HCOk, HUBBARD COMMUMICATIONS OFFICE Dist: Staff
Centzal Orgs. 23, Hansocl St, Joubert Park, Johannesburg
{Re-lmued HCO LAY
HCC POLICY LET'TER OF 4 FEBRUARY 1861
TYPES OF LETTBRS ESTABLISHED
(Cancels estlier colow system -bulieting buk not dispatch flash colour systern. )

To facilitats the dissemination of Information severai types and appeatsnoes of mimeos are hazcty. «ubmhed

There sre & way: to fam & communjcation loe. (See "How 19 Live~<-<c-vaon "y .

The main one is to flood it, Local HCOs, by failure to make my technical bullctine and ponuy lztms drﬁatincﬁ%
in appesrsnce (failure to follow the colour schame of the received copy from HCO WW) have beens.,

(1} Jamming the U ves by making it hard to tell the difference amongst m*meo lasuer end - : il
(2) Have been working themselves to death on a mimeo machine, Both are jamming the ines when dwy bzppen

The highest speed priority is TECHNICAL (not &8 you might thisk, an emergency), When TECHNICAL breaks dOW!} ’
all elae follows downhill, My priocity line here s an HCO Bulletin,

That heans TECHNICAL, If originated by me only it Is on white paper with ted ink, It must be copted by sa HCO
Office on white paper with red ink. No coples of it must be made with any other colour scheme, No other typs of mimeo
ls permitted to use this colowr scheme.

HCO Policy Leters ate now my administrative policy ine. They sre received done in green ink on white paper,
They must be sopled by local HCOs using the exsct colour scheme,

An HCO Information Letter is now to be issued by me only and i3 blue ink on white papet, This & not mmiatfx'f
data. Ins just news I'd like to see gotten around, My Ma (Magasine Article) material will be biue ink on white paper.

These three are the total of . just mymimeogeaph line to HCOs, Ceatral c)rge and Franchise Holders and the pub-
1ic as indioated,

To do these changes of colour you must have a proper mimeo machioe, HCOs use only one !dm& o! muh!m -
the Roneo 500 o dater Roneo model, If an HCO has anosher kind of machine it shovld turn 4t in, sell or but at opce buy
& used or new Ronee 800 or later model with the big cclow ink cylinders, The Roneo changes ink golour in moments,
Gestatnier and all other brands sre too slow to change colow on, 80 people don‘t do 18, The Roneo i the tiing.

A fiic for esch one of all such coloured mimeos must be established in HCO aud maintained sad kept complete.

The Master Copy, received from HCO WW, s stamped as such and DO NOT RBMOVB The Master is fixed to the
insfde baok of the folder for that {ssue, Lots of extra coples are then kept in ! that folder, New ooples are fasved from that
folder, The master is never issued. The stenocil of the Roneo 1s saved in & Roneo stencil cabinet and when & folder gets
empty, more ate done from the stencil and filed in the foldet.

A second master flle that nobody touches and isn't in the folder seotion is kept of all regsived master copies
(HCOs get § or more masters). This is kept locked up, It Is not "library”. I i really Val Dov. [t must be kept sals,
never woed or lssued, Also marked Master Copy Do Not Issus. '

H an HCO Communicator wants to know :f he o she is doing & fob well, the first question is "Do I hass my techni»
cal bulletin files straight.” The hell with anything else if that's not done, That's HCO's prime functicn ~ my communi-
cations. This Mbrary makes my communication possible to issue, :

We must get this in shape now aslam gomg to write up everything in sight shartly. Why do 1t if you can't -
keep or fasve it later??y

50 get & Roneo 500 or better if you don't lm'e one, Get a red, green, blue and black eylinder for u. or any one
that's mising from that lst. Get your folders in shape and the files rolling. Do the ourrsat files right . Catch up on the
old files later. If you haven't got this set up, you haven't got an HCO office. You &re only performing some of its,
funetions.

A full tape and master copy book library must be available o HCO, And must not be steipped down by WW“‘C'
that aten't retrned, :

S HCO fa

(1) A Communications office
and

(2) A Technical and Admin. library that gives it somathing to communicate.,

COMPLETE LIST OF MIMBCS,
Here is a complete lat of all types of HCO tssues, their appearsnce, authorship and their handling. -
" HCO Bulletin (dated, date is not changed locally) distribution is indieated.on §t. By LRH. . oont'd




White

Red ok on w::p&per. Copy on leea? Roneo at once and tstue as indicased. ' File extra coples as above,’

HCO Policy Letter (dated, neve: change date iocally). Distributton fs indicated on it. By LRH,

Green ink on white peper. Copy on Kotieo at once and {isus ai indicated. File extra coples as above. An HCO
Polioy Letter has the force of law,

HCO Information ik~ v (dated, do not change date locally.) Distretbution is indicated on it. By LRE,. Blus dnk'
on widte pabar, * Copying & optional on Roneq, - It is dotie on one side of papet baly ¥o it 0en Be posted:on 8 Balietin
Bostd for staff or public. Two coptes are sent by HCO WW. ' Dne odpy mast be retained ig Master HOO Info Letter
Maner file. ¥ it 18 weful for handous, recopy locally, make approptiase coples ard lssue and file as above, O:dxn-

atily, it would be clipboardad on a staff bosed or would be oop!ea ina mngnm for mimeoad for goncm hand out. -
WMeh is done is indluted on me. oopy tece!ved. ‘

‘Phé followlitg ard not'bﬁ LA and are colos flashed and handled as follows: :

HCO Technicsl Advice Letter (dated) Red ink on pale salthon paper, By any official of HCOWW. Is nwnp
TECHNICAS 1h uature, tiever sdministrative, | May be copied as & mimeo of not acbording to its distriburion déeigna -
tlon,  Copled o rot it is to be consploucusly posted on the Btaff Bulletin Bosrd, prefetably on a olip board, Itis on-
one side of the paper only. Bven if distsibuted into baskets of staff it would still be posted,

t U HCO Adminfatrarive Letter (ddted). Green ink on salthon-papor. By members of HCO WW.., Should be cnp&ed or
uoct and distributed according to its distribution designation. Gives admin data and reqtiests, :
' HCO Newsletrer(dated) Blue ink on salinon paper. By any membor of HCO WW. - Gives data and néws, wch-
niesl, attnin, o personal of general interest, Ususlly not dopfed or mi meo but olip boarded ot Staff Butietin Bosrd,

- HCO Continéntal Teohniosl Letter (dated) Red-ink on yellow papet, By NCO Continental:Ses. of any Continent.
Distributed as designated on letter. Gives technlul advices, orders and data, Nota copy of HCO Bulletim ﬁmgh
these may be qucted,

* HCOContinental Admidistrative Lettor (dated) gresn tnk-on yellow mp« By. HCO Continental Seg, for. m
arel . Dinribite éocording to distribution data on Jetter. .. Gives admin, data, orden and informadon. . - ..

HABL Aun, ' Seo; TECHNICAL ORDER. (by number) Red:iink on blue. paper . By Asstt, of Org. Geo. of anyy. .
Centrel Orgattisatiod, Hued a3 designated:

HASL nun Sec. Admifilswagive Ogdor {dneed). Green ink on blue pnper. ‘By the Assn, or, Otg m. ‘any Cen-
ital Orgunigation, Distridure and copyu'dugmud. Give tochniosl or-admin, date for services or personnek in g ;.
Centeal Organfzation, ‘May be by the Amn. Sed. -of & Dept, head bus:if-by a Dept. head mwse be tassed for the Asstt, -
5ec. by the Dept. head only on Aun. Sec's 0.k,

Secretartal Bxeoutive' Director (numberad) Gteen ink.on biué paper. 31 LRH. Distribute as duigmud. .’rhh h
in‘effect & refnue of Amn, Secretary or HCO Continental orders. after review by LRH: Designad to confism,: consolt~1
date or end disputes or differcnces between HCO Continental of Ares Seo. and HAST Amo. Sets, :
© All'the above imues dre Bifued by HCOclerical activity,

* The following publieativns are of a public nature,

New Books as written and sold by HCO, ;

Professional Auditors Bullutitis, A magasing issuad by HCO WW to all International Membess from HGO W on re-
celpt of the addresses of members on any continent from Central Orgs, Issued monthly. It matled. dircctlrhnm,&;o
WW to metbens, Copies furnfahod to HCOs and Coe reral Orgs for theis own use, .

Hational Magasine . 'luved monthly unde: the titls for the Continent, Certainty, Ability, etc. etc, . Mele up by
HCO Continemtal of 4 coriinent, Printed and mafled by the largest ceatral organisation st o expemme, Takes psticle
material and ads from HCO Information Letter and other sources. Must be okayed by Assn, Sec. of Central Org aod his

‘Dept.. haads before boing printed 10 be sure their campaigne are forwarded and offerings beoughito public sotiee. Intel -
ligent we of this minimizes expemive special mallings. Sent to cvery one in active CF files, whether memhe,n;gt
not, Often used afterwards for literature for the fndividual public.

Brochurc, a compact list and description of HASI Services and books issued by & Central Org, - M\m congain only
szandard seevices, No dated material. Detcribes each activity crisply and shows how to obtain these services.

Spectal Malliogs, Isucd from time to time to announce speutal avents or offer to.the publie or pro audisors, At
iho disoretipn of the Aun, Scc.

FORMS TECHNICAL - Rad ink off white paper, As.designated o
'BORMS ADMIN. Green ink on Red (Pink paper). “As desiguated. oost'd




Informetion Packages Made up and maticd by Letter Registar for newly interested people whoso names have been
received,
Special Information Packages . Made up an:;mned by the Letter Registrar to dnform various sections of het mafling
Hst on the next service they might be interested in, having alceady done something. Therc could be a Book Info Packet
for a person who has bought & book, & Test Info Packet for a person just tested, & PE Info Packet for the person who has
§ ust done & PB*® eto,ctc. In each case it offers the next service,

Pleas: follow these color flashes and designations to keep the pieces well identified for staff reference and flling and
so keep the line from being cut by too much volume.

Do mimeo on one side only of thin paper.

Threc 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. Luue the data right, Be swift and keep them genned in,

L. RON HUBBARD
HOW TC IDENTIFY BY PAPHR
LRI personally written issues are on WHITE PAPER rough textuse, good quality. WITH COLORED INK,
HCO WW  {aues are all on PALE SALMON COLORED PAPER,
HCO Continantal fuues are_YBLLOW PAPER
HASI issues are all on GREEN PAPER,
FORMS TECHNICAL are on WHITE PAPER ,
FORMS ADMIN .arc on RED PAPER .
PUBLIC MATERIAL i» all on white paper with black ink unless a colored brochure is issued in which case its a book-
let, not & mimeo.

HCOW TOIDENTIFY BY INK

RED INK MEANS TECHNICAL throughout system.

GREEN INK MEANS ADMINSTRA TION throughout the system,

BLUE INK MBANS INFORMATION throughout the system.

BLACK INK MHEANS PUBLIC LINES and not org data.

} you look for the paper eolor you can find it faster,

If you arc looking for technical , whether s bulletin or form, it will always be in red ink, If you are looking for
sdmintistration data, it will always be in green ink,

If you are tooking for an information lewer it will always be in blue ink,

If s only . public materfal, it wiil usually be in black ink unless its fancifully printed with lowsof art work, then
it might bo any color, but it won't be in your bulletin foldars.

Nonc of the above alters the internal dispatch paper color systam - salmon for HCO, green for HASI, red for
Accounis, yellow for catbons, white for outside lerters.

All this may look far too ncat - until you have a hat full of scrambled bulletins sand the pe seemu to be gasping his
1ast in the chafr,

L. RON HUBBARD

LitH:aco:df
Copyright {c) 1961

by L. Ron Hubbard,
ALL RIGHTS RESERVED,
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