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HC( POLIC(OtTiR OF 	 IO&3 

RECEPTION HAT  

The  foliowing rundown.on'Reeeption Hat was written by Bob Oakes, HCO Area Sec 
in Los  Angeles. Although - parttief'itare'spedifically applicable only to Let , 
Pngolos,  it may be used in Other Orgs and adapted i6 ideal- usage. 

PURPOSE:  To create and maintain good communication and service amongst staff, 
RTun  and the public. 

The promises.of the receptiOn room pro for the - routing of bodies and'commun-
=cations into and out of the Organizational comnuncatIon ItneS.'it' - is the  - 
function  of the receptIonle to see.that bodies of Staff and'the Public move into 
and  out -ofthe'Organizational commuhicationilnes.. This means-thirtn0 bodies are 

lowt7)11  to stack up, gather, or remain on the'predilsdeof thd reaeption rooth'for 
aoy  length of time. 

QUTIES  OF RECEPTION: 

To handle all incoming people. 
To  route ell interning people. . 
To handke phone cells. 
To  handre and invoice book sales. 
To make agpointMents with the Registrar for anyone wishing Training or Process-
ing, or information on Scientology: 
The Night Receptionist is also the Personal Efficiency Department Receptionitt, 
and  has additional duties that will be covered later. 

FU ,HER  DUTIES: 

7. To attend Staff eetiags. 
6. To  know and carry out the Policies of the Organization, 

To make Cart:tin that persons who have no eartidular business here are not 
allowed to loiter on the premises. 

iO, Miscellaneous duties, covered later- 

HANDLING INC6%1ING PEOPLE 

This Is'Receptien's first order of business. Callers in person take .. 
 precedence over mall, phone, or other Interests. 

• 

Since Reception is the entrance point for, everyone coming into the Organization 
it is vital that the Receptionist be of neat appearance and know how to run good 8-C. 

A. t:hen someone enters Reception rile and ask "011  I help you?" introduce 
yourself, be friendly, but don't fall all over -the person. , '.Remember.thatthe 
person probably doesn't know about Scientology. That's what he or she is hare for. 

If you were absent from your desk and retUrn to find S-oreOne 
"Have  you been attended to?" Handle accordingly. 

B. The Reception area is not a lounoe. No one but Reception is allowed to 
handle  incoming - people. Staff members, studentS, Preclears or the general public 
Should not be encouraged to loiter in this area, Students especially are notorious 
for interfering with procloars and new people. If this gots started semenow,,break 
it  of*  Without being obvious. Deadbeats, hecklers and disreputable chareetert 
should  be kept out of Reception at all times. If you need help to edi:theMr out, ask 
for j. 

C. Reception must regard any' people that WallOn; exedettradespeopfe and 
bUsIlloss cellars, as potential Proclearsor Students. Snap than onto our, lines 
fast, .Sign than up for something, and get them wheeling eong our very efficient 
TTFET of Processing and Varhwgwen they walk up the fret* 

. 	. 	, 
Get the person's name, address and phone OUMber.: Mahe out a green, slip,eSed ,, 	— 

for this purpose, and for change of address'. Put on any-iddittdnistlriformatTon 
you have such as:' "Person has read Dianetics.", or "person recomMended by Joe 
Jones, HCA" etc. ROUte - to.tha letter Reg)strarfor an information Ptteiust_to be 
sent. than to Central Files. .  
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D. Keep your  04sti  tidy Remember thet  pawl* caning  :r are your future 
units, so truer than ‘tilh respect, Don't scare T . Le,  a/. AS  the ,:ere 
eAploinst PEOPLE  ARC YOUR MAIN CONCON ABOVE ilsiYMINC; USE. 

TWO: ROUTING INCO4ING PEOPLE 

A. 	1. Anyone requesting ontormation on Academy Treinier  or  HGC Processing Is 
routed Immediately to the-Reglstrar with a shoe  of  officienev. 

2. If ills RecOsteaCIS busy, ASK the,per5pn  +o 	seat rd wait  a  f ,7n., 

minutes. 

34 if the Registrar is not on Post route the.person to the Org. Sec., The 
Director of Training or the Director of Processing 

4.. triorther words, Reception Apeps no one welting, but locates a.terminal 
for the caller et once that can sign the caller up. 

5. Reception makes sure that the caller is escorted  physically  •0 the Org. 
terminal. Either Reception escorts in person, or  has the Org ..  terminal  cone 
and get the person. Introduce the terminals, being  careful  to get the  names 
correct. 

a. 	1. Anyone wishing general Information on Dianetli....s and Scientology should be 
routed to the Peeistrar. 

Z. If the Registrar Is not on Post, one no one else is available, handle  it 
yourself. 

5. Fore new people, always  recommend the Personal Efficiency Course, and  get 
the person's name for the mailing list. 

4. Sell the person a book. 

C. Precloars or Students who report, to you for Testing should be escorted to 
Testing-In-Charge and introduced. 

D. Trades people should be put in contact with the Dime -ter of ,aterial and 
Introduced. 

E. ;Then a person - comes in for a prvvibusly made appointment, notify the Ore. 
terminal Dy phone. Escort, or have escorted to the terminal. Introdese 
if necessary. 

F. 1. .Anyone seeking infernto..un on the, business of the Organizatioe such as 
City, County, State or Federal Employees,  Pc.wsNlpor  riL)porters, or  anyone 1se, 
ARE TO liE ROUTp TO THE ORGANIZATION SECRET AI ONLY. IN THE ABSENCE OF 
OROANIOTION SEPRETARY. ROUTE TO THE NCO EXECUTIVE SECRETARY ONLY. 

;) These people arc to be given NO iewrmation by you other  than  the n mo of  
the terminal they must talk to, and whether the  tcrrAnal will sec them. 

THIS IS A MANDATORY, INVARIAW:  RULE 

G. Anyone wishing Technical information should be routed to: 

a, Registrar 
b Director of Training 
c. Director 9f Processing 

H. be sure that anyone that enters the built:11hr:  lt.vos with somothinq solid, 
if it's only  a  rundown sheet on our P.E.  functions. 

THREE: HANDLING PHONE CALLS (NCO  WW  note: W,E; frt.:5e 1nstructionr  applicable  to  
yevr  ownWiTIZZIr switchboard  and folstern;, 

Oer ()home  ha—.3 6  buttons.  From  left  tc 
tilikirliela=77:17347211 

thrcc outside lines 
f:•Orrl' Line tu!. tQ.,',, 

o. 	"Hold". Button. To prevent disconnect  when switching to enolher  line,  eiwtir:„ 
;74747r175;11r6 button flrf-A- .  thcm 	 dtirL:d, line. 



lecarial 

i . The  phone at reception ;s the only One  with a  beil 
cells. However, the  call can  be enswered  trot any 

2. Light Signals! 

a. 
b. 
C . 

An  incomlno call  has a  slow  fiashine 
Kcall on ;Old has a raFT3TY  fleshine  light. 
A line In U53-has a stst light. 

3. Answering incoming calls. 

eieraliine ;ncon.ing 

Press button and answer with: "Church of Scientology" 
Handle the person the same as if he or she was standing in front of you. 
Find out who is calling, who they are calling and what they want. 
Record this information on a daily telephone call record sheet 
includine who is calling, who is wanted, time of call. 
If call Is to be relayed, press Hold button, press  Comm  Line button, 
end dial the Org. terminal. Inform the Org.  terminal tho  is calling 
and the line the person is on. Make sure terminal takes call. 
Hang up. 
if Org. terminal is not available, press 
Offer to take message. Write message on 
terminal's Comm Center Gasket. 
STABLE DATUM: Always press Hold button  before ;messier  any tine  button. 
This will avoid the possibility of disconnectine anyone already talkine 
to en Org. terminal when a new call cores in. 

h. Incoming Lone•Dlstance  or Toll (Trunk) Calls. 
I  Do not accept -IncaninrrZ11707477- rfins.erred charge) calls on 

Org. Business. 
2. If  in  doubt  cell  the  Org.  Sec., and ask if 	call Is acceptable. 
3. On collect  calls  for staff member personal  business,  cal, t5e  stn*f 

member and  let him  or her decide if the call  is ee be accepted. 
1. HCO Calls: All  HC, '.!  cells or calls for L. Ron  Hubbard  are referred to 

PUTTE7Tiale.  Since  eCO is not  open In +5e 0.ish;ii. ,se+ person's 
name and number and  tel  the person HCO 	hire  or her  in the 
morning_ Then put the message  in the  '- CO1 .:po.nunioator's  Comm Center 
Basket. 
Other Calls:  Calls for a staff member not  on duty  *Ovid be  t-4!1; ,7:: as 
in  'I"  above. The  eessage is placed in  tr. person's Comm  Center 
basket. 

OUTGOING CALLS: LOCAL  (HCC  WW note: Make these  ;nstructions applicah 	to 
your own switchboard and system). 

I. Most outgoine calls are made  on  line three,  to teeve Hoes  one  and  two 
for incoming calls. 

2. Check to see that lights are not lit on the 	yclu wart  to use,  p•c.s5 
the line button and make  your  coll. 

3. If you inadvertently pick up a phone line ntready n use,  PRESS  THE HOLD 
3UTTON BEFORE P.OVING TO A siEw LINE. 

;,1,11214.1.....Aieq DISTANCE eND TOLL  (Trunk) 
I. All such calls are  made by  Reception. 
2. 'eceptiop places  the  call for the staff  r'n- ,-,er, 
3. Reception  keeps  a iog of such calls  leciene: date, lime,  where  it wee 

made to and  who made I+. 

4. The  financial week in this Oro,  ends at  2 P" each rhi,r•dav, At such 
R,:cepiion di%(-.1tches  the )1rector of  Accv.Ints  /IF.  to  the  calls -ade fOr the 
, - ek just endinr. 

L!NE:  (HCO WW  note:  :take  theee ;r - 	epsl!coble  to  your 
gun 	sys-tsri). 

I.  This i5  a party  line. Mnre 	a'ste;:sJ  light 
2. If  the  Como  Line  is bt.;sy, 7.rA Rccuti':7.!1 

courteous, ask to  eee te 	fr• a 
3. There are  20 ohcees 	 4 !!!; 1  

519031 	 !S 	Jsi, 

.1 ,!:ovm", 

nnd 

a. 
b. 
c. 
d. 

e. 

f. 

C. 

line button and  infore 
dispatch and place  hi 

c3lier. 
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r, \TUM  

Reception receives and routes coils and bodies. Reception does not give information 
mess no one else is available. 

STABLE DATUM: 

Reception  never  gives out the names,addresses or  phone  numbers  of Staff,  students, 
preciears, or anyone on the mailine  list•to -anyone  who calls in. 

STAKE DATUM: 

If a caller rsfuses to :live his name, do not connect him with  anyone. 
if a caller becomes. heckline or  obscene ;  hang  up. 

STABLE DATUM: 

eind out  what the caller wants. He may be calling the Org. Sec., when he  really 
wants  . inforMation that the Registrar shoUid provide. 

F71U7'e 	NVOICING  (HO  WW  note: These Instructions may not be applicable to  your 
Org.) 

All invelcing.is-done  at - Reception except Testing Materials which is  handled 
by Julia Selmer)  or the  Director of  Accounts. 	.• 

.,That Is invoiced.  • 

I. Anatomy  of  the Human .Mind  Lectures. 
4. Communication Course, 
3. Co-Audit Course. 
4 eooks. 
,. Donations to the Church. 
6. Hubbard Guidance Center  Processinse. 
7. Academy of Scientology  Training Courses. 

ef.N 

 

TO INVOICE. 

I. 	
• 

The final figure at the  bottom right hand corner  of  the invoice should 
qtan  equal  the exact  amount received. (Cash, check, or whatever) 

2. The invoice should contain  all pertinent data. 
a. Buyer's name, address,  phone number, date of purchase‘ 
b. Total charges, total  on account, amount  received,  terms of payment. 
c. Invoices should show  clearly whether payment  is  for: Spiritual  Training, 

Spiritual  Processine,  Books, or whatever.  In  addition to written words 
explaining  the sale a  large letter  "B''  is put on a Book Sale Invoice, 
a large  letter'r  is put  on a  Training Invoice, a large letter"F is 
put on  a Processine  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 Aachine. You  should also indicate that the Book was delivered 
to the person, or that the Book is to be mailed. 

e. Invoices  should show  whether payment is by Cheque, Cash or Money  Order. 
f. if  purchaser  is making  use of credit we own  him,  it should be shown 

where  this  credit orioinated. 
9. Initial  every  invoice  written so that any question arising may be traced 

to  the writer  of  the invoice. 
h.  Discounts:  

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

2. Franchised  Auditors:  Get a 40% discount on books costing over 
$1.25;  and  a 20:4  discount on E-Meters. 

3. Lifetime Members:  Get a  20%  discount on books, tapes,processing 
and  trainino.  Not on E-Meters 

4,  Lifetime AND  International Member:  Gets a 30%ellscount on books 
ptrul  tAnac 2O 1i scr,urt.on  F-Mteters.• 



PRirS I 	AMOUNT 

4.00 

1.00 

	

L. NAN: 	 DESCRIPT10; 

1 

	

I 
	Dianetics, MS111-1 

Problems of Work 
4. 4.•••••••60.  

1 5.25 
1.05 Less 20% 

4.20 	4 20 

, 

1 

Tax 
iTotal 

• 	17 
4 37 

E.xem2122.10  tnvoices  

1. Book invoice: 

(Tax on this amount) 

Delivered: Date (or) 
To be °,11alled: 

Received by: 	Ma Rece tion 

2. Process1np Invoice. Payment date taken from contract 

11•••■•••■•••••••• ■.•11 

1 
25  Hours  of Spiritual Guid- 

ance 700 

Cash down 200 1 200 

Delence due 500 

11 	pays $41.00 
I  pay 	$49.00 

First payment-Jan. 0, 	19)6( 

Tax 
Total, 1  200 

1 

Received By 	IR 
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T‘ainIng course Invoice. Payment data  taken from contract. 

■0111..■••••■•■ ■■•■•••••••■ 	  

.QU.AN. ; 

 

DESCRIPTION PRICE 	AMOUNT 

    

HCA Course 
Spiritual  Training 

Cash  down 

750.00 

250.00  • 	250 00 

   

 

Balance  due 500.00 

ti pays  $41.00 
i pay  $49.00 

First payment  August X, I9XX 
Tax 
Total 

L. 	 

Received By MR 

250 00 

Distribution  of  Invoices 

a. White  copy  goes to  the purchaser. 

5. Yellow  copy  is  put in  a basket at your desk.  when  you have time, dis- 
tribute,Backinvoices to the Comm Center basket of the B6ok Administrator; 
Treining tr'NfOice-fa - f6e  aiiiii-CentWOatke'of -the-Director-of Training; 
Processing - invoices to the Comm Center basket of the Director of Pro-
cessinf7;  ;lemberships and  other invoices to the Director of Accounts. 

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

•  d.  Goldenrod copy  remains in the machine, undetaced, and is collected after 
2 PM each  Thursday  by the Director of Accounts.  Dir.  Accounts will give 
you the invoicesnumber.starting the new week. Record this number on your 
desk calendar for the appropriate date. 

5.  Incorrect invoices' 

When  aninvoice  is  written incorrectly, void it and write one correctly. Don't 
try  to nake compl!eated corrections. VOlD ALL CONES, including the copy  in 
the invoicing machine (Goldenrod copy). Write VOID in large letters across 
the face of the invoice, and in small letters across  the final figures  at  the 
bottom right of the invoice. 711-76FiroriFirVoided 106Tai-Vciuding fRF;Trte 
copy must co to the Director of Accounts. Failure to include all copies 
may result in difficulties in auditing the books. 

IVE: 	AKING  APPOINMENTS  WITH  THE REGISTRAR   

Do  not try to teach  anyone  the basics of Scientology. Your job is Reception 
and Rooting,  so receive  a  new  person  and route to the Registrar. Whether a person 
is there in  person or on  the  phone, route to the Recistrar. If the Regi_strar is 
not imr,ediately  available,  make  an appointment. 

SIX; PERSONAL  EFFICIENCY  DEPARTMENT  RECEPTION OUT 

This  will be  covered in a  separate part of the hat  called Night  Reception. 
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Note: lay not api3O exaetly to your Org). 
-7'',#rr;N;Tie l r'TrT  57etc:I-The f  frst Friday of each month. Al : Staff attends. 

LIGHT: "0 KNOW AND CARRY OUT TLIE POLICIES 01: TleE Or*AWZA"ION. 

Each Staff Member has three hats; Post Hat, Technical Hat, Staff Hat. These 
contain  the Org. Policies. Learn them. You will be checked on them from time to 
time. 

NINE: To make certain that persons who have no particular business here are not 
iTlowed to loiter on the premises. This speaks for itself. If  you  need help to 
eject someone, ask for it. 

ISCELLANEOUS DUTIES 

A. The Reception area should be kept clean and neat at all times. See that, 
there  are plenty of ash trays available; and keep theM clean. Keep  your 
desk neat, and dust whenever it is. necessary. 

B. Reception acts as a message center to some degree. This, does not conflict 
with the Comm Center, but Is an extra service for Staff, Preclears and 
Students. There is litayi•spmeone on Reception. 

C. STABLE DATUM: Never leave your post without having someone cover the post. 
for you. 

D. Telegrams, Cables, Special Delivery Mail and Packages are usually delivered 
to RIcaption. Notify the Director of Accounts about any mail; notify 

,HCO about books and tapes: All telegrams and cables are routed unopened 
to HCO; notify the Director of iaterial about any other deliveries. 

If  you have any questions concerning 
your  Post or duties, check with the 
followinc Posts in this order: 

I. 	Director of Promotion and Registration -'your Department Head. 
2. 	The Director of Administretion. 
3, 	The Organization Secretary. 
4. The HCO Area Secretary. 
5. The HCO Executive Secretary. 
6. The HCO COrtinental Secretary. 
7. L. Ron Hubbard. 

NIGHT  RECEPTION HAT  
(Personal Efficiency  -Department Reception) 

(HCO IP Note: This section may not apply literally to your particular Org) 
All the data in the Reception hat also applies to Nieht Reception. Night Recep-

tion is also P.E. Reception, and the following additional data is needed. 

P.E. DEPAPriENT COURSES FOR WHICH NIGHT.RECEPTION DOES SIGN--U?: 

	

I. 	The Personal Efficiency Course: Class starts every second Monday 7.30 to 10.00 pm. 

	

2. 	Tee Co-AuditCotrmunicatior  Couree: Teesdry end'Tr:ireday 7,30"to 1'1.00  pm. 

	

3. 	The Co-AudItCoursE: 	Wednuadav, 	7.30 to 1.0.3a  prr; 

	

4. 	The Anatomy of the Human 'Aind Course: Tuesday and Thursday, 7.30 to 10.00 pm. 

PROCEDURE FOR SIGNING UP P.E. COURSE STUDENTS: 

	

1, 	A desk or table. 
A pad of white admission cards to the Personal Efficiency Course. 

	

. 	A ead 	73VErces for 'Free P.E. Course . 
e 	Pads are 4 1/4 by 7 inches in size and have a tan flexible card binding. 
b. Pads are marked  "FREE  P.E. COURSE" in red ink on front cover. 
c. Pads are further labeled: Sales Book-Triplicate 50 sets Rediform-Stock 

5E52B. 

	

4. 	A supply of releases entitled: 	-ersonel Efficiency Course Release" 

	

5. 	A supply of pens, at least 2.  One: for student, one for Peceptionist. 





LEASES: r,  person signing up for the P.E. Course, Anatomy, Comm Course or Co- 
Audit should rend, fiii out and sign a standard release form. 

RELEASE FORMS FOR ALL CATEGORIES ARE ROUTED TO ACCOUNTS.  THESE  ARE 
CONSIDERED  VALUABLE DOCUMENTS, AND ARE STORED I THE SAFE. 

DON'T FORGET TO COLLECT 'MONEY, AZ MAKE CHANGE IF NECESSARY. IF A LARGE 
AMOUNT  OF MONEY  GATHERS IN RECEPTION IN THE FORN OF CASH, CHEQUES OR 
MONEY ORDERS, GIVE IT TO THE DIRECTOR OF ACCOUNTS. NORMALLY THE CASH BOX 
IS  LOCKED IN THE RECEPTION DESK AT THE END OF EACH DAY. 

RH:Ir:sm 
	 Issued by: 	PETER HEMERY 

opyright  [c] 1963 
	

4CO Secretary 
y L. Ron  Hubbard 
	

for L. RON HUBBARD 
LL RIGHTS RESERVED 
	

Authorized by: L. RON HUBBARD 
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