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STALE DATE REPORTS

when reporting a stals date to the Director of Comms, bear In

nina that a weskend during whicn a staff member is not on post does net
count as two working cavs in The routing of a despatch. A despatch dated
Friday, October 7in and relayed Ly the next terminal on Monday, October 10th
is not stale datec right there 1f the terminal wes not on post on the 8th
r 9th, and did not raceive 1+ till the 10th.
In ordar to pinpcint inez exact sourcs of any delay in handling
and/or forwarding 2 despatch, all points through which it passes must not
only initiz!l and okay It, but date it as well. £ series of initials tells
the Lirector of | & R notning as to which of them might be responsible for
any delay and necessitates body trafflc.

Where action required on a despatcn w!ll Take such time as to
make it impracticable for the originator to recoive back his ordsr or ,
request within sfx days of the date of origin, the person carrying out the
ordzt or request must briefly acknowleoge receipt of the despatch to aveid
a stale date rasport on himself.

Such exampies are where a Purchase Order Is sent to Financial
Planning by Purchasing Cfficer and where Printing Liason Officer must
obtain and get accepted quotes for th: prinriay of materials.

Ths acknowisdgement can te sent direct to tho originator and
shouid precferably put in the P factor as to what Is belng dons.

Apparently losing sight of a comm cycle can te upsetting to a
staff member. Keep him pousted.

L. RON HUBBARD
LRH:lo-r /ya Founder
Copyright (c) 1966
by L. Ron RHuibard
ALL RIGHTS RESERVED



	Page 1

