HUEBARD COMMUNICATIONS CFFICE
Soint Hill lisnor, Bast Grinstead, Bussex

Remingo HCO POLICY LETIER OF 30 JANUAEY 1966
ixec Sec Hat » : Issue IXI

Org Sec Hob :

ALY Org Div Hata Org Div

AGCOUHTS PROCHDURES

MINUS TNVOICES AKD VOUCHERS

In invoicing income and in writing disbursement vouchersy all
correctiong are done on additional invoices or vouchsrs.

This makes if unnecossary to search wildly for the machine copies
to correct them. The originnl invoitec or vouchers are often already -
distributed whon a need of correcticn arises.

DWOICES

Inzread of correcting the eriginal write a MINOS INVOICE giving
whet trtmsaction wae belng corrected ne fully as possible,

Ia cape of o REFUND from cneb just received or a CORRECTION of
amounts just roceived or in cose of s BAD CHEQUE inforwed from the
bank, write & MINUS INVCICE ard clenrly mark it so and for how much
and to whom and whya )

In oddliy the week!s income these chow up easily.

. Whon separating out invoices into clusses of income for an audid
thege MINUS [WOICES show up cledrly ond are subtracted from the typo

v fncome,
Mark the iaveice
HINUE
in big eapital letters so nobody can miss iis

DISBUSSEMENT VOUCHERS

Minus disbursement vceuchers are made cvery time a cheque is VOIDED
or when n payment cowss bock unaccepted or when for any reason something
already Disbursed ig found not to be disbursed after all and must be
ndded bock. '

Mark the iavoice
MINGS ‘
in Copital letters £o nobody cen miss it ond give FULL DRETATLS,
When sorting out ¢locses of disbursement for an audit these Minus

vouchers 8re denlt intc the clase of expenditure but when it is totalled
they are subtracted, '

CHIQUE BOOK ASSEMILY

Alwnys tape your cheruos coming back from the bank inte the
originnl cheque book, onis thoeir counterfolls,
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Never let these cheques drift Lloossae
When a cheque book i refilled with cancelled cheques mark on

its covexs
1%__ Date to Date

Corp name and place
PACKERT IWVOICES
Be sure to packet the week's machine copics of the invoices
unseparated in an envelope clearly marked for what week and year and
what orge C ' :
Put the nddition tape of the invoices with it,
Put a copy of the bank deposit slip with it,

Put another complete set of invoiee copies in with it so they can
be: dealt into boxes for classes of income received,

That is a complotc weckly packet.
File corciully,
From this o quorterly audit or o yearly audit can easily be dones

PACKLT DISBURSEMENT VOUCHERS

Packet the monthly machine copies of disbursement vouchers
unseparated and a sot of lcose copies in an envelopes

Mark the envelope with the year, the month and the corporation
and places : . ,

File carefully.

Tnllied with the taped .cheque book and bank stntements, this gives
the moterial for guarterly and annual auvditse

It is not hnrd to do if done on schedule and not all at the end
of o year - houvern forbidld

SUMMARY

If you ever hed to audit original records it would mnke you very
careful te lnbel everything with full detsils at the time you know theuw.

And if you ever 4ry to audit a carcless accounts personnelts worl,
with bits missing, hell hath so fury.

Keep your rccords sofe, complete and accurate or somebody will
inevitably get into trouble which could casily have been avoided,

Itts very isportoant,
Le RON HUBBARD
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