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Dept 1 
Dtpsrtaant of 	 ersonnel 

iSectio 

Writes and issues Body Routing Forms 
Ras Reception Events Log of Org 
Sees that Reception is a promotional contact for books and literature 
Logs Phone Calls 
Logs peopleinto and out of org 

Ammaranses Section 

Sees that Organisation Staff Lookif. Toad 
Sees that all entrances are of sae; access and channelled by signs 
Handles all signs 

Personnel  

Interviews all new Personnel 
Keeps Personnel Roster 
Bandies staff status matters 
'bytes staff to Review 
Hat folders, compiles and issues 

Letter Out Hat Check Unit 

Keeps all letter emanation point hat chocked, defending CO's statistic 

2zg_BOard  Unit 

Keep, Main Org Sd posted 
Inspects and causes to be posted all Divielynal org boards 

Deyt 2 
Eator  CommuaJLeations 

pistil Section 

Low; incoming and outgoing mail 
Franks.all -mail 
Nails all mail 
Bulk mailings 
Package Insurance 
Packaging Customs Clearances 

temze_bSectio.n 

Routesuall-Camms 
Keeps Hair Cows Centre 
InepeataDivisionsl rlowm-Ctror 
Provides every mti 
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Telex and 'Phone Section 

Handles all Telexes 
Handles 'Phone Comm Systems 
Liaison with GPO 

Lost and Found Section 

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

Comm Files Section 

Handles all HCO Files 
Handles Telex Files 
Handles Personnel Files 
Handles Ethics Files 
Handles LRH Communicator Files 
Xerox (Office Duplication) Machine 

Secretarial Executive Director Section  

Signs and seals SEC EDe and certificates 
Handles all SEC KDs 
Handles all Ethics and other HCO Orders 

Address Section 

Handles all Address actions and eqripment 
Keeps Address Files 

Dept 3 
Dept of  Itne,si ierta 

Inspection and1;t2mi-ti:i Section 

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

Time Machine 

Handles the Time Machine for Org Orders for all Eeecatives of the organizatieo 

OIC 

Designates statietics for AdCounell approval 
Collectc statistics 
Graphs Statistics weekly 
Posts the OIC Board for the Org 
Handles Weekly report to OIC WW 
Writes weekly SEC ED of Conditiene ter AdCouncil approval and issue by SEC ED 

Ethics section  

Ethioe Investigations 
Writes Ethics Ordere 
Holds Ethics Hearings and suggeste Exenutive Ethics Hearings 
Handles all Ethics metters 
Guards and Watchmen. 

Le]. ør,14on 

Handles all legal matters, suitn s  cote+. appearancee 
Attorney Liaison 

LMH:m1 
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