RUBBARD COMMUNICATIONS OFFICE
Saint Hill Masmor, East Grinstead, Sussex

Remimeo HCO POLICY LETTER OF 15 OCTOBER 1965
Dist Div Hats
Registration Hats
Income Hats FIWLD STAFF MEMBER
Disb Hats ‘
Every Field Staff
Member SELECTION PAPFRS AND COMMISSIONS

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

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

I now find the selectee seldom remembers to present the paper in the hurly-
burly of arrivel at an org.

Therefore policy on this is modified as follows:

The preclear or student may, but need not, present the selection paper
personally to the cashier of the org for a commission to be 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. 1In
case of disputes Ethics is to settle the matter equitably between field staff
members involved.

The procedure is changed only as follows:

The Commission of the field staff member is paid when the selectee signs up.
Payment is on the same terms as before. But the responsibility for the payment of
commission lies with the Director of Clearing.

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

The Advance Schedule Registrar notes it in her Advance Schedule book and gives
the Selection Paper Copy to the Body Registrar. These copies of the Selection

Paper are kepi by the Body Reg in a file alphabetically arranged. This is the
SELECTEE FILE,

When any person comes to sign up who might be a sclectee, the Body Registrar
looks for the person's name in the Selectee File and if it is ‘here marks the
conditions of sign up on the Selection Paper from the file and sends it to the

Disbursement Dept for commiasion to be paid. Disbursement pays the commission on
the basis of this copy.

The Field Staff lMember alsc sends his usual copy of the Selection Paper to the
Director of Clearing, Dept 17, Division 6, Distribution Division.

This means then that the Field Staff Member selects a student or a preclear
to an org, the Field Staff Member must also send two copies of the selection paper

to the org, one to the Advance Schedule Registrar and one to the Director of
Cleering,

In this way there ia a cross check possible and none will lose out on
commissions.

An org, as a Fleld 5taff Member, selecting 40 another org or Ssint Hill follows
the same precedure - original to the selectee, a copy to the Advance Schedule

Registrar and & copy Yo the Director of Clearing of the org to which the person is
selected.

DIRECTOR OF CLEARING

Each week, on Fridey before sttending 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 %o his complete file of selection
papers ané 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 it is paying and how much and sends
the list back to the Director of Clearing. This is used in the AdComm of the
Dist Div to quote as a statistic.

RECONCILIATION

If there is a difference in the lists Disbursement receives from the Registrar,
the amount of money received by Income or the list submitted by the Director of
Clearing, Disbursement informs the Director of Clearing during the following week.

ithether informed or not, the Director of Clearing must mske sure that there
is no error or omission in paying commissions.

If Disbursement does not pay commissions properly owed Field Staff Members
the Director of Clearing makes a statement to that effect in his Dist Div AdComm
meeting for inclusion in the minutes and also reports it to Inspection and Reports
and does not rest on the matter until he is sure his Field Staff Members have all
been paid.

If it comes to anyone's attention that a selectee is in the org teking service
on whom no commission has been paid, then it must be reported at once to the
Director of Clearing. The Dirsctor of Clearing must then follow through to make
sure that & commission is paid.

Policy iss Mo Field Staff Member who selecte a person for training or
processing ray remain unpaid.

The Field Staff Member is responsible for sending in two copies of any
Selection Paper to the org and giving one to the selectee. He may keep a copy
for himself, Any pieces of paper serve so long as they have the selectee's name
and address and date of selection, for what selected and the name of the Fleld
Staff Member.

Proper forms may be furnished, proper routings on them, by the Director of
Clearing to the Field 5taff Members.

UNPAID FIELD STAFF MEMBERS

If a2 Field Staff Member finde a person he or she selected has actually entered
an org for service and no commission has been received within three weeks, the
Field Staff Member must report the-omission to the Ethics Officer of the org who
should investigete and see that the matter is cared for. The EBthics Cfficer must
report the matter and its final disposition to the AdCouncil as soon ss findings
and actions are complete.

Errors in payment must also be so reported by the Field Staff Member to the
Ethies Officer.

The gravest possible view will be taken of any irregularities in Field Staff
Member commissions resulting in incorrect or non-existent payment of Field Staff
Member Commissions and should the Registrars, Disbursement or the Direotor of
Clearing sspecislly become lax in this matter Ethics action must be taken and
reported as well to the Cffice of LRH, Saint Hill.

FIBLD STAFF MEMBER APPOINTMENTS

Any eligible person mey become a Field Staff Member. A Provisional Appoint-
ment must be sent promptly to any eligible person applying.

Furthermore, as some auditors being eligible take their appcintment for granted
and simply send in selection papers, the Director of Clearing on receiving a
gelection paper from a person not on his list must at once establish the
eligibility of the person and if eligible must send an appointment as Provisional
Field Staff Member to the person et 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 gtudent or pc in an org taking service and directed
there by the Field Staff Member.

To guarantee speed and smoothness in receiving commissions the Field Staff
Member should do all possible to help by sending in two legible copies of a
selection paper to the org and giving one to the selectee and keeping a record
himself.

The procf 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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