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(Re-tatted HCO LA) 
HCO POLICY  LETTBA OF  4  RUARY,I961 

TYPES OF  t.ETTERS E STABLISHED 
(Cancels earlier colour system bulletins but not dispatch flash colour system.) 

To facilitate the dissemination of Information several types and appearances of mimeos are Wadi estsblithed. 
There are 5 ways to jam a communication line. (See "Haw so Live 	") 
The main  one is to flood le  local  HCOs, by  failure  to  make my technical  bulletins  and policy letters distinctive 

in  appearance (failure to follow the colour scheme of the received copy from HCO  WW)  have boot 
(1) Jamming the  lines by making  it hard to tell the difference amongst mimeo issues and 
(2) Have been working themselves to death on a mimeo machine. Both are jamming the lines when they happen. 

The highest speed priority  Is  TECHNICAL (not as you might think, an emergency). When TECHNICAL breaks dowe • 
all else follows downhill. My priority line here is an HCO Bulletin. 

That means TECHNICAL. U originated by me only it is on white paper with red ink. It then be coined by ore  HCO 
Office on white  paper  with red ink. No copies of it must be made with any Other colour scheme. No other type d mimeo 
is permitted to  use  this colour scheme. 

HCO Policy Letters are now my administrative policy line. They are received done In green Ink white paper. 
They must be copied by local HCOs using the exact colour scheme. 

An HCO Information Letter is now to be issued by me only and Ii blue ink on white paper. This Is not mandatory 
data. Its ion news I'd like to see gotten around. My MA (Magasine Article) material will be blue ink on white pipet. 

These three  are  the total of 	lust menimeovaph line to HCOs, Central Orgs and French* Holders and the Pub - 
lic as indicated. 

To do these changes of colour you must have a proper mimeo machine. HCOa use only one kind of machine 
the Remo 600 or later Roneo model. If an HCO has another kind of machine it should turn it in, sell or but at oece buy 
a used or new Rowe 500 or later modal with the big colour ink cylinders. The lioness changes ink colour in moments. 
Oestetner and all other brands are too slow to change colour an, so people don't do ft. The Rona* is the tides. 

A file for esch one of all such coloured mimeos must be established in HCO and maintained and kept complete. 
The Mane: Copy, received from HCO WW, is stamped as such and DO NOT REMOVE . The Master k fixed to the 

inside back of the folder for that issue. Lots of extra copies are then kept in that folder. New copies are timed from that 
folder. The master is never issued. The stencil of the Rowse is saved in a Roma stencil cabinet and when a folder gets 
empty, more are done from the stencil and filed in the folder. 

A second master file that nobody touches and isn't in the folder section is kept of all received master. copies 
(HCO. get  2  or  more  masters). This is kept looked up. It is not "library". It Is really Val Doc. It must be kept labs, 
never used or  issued.  Also marked Master Copy Do Not Issue. 

If  an  HCO Communicator wants to know :I  he or  she is doing a job well, the first question is "Do I has* my  techni• 

cal bulletin files straight." The hell with anything else if that's not done. That's HCO`a prime function - my oomrntml-
cations. This library makes my communication passible to issue. 

We must get this in shape now as I am going to write up everything in sight shortly. Why do it if you 	can't 
keep or issue it latent? 

So get a Roneo 500 or better if you don't have one. Get a red, green, blue and black cylinder for it, or any one 
that's missing from that Use Get your folders in shape and the files rolling. Do the current film . Catch up on the 
old flies later. U you haven't got this set up, you haven't got an KO office. You are only performing some of its 
functions. 

A full tape and master copy book library must be available in HCO. And must not be stripped down by teetowings 
that aren't returned. 

HCO is 
(1) A Communications office 

and 
(9) A Technical and Admin. library that gives it something to communicate. 

COMPLETE LIST OF MIMEOS. 
Here is a complete list of all types of HCO issues, their appearance, authorship and their handling. 
HCO Bulletin (dated, date is not changed locally) distribution is indicated. on it. By 14tH. 	amid 



-White 
Red ink oe 	%. paper.  Copy on  local Ramo at noels and Lents as indicsted. ' Pile extra copies as above. ,  
HCO Policy Letter (dated,  never orange  date locally). Distribution is indicated on it. By 1.11H. 
Green ink on white paper.  Copy  on Koneo at once and issue as indicated'. Pile extra copies as above. An HCO 

Policy Letter has the force of law. 
HCO Information Lee,  a (dated, do  not change date locally.) Distribution is indicated en it. Sy LRIt. Blue Ink 

on white 'paper. Copying is optional on Renee. It is done on one side of paper Only so it can be postedon a Bulletin 
B  or rd for staff or public. Two copies are sent by HCO WW. One edpy rant be retained in Miner HCO Info Letter 
MAKI* file. YE ith usefutfor handout, recopy focally, make appropriate copies add issue and file as above. °Min-
at Sly, it would be clipboerded on a staff boettl'at would be copied in a megalith* *or mimeoed for general hand out: 
Which is done Is indicated on the copy reeteived, 

thd following and not* LEH and are colas flashed and handled as followst .  
HCO Technical Advice Letter (dated) Red ink on pelt minion paper. By any official of HCO WW. is always. 

TECHNICAL in share, river admieistrative. May be copied as a mimeo or not according to its distribution *Aisne-
thin. Copied di dot it is to be conspicuously posted on the Staff Bulletin Board, preferably on a' clip board. It is on 
one side of the paper only. Oven if distributed into baskets of staff it would still be posted. 

'HCO Adreintsttative Letter (dated); Green ink on salmon papet By members of HCO WW:. Should be copied or 
Victt and distributed according to its distribution designation. Gives adodn data and MOWS.' 

HCO NewsLeiter(dated) Blue ink on salmon paper  .  By any Member of NCO Ww.. Gives data and UW4 tech-
Meal, ailtnitr. or personal of general interest. Usually ant starred or 	letto but clip boarded lob.Sraff Bulletin Boatel: 

kiC0 Cantirsents1 Technical Letter (dated) 'Red ink onelL.Low paper. By HCO Continental See. of any Continent. 
Distributed as designated on letter. Gives technical advice:, orders and data. Not a copy of HCO Bulletins though 
these' may he gutted. 

HCCrContitiental  Administrative Letter (dated) moan taken palm! piper. By. HCO Continental Sec. fat 	 - 

amt. ,  Distribute according  to  distribution data onletter. ' , Gives admin. data, orders and information. 
HAS/ Assn.; Sic TliCiaTN/CAL °ROW. aby number) itedelink on blue paper  ,  By AVM of Org. '":414. of area 

Centsal.Orginisatioti. laded as dissigneeet. 
HMI Assn:Sec.  AdmkUvative Datier(dated).= Green ink on bluer piper. .By the Assn. 	Ctg. See. of -Any Can- 

nel Organization. ,Dititibute and ciopysit designated.  , Give technical ceadndn. data for SeiVitiel Of personnel in 4.  '7:: 

Cannel Orientation. May be by the Assn. See. -or a Dept. head buttf-by a Dept. head must be Weed foe the Assn. 
Sete by the Dept. head only  on  Assn. Sec's o. k. 

Secretarial Nixe 	a Direetnr(nembered) Omen hikes blutepaper.. By LRti. Distribete as designated. This is 
ineffect a reissue of Ann. Secretary' Or HCO Continental orders. after review by UHL  ;  Designed to confisme coma*.  a 
date or end disputes or differences between HCO Continental "or Area Sec. and HASI Assn. &MS. 

MUM above issues are blued by HCCeeleticaltotivity. 
The following publications are of a public nature. 
New Books as written and sold by HCO. 

• Profeasional AttditoriBullotins. A Insensate issued by liC0 WW  to  all International Mambo's from HCOWW on re-
ceipt of the addresses of members on any continent from Central Oral. Issued monthly. U maileddirectlytteen Ire0 
WW to maritime. Capies.furnithed to HCOs and Coeval Ores for theta ovniane.- 

National  Magazine`: 'issued monthly under the title for the Continent,. Certainty. - Ability, eta. etc, . Mete VP  by 
HCOContinental Of welt Printed and mailed by the largest central organisation it in . eapente. Takes Adak 
material and ads from HCO Information Letter and other sources. Must be okayed by Assn. Sec. of Central Org end his 
Dept:. heads before being printed to be sure their campaigns are forwarded and offerings !woven%) public WHO. Intel • 
ligent use of this minimizes expensive special mailings. Sent to every one in active CF files, whether membett or 
not. Often used afterwards for literature for the individual public. 

Brochu 	a compact list and description of HASI Services and books issued by a Central Org.  --  Must contain only 
standard services. No dated material. Describes each activity crisply and shows how to obtain these services. 

Specie!, Wallin.. Issued from tire* to time to announce special events or Offer tathsepublie or pre audUon. At 
0.,0  diluted= of the Assn. Sec. 

FORMS TBCIU4ICAL  -  Red ink OfiWilite paper. Asdesignated 
P61_ thal. AIIMal. Green' ink on Red(Pink peeler). -As designated. 	 cont'd . 



Information  Packages.  Made up and  mailed  by Letter Registrar  for  newly interested people whose names have been 

received. 

Special  Information Packages ..  Made up  an?mailed by  the  Letter Registrar to  inform  various sections of her mailing 

list  on  the next service they might be interested in, having already  done  something. There could  bee  Book Info  Packet 

for a person who has bought a book, a Test Info Packet for a person Just tested, a PE Into Packet for the person who  has 

J ust done a PE• etc.etc. In each case it offers the next service. 

Please follow these color flashes and designations to keep the pieces well identified for staff reference and filing  and 

so keep the line from being cut by too much volume. 

Do mimeo on One side only of thin paper. 

Three or  more  come from HCO WW. Master File One of everything you get. Folder Master File the second copy. 

Use the third for copy work or clip board. Keep the data safe. Issue the data right. Be swift and keep them genned in. 

L, RON HUBBARD 

HOW TO IDENTIFY BY PAPER  

LRIi personally written issues are  on  WHITE PAM rough texture, good quality. WITH COLORED INK. 

HCO WW issues are all on PALE SALMON COLORED PAPER. 

HCO Continental issues are YELLOW PAPER 

HASI issues are all on GREEN PAPER. 

FORMS TECHNICAL are on WHITE PAPER  . 

FORMS ADMIN.are on RED PAPER . 

PUBLIC MATERIAL is all on white paper with black ink unless a colored brochure is issued in which case its a book-

let, not a mimeo. 

HOW TOIDENTurr BY INK 

RED INK MEANS TECHNICAL throughout system. 

GREEN INK MEANS  ADMINSTRATION throughout the system. 

BLUE INK MEANS INFORMATION throughout the system. 

BLACK INK MEANS PUBLIC LINES and not org data. 

kt you look for the paper color you can find it faster. 

If you are looking for technical , whether a bulletin or form, it will always be in red ink . If you are looking for 

administration data, it will always be in teen ink. 

If you are looking for an information  letter it will always be in blue ink. 

If its only public material, it will usually be in black ink unless its fancifully printed with loys of art work, then 

it might bo any color, but it won't be in your bulletin folders. 

None of the above alters the internal dispatch paper color system - salmon for HCO, green for HASI, red for 

Accounts, yellow for carbons, white for outside. letters. 

MI this may look far too neat - until you have a hat full of scrambled bulletins and the pc seems to be gasping his 

last in the chair. 

L. RON HUBBARD 

LitHatecudf 

Copyright (c) 1961 

by L. Ron Hubbard. 

ALL RIGHTS RESERVED, 
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