 then this.
An H.C.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 voint 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 thie to
another H.C.0. terminal for clarification there. In addition to that, L.R.H.
may require reports on or about & 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 & 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 sccreuurlal and it is also true that it does hava the
function of being an cxtended pair of eyes for L.R.H.

s The responsibility of being "an extended pair of eyes" contlnues intes
being able to evaluate what is right and what is wrong and saying so without
introducing unnecessary turbulence on the communication lines. The H.C.C.
offices exist to permit geod communication through to other areas and to
L.R.H. and this can ecasily be interrupted by too much turbulence.

It is expected that H.C.0. offices may also ‘exist as auditor meeting
places, therefore it is necessary for an H.C.0. terminal to be in good
communicaticn with the auditors in an area as well as with the official
orgenisation of an area and so provide the various small services for thes
auditors.

An H.C.0. office is essentially self-supporting. It is supported by
royalties end other monies which come into being because of the existence of
L.Hon ubbard cn a personazl service basis to organisations and by reason of
transcribing and creating material for use in such areas.

In use as 2 commwnication system from one arca to another or from an
area %o L.R.H. the folloving procedure must be follovweds~—
The area wust be instructed that any communications to any other Sei CHVOLO”"
1\0 or to L.Ron Hubbsrd must be “orwarded through the H.C.0. office. In
this genge tho H.C.0. office in any area is a messige centre recelving from
any other cres and emanating to any other area in this nstwork. Furtnermore,
0. terninals roceive materizis from other areas aad corwunicate these
',NN) ares directly. It ic best to take a piecce of scrap papsy and
@ conmunicotion lines upon it for your own enlight Weqi‘
~ o in Lowndon and call 16 the H.G.0. hoke :nothcz
u?% A call that the H.0.0., Washington. Licvi
slien and dn raniw%tion put sccounting wnd B Clinic
nshington area put the smee Org arca . and
label 1t vith the same nenes. Now, in another place new 1hr honu0ﬂ terinal,
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plece an zres which is generally called "Field Auditors".  Then near
Washington zlso nlaco an area. called "Field Auditors". Now from each. one

of the names given in the London arca to H.C.O.,London, draw & line. Now
draw a single line from #.0.0.,London, to H.C.0., lﬂ°h1v~ton‘ ¥ovr draw
lines from H.C.0.,Washinzton, to each of the listod functions and areas in
Washington. Nowr, synthetically, place a communication in the Seicntology
communication lines from the llanazer of the H.A.3.I.,London. This then
goes to H.C.C.,London, goes acroas the Atlantic to H.C.O.,Washington, goes
from K.C.0.,Vashington, to lManagement, 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.0.,London, across the Atlantic to H.C.O., Vashiuguon, from H.C.O.,
Washington, to L.R.H. How take a-communication from L.R.H. which is going
to the ¥anager, London. It zoes to H.C.0., Washington, goes across the
Atlantlc no;H.u O.,London, it goes from H c.0., London, to the Hanager.

Nov takb an Accountlnv packet ﬁhlch orlglnates with the Acoountant,
London.. :-It passes from ‘the Accountant, London, to H.C.O., London, across
the Atlantic to .L.C.0¢, Veshington, and to Accounting, Washington. This
sane procedure would be followed Trom Wasnington. - Accounting, Washington,
originates comrmmication. - It ‘goes to H.C.0., Washington, then crosses over--
to H.C.0., Loundon, and I1.C.0., London, passes it on to Accounting, London.
This is quite 1mnortant since 1t 10 the course of cheques which will be
‘followed. :

‘In handling communications it #ill be found that when too bulky a packet
of communicztions is made, somcthing on the order of two ounces, that Customs.
often .intorcept the vacket and inspect it, thus delayingz the .line considerably.
Thus packets haveto be broken up into smaller nackcts 80 that thls does not
1nterrupt our communloptlon llnes.

. It.is indi ent that I C. O., London, and H.C.O., Washlnvton, 7111 be
prov1dod "1th ?ranklnﬂ machlnes.

How, on an exanmple with this conmunications syster, let us suppose that
the lanager in “ondon is concerned over a shipment of books which he doesn't
secm to. get any rational answer about from Washington. He télls his story
to H.C.0., London. H.C.0., London, puts down the information in a letteér:
to H.C.0., Yashington, 2ot to L.R.I. Tire letter requests H.C.0., Washington,
to lgok into this matter. H.C.0.; VWashington, by making some¢ phone calls
can then cleai~she whereabouts of the books or the situation or fail to find
them and so report this to H.C.O., London, who would rcport it in: turn to -
the H.A.S.I. ianager in London. ‘ . ' -

. ¥ . . .

Although this might seem to introduce two new terminals on the line which
have not been there before, it has beon noted that the communications system
previously -has not been entircly uatisfactory. This is due to the fzet .
that the people in London do rnot krow guite to whom they should write in
Washington and vice versa to hardle snd expeditsz certain picces of information.
These are ordinarily forwarded to L.it.J. for his clarification.. This is all
very well except that L.R.H. is being used as a teruinal on a communication
line and this, if over used, will tottle-neck. Thus it is really better to

ntroduce those two terminzals into this line. Murthernore, it is possible
1tr these two terminels so intreduced to .trade missing packets and discover
procedures thnt do not work.on mail linee and to generally streamline the
activities involved. '

nd tholr meiling +Aill be done by the
The recsoun for this is that the
H.0.0., offices and it is very casy
nor 1.C.0. office Cbnbv*rlnh such material,
rmancting to auditors from H.C.O.,

o to auditors fron m.C.O., South Afric:
ie veone part of origin for each o

The proparation of the PLA.B.!
F C.0., London, after a cexrtain dat
aterial for then has to bte nrop
for an E.C.QO. Qf!ico to query uﬂO
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The finaacing of on H.CQO. orfice is depeadent upon the ares in which it
is located,.  This is done by utilising Zoox 3ale rnonics. At the cnd of =ny
Jiven yeur the expense an m.b;). brs boeen to an aren is ogedueted from ooproy

allocation of book tees to that H.C.0. nnd thiz woes not enter into thc b@g&b
royalties due to L.R.H. Sor exwumple, lot us say that £2,000 uvorth of books
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have been sold in an areu in a given yvear snd H.C.C. has cost £720 to maintain
during—thst poriod. The Account:n® thon cimply writes all H.C.0. expenses
under the heading of "Preparation of ISS" wnd so discharges it from his books.

The systenm of filing carricd on by an H.C.0. office lo a very precise
thing. All things arc filed uader proper names. Mo tﬁings are filed under
subject, thus we have an entire file rclating o Washington.  Under this
proper nane of Washington, which is a locationnl name, we have thée Academy,
the H.G. C., Washington, and other proper names. ”hen 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.0. files should be
kept in a very orderly fashion.  However, operational notes can be from time
to time destroyed. Thesc are only valid for a fcw nmonths 3t best.

H.C.0. also acts eas Q'Dreparation and distribution area of H.C.O.
Bulletins. These are Bullctins of ins*xuctions to operatlons in gencral,
to staff auditors and to other things ery intimate in the Scientology areas.
An H.C.0. Bulletin will net be mailed from Vieshington to be distributed in
Londen. It will.be found a very much séunder policy is to send an H.C.O.
Bulletin/%o {3ndon. London will cuv & stencil and distribute. Thus London
always has its own stoncils =nd 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 heinc vacated without the person on that post
in a Scientology opcration having saved the material relating to that post.
It is up to the H.C.0. office ‘to furnish the material from H.C.0. Bulletins
and other sources. o : :

While the speed of handling, which is to say the order or priority, of
nessages is very difiicult to ascertain and does depend in the main upon the
good judgement of the ¥.C.0. terminal itself, it will be observed that the
following list of precedences should be given to communications going through -
H.C.0. channcls.  Any comrmunication 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 crheques and
requests for chegques should be given the next vriority. ~ All green slip
messages, which is to say operabionﬂl megsages, should then be given the
next priority. Letters from the field, repcrts or data are given the last
priority and mey even he scat oy (c6u11i mail to save postage.

The Colour Flash marking systenm origincted some time ago wherein green
means an oouratlonal message, pink means a financial wmessage, etc. should be
very closely falilowed by the H.C.0. The neainess and accuracy of an H.C.O.
terminal nmoy very well influencs the neatness and accuracy of administration
carried on in a Scientology area and this at all times must be before the
H.C.0. terninal. FPriorities of specd in terms of colour flash would be any
green or pink nessage marxed "Emergency" and then any pink nessage and then
any routine grecn nessage and fin=1ly white 1h10h is to say field lettcrs, etc. )
should be given last prlorltJ and even sent by regular mail,

Air letters should be used wherever possible.

It is up to the Sccretary in charge of an H.C.0. ofTice to keep the
premises acceptably ncat and orderly at all times since the appearance of the
office is very likely to influence th¢ caller's opinion of L.R.H. personzlly,
therefore it is highly provable that H.C.0. offices, as finance accumulates
and mekes tais 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 telien by the H.C.C. Secrctory to make sure that the office is a
model of neatness and orderliness.

The occupation of sparc tinme hv an H.C.0. secretary may .n soLo
occasions vecome a problem,  VWher this is a problenm, it is onl, accessary
for the H.C.0. secretary tc rorcuber that we are doinz an Fnceyclopedia of
Dianstics cnd 01cnuolo¢y end we arce trangoribine nany hundreds of hours of
lecture tnpes. It is very nccosrary thit these UL, 28 be transcribed so that
they can come out in an (vantual nnyelopedia, The trenscription of these
tapes is 2 very coreful and painbitaking job. It is necescary that the written
sceript must be understandahle, trorcfore it is necessary for the H.C.O.
secretary to widerstaond tuc matorial on the tape as she transcribes it on to
a typewriter. - Such tapes are ovnileble and will be nade available
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and eanch H.0.Q. office will have = tape recorder with o foot-pedal in o
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Tt ghould be noted e af ully that, wvhile H.C.0. offices nust be under
the supervision of an area to sore degree, no-one in an area in authority
in DClcnfOLOb’ has any right ‘to dismiss or change an H.C.O. secretary.

This can only be done by L.R.H. himself. Theretfore. an H.C.0. secresary
should not facl any qualms about. Pbmarfl“J orr the conduct of an oflice ox-
its gcneral apnearsnce or activity. The H.C.0. secretary is ' not there as
a spy but is of'ten asked about thc state of an operation. She should give
a true ond factual, not a coloured, picturc-of it but, at the same time,
she should rot withhold an opinion For fear that it will influence her own
status mnﬂcn it will not. ’ C ' :

It.is purenount that traffic to L.R.H. be held to a minimum: The |
reason for this is that correspondence actually cuts into L.R.H.'s origin
time on-ESS and . books. His job is not, first and foremost, an administrative
job in-Scientology. ~Therefore the H.C.0. offices have been created to do
this job.for him as much as possible in order to salvege writing and research
time. - Thus. -an H.C.0. secretary should fecl bound to nandle routine or '
urinteresting naterial and to hanile it in such a way that it will be in all
ways satisfactory to the people orisinating it. To waste time and postage
on much of the material which is received at an H.C.0. terminal office is
not indicated.  Therefore the H.C.0. office should pleasantly acknowledge
communications received which have no rarticular influence on the oper=z vtion
and file them without further referral to them than perhaps a remark in a
T*epor’c to the T.C.0. terminal ncar which L.R.'. is that letters from so and’
so and so and.sd were reccived and acknowledged. This will do much to cut
down’ wp_;nt In other words, an E.C.O. terminal has the right to
ucknowledge and file without Ioruir‘lno, at its owm ciscretion. It does
not, hovever, have this right on green or pink opc*mtiOﬂal mbuuuges.

An H.C.0. office must be open iuring’thé routine business hours of the
day custonary iun that arca. It must open at & precice time in the morning,
ther: must be an exact lunch-hour which is followed and it must close
officially =2t a certain tine, ne matter how long the H.C.0. segpetary stays
therz in the evening. By keceping regular office hours it is g,‘sible then
for &n area to be sccurce in its abpility to comtuct the H.C.0. {KEwinal.
If the ¥.C.0. cannot be contacted or if it is sporadicslly ou ‘d&“éomnunicétion
it will be Tound that the s~rea will begin to got a little ros 1V@ ayout

contacting L.R.H, ‘ ) !

Z.C.0. offices doing extra fork for the ares. It may somctimes be
found Feasible tn inplument the expenscos and occupy tine in an H.C. O. office
by takin~ on additioral work in en cres which is not impediately concerned
to the T.C.0. terminsl. Tovwzver, it will be considered in & very poor light
if this work is undurtaken to the cost of the IL.C.O. tcrminal' actual line of
FOTK.
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