HUBBARD COMMUNICATIONS COFFICE (lasued HCI WW « HReissued HCO UC)
1812 19¢ch Street, N.W,
Wezhington 9, B.C,

HCOs HCO POLICY LBTTER OF JAMUARY 31, 1961

VESSAGE PLACTMENT

HCO's first action is Gommunication., Everyone should know message placement,

Cables and Telex: COriginal is never put on comn iinmes, Oniy copies g0 to the
conxn lines,

Teka the message out of the telex, date stamp each copy., Fut original in Telex
basket, Hand daliver at once all copies to interested parties,

Place cable or telex ip the exsct contar of the recipient'z desk blotter, Do
ot place it in IN basket. Do get mix with other papers.

Recipfest of & cable copy (if by telex) may destroy it or route it to other
interested paersous.

If there {3 only & cable irom the zoumpany, not a telex, as it haa none but
original copies, 4t wust bé held and filad,

Cable answers are always deldvered {v Commumicator by hand and have priovity.
They do not go on routing comm Lines,

Despstchas

Despatches marked rush sre handled by specisl handling. They go on center of
desk like csbles and Telexes,

Routine despatches go on conm lines.
letters go on comm lines.
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