HUBDARD COMMUNICATIDNS OFFICE -
1812 °19th St,, M7,'ashingfon DC
(Issued HCO St, Hill, Reissued ilCO DCXkHz,.Udd L. A)

CenOcon = - . . HCO.POLICY LEITER OF AUGUST 24, 1959

Y

N TIPS 0 HCO»COMMUIIICATORS

Route Don®*t Read .

Communicators burn up tremendous amounts of Gscful time getting trapped into the sig-
aificance of what they are routing, True, they have to know cnough about the office
lines to know whete things go, but obviously they can?t absorb all the data that is
supposed to be zusorbed by as many as fifty peoplw working full time, The thing to
do with a dispatch is to see where it is supposed to go and make sure that it goes
rlgh'_t. S . . . '

Uhen You Rick it Up -~ Route it,

Don't pick something up,®look it over and put it down again without routing and get-
ting rid of it, Don?t handle a piece of papcn twice when it only requires oncey
Never have a pending basket for a communicator hat, Only have a pending basiet for
a clerical hat if the Ttommunicator is using.onc, '

Educate - Dontt Fune

.

Don®t groan and rail when people have got the lines running wrong, Iducate then care-
fully as to how the lines should run right, ~The commimicator is the Administrative
Lducational Officer of an HCO Offices .

tTheh it's Supp’sed to Go - Get it Gone

Keep the lines taut, U/hen you have dispatches for tabléror telegraph or airmail,
don't Jdawdle with them - thie moment youilay your hands on them, send them, that kceps
the lines taut, Never let a dispatch “thatts supposed to be telexed, cabled, tel-
cgraphed or alrnﬁllec s1t around, even il its an rr send it when you see it not when
you feel more 1like it,' :

sCormunications Come First

Lven if a communicator has other hats, his first job is Communications, His whole
attention should be devoted to organizing and smoothing lines until they can be uscd,
rather than trying to:patch up communication someliow because everything's so busy

we haven®t time t® do it right, It?'s up to the Communicator to seec that Baskets and
Message Centurs and sorting trays exist, that telephones, cables and mail can be

sent, and its up to him to see that these things arc ncatly kept! in place and ad-
justed or increased when needed, Don't get a ncw person in the office on Monday and
order somc trays for hir to be‘ delivered on S8aturday - person arrives, you give him
trays even if you have to make them out of Stationary boxes, then order the proper oncs,
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Slow Communication Begetrs a Slow Office : -

It?'s up to the communicator to set the pace of the office, nIf there's something to
be done he does it right now, and by snapping thie lines alofiz tautly, he or she
gives the whole office aniiden &f &peed,
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If the tommunicator is laggy, the wholc office will start to lag, The communicator
pecd is eventually matched by the office at 1arg~ nd a wait-a~-whilc type Communicas
tor can slow an office down to o point where it wi l fail.

The Comuiunicators Tuts the 6{fice on the Tone Scale

Therc aré five technical ways to cut a linc, Thexc's amother one, That's to :thave o
communicator who is grouchy or ‘ill-{empered or apatiietic about things, You can cut

a line to piecces with growls, You can aach a whole notworl apart by never putting a
smile on it, - ' )

Random Bodies Stop Dispatches
If people,hévc a habit. of dropping in for a casual chat and standing around an HCO
office withcut any real purpose, they?®ll cut up lines just by not themselves being on
any lines and stoppins personndl from pushing dispatchies out, People who int crrupt
people in the office, are interrupting tiwe flow of dispatches and work, Keep tabs
on who does thisj makc o list and you'll eventually fihd it*s a very few pecople,
Report them to the Central Organization as probably = unit dragger downer, minimize
body calls, usc Tone 40-8C wien your hinks fall on decaf ears, You can be callcd fo
a utandstlll and a communicator who won'®i routc bodies, wontt have linfs.

Know A1l the u“clincry Better than Anyone Else

\hen new equipment showsiup - usclifland lecarn.iinand you'll be better on it than thc
pcople wic will operate it even if you will never thercafter use it, It's all basi
cally comnunication.cquipmeut and when it disntt bcing uscd right,,it slows down ,
your lincs, To know ilow to stop misuse, you have to lnow how to use, So hc ai
intcrested audience when new cquipment ghows up and.is demonstrated, and then get
familiar with it, and if it doesn't get used right by the opérator, mag nag nag

people until the operator gets clecared on it or ise.xceplaced by a competent operator,

now the ¥iles

Y3 can do Ta 717/"”"7.5;'

Biven if you donf®t Lilr, gou had bettexr be ngc to filn_and very well, For if you the
communicator knows: all about the files 4you can get things of f your lincs properly
and you can gct them back on agadn out of filcs when necded, and there's “notucr
reason to know the fileg, and that is so that you can twkc"wnybodv from anywhcre and
teacihr them to file when the stuff gets stacked up toc high, The files may be sonce-
body elscts hat but they beleng to "thie communucator ‘and I 166k to him when the filcs
arce bad, . :
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