HUBBARD COMMUNICATIONS QFFICE
Saint HIll Manor, East Grinstead, Sussex

Remimeo _ HCO POLICY LETTER OF 15 OCTOBER 1965
Dist Div Hats

Registration Hats :

Income Hats FIELD STAFF MEMBER

Disb Hats
Every Field Staff :
Member SELECTION PAPERS AND COMM|SSIONS

.

The Field Staff Member gives a selaction paper to prospective students and
preclears he or she selects to go into a Central Org or Saint Hill.

Prcvrously the selectee was supposed to present this paper.to the Cashcer of
The org when signing up and only then was a Commission paid.

| now find the selectee seldom remembers to presen+ the paper in the hurly=-
burly of arrival at an org.

Therefore policy on this is modified as follows:

The preclecar or sfudonf may, but need not, presenT the selection paper
pprsonally to the cashier of the org for a commission to bs paid. The field staff
member's commission will be paid anyway. In the event of two Field Staff Members
selecting the same person, the paper the selectee acted upon will be credited. In
case of disputes Ethics is to settle the matter eoun?vbly between field staff
members involved.

The procedure is changed only as follows:

.The commission of the field sTéff member is paid when the selectee signs up.
Payment is on the same terms as before, But the reponsibility for the nayment of
commission lies with the Director of Clsaring.

FIELD STAFF MEMBERS MUST SEND AN ADDITIONAL COPY OF THE SELECTION PAPER TO THE
ADVANCE SCHEDULE REGISTPAR, DEPT OF REGISTRATION, DEPARTMENT 6, DIVISION 2.

The Advance Schedule Reqistrar notes it In her Advance Schadule bock and gives
the Selection Paper Copy to the Body Registrar. These copies of the Selection
Paper are kept by the Body Reg in a filae alnh abo+|cally arranged., This is the
SELECTEE FILE.

When any nerscn comes to sign un who mioht be-a selectes, the Body Registrar
Incks for the nerson's name in the Selectee File and if it is there marks the
conditions of sign up on the Selection Paner from the file and sends it to the
Disbursement Dant for commission to be naid. Disbursement nays the commission en
the basis cof this ceopy.,

Thé Field Staff ilember also sends ‘his usual cony of the Selection Paper to the
Directer of Clearing, Dent 17, Divisicn 6, Distribution Division.

This means then that the Fleld Staff Member selects a student or a preclear
te an orqg, the Field Staff Member must alsc send two conies of the selection paper
to the ora, cne tn the Advance Schedule Registrar and one to the Director of
Clearing. :

In this way there is a cross check pOSSIbIP and none will lese out on
commissions,

An org, as a Field Staff Member, selecting to another org or Saint Hill follows
the same preocedura = original to the selectes, a cony to the Advance Schedule
Reqistrar and 2 ccry fo the Dlrecfor of Plparlnq nf the ﬁrg to which the person is
selected.

DIRECTOR OF CLEARING

Each week, on Friday befere attending his divisional AdComm meeting in the
last hours of that day, the Director of Clearing must. obtain a list of every student
and pc signed up that week and compare these 1o his complete file of selection
papers and find if they have been selected. He notes which ones have and sends
this list to Disbursement for guidance.
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. DISBURSEMENT ACTiON

Disbursement..checks off the commissions |+ is paying and how much and sends
the list back to the Director of Clearinq.' This is used in the AdComm of the:
D|s+ Div to quote as a statistic. .. .. . 1, i

'

. PECONC!LIATION - 4

If there is a difference in the: lis+s Disbursemenf'receives from the- Régfs#rar,
. the: amount of money received by Income or the list submitted by the Diregtor of
C!earinq,koisbursemen¢“7nforms fhe Drrec+or of Clearing duran the foilTowlng week

Whether informed or not, fhe Direcfor of Clearcnq must make sure that fhere
is no error or omission. kﬁ'pay:nq commissions.

If Disbursement does not pay commissions properly owed Field Staff Members
the Director of Clcaring makes a statement to that effect in his Dist Div AdComm
meeting for inclusion in the minutes and also reoorts It to Inspection and Reports
and does not rest-on #he matter until he Is sure hus Field Staff Members have alt
been paid. :

If it comes to anyone s affenflon *ha# a selecfee is in the org taking service
on whom no commission has been paid, #hen It must be reported at once to the
Director of Clearing, The Director of Clearing must fhen follow throuah *to make
sure that a comntss:on is paid.

Policy is: No Field ‘Staff Member whc selec#s a person for frazninq or
processung may remain unpaid.

The Field Staff Member is responsible for sendsna in Two coplies of ‘any
Selectton-Paper to the org and giving onc to the sclectee. “TTHa meyv keep © zopy
for himself. Any pieces of-paoer serve so lona as they have the selecfee S name
and address and date of selection, for what selected and the name of the Field
Staff Member.

Proper forms may be furnished, proper rOuTcngs on, +hem, by the Director of
Clearing to the Field Staff Members.

"

UNPA!D FIELD STAFF MEMBERS

I1f a Field Staff Member fxnds a person he or she sélected has actually entered
an orq for service and-no commission has been recelved‘w1fh|n three weeks, the
Fietd Staff Member must report the omissien to the Ethics Officer of the org who
shoutd investigate and see that the matter is cared for. The:Ethics Officer must
report the matter and its final d:sposuf:on to the AdCouncil as soon as findings
and ac*:ons are complete, »

Errors in payment must also be so reporfed by the Field Staff Member to the
Ethics Officer. ' '

The gravest possible view will be taken of any irregularitiés in Fiekd Staft
Member commissions resulting in incorrect or non-existent payment of Field Staff
Member Commissions and should the Registrars, Disbursement or the Director of
Cioaring especially become lax in'this matter Ethics action must be taken and
reported as well to the Office of LRH, Saint Hill, :

FIELD STAFF MEMBER APPOINTMENTS

Any eligible person may become a Field Staff Member. A Provisional Appoint=-
ment must be sent promptiy to any eligibie person applvinag, : :

Furthermore, as some auditors being eligible take their appolintment for granted
and simply send in selection papers, the Director of Clearing on receiving a
selection paper from a person not on his ti1st must at once establish the,
eligibility of the person and if eligible must send an appointment as Provisional
Field Statf Member to the person at once, although no application was made.
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SUMMARY

Field Staff Members Commissions do not depend upon administrative facts but
upon the actual presence of a studert or pc in an org taking service and directed
there by the Fleld Sfaf+~¥eﬁber.

To guarantee speed and smoothness in receiving commissions the Fleld Staff
Member should do all possible to he!s b s~ndina In two l~gibl!a caples ~f =
selection paper to the org and givsng one to the selectee and Feepinq a record
himself,

The proof of an.owed commission is however the presence in the org, taking
service, of a selectee sent by a Field Staff Member.
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