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HCO AREA SECRETARY
OFFICE OF THE HCO AREA SEC
SECRETARY 7O THE HCO
AREA RETARY

Dept 1
Department of Routing, Appeavances sud Personnel

Routing Section

Writes and issues Body Routing Forms

Has Reception Events log of Org

Sees that Reception is a promotional contact for books and literature
lLogs Fhone Calls

Logs -people into and out of org

Appearances Section

Sees that Organization Staff Look: zood
Sees that all entrances are of eas; access and chanuelled by sigus
Hacdles all signs

Parsonnel .
Interviews all new Personnel
Eeeps Peraennel Roster
Handles staff status matters
Rovies staff to Raview
Hat folders, compiise and issues
Letter Out Hat Ghock Unit

Keeps all letter emanation poirte hat checxmd, defending HCO's statistic
Org Board Unit

Keeps Main Org Bd poated

Inspects and causes to be posted all Divisiomal org boardc

Dert 2
Dept of Communloations

a3l Sestion

Logs incosming and ountgoing mil
!’rants a1l mail

Bulk ui.lingl

Package Insurance

Packaging Customs Clearances

Diapateh Section
Routes all. Comms
Keeps Main Come Csatre
Inspects Divialonal Zomwn Cestres
Provides every ntuff wmooher il o Uem Tialdenm




Telex and 'Phone Section

Handles all Telexes
Handles ‘Phone Comm Systens
Liaison with GPO

Lost and Found Section

Cares for all property found
Looks for &ll property and dispatches lost

Comm Files Section

Handles all HCO Files

Handles Telex Files

Handles Persomnel Files

Handles Ethics Files

Handles LRH Communicator Files
Xerox (Office Duplication) Machine

Secretarial Executive Director Section

Sigpns and seals SEC EDs and certificates
Handlee all SEC EDs
Handles all Ethics and other HCO Orders

Addresc Section

Hendles all Address actions and equipment
Keeps Addreses Files

Dapt 3
Dept of Ingw and Hewvrts

Inspection and Reports Section

Inspects Projects and orders for completion and reports to those executives
who issued them

Time Machins

o1e

Handles the Time Machine for Owrg Orders for all Ereontives of the crganizaticu

Designates statistics for AdCounril approval

Collectc statistics

Graphs statistics weekly

Poste the OIC Board for the Org

Handles Weekly report to OIC W¢

Writez weekly SEC EBD of Conditlens for AdCouncil approval and issue by SEC ED

Gthics ection

Ethics Investigations

¥rites ¥thics Crders

Holds Ethics Hearings and suggests Executive Ethics Hearings
Hapdles all Kthice maiters

Guards and Watchmen

Legal Section

Handles 211 legsl maﬁfers, suitn, court appesrances
Attorney Liaieon
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