HUBRARD COMMURICATICNS OFFICE
Seint Hill Mancr, Fast Grinstead, Sussex

Repdseao HCO POLICY LEDTER OF 2O MARCH 1965

SUAFP HeIS
ORIENFATION

It is the conoern of snyone sendirg a despatoh or miamwso
$o route it accuralely.

A major part of en executive hat is "routing".

A vital part of any staff member's duties is proper
routing.

Our orgs are too big for routing to ocour to Bill, Jane
or Pete.

Route to the hat only, give its Department seotion and
orz. Put any vias at the top of the despatoh. Indiocate
with an arrow the first destination.

84zn it with your name but also the hat you're wearing
when you wyite it. You might be holding several hats.
Wnich one wrote.

Pt as & vost offlce can't find wrong addresses, 80
naither can we., If you want your despatoh to arrive, do the
above, ‘

When vou got & misrouted despatoh, look it over and see
how 1t erred aud re*urn it to sender with a copy of this
Poiley letter.

Thet wey we'll taks & lot of confusion out of our orgs.

There is an org there, you know. A lot of new staff go
about for guite = while never noticing there is an org there
that has posts and functiions.

It we all roube to the right hat from the right hat
asoording to cur org board, we!ll meke it a lot sooner,

LRRsml L., RON BUBBARD
Copyright ¢ 1965

Y L. Hon Fuboexd

A%f, RIGBES RESELTED
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