HUBBARD CCMMUNTCATIONS OFFICE
Saint Hilll Manor, East Grinstead, Sussex

Gen Non=-Remimec 1CO POLICY, LETTER OF 7 NOVLﬂu‘R !96“
HCO Sec .

Dept 1 ' ' RECEPTION LOG

Dept 2 '

Cept. 7 . : . IN=THE-ORG LIST

Reception belongs in HCO livisicn |, Lepartment 1.

Racepticn keeps a log bock. It [s usuéily a cheap, large accounts ledger such as
bought at the dime store.

ir. this log book Reception notes mall received and outgoing (before it Is given to
Accounts), persons arriving and departing from the org, supplies recelved and sent awqy
and all occurences of nofe.

inis log book is kepT by the day and hour using day, date, month, year and a 24 hour
Jdesignation of time. Spaces exist beftween cays and the days and dates are:plainly marked.

Tne tog is the official registry of activities,
I7 must be togibly kapt.

I+ is resortad to when information Is required concerning mall, supplies, perscnnci,
stusents and pc arrivals and departuras at the star* and end of service.

IN-THE-ORG LISTS

Any person arrivine In the org for service Is-lcgged. When thoy leave Ths oirg after
wervios they are loqgeu out.

ceople arriving give thelr i(cat address To Rucuptiorn,

Feople departinz should depart via Faception and glve their forwarding eddruss which
feception sends on o Address.

Recoption, from this date, makes up a weekly roster of persons present for sarvice
(training er.orocassing or any cther service). Thig Is the "In the Org List".

Accounts uses this list to atfect Area Coltections for incldental credits or past
credits, :

Tha |1st Is made by Recspfion by keeping =2 basic 1ist and adding to it or subtracting
from i7 and Xeroxing it at the cnd of cach accounts week. It neec not be continually re-.
Typed. 1T is only corrected. Tho person's name, what he is there for and his or her tocz!
sddress is put on the list,

Reception gets these names by the person erriving and giving them or departing v x
kxception.

Noar tho public notlce board a slgn put up a nice ¢iqn "Inform Reception of yeour
arrival and departura fror the Org neforﬂ and afi~r training or processing.”

Reception 1s also part of the Accounting Involce reutine. The Cenfral Flles ccpy of
»Tudent ar pe fnvoices are routed to Recoption before they go to Central Files.

RecepTion checks these Invoices and notus:

(1) 1 a perscn has reported In parscn and s not leter involced.
(2) I a person is invoiced in but has not ceme to Reception.

In ooth cases Reception reports the ciscrepency to Inspection and Reports.

Inspection and Reports eithsr finds the missing Involce as per (1) above or finds the
rmissing person and gots hir to Psception in case (2) above,

If the person Is found Yo.be raceiving service (tralning or processing) without
nroper and adzquete invelce for it, tne matter is raportod To the HCO Area Sec, to lncal
Ethics ANC' 8Y CABLE TD SAINT HILL or »y fast dispaten to ihu Office of LRM, Saint Hill.
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