HUBBARD COMMUNICATIONS OFFICE
Saint Hill Manor, East Grinstead, Sussex

HCO POLICY LETTER OF 20 NOVEMBER 1965R
Remimeo (Revised & updated 15/4/73)
All Staff Hats o

All Divisions
Qual Div Hat Check on all Staff

THE PROMOTIONAL ACTIONS
OF AN ORGANIZATION

(Contains 155 Actions that ensure
solvency and are vital in an org.)

(Cancels HCO PL 15 Dec 65 Additions
20 "The Promotional Actions of an
" Ongandization.)

When one hears that an Org or a Division,'a Department
or Section or Person has been ordered to promote, the question
can be asked ['What does this mean?"

Some suppuse it means get an incredibly brilliant new
dea that has never been done before. ‘Another thinks it means
ﬁiring an ad agency. Somebody else may think it means telling
Lies or workiyg confidence tricks. It is none of these things.

Only in bmergency promotion does one need new ideas and
these most often consist of how to accomplish a long neglected
action in some other department one doesn't have control over.
The brilliance required herc is how to get your part done

anyway.

PROMOTION means, to make something known and thought well
of. In our activities it means to send something out that
will cause people to respond either in person or by their
written order or reply to the end of applying Scientology
service to or through the person or selling Scientology
Commodities, all to the benefit of the person and the solvency
of the org.

Now do you see that a staff member aemiling is sending
something out that will make somcone respond and think better
of the staff member and the org. That comes under the
definition of Promotion. A janitor making the steps clean
is presenting something (the view of clean steps) that will
make both himself and the org a bit bettar thought of. A
mail clerk doing up a neat package is sending something out
that will make the org well thought of. Do you see?

. . So any action that makes the staff member of the org
visible and well thought of is promotion.

Fyrthermore any job in the org well done makes it possible
for others to promote but not done makes it very hard to
promote or makes it impossible altogether. Every task in
the org contributes to promotion. And withF = promotion
there is no job.

. . There are, however, very standard pr .otional actions
which we concentrate on in an org.



'ROUTINE PROMOTION

Through the years orgs have developed various standard
promotlonal actions which invariably achieve results if done.

Today these actions are woven 1n?o the standard
organizational pattern as administrative activities.

If an org follows the organlzatlonal pattern and does
what the hats say, then it will be promoting with no further
strain.

The promotion ideas and patterns as they now exist are
never at fault. Only failing to do them is at fault.

Promotion only fails because of non-execution.
Without promotion one has insolvency.
Promotion without adequate delivery of service or

commodity will eventually fail to deliver income.

THE PROMOTION ACTIONS

-The Standard onmotxon Actions of an Org, by Division
and Department are:

(Note: There are other actions in these portions of
the, org. These are only the Promotional Actions.)

1. HCO AREA SECRETARY - Co-ordinates and gets done the
promotional functions of Division 1.

2,  DEPARTMENT 1 (Dept o0f Personnel) - recrults and hinres
personnel in adequate numbeaa Lo ensune the expansion
04 the ong.

3. Trains and hats personnel and ensunres puopeu apprentice-
ships are done 80 that personnel compelently produce on
podt and stable cxpansdion is maintained.

4. Ensurncs all pernsonnel are utilized for maximum production
and growth.

5.  DEPARTMENT 2 (Dept of Communication) - Sces that mailings
go out prompily and on schedule and that the Magazine 438
mailed all at once, not in bits and picces.

6. Sees that internal despatches are swiftly delivered and
are in accurate form.

7. Sees ,that letters, fefexes and orders arrive safely and
are qulckly handled and not ovarlooked.

8. Oversees statlonery and typxng quality so that

communications going outside the org look smart and
sound bright.

9. Requires Reczption to make known free introductony
Lecture Lo all callers.
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10, Has books on display at zcceptaan, and stachs of 5£4¢k5
available in cases offening Selentology and 0£¢net¢c .
senvices.

11. Keezé stadf from collecting in chept&on Centae and
talliiing Scientology before calfens.

12, Controls publie notlice boards of the ocng and mahoa sune
they also feature org senvices available.

13. Routes people swiftly and accurately to the nequired
denviced,

14, Answens the phone pZzaaantLy and handes ox connecels
phone callers to the propen teaminals eaaectively

15. Competently remimeos and rapidly distaibutes 2o At155
afl LRH and Flag 4{3sueé immediately upon recedpt to
get in Pol and Tech.

16. DEPARTMENT 3 (Dept of Inspection and Reports) - Sexs
that the org is there and functioning, ‘

17. Sees that Suppressives and enturbulative elements do
not block dissemination.

18. Sees that service 'is accurately given and that no
squirrel tech is usad. _

13. Prevents the phenomenon of no-ﬁase—galn by spotting
Potential Trouble Sources and handling, and wiftly
noutdng back to the service,

20. Ethics gets case resurgences by finding the right SPs.

21. Rapidly and effectively handles any and all students
and pes routed to it for ethics handling and gets them
back on course or into the HGC so tech goes in.

22. HCO DISSEMINATION SECRETARY =~ Co-ordinateg/and gets done
the promotional functions of Division 2 and makes the
org and services knewn to Scientologists,

23. DEPARTMENT 4 (Dept of Promotion) - Issues magazines on
schedule.

24. Does Sunrveys for Promo and uses the results so0 as to
make the aight offerings.

25, Properly presents services in ads in org magazines
and mailings.

26. Dogs promotional pieces for Publications Dept.

27. Compiles promotional pieces and programmes for issue
to Scientologists.

28. Sees that the files, addresses and requirements of
persons interested in Scientology are used to the
full.
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29,

3¢0.

31.
32.
33.

3u,

35.
36.

37.

38,

39.

11N

41,

LY

43,

44,

4o,

e,

DEPARTMENT 5 (Dept of Publications) ~ Sees that good
quantities of books are in stock.

Places Ads in the Magaane or via Div & in Pubfic Mags
and papers foa booha and training and p&ccﬁ&é&ng

Ships swiftly on receipt of orders.
Gets promotional pieces printed.

Gets pins and insignia in stock and ensures broad issue
s0 they will appear in the world and thus disseminate.

Sees that book fliers (handbills) are shipped out
regularly to Scientclogists and bock buyers.

Gets Hat and Course Packs made up and in adcquate stock,

Sees that tapes are available and that presentation
of them is of good tone quality.

Sees that any cine material is available and ready for
broad use.

DEPARTMENT 6 (Dept of Registration) - Letter Registrar
works to accumulate questionnaires and mail from those
responding to promotlon. Follows exact policy and gets
cut floods of mail to all possible proper candidates
for service.

Keeps a complete Addness File in such shape that maillings
are wide and sent to people who wiff respend. uevam Leits
go of an addrcss on a mailing List and keeps them all
propenly corrected and up to date and in preper catogerdind
dor neady use.

Keeps Cantral Files right up and in excellent shdpe and
adds all new names of buyers of books and services,

Uses Central Flles to the limit to produce business and
routes everyonc in it individually in accordance with
the routlng sheet on the back page of Auditor 10 by
employing Gradation Charts and sending them out marked
and devising other means of utilizing CF to produce
business.

Sends out questlonnalres with all offers which detect
people's plans for training and processing.

Accepts Advance Rugletratxon and encouragas more advancs
registration until her months ahead are scheduled full
of students and pes, and gets perscons ariiving on oAa
before thein schaduled daie.

Locates and contacts ARC Broken persons and geds them
into the ong forn a Frce ARC Break Session,

Deces Phone Registration in City areas in addition to
other registration actions such as Letter Reglstrar.

Registers everyone who comes in for service as pleasantly
as possible and accepts thedir moncy with due regard for
the solvency of the org.



HCO PL 20.11.65R - 5 -
Revised 15.4.73

47.

48,

49,

50.

51.

52.

53.
54,
58,
56.
§7.
58.
59,
60.

61.
62.

63,

B4 .
65.
66.
67.

TREASURY SECRETARY - Co-ordinates and gets done the
promotional functions of Division 3.

Collects Advance dementa and outstanding notes by floods
0f excellent on policy accounts Letters and by monthiy
Atqtementa.

Collects outstanding notes through Field Staff Members
via Dept 17.

Has Accounts {iles khept up 80 as to provide accurate and
up to date accounts balances speedily upon aequest for
all org customens.

Gets all mail orders invoiced and/or collected so they
can be shipped at once.

DEPARTMENT 6 (Dept of Disbursement) - Keeps bills paid
in such a way that the org is in excellent credit repute.
(Promotes with good credit rating).

Get salaries accurately and punctually paid to keep staff
happy. .

DEPARTMENT 9 (Dept of Records, Assets and Materiel) -
Gets proper quarters to make the org look good, whether
for momentary or permanent use for all divisions.

Keeps materiel of org bright.

Acquires reserves to give a reputation of stability
to org.

Keeps staff clothing issued and in good order (in those
orgs providing uniforms). ‘

TECHNICAL SECRETARY ~ Co-ordinates and gets done the
promotional functions of Division 4.

DEPARTMENT 10 (Dept of Tech Services) - Makes the
customers happy and glad to be there.

Gets atl {ully paid students and pes into org and
services delivered. Never peamits seavice to baeklog.

Gives brisk service.

Acquires for the org a reputation for swift and excellent
handling of people.

DEPARTMENT 11 (Dept of Training) - Gives excellent
training. (The soundest possible promotion quickly
mirrored in numbers enrolling.)

Routes dissidents quickly to Ethics and slows to Review.
Briskly and punctually schedules classes.

Accomplishes lots of completions.

Turns out very competent auditors whose excellence

promotes the Academy (or College at SH) and Scientology.
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88. Writes.letters to possible prospective studenta to get
the Academy (or College at SH) full. (This is an old,
0ld activity of the D of T who never depends on
Registrars or magazines,)

69. Makes sure the excellence of training that is there is
bragged about in magazines exe.

70. DEPARTMENT 12 (Dept of Processing) - Gets excellent
results on all pes.

71. Becomes well known for standard tech., ‘

72. Spots SPs and PTSes early and routes to Ethics. Handles
bogged cases immediately with no delays.

73. Takes respons1b:11ty for all cases in the whole area
where the org is. :

74, Makes auditors look and act profes1ona11y outside the
HGC so people will have confidence in them.

75. Insists on clean, attractive HGC quarters and helps
Maturiel to achieve and maintain them.

76. Gets pes in such good shape they are walklng advertise-
ments for the HGL and Scientology.

77. Writes letters to possible pcs (the D of P has had this
duty for 1% years). )

78. QUALIFICATIONS SECRETARY - Co—ordinates and gets done
~ the promotional functions of Division §.

79. DEPARTMENT 13 (Dept o4 Validity) - Makes sure no untrained
student or unsolved case gets past,
st

80. Routes people speedily to thein conrect Qual aenvLce, and
out on the coanect Line.

81. Accurately examinea all pes Lo ensure honest delivery.
82. Appties fast gLow attestation to all Supeatiterates and

inspects after the fact and catehes all 4£ubbed products
and gets Them coxreeled.

83. TFinds the real errors in any failures (no student or pe
ever gets upset if the actual error is spotted - they
only get upset when a wrong error is found).

84. Routes those passed quickly to Certs and Awards and
those failed quickly for ccarection and routes any
Ethics matters dlscovered promptly to Ethics.

85. Tssues credentials that will be seen around - pins that

people wilfwear, centificates they will hang up, cards
they wikl show,

86. Neover issues anything falsely as it will be hidden on
discredited.
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87. 1ssues Literaturne to all new xefeases and othen completions
that tekls them what they have attaincd and what next -
to do and encourages them to do it. - ,

88. Pushes along the Free Membership program for new
Scientologists and makes sure Accounts sends a bill fox
the next yean's membeaship the moment the six months
expine. Ensunes Auditons kecp their Cents in force
with an up to date Memboaship. ‘

89,  Makes a continual cffont to get ARC Baoken Seientologisis
in fon ARC Break handfong.

90. DEPARTHENT 14 (Depz 0§ Personnel Enhancement) - Applies
Word CLeaning ani repain tecanology on a pensonal basdis
2o the fullest extent o restone Lost Tzchnology.

91.  Makes sure there are NO misunderstood words existing
amongat 4taff, auditons or in the org public.

97. ecd that all training and auditing programs of stafg,
students, auditors, Intenncs or in the org public are
without skipped gradients and done.

93. Ensdunes all staff cases are paoineaatng Aatiagacgonizy
with good O0CA (APA) gains and that NO no case gain
casded arc on &taff.

94, Catches people who arne ARC Broken, fallen off§ Lines on
run 4nto personad troubles and gets them back on the
roils and active again.

95, Provides fast medical Liaiscn actions forn stagf and
publics to ensure §ast cornrection of any physical
difficultics. :

96, DEPARTMENT 15 (Dept of Cornectior) - Makes sure all
Scientology and Dianetics matonials ane available and
the knowfedgz known and used.

97.  Gives excelfent Interne training supervision en a daily
basis to boost and build TRs quality and ecreate
profeséronal competence,

9§. Gives britliant standard isolation o4 any technical on
admindistrative ennons in students on staff - discovers
and handles them with ease.

99, Sends fo Ethics all Ethics mattens discovened.
Cultivates an aura 04 cffortless competence.

100. Restones Lost technology in the ong and field thaough
consdtant corneection and application of 100% standard
teehnical and administrative technology.

10l. DISTRIBUTION SECRETARY - Co-ordinates and gets done the
divisional promotion functions of Division & and makes
Scientology and the org known tc the bread public.

102, DEPARTMENT 16 (Dept of Public Infoamation) - Adverntises,
ingonms and baings in the broad public.
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103,
104.

105,

’06.

107,
108.

109.
110,

111,

11z,

115,
114.

115,
116.
117.
118,

120,

121,

122.
123,

’24.
125,

Surveys to get afl angles on public appeal.

Sees that pensonnel are propenty dressed, well-conducted
and give the org a good tone and appearance.

Handles press and public relations area control.
Hakes Scientolegy popular on the thing to do.
Encourages broad public (Lay) membenships.

Collects by Letters on verbally successful applications
04 Scientology.

Tesues stonies of succesdful application.

Gets spectacular wins posted on the Ong's public notice
boards. ‘

Condenses wins into data o4 intenesl fon mags and as
handouts . :

Makes a Catalogue of successes with various processings

on vardious conditions.,

Sells Scientology Lo governments and broad socdial stratas.

Gets books placed 4in book stones ﬁ;uiewed and in the
public view.

Keeps up heavy public book sales and places book ads.
Acquines new mailing Lists.
Sends out excellfent info packs.

Does voluminous public contact work and guides in new
body traffic. ‘

Wworks on public not on the Scientologists already known
to Divisions I and 2.

Sends out Touns that sell scrvices by personal contact
and developing of prospects outside the ong.

DEPARTMENT 17 (Dept of Public Serviecing) - Conducts
attractive, convincing introductorny demonstrations and

miniatune cournses that get public intencsted enough 2o
buy something.

Holds 2vents, Upen Evenings cte.
Sees that the Introductory Lecture and non-classed

courdes ude no woands that will be misundenstood and make

giapte want o buy training and processding and offenrs
L,

Furnishes Lectuhens to groups.

Advertises and conducts an Extension Course.
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126. Sees that aff new public in get nouted o the Public
Registrnn,

ind ¢ : d Baéicv
. Les training and processing o new public and
e g:anae Atuden%b and gets them stanted on same 4&n
Divisdion 4. ‘

. Keeps the percentage o4 new people who sign-up and.
e Atazt Aenvgce very high with full application og gzg
League sales techniques and standard poticy by Public
Regisirans, ‘

3 - ( d handles
129. DEPARTMENT 18 (Dept of CLeaningl - Recruiis an
; Field Stafd Members to get in pes and students for the
ong land colfect past debts).

130. Keeps 4n touch with Franchise Holdens and heeps them
informed.

131. Carnies out ail FSM and Franchise activities and makes
them head people towand the oxrg.

132. Tarcats the whole departmental activity as salesmen are
handfed by any othzor business org.

153. Txrains FSMs and Franchdise Hosdems and makes them
ginancially success ful.

134, Gets all commissions owed promplly paid to emeounage
earning more commissions.

135. Gdives FSMs and Franchise HolLdens things they can use to
disseminate and select.

136, TInvites Scientologists to ask that Ingo Packets be sent
1o friends and nelatives. .

137. Finds and encourages the formation of Scientology Groups
» and Registens them and offens ceatificates.

138. Sends out mailings to Groups.

139. F4inds and encourages the foamation of Franchiscs and dees
AB€xnay negdsten with the Franchise 04ficer Workd Wide.

140. Issugs projects of an;iication to advanced Scientologists,
particularly thos

. e projects involving artists or public
figures.

14l. Acknowledges the activities of Scientologists busy out
in the world.

142. Encourages and

: publicizes various applications of
Sckentology. '

DIVISION 7 PROM ACTIONS

Dept 21 (0ffice of LRH)
LRH Comm

143. Sees that Ron's postulates stick! See that his comms
fly, look well and that Ron's EDs are complied with.
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144.

145.

146 .

147,

148.

149,

150.

151.

152.

153.

154,

Enhances LRH Image anz increases public's Agfinity
for Ron. Ensuncsd each public SO No. 1 reply is a
true ambassador gor Ron.

Sees that grounds and quarters are clean, Aagz,'attnactive
and viable.

Dept 20 [(0f4ice of Zhe Controllen)
Asasistant Guardian

Co-ondinates and gets done the promotional functions,
as covened separately in Guandian Orders, of the &ix
bunecaux of the Assistant Guandian's Offices Policy
Knowfedge, Legal, Infoamation, Finance, Tech and Public
Relations.

Dept 19 (0ffice of the Executive Director)

Execulive Dirccton

Co-ondinates and plans activities and ensures execution
0§ all promotional actions and functions. Sees Lo the
welfane of Staff and ensures they are happy and productive.

Product 0f4icen

Sees that all products are being produced with increasing
quantity, quality and viability and makes sure that thenre
ane no Lost products.

Org Officen

Organizes foa and assists the Product Officen. He gedls
production Lined up, grooves in staff on what they should
be getting out and makes sure the Product Officer’s plans
are executed,

Exee Es o

Operates through Estod to ensure that adequate quarters,
personnel, training, hatting, §ites, Lines, supplies and
mateniel and ali things necessany to ecstablishment are
availatre, and being used.

Advisory Council

The Advisory Council closely watches gross divisional
statistics and quickly acts to handle any division of
low gross divisional statistic. Acts to get into action
all dropped or neglected standard promotions.,

The Advisory Council develops new ways of making old
promotion as inherent in the org (detailed above) more
effective and better executed. It never neglects old

stahda?d_prcmotion to too strongly concentrate on new
promotion.

Primarily it handles Secretaries and acts through

Secretaries of divisions to get all the promotion
actions done.

As Financial Planning, sees that all necessary financial
reports are on hand, to ensure that Org services are
being delivered and not given away; and to make sure that
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all income making actions are in use so that the Org
remains solvent. =

Produet Conference

155. Sces that real tangets fon Stats and Products and VFPs
0§ each Div orn depaatment that exchange w;th}the soclety
anound them in netuan for income, are set daily, and
met,

These are the standard promotional actions of a Scientology
organization,

Any org not in a high state of solvency and activity
has omitted some or a majority of the above.

It is almost impossible to fail to succeed if one just
does the listed actions.

There is a great deal of busynesé connected with them.
But they are essentially simple actions. Most of us have been
doing them for years.

If there is any mystery felt about them, then one either -
hasn't read his policy letters or is in disagreement with
promoting at alil. ' ’ ‘

Actually it is too simple. I am often amazed when people
want me to write tens of thousands of words to describe these
actions.

The thing to do is do them. Then one quickly gets the
"hang" 'of them. And they arc easy.

As usually one at staff level is concerned with only one
or two of these they are very easy to learn all about and do.
The thing to know is (a) they exist, (b) they are essential
actions and (c¢) their details must be done for them to succeed,

I have made no attempt here to review the org or old
promotions. All I've done is write what I would expect to
have happening in any org or division of any org if I wanted
a successful org. I've listed things which, if missing, would
cave in a Division or the HCO or Org portions.

A far more thorough analysis could be done. This is only
a list of the essential actions., If less than these are done
one will have poverty not prosperity.

If ,one can't get them done in an org, then there is
something awfully wrong.

When a staff member is in a part of the org that is in
emergency or danger, he, not being a high executive, often feels
he can do nothing. This is foolish. Solvency is not made by
high executives. It is made by doing one's own job.



co PL 20,11. 65" =12 -
"A'l“.a 18 ‘ '

Every action in every department is linked with promotion.
To get out of emergency or danger one must first promote. That

means, do the action that promotes in one's department or section
or unit.

Solvengy and org wins are made up of the small actions
of the staff all added together.

Read again how promotion is defxned. Read what is. the
pvomotxonal action of your immediate zone in your org. Ask
yourself if you are giving it all you can. Then maybe you
will understand whether you should be solvent or insolvent.

There is no other magic about it.

The one fatal error in promotion is to get so involved
in worrying ovaer things not your zone of promotion that you do
not thoroughly execute your own role in promotion.

The most successful course of action you can follow is
to do your part of the promotion in your own zone and do it
80 well it makes up for any shortcomings that might happen
elsewhere in the org. Always promote more than can be wasted.

And also promote as a person and staff member. Even if
you may not be an auditor, you never know what your smlle,
your helpfulness and your quick attention to another's
confusion or difficulty might have cursd.

Your actions and presence are meaningful and valuable
tooy you know.

Updated by LRH Staff Aides
Authorized by AVU
for the
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