HUBBARD COMMUNICATIONS OFFICE .
Saint Hill Manor, East Grinstead, Sussex

HCO POLICY LETTER OF.20 NOVEMBER 1965R

, (Revised & apdatedv15/4/73)
Remlmeo o ‘ o :
All Staff Hats
All D1v151ons

Qual Div Hat Check on all Staff

| THE PROMOTIONAL ACTIONS
~ OF AN ORGANIZATION

v (Contains 155 Actions that ensure
solvency and are vital :in ‘an org.)
{Cancels HCO PL 15 Dec 65 Additions”

o "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 supposc it means get an 1ncred1bly brilliant new idea that
has never been done bofore. Another thinks it means hiring an ad
agency. Somebody else may think it means telllng lies or working
confidence tricks. It is none of these things.

Only in emergeﬂcy promotion does one need new 1deas and these
most often consist of how to accompllsh a long neglected action in
some other department one doesn't have control over. The brilliance
required here 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 peo-
ple to respond either in person or by their written order or reply
to the end of applying Scientology service to or through the person
;0r selling Scientology Commodltles, all to the beneflt of the person
and the solvency of the org. : :

Now do you see that a staff member smiling is sending something-
out that will make someone 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 better
thought of. A mail clerk doing up a neat package is sending some=
thlng 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 1s promotlon.

Furthermore any job in the org well done makes 1t pOSSlble for
others to promote but not done makes it very hard to promote or
makes it impossible dltogether. Every task in the org contributes
to promotion. And .without promotion there.is-no.job. :

There are, however, very standard promotlonal actions which
we concentrate on in an org. :
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ROUTINE'PROMOTION

Through the years orgs have deve;oped various standard.
promotional actions which 1nvar1ably achieve results if done.-

Today these actions are woven into the btandard organizational
pattern as administrative activities.

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

The promotion 1deas and patterns as they now exist are never
at fault. Only failing to do them is ‘at fault.

Promotion only falls because of non- executlon.
Without promotlon one has 1nsolvency
Promotion without adequate delivery of service or commodity

will eventually fail to deliver income.

THE PROMOTION ACTIONS

The Stanaard Pronotlon Actlons of an Org, by DlVlSlon and
Department are:

‘(Note: There are other actions in these portlons of the org.
These are only the Promotional Actlons )

1. HCO AREA SECRETARY - Co-ordlnates and gets dono the promotlonal
functlons of Division 1.

2. :DEPARTMENT 1 (Dept of Pensonnel) - necruits and hires personnel
C4n adequate numbena o ensune the eXpanbaon 0§ the ong

3, Tna&nb and hats peaéounQE and ensunes propen appnent&cebh&pb
are done s0 that personnel competently pnoduce on pobt and
stable expansdion is maintained.

4. -Ensunres alt penéonnel are ut&£Lzzd fon max&mum pnaduci&on and
g/LOLvth. .

5.. DEPARTMENT . 2 (ert of Commun&cdi&an) - Sees ‘that maLELnQA go
~ out promptly and on schedule and that the Magaz&ne LA ma&led
all at once, not in bits and pdeces.

6. . Sees that internal despatches are sw1ftly dellvered and are
in accurate form.

7. . Seces:that letters, fefexes and orders arrlve safely and are
qulckly handled and not overlooked. ‘

8. Qversees statlonery and typing quallty so that communications
going outside the org look smart and sound bright.

9. ARaquLneA Recept&on Zo make known 5nee Lntnoductcny Lectune
2o all callens,

10. Has books on display at Reception, and stacks of §Liens
available in cases offerning Scientology and Dianetic servdices,

11, Keeps stajg from collecting in Reception Centre and talking
Scientology before callens.

12. Contrnols public notice boarnds of the ong and makes sure they
also featune ong services available.
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3.
14.

15,

16.

17.-~

. tech 1s uked.

19.

20l

210.

22.

23.

24.

25.
26.
27.

28.
29.
30.

31.

32-‘

33.

34.

35.

36.

37.

Routeé people swiftly and accunately to Zthe aequLned seivdces.

Anbwenb the phone pEeaaantZy and handles ox connech phone

ecallens Lo the pnopen Leaminals eﬂﬁect&vety

Competently nemimeos and napLdZy distributes to Ataﬁé a££ LRH
and Flag issues immediately upon. recedipt to get in Pol and Tech.

*DEPARTMENT 3 (Dept of Inspection: and Reports) - Sees that the

org is there and functioning.

Sees that Suppressives and enturbulatlve elements do not
block dissemination. ; .

Sees that service 1s accurately glven an@ that no squlrrel

Prevents the phenomenon of no—case-galn‘ by spottlng Potential
Trouble Sources and handllng, and AwLﬁtﬂy nout&ng bach to the
AQMVLQQ.

Ethics gets case resurgences by flndlng “the rlght SPs.

‘Rapidly and effectively handles any and all students and pes
" routed to it for ethics handllng and gets them back on course

or into the HGC 30 tech goes in.

HCO DISSEMINATION SECRETARY - Co-ordinateswand gets-done the

.promotlonal functions. of: Division 2 ~and makes the org and

services known to Scxentologlsts.;
DEPARTMENT 4 . (Dept of Promotion). - Issues magazlnes on schedule,

Does Sunveyb 60& Promo and useé the Aesults s0 as zo make the

.nLght oﬁﬂenbngb.

Properly presents services in ads in org maga21nes and mailings.

 Does promotional pieces for Publlcatlons Dept

Compiles promotional pleces and programmes for issue to

: 801entologlsts

Sees that tHe files, addfesses and fequifemenfs of persons
interested ‘in Scientology are used ~to the full.v

DEPARTMENT 5§ (Dept of Publications) - Sees that good quantities

of books are in stock

PZaceA Ads in the Magaz&ne on via Div 6 in Pubt&c Maga and

papené 6oa books and training and processing.
Ships sw1ft1y on recelpt of orders.
Gets promotlonal plECeS prlnted.

Gets plns and’ 1n31gn1a in &stock and erisures broad ‘issue g0

they will appear in the world and thus disseminate.

Sees that book fliers (handbllls) are Shlpped out regularly

“to 801entologlsts and book buyers.

Gets Hat and Course. Packé made up and 4in ad@Qaate Atock.

Sees that tapes are available and that presentatlon of them
is of good tone quallty.

Sees that any cine material is available and veady for broad
use.
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38.

39,

490.

41.

uz.

43..

44.

¥5.

u6.

u7.
480
49.

50.

51.

52.

-53.

su.

55.
56.

DEPARTMENT 6 (Dept of Reglstratlon) - Letter Reglstrar works to
accumulate questionnaires and mail from those responding to.
promotion. T[ollows exact policy and .gets our floods of mail to
all. p0831ble proper candldates for serv1ce.

‘Keeps a complete Address File 4in sueh Ahape that. ma&angé are

wide and sent to people who will nespond., Néver Lets go of an
addness on a maLLLng List and keeps them all properly corrected
and up to date arnd Lin proper categories forn ready use.

Keeps'Centfalnrlles'rl tht up and in excellent shape and adds
all new names of buyers of books and services..

Uses CentréI”Files'fo the limit ‘to produce business and routes
everyone in it 1nd1v1dually in accordance with the routing
sheet on the back page of Auditor 10 by employing Gradation
Charts and sending them out marked‘and dev181ng other means of
utlllZlng CF to produce Business. :

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

LAccepts Advarice Registration &nd encourages more advance

registrationuntil her months ahead are schedules full of
students and pcs, and gefs persons arniving on on before their
scheduled. date

Locates and contactb ARC’ Bnoken penaoné and gat& them into the
ong forn a Free ARC Break Session. .

Does Phone Reglstbatlon in City areas in~addition to other
registration actlons such as Letter Reglstrar

Registers everyone who comes in for service as pleasantly as
possible and accepis. the&d money with due regard for the
solvency of the org. : . ,

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

Collects Advance Payments and outbtandLng noteb by §Loods 06

~excellent on poﬂ&cy accounzA Lettens and by monthly statements.

Collects outstandlng notes through Fleld Staff Members via

‘Dept 17.

Has Accounts 5&225 kepz up 40 as to provide accua&té and up %o
date accounts balances ApeedLKy upon nequebt gon all ong
customens. .

Gets all mail orders 1nv01ced and/or collected S0 they can be
shipped at once.

DEPARTMENT 8 (Dept of Disbursement) - Keeps bills paid in such

a way that the org is in excellent credlt repute (Promotes
with good credit ratlng )

Get salaries accurately and punctually pald to keep staff happy.
DEPARTMENT 3 (Dept of Records, Assets and Materlel) - Gets
proper quarters to make the org look good, whether for momentary
or permanetit use for all divisions. : :

Keeps mdteriel of org bright.

Acquires reserves to give a reputation of stability'to org.
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57. Keeps staff clothing issued and in good order (ih!those'orgs‘
prov1d1ng uniforms).

58. TECHNICAL SECRETARY - Co-ordlnates and gets done the promotional
functions of Division ‘4. = 4

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

60. Gzta alt 6u££1 pa&a Atudent4 ‘and pes into onrg and 4eavlce4
delivened. Neven permits senvice to backlog.

61. Gives brisk service.

62. Achlres for tﬁe org a repctaticn for swift and excellent
handllng of people

63:' DEPARTMBNT 11 (Dept of Tralnlng) - lees excellent training.
(The soundest possible promotlon quickly mirrored in numbers
enrolling.) . . o

64. Routes d1s51dents guickly to Ethics and slows to Review.
65. Brlskly and punctually schedules classes
66. Accompllsnes lots of completlons

67.' Turns out very competent audltors whose excellence promotes'
' the Academy (or College . at SH) and Sc1entology.

68. WPlteS letters to poss1ble prospectlve students to get the
- Academy (or College at SH) full. (This.jis an old, old activity
of the D of T who never depends on Reglstrars or naga21nes )

69. Makes sure the excellence.of tralnlng that is there is bragged
- about in magazines, etc.

70. DEPARTMENT 12 (Dept of Proce351ng) - Gets excellent results
.- .on all: pes.

71. Becomes well known for standard tech.

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

73. . Takes respon51b111ty for all cases in the whole area where the
org is. S v

74. Makes auditors look and act professionally outside the HGC so
pecple w1ll ‘have -confidence. in them. :

75. Insists on clean, attractlve HGC quarters and helps Materiel
to achieve and malntaln them.

76. Gets pes 1n such good shape they are walklng advertlsements
for tine HGC and 801entology

77. Writes letters to p0331ble pcs (the: D of P has had this duty
for 15 years).

78. QUALIFICATIONS SECRETARY - Co—ordlnates and gets done the
promotional functions of DlVlSlon 5. :

79.. DEPARTMENT 13 (Dept of Validity) - Makes sure no untrained.
' student or unsolved case gets.past. . '



80,

83.

8L.

85.

£6.

é7.

§8..

£9.

O
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91.

92.

93,

74.

95.

96.

97.

98.

Revised 15.4.73

Routes people speedily to theirn correct Jual Aeau&ce, and
out on the connect Line.

Accurately examines .alk pes to ensune honeat defivenrny.

Applies gast fLow atitestation Lo all Supeni&tenateA and

Anspects aften the gact and: catcheA all 5£ubbed p&oducta and
"gets them cornhected.

Finds the real errors in any fallures (no student or pc ever
gets upset if the actual error is spotted - they only get upset
when a wrong error is found).

Routes those passed quickly to Certs and Awards and those
failed quickly fox correction and routes any Ethlcs matters
discovered promptly to Ethics.

Issues credenitials that will be seen around - pénb that people
will wean, cerntificates they will hang up, cards they will show.

Hever Lssues anything 5a£Ae£y as Lt wilL be hidden on
discrnedited. ‘

Tssues Literature to all new &eieabaé and othern completfions
that tells them what they have attained and wnat next to do
and encourajes them to do 4it. _

Pushes along the Free Membe&ah&p progrham §on new Sc&en¢0£09LAIA
and makes Sure Accounts sends a bilLL for Lhe next yean's
membership the moment the six months expine. Ensures Auditorns

keep thein Cents 4in §orce w&tu an up to date Membenbhkp

Makes a cont&nual effont to get ARC Bnaken Sc&entalog&bt& in
§on ARC Break handling.

JEPARTMENT 14 {Dept of Peabonnez Enhancemnent) - Applies Word
CLeaning and nrepain technology on a personal basis to the
jutlest extert to restcre Lost Technology.

idakes sune tiene arne NO misundersiood wornds existing amongsit
stafs, auditorns on in the org public.

Sees that all tradinding and auditing programs of Ataﬂé, students,

auditors, Internes on in. the org public are without skipped
gradients and done.

Ensunes all staff cases are progressing satisfactonily with
good O0CA {APA) gainrns and that NO no case gain cases ane on
Atafd. v

Catches people who are ARC Broken, fallen off Lines on nrun
into personal trnoubles and gets them back on the nails and
active agadin. o

Provides fast medical Liaison actions forn stajf and publics
to ensurne fast coriection of any physical difficulties.

VEPARTMENT 15 (Dept 0§ Cornection) - Makes sune alf Scientology
and Vianetlcs matendials anre available and the knowledge known
and used.

Gives excellent Interne thaining supervision on a daily dasis
to boost and build TRs quality and create progessional competence.

Gives brilliant Atandandriaazatlon 04 any technical o adminis-
trhative ennons in students on staff - discovers and handles
Lthem with ease.
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99.
100.

101.

102 .

103.

104.

105.

106.
107
108.

109.
110.
1.
112.

113.
114.
115,
116.
17.

118,

119.
120.

121,

1224

123,

124.

Sends to Ethics all Ethics malilenrs d&Acovened Cultivates

an aura of effortless competenca

Re4¢one4 Lost Lechnoﬂogg in the org and §ield th&ougn conbiant

- aonhectlon and application of .100%: Atanda&d techn&cai and

admindisinative techunology.

‘DISTRIBUTTION SECRETARY - Co-ordinates and gets done the division-
.al promotion funections of. Division 6”and makes Sc1entolo y and

the org known to the broad public.-
DEPARTMENT 16 (Dept of Public Inﬁo&mat&an) - Adve4t¢éeb

Angorms. and- brings 4in.the broad public. .

SunueJA to get atlt angzea on pub~¢c appeal

SQQA that peméonneﬂ ane pnopenly daebaed ‘well- canducted and:

- gdve  the org a good.tone and appeanance.

Handzeé prLess and pubt&c nalat&onA anea contnot.

Makes Sc&entotogy popuzan on tne th&ng io do,-

. -Encourages broad public (Lay) memberdhips..

Collects oy Letiens on venbaztg Aucce445u£ appi&catlona oé

. Scientology.

Iébueé Ato&&eé 0f sduccess jul appt&cat&on.

Getb Apeczacuzan wins pCAted on the Ong 5 pubt&c notice boandé.

Condenses winsg into data of Linterest éoa mags and as nandoutb.

Makes a Catalogue of Auccebéeé with uan&oua pnoceAA&ngA on

Cvandous condifions.

Sells Scientoﬂogy to gouenhmenté'ahd broad social stratas.

Geté books pﬂacad An book atoneA neu&ewed and in the publ&c view.

KeepA up heav; public book sales and pl aceA boo& adb
Acquines new madlling LLsZLs.
Sends out exceffent iﬁ&o packb.

Does uo£um£nod5 pubiicvcdntacz work and éaidea'in new body

‘tmaﬁékc

Works on Eubllc not on the Sc1entologlsts already known to

Divisions 1 and 2.

Sends out Tours ithat sell servides by pendonaz cantact and
developing of prospects outside the org.

"JEPARTMENT 17. (Dept 04§ Public. Servicing) - ConduczA a;taactive,

convineing Antroductory demonstraiions and mindature counses

‘ that gat oubL&c &ntan24¢ed enough to buy Aometn&ng

Hoidé eventé, Open Even&ngé ete.

. Sees that the Introduciory -Lecture and non-classed courses use

no wornds that will be misunderstood and make peopte want to
buy training and processing and offens ii.

Furndisiies Lectunens to groups.
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125.

126.
127.

125.
129.
130.
131,
132,
133,

134.

135,

136,

137.

138.

139.

14g0.

141,

142.

143.

144,

145.

Advertises and conducts an Extension Course.
SQQA that all new pubﬁic in get nouted zo the Public RagLAtaan.

Sells tua&n&ng and processing za new public and Baéac Counse
students and geis them sianted on same 4in Division 4.

K¢ep4?tﬁe percentage 0f mew people who sign-up and start
senvice veny high with full application of big League safes
techniques and standarnd policy by Public Regisitrars.

JEPARTHENT 18 (Dept 05 CLeaning) - Recruits.and handles Field
Staf§ Members to get in pes and students for ithe ong l(and
collect past deoté)

Keeps 4in touch with FnanchLAe Haldené and keepA zhem Lnéanmed

Cannies out all FSM and Franchise act4ULt4e5 and makea them
head people towand the org.

Treats the whole depaatwentat act&thJ as salesmen ane handted
by any otiern business ong. :

Trhains FSHs and Franchise Holders and makes them §inancially.
successpul.

Gets all commissions owed promptly paid to encourage earning
mone commisdsdionsd.

.GLves FSMs and FnanchLAe Holdens th&ngb they can use to

disseminate and select.

Invites Scientologists to ash that Tnfo Packets be sent to
friends and rnelatives.

Finds and encourages the 5onmation>06 Scientology Gndupb'and
Registens them and offens ce@tiéicateé.

Sends out mailfings to Groups.

Finds and encourages the formation of Franchises and sees that
they negisten with tie Franchise Officen Wonld Wide..

Issues projects of application to advanced Scientologists,
particularly those projects involving artists or public figures.

- Acknowledges the act1v1t1es of 801entologlsts busy out in the

world.
Encourages and publicizes various applications of Scientology.

DIVISION 7 PROM ACTIONS
Dept 21 (Office of LRH)
LRH Comm '

:Sees that Ron's postulates stick! - See that his comms fly, .-

look well ana that Ron’s EDs are complied with;

Enhances LRH Tmage and increases public's Affinity for Ron.
Ensunres each public SO Né. 1 neply is a true ambassador {01 Ron.

j°ee5 “that grounds and quartens’ are clean, baﬁe, ‘attractive and

viabZe.
Dept 20 (0f44ice of the Controllen)

Assistant Guardian
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146. Co-orndinaites and geits done the promotional gunciions, as
covered separately in Guandian Ornderns, of the six -bureaux of
the Assistant Guardian's 0ffjice: Policy Knowledge, Legaf,

_In50¢@¢¢ion, Finance, Tech and Pubfic Relfations. . -

Jept 19 (0ff4ice of the Executiue’vinectoa)

- Exgcutive Directon

147. Co-ondinates and plans activities and emsures execution of .
all promotional actions and functions. Sees Lo Tae welfare o4
‘Stagf and ensunes they are happy and productive. -

Product Officen

148. Sees that alﬁlpnodactb are being producted with Lncreasing
quaniity, quality and viability and makes sure that there are
no £Lost products,., -

 0ng 0fficen | . |
149, Onganizes forn and. assists the Product Officer. e gets pro-

duction Lined up, grooves 4in staff on what they should be getting
out and makes sure the Product 0fficen's plans are executed.

Exec Esto

150. -Operates thnough Estos Zo ensure that adequate quarters,
' . personnel, training, hatting, f4iles, Lines, supplies and
- "matendel. and all things necessary to esiablLishment are available
and being used. : : - ‘ ’ ’ i

Advisory Council

151. : 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. _ :

152, The Advisory Council develops new ways ®f making old promotion
as inherent in the org (detailed above) more effective and
better executed. It never neglects old standard promotion to
too strongly concentrate on new promotion.

153. Primarily:it handles Secretaries and acts through Secretaries
.. of divisions to get all the promotion actions done.. :

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

Product Congerence

155. Sees that nreal Iangéié‘gon Stats and ?nbduQIA and VFPs of each
Div on department that exchange with the socdety. around them
An netunn fon -income, are sei daily, and meZ.

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. ' '
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It is almest 1mp0581b1e to fail to. succeed if one just does
the 1lsted actions. . ‘

There is a great deal of busyness connected w1th them but
they are essentially 81mp1e actions. Most of us have been doing
them for years.

If there is any mystery felt about them, then one either
hasn't read hlS pollcy letters or is in disagreement wlth promotlng
at all. . ,

Actually it ds too simpie. 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 quickiy'gets'the "hang"
of them. -And they are 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 (¢)
their details must be done for them to succeed.

I have made no attempt here to review the org or old promotlons.
All I've done is write what I would expect to have happenlng in any
org or division of any org if I wanted a successful org. I've
listed thlngs 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.
‘1ist of the essential actions. If less than these are done one will
have poverty not prosperity. L ‘ :

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.

Every action in every department is linked with promotlon. 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.

Solvency and org wins are made up of the small actions of the
staff all added togetiher. : :

Read again how promotion is defined. Read what is the promo-
tional 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 involvent.

- There is no other magic about it.
The one fatal error in promotion is to get so involved in

worrying -over things not your .zone of promotion that you do not
thoroughly execute your own role in promotion. -
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The most successful course of action you can follow is to do
your part of the promotion in your own zone and do it so well it
makes up for any shortcomings that might happen elsewhere in the
org. Always promecte 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 smile, your help-
fulness and your quick attention to another's confusion or difficulty
might have cured.

Your actions and presence are meaningful and valuable too,
you know.

Updated by LRH Staff Aides
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