HUBBARD COMMUNICATIONS OFFICE
Sain* Hill wanor, East Orinstead, Sussex

Gen Non- HCO POLICY LETTER OF 8 SEPTUUBER 1965
Remimeo

Ati divisions should have z quantity of InfernaA Req isition Forms to be
filled in whenever supp!'ea are needet, - - _

»
H

The perscn who requests *the geeds, signs hi° namn af the bottom of the form
Tl

and so doss his departmznt head. -The &xart rea8sn-«ny these gcods are requirad
should alsc bs lwcruded on the Internal Raquisition Fﬁrm., :

Unly ons fype of rvquxra:s t shouid bé'aské;:for”dn;one'form, 2.g. "A Black
Birc and a Red 3irc’. This wouid be OK as !t Is” Just on the suﬁjecf of pens. But
“r Black Biro and a .ream of fociscap paper’” snoulc g enfered on twe forms. This

shows hcw many items °ach Hiv?slun orc rs per week

Do noT order extr a»aﬂaﬂf iy = jou can only wrxfe WITh one pe" aT a Time;
strerwisa the Supply Officer-has to do the cutting down of requirements and
this can lead to unnacessary ARL oraak

Ali Intarn
i2.0 p.m. each d
thern you  ¢cr ar
Dificer beTween
the reguirements.

‘.l ]

edu’s‘*ion forms shou! e 5* in fhe Supply Jfftcer ] baske+ by .
'f you have ordered goods since 12,0 p.m. the previous day,
senvative, shouid go to the place appointed by the Supply

O o.m. and .32 p.m., where the Supply Officer wiil Issue

al
ay,
2pr
l.

The supplies That are aveilavle at short notice are such items as:-
Folders of each division cotour, - paper of each division coiour, black, red, green
Biro pens, felt pens for poster work and mezke-up department, most enveiopes, ink
for stamp pads, rubber bands, gummed labels and carbon paper.

Howevar, if i{n doubt, present yourself at the appointed p!ace between 1.0
and 1.3 p.m. The Supply “fffber witl *hen inform you If the requirement is In
stock or if it has hac t¢ be ordered.

rdered, the Supply Offlcer will inform you
T !s a rush tsm, [+ can be issued as soon
¢ved at the correct time.

When & reauiremesn™ has T¢ be o
when 1T arrives a2t S»an* Hil: i

! I ¥
as it arrivas, orharwise i1

i3 colle

f : Lo RON HUBBARD

(recopied as per SETED #€E)
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