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The following rundown on Reception Hat was written by Bob Oakes, HCO Area Sec
in ios Angeles. Although parts of It arc ‘specifically appliceble only to LOS
rrgetes, it may be used in other Orgs and adapted to lecal usage. E

PUPOSE:  To creste and maintaln good communication and servico amongs? stotf,
gtucents and fhe pubflc.

The premlses of the reception room arc for the routing of bodies and copmun-
tcations into and out of the Organizetional communicatton 1Ines. it is the - .
tunction of the receptionis* o sec that bodies of Statf and the Public move into
and out’ of the Orgenizztional communication tines, This means +hat no bodies are

= lowad to stack up, gother, or remoih on the premlsés’ of the roception room for
ary length of time. :

?UT&FS OF RECEPTION:

To handie ail incoming peopic.

To route all Incoming peoplo.

o handle phone calls,

Te hendfe and fnvoice book sales,

3. To mske appointrents with the Reglstrar for anyons u!shino Tratning or Process~
ing, or information on Scientology.

&, The Night Receptionist is also the Personal Etficloncy Department Roceptionist,

and has additional duties that will be covered later.

FURTHER DUTIES:
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« o attend Staff @eflags. ‘

. To know and cerry out the Policles of the Orqanlza?!on.

. To mske certéin that persons who have no par¢!¢urar bus iness here are not -
aliowed to iolter on the premiscs, .

0. Hiscellancous duties, covered later.
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ONE:  HANDLING INCOHING PEOPLE

This is'Reception's first order of business. Caijers ln person fake'
pracedence over mail, phone, or other infepésts, b : .

Sinco Recepfton is the entrance point for cvcryone coming into fhe Organizafion
it !s vifat that ?he ﬁacepflan!sf be of nea* appearance ‘and know how ?o run good 8-C.

A. Vhen someonc enfars Reception rlse and ask: Wiay 1 help you?" 'tnfroduce
yoursalf, be frlendly, but don't tatt all over the person, ° "Remamber. that' the .
person probably doesn + knou about Scientology. Thaf’s whaf ho or she is hare for.

¥ you were sbsent from your desk and return to tind soneone wai*lng, ask
"Have vou been sttended 107" Handle acccrd!nq!y.

B, The Reception area is not @ IOunqe. No one bu? Reception is alleowed to
hanite incoming poople. Staff members, s?udan*s. preclcars or the general public
should not be encoursged to loiter In this sres. Students cspeclatly are notorious
for interfering with procloars and new people., 1¢ this gots started somehow, break
it ofi Without being obvious. Deadboeats, hecklers and disraputable characters
should be kep? out of Recepf!on at all times. 1f you need help to qei “them out, ask
for it, ,

c.. Recapflon must regard any peoplo fhai walk'in, excap? *radespeopre and
businsss calliers, as potential Preclears or Students. Snap thom onto our lines
fast. Sign them up for something, and get them wheeling atong our. very. eff!c!en?
TThes of ProceSs!ng and TraThing when they watk up the fromt steps.. .

£

Gét the person's name, aﬂdress and phone nunber. - Hake out 8 green slip uked
for this purpose, and for changc of address. Put on any>add!floaal “friformation
you have such as: "Person has read Dianetics.”, or "Pcrson recommended by Joe
Jones, HCAY etc, Route to .the Letter Reqisfrar for an tnforma?ion Packaf ?o be
sent. then to Central Files. : .



D. Keep your dese tidy sncmber thot people coming ir are your future
anits, so trest thom with respuct, Don't scarc . @iy, As the serd Beception
explainss PEOPLE ARE YOUR MAIN CCHCERN AGOVE JNYTHHING ELSE,

THO:  ROUTING INCOVING PEOPLE

A. |. Anyone roquesting intormation on Academy Trelining or HGC Processing is
rovted immadiatoly to the.Registrar with a shov of st!ciency.

2. 1f the Rogistyan.i® busy, ask the person to inka = seat and wait 3 fou
minutes. '

3, it the Registrar is not on Post route thc.persen to the Org. Sec., The
Olirector of Training or the Diractor of Processing

4, In: other words, Reception rpeps no one walting, but locatos a-terminatl
tor the caller st once that con sign the calier up,

5. Reception makes sure that the caller Is escortad physically vo the Org.
termingl. Either Reception escorts in porson, or has the Grg. terminal cone
and get the person, Introduce the torminals, being careful tu get the names
correct,

8. 1. Anyone wishing general information on Dianetics and Scientology shouid b
routed to tho Registrar,

2. 1t the Registrer Is not on Post, ana noyonu else is avalladble, handle it
yourself,

3. For naw pesople, always recommend the Personal Efticiency Course, and oct
the person’s name for The malling 1ist,

4. Sell) the parson a book,

C. Precloars or Students who report to you for Testing should be cscorted to
Testing-in-Charge and Introduced.

.  Trades people should bc put in contact with the Dirccter of aterial and
introduced.

E. ihen a person comas in for a pruviously made appolintment, notify the Ora,
torminal by phone. Escort, or have escorted to the terminal. Introduce
I+ necessary,

F. 1. Anyone socking informas.on on the business of the Orgenization such as
Ci?y, County, State or Federal Employoces, Newspapor quorfﬁrs or anyone «lse,
ARE TO DE ROUTED TO THE ORGANIZATION SECRETARY OnLY. IN THE ABSENCE OF T
ORGANIZATION SECRETARY, ROUTE TO THE HCO EXECUTIVE SECRETARY ONLY.

4, Thesc people arc to be given NO duurmation by you other than the nono of
the terminel thuy must talk to, and whether thc teewinal will see them,

THIS 1S A MANDATORY, INVARIAED RULE
G. Anyone wishing Tuchnical Informetion should be routed tor
&, Raglstrar
b Dlroctor of Training
c. Director ¢f Processing

H., Be sure that anyone that enters the building leaves with somothing selid, oven
if 1t's oply 2 rundown sheat on our P.L, tunctions,

THREE: HANDLING PHONE CALLS (HCO ' note: Make truse instructions applicablic o
your omn porticular switshboord and system:

A, Our ehonas how2 6 buttons. From lett fc right’: Huild, three outside tlees
Kirk™3 325' VU B-348Z, T 8-348%, o blank notton, o Cope Linc bubty,
4, "Hold" Buffon. To prevent disconnact wh"r su!f(‘!ﬁq to anclber 1Hine, always
nraea Tha Hold button flest, thon switsh 4o no sired Hine.
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tncamlng Calls

t. The phone at raceotion ‘s the enly one with a beil siaraliing tncoming
calis. However, the call can be answered from any Dhona,

2. Light Signals:
2. An incoming call has 2 sliow f:ashan tiond

b, R call on hold has 2 rapldly flashing !snhf
¢. A ilne in USE™has a stesdy light.

5. Answering incoming calls.

a, Press button and answer with: !'Church of Sclentology!

b, Handle *the person the same as if he or she was standing in front of you.

c. Fird out who is calliing, who they are calling and what they want.

d. Record this intormation on a daily telephone ca!li record sheet
inctuding who is cailing, who is wanted, time ot call.

e. If call is to be relayed, press Hold buffon, press Comm Line button,
end disl the Org. tarminal, Intorm the Crg. terminzl vho is calling
and the 1ine the person s on, Make sure terminal takes call.,

Hang up.

f. 1f Qrg. terminal is not zvailable, press line button gnd inform caller.
Offer to take messane. Write massage on dispatch and place i
terminai's Comm Canter Sesket.

a. STABLE DATUM: Alwavs press Hcld button before prassing any line button,
This wilt avoid the possibllity of disconnecting anyone already talking
to an Org. terminal when a new cal! comes In.

h. Inconing Long-Distance or Tell (Trunk) Calls,

. Do nof accept Tnconina collect (fransferred charge) calls on
Org. Business,

Z, 1t in doubt calt the Org. Sec., and ask if the call Is acceptable.

3. On collect calls for statf member personmi busiress, call the s¥aft
member and iet him or her declde it the call iz tu be accepted.

i. HCO Calis: Ali HC calis or calls for L. Ron Huhbard are rafaerrcd to

¢ handle, Since *CQ is not oper !n the sgening. ,ut person’s

name and numter andg tall the person HCO will zat! him or her in the
morning. Tren put the message ln the MCO Jommunicator's Comm Center
Basket.

J. Other Calls: Caills for a statt member nat on Juty would be he 120 ag
In 7{" above. The message is placed in tre parscn's Comm Center
basket.

QUTGOING CALLS: LOCAL (HCC WW note: Make these instructions applicebic 1o
your own swltchboard and syster),

I. Most outgoing calis are made o1 ling three, *o leave |ipas one and *two wjpen
tor incoming calls,

2. Chbeck to s3e that |ights are not it on the line vou want 10 use, press
tha [ine button and meke your call,

3. If you inadvertently pick up a phone ling already i use, PRESS THE HOLD
BUTTON BEFORE HOVING TQ A nEW LINE,

QUTGO NG CALLS: LONG DISTANCE AND TOLL (Trunk)

I. All such calis are mace oy Receoflon.

2. Reception places *he cali for the staif mo~her,

3, Reception keaps a iog of sugh calls iercivding: date, time, where it was
made 10 and who made i+,

4, The tinancia! wezk in this Org, ends &t 2 P4 each Thurcday. AY such Tine
Reception digratohes the Dirsctor of Accourts as +o the ¢ails —ade for the
woak just encing.

COMEUNICAT!ON LINE:  (HCO WW nota: Hake thesa frairusiirn 2prt-cable to your
own %,"111*"'91)(*\ systan).

1. Thie is a party line. itere ig a"ateal. light s4anal whion TF iP5 inouss.
2. 1$ the Comm Line i: bugy, 2nd Recent o s o0 or' oo o vangemins 0@ttt oo
courteous, ask to oo the ;'ne for 3 manent,

3, There are 70 ohorg: on the {orp fiom, & ried i le Ltafd boste and o
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czeeption recaives and reutes calls snd bodies, Reception does not give informsticr
unies& no ong 8ise s availabie.

STABLE DATUM:

Reception never gives out the names,addresses or phone numbers of Staff, students,
preclears, or anyone on the mailing list to anyone who calis in,

STABLE DATUM:

14 & caller refuses to giva his name, do not connect him wi#h anyone,
if a caller bscomes. beckt;no or cbscene; hanq up.

STARLE DATUM:

Find out what the caller wants, He may be ca!lino fhe Org. Sec., when he reaily
Nﬂh*b ‘information fha? fhe Regisfrar shou%d provide.

FOUR: iNYOICING  (HCO WY note: These”inSfruc+ions may nct be applicable to your
Org.? ' ‘

All Tnvoicing is done at Reception except Tes?!ng ﬁaferuals whlch is handled
oy Julis Sa!men or the Dtrnc?qr of Accounfs. - Do

5, “hat 1s invoiced.

t.  Anatomy of the Human .Mind Lec?ures.

Z. wommunvcaficn Course,

3. Co-Audit Coursa.

&, SBooks.

%, Donations to fhe Chureh,

&. Hubbard Guidance Center Processing.

7. Academy of Scientology Training Courses.

HOW TG NVQ ICE.

i ,the fsnat figure at fhe bottom rtghf hand corner of the invoice. should
always equal the exac? amount receuved (Cash, check, or whafever)

2, The involce should contain all per?inen? data.

a. Buyer's name, address, phone number, date of purchase. :

b. Total charges, tota! on account, amounf received, terms of payment,

¢. lInvoices should show clsarly whether payment is for: .Spiritua! Training,

‘ Spiritual Processing, Books, or whatever. in addition to written words
explaining the szle 2 lerge letter "B is put on a Book Sale lnvoice,

8 large ietter'™ is put on & Training Invoice, a large letterP" is
put on a Processinag invoice.

d. On Book Sales the retail price of the ook should be shown, any. discounts
deducted from that, charges, tax, etc.. There is a.tax table on the in-
voicing achine, You should alse indicate that the Book was delivered
to +he person, or that the Book is to be mailed.

e. Invoices should show whether payment is by Chegue, Cash or;&oney Order.

f. ¥ purchaser is making use of credit we own him, it should be shown
where this credit oriainated. .

g. Initial every invoice written so- fha? any ques?;on arising may be ?faced

" to the writer of the invoics. - R e

h. Discounts: ' -

{. International Members:: Get a 20% discount on books and tapes
costing over $1.25; 20% discount on E-Meters. :

Z. Franchised Auditors: Get a 40% discount on books cos?ung over
- $1.25; and a 204 discount on E-Meters. :

3. Lifetime Members: Get a 20% discount on boaks, *apes processing
© and training. Not on E~Me+ers. -

4, Lifetime AND International Member Gets a 30% discount on books
and tanez. 20% discount on F-Meters.



i, Exzmples of invdices

1. Book Invoice:

QUAl4  DESCRIPTION ' PRICE ¢ AMOUNT
| Dienstics, MSHH L 4,00 !
! Problams of Hork 100 ’
9. oS |
A SR i
' \/ Less 207 boo1.03 ;
/{ (Tax on this amount) 4.2 4 20
; ' Delivered: Date (or) :
; To bz malied: -
: : &
; ‘ ?
{ f A
| | | Tax 17
! ., | Tota 41 37
§ H ¥
™t “ — ‘ P
Received by: Mary Reception

2. Processing lnvoice. Payment data taken from contract

. . 25 Hours of Spiritusl Guid-
poe ‘ ance P700 o
E e Cash down | _ 200 200
SR < e T amme
i Balarice. due ‘ 500 !
‘ |
A | i
;
{11 pays $41.00
1. 1 pay $49,00 . .
‘ 1 - Flrst payment -Jan. O, 18XX ,
| Tax |
;qua{ 200
! Recelved By R




Training course Invoice. Fayment data taken from contract.

L OQUANL DESCRIPTION PRICE !  AMOUNT
} , i
: | f
i HCA Course P i
E i Spiritual Tralning 750,00 i
1l Cash down ~ 250,00 - | 250 0O
;‘ C T i
i : ! ;
! ?1 falance due : ;  500.c0 i
| . |
: ! !
i { 11 pays $41.00 ; ¢
‘ ‘ i pay $4%.00 :
i . ;
{ | First paynent August X, 19XX | 2
{ P Tax i
: & ;. Total 25C 00
' L |
‘ Received By MR

£, wistribution of invoices

2z, White copy goes to the purchaser.

r
N

Yellow copy is put in a basket at vour desk. When you have time, dis-
?r!bufe Egék invoices. to the Comm venfer basket of the Book Administrator;
Training tnvoices o fhe Comm Certér basket of +he Director of Training;
Processing involces to the Comm Center basket of the Director of Pro~
cessint; Memberships and other invoices to the Cirector of Accounts.

c. Pink Copy goes to Central Files (Addressograph) for address check and
inclusion in the person's C F folder.

d. Goidenrod copy remains in the wachine, undetached, and ls collected affer
2 P¥ each Thursday by the Director of Accounts. DOlr. Accounts will give
you the invoice number starting the new week, Record this number on your
desk calendar for the appropriate date.

5, incorrsct invoices

Waen aninvoice is written incorrectly, void it and write one correcfiy. Don't
try o make compilcatéd corrections. VOID ALi COPIES, including the copy +n
the inveicing machine (Goldenrod copy). Write VOID in large letters across

the face of the invoice, and in small letters across the final figures at the
battom right of the invoica., ALL copies of voided involces including the white
copy must o Yo the Directfor of Accounts. Fallure to include all copies

may result in difficulties in auditing the books.

SYVED AKING APPOINTMENTS WITH THE REGISTRAR

o not try to teach anyone the basics of Scientology. Your job is Reception
and Routing, so recelive a new person and route to the Registrar, Whether a person
Is there in person or on the phone, route to the Recistrar. |f the Registrar is
not imrmadiately available, make an appeintment,

Si1X: DPERSONAL EFFICIENCY DEPARTMENT RECEPTION DUTIES

This will be coverad in a separate part of the hat cailed Night Reception,
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SRR G oo SN §UEP CIERINGE (0D W eter May nov aspiy exactly ?o your Org).
T TR TTFRF Vgeting 1s held the first “r:day of each month, Al{ Staf : attends.

LIGHT: "0 KNOW AND CARRY OUT THE POLICIES OF THE ORGAN!IZATION.

Cach Staff Member has three hats; Post Hat, Technical Hat, Staff Hat. These

contaln the Cra. °oiicles. Learn them. You will be checked on them from time to
time, ’ '

NIME:  To make certaln that persens who have no par?:cular business here are not

STtowed to loiter on the premises. This spesks for itself. If you need help fo

aject someone, ask for i+,

TEN: “leELLANEOUS DUTIES

E The Reception area 5%0u!d be kept ciean and neat at all times. See“?baf'
- there are plenty of ash trays available, and keep them clean. Keep your
desk neat, and dust whenever it is necessary,

8, Recention acts as a message center to soms degree. This does mot conflict
with the Comm Center, but ls an extra service for Staff, Preclears and
Students. There s a!maxs ‘somecne on Reception.

C. STABLE DATUM: HNever leave your post without having someone cover the post,
for you. ' .

U, Teleqgrams, Cables, Speciai Jelivery Mall and Packagas are usually de%uvered
' to Reception, Notify the Director of Accounts about any maii; notity
 HCO about books and tapes; All fe!eqrans and cables are roufed unopensad
to HCO; notify the Qtrecfor of aterial about any other deliveries.

1¥ you have any questions concerning
your Post or dutles, check with the
followinc Pogts in this order:

»

Director of Promotion and Regis*ration - your Department Head.
The Dirsctor of Administration.

The Organization Secretary.

The HCO Area Secretary.

The HCO Executive Secrefary.

The HCO COntinental Secretary.

L. Ron Hubberd. ‘

. a ¥ =
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HIGHT RECEPTION HAT
: (Persona! E¢Flciency Department Reception)
(HCO W Note: Thls section may not apply literaliy te your particular Org)
All the data In the Reception hat also applies to Niaht Reception. Night Recep~
tien Is also PLE. Reception, and the following additional data is needed,

. DEPARTMENT COURSES FOR WHICH NIGHT RECEFTION DOES SiGN~UP‘

r

The Personal Efficlency Course: Class starts every second Monday 7.30 to 10.00 pm.
The Co-Audit Communicatlor Course: Tdesﬁwy ang T%?rsday 7.3C o 12.00 pm.

The Co-Audit Course: Morday, Vednasday, ¥riday, 7.20 to 10.33 pm

The Anatomy of the Humen Mind Course: Tuasday and Thursday, 7.30 to 10, 00 pm.

AN NS
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PROCEDURE FOR SIGN!NG_UP P.E. COURSE STUDENTS:
Yaterials:

i, A desk or tabie.

2. A pad o‘ white admission cards t¢ the Persona! Efficiency Course.

3. Apad- Tnvoices for 'Frae P.E. Course .
: a., Pads are 4 {/4 by 7 inches in size and have a tan tiexible card binding.
b. Pads are marked "FREE P.E, COURSE" in red ink on front cover.
. Pads are further fabeled: Sales Book-Triplicate 50 sets Rediform-Stock
A supply of re!eases entitied: “"“orsonei Efficiency Course Release’
A suppiy of pens, at least 2. One for student, one for Receptionist.

Ut S






ILEASES: © person signing up for *the F.E. Course, finatory, Corm Course or Co-
‘udit should read, fil! out and sign & stenderd release form,

RELEASE FORMS FOR ALL CATEGORIES ARE ROUTED TO ~CCOUNTS. THESE ARE

|||||

DON'T FORGET TO COLLECT MOMEY, AND MAKE CHANGE {F NECESSARY. |F A LARGE
AMOUNT OF MONEY GATHERS IN RECEPTION 1K THE FORM OF CASK, CHEQUES OR
MONEY ORDERS, GIVE IT TC THE DIRECTOR OF ACCOUNTS. NORMALLY THE CASH BOX
IS LOCKED IN THE RECEPTION DESK AT THE END OF EACH DAY.

RH:fr:sm lssued by:  PETER HEMERY
opyright [e] 1963 ' HCO Secretary W«
y L. Fon Hubbard for L. RON HUBBARD
LL RIGHTS RESERVED Authorized by: L. RON HUBBARD
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