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THE LINES OF 70 QUALTFICATION DIVISION,
TUE_INTERVIEY AND xuvorcg szcwzon

This Szetion ia hana“bd by the Qualificationa Interview-
Invoica In-Charge.¢. _. .

All boding coning xnro the Qualifications Division are
routed throush thin soction, and in some cases bodles leave
ingtzhe Qual ficat ong Dlvicion are: routed through thza _
gection. . ME g S I

A body canﬁot arriva at asy poxnt in the Qualificationn
Divie¥on witnout Flret noving been routed end Invoiccd to
that poInf Bj“?ho QuaIIfaautLona Ihccvvinw-Ihvoxc: In-Charge.

The QualificaéiOﬁa Incorview-lnvoica In-Charge intarvieus.
the student,. preelear, or staff member. in order to decide what.
routing is.nccegsary.. The interview {s oxztremely. ghort end .
dircet to. tha purposa of gotiing only sufficient’ informatibn in
order to make & dceioxon eoncerning the proper routing..zw.,t,

‘Onea thoApeqpar rou?inﬂ is somevtained the ot udnntghpro-
olﬂar on uca“f"r Then . 16 iuvmiﬁ’ﬂ"ﬁnﬁo Yhe ODusLiflentions
BIvIcion by woleins an inisies SEaAting tha dath, tine, and
The Dapartinny and*bxcrirn %o be vcu%ed to, and"ggttinthhe
pergon to stbn The invaihe.,, ‘ . i b ey

o RoUTING . .
A, STUDEﬁT 'ROUTINGS f ;;‘tqg;ﬂﬁf' RNt
1, A studcnt anplicant for crr?xfication :;if;‘;1§~

A student applicant for certification is rouued‘
to thae Certification Fuaminer.in the studeont. Examinationo
Section of tha Dapamt@snt of Examinations.;a, L ey

e

‘ In ordev to be 26 routed tno ‘student muet preaent
t¢ the Qualifiaationn Intovvicu~Invoiea In-Charge his com-,
ploted chackoheata showing that ell thsory checkouts hava
besn completed for-the Level’ for, which ccrtzfieation is
being requested.3 e e B G PR LR

: "7th student who failnd camtification S N

A student who did not pasc his certificatien E-nater
checl: i routed back to the Qualldfications Interview-Invoice
In-Charge by the Certification Examiner and is thon routed b
the Qualifications Interview-Invoice In-Charge by invoice an
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routing form to the Case Section of the Dzpartment of Reviecw
where a case reviecw is given ha gitudent.: When the review has
been completed, the student iy iouted-back-to the Qualifica-~ °
tions Interview-Invoice In-~Charge. - ; 7

At this point, the Guolifieations Intervisw-Invoice
In-Charge routes the student to the Area Cashier Section of
the Department of Income to poy for the auditing done and to
report back to present the propnr invoices of the Income Scction
and be invoiced out of the Qualifications Division. The final
acticn is to route the studeni io the Ethics. Section of.the
Department of Inspections and lcports. . . ., . .

3. A student applicﬂht‘fow'6légéifiéétidh

A _studont epplicant for clessification is routed by
invoice and vouting fork to tnn CTasgification Examinér in the
gtudent Examinations Soctlon of the Department. of Examinations.

In ovdor to be o rouuted the student nust present -
completed proctical checksheostc and the euditing foldsy or =
folders of gracleava he or sho has audited for the Level at -
which classification is requestied.

s

o

b. A otudsht uho failed elacelfié

¥
.

ation.

o 0

P . " A v e AIEENRE O SR A
‘ A student who failed the classification examination
is routed back to thé Qualifications' IntervigwsInvoice In- &
Charge by the Clessification Eraulner énd'is then pouted by - =
the Qualifications Interview-Invsice In-Charge by Invoiee '
and roiucing torm eithcy X0 the (ao¢ Soetitn of tna Lapartment
of Review or to thé Cramming Sccilon of the bDspaviment b6f Review
depending on whether the studont is in nced of a review or not.

, - 1If the student ds in ncod of review, the Qualifica«
tiona Intervicw-Invoice In-Chaype youtes by invoiro and tout-
ing form for an essiut in the Case Seztlon of the Dzpariment
of Review. When the acslst hes beon compieted., the student |
is routed by the Cano Offiecor back to the Oualifications
Interview-Invoice In-Charge, who routes the student to the
Araa Canhior Scetion of the Department of Income to pay for
the auditing done and to then ropart back to the Qualifications
Intervieu-Invoice In~Charge to present the proper invoices of
the Incons Section in order to be invoiced out of the Departe
ment of Relvew Case 8Section and.invoiced and routed to the
Cramming Section.. , . = - :

S iwser S At e dannobon s furiyie A
_ -If the vtudent dsch hot nead pévidu, the student ig
invoiced into ond routed-to the bopaptrdnt of Keview

SVLEW, Cramping -
Soction. The student remains in the Cranwiing Scotion until
Buch time ud he'can pace the classification examination.
Although he miy pregsent himsslf several tines foy re-exemination
and is routad by, the Qualificazions‘Intervizd-Invoice In-Chergs
to tha Clansification Examincer, the student is only out of the
Cramning Scetion when the classification examination' is paésaed. '
In guch cagcn the studont is invoiced into the student Exanina-
tiong 4zceion, but not Invoiced Ut of the Cramming section of
the Dopartmont of Rgview. ; o .
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Vheon the otudcont peseeg his clissification examina-
tion at last, he is rou.:d to.the Qua)ificztions Interview-.
Invoice Saction from which he.is routed. to the Area Cashier. .
Saction of the Dopartinan: of Incoms to pay for the number of .
days spent in the Crasviing Scotion and to then report back -
to the Qualifications Iniarview-Involce In-Charge .in order to
2rooent the proper invaiccn of the Incoms Ssction and to be

nvoiced out of the Qualifications Division. .- ., ~ = ¢

6., A student with difffculties. 5, o

Any student with difficultics routed by the Technical
Division to the Qualifioations Division, such as a slow student
(getting an ingufficient rurmber of pasces per week), an assist
or an ARC break, is rouicd by the Qualificaticns Interview- .
Invoice In-Charre by fnunicd and routing form to the Dspartment
of Wevigw, Caga Segcion. . ., . . .0 o
- 'Aftor the casc ryview hés been complated the student
is routed back to tha Qualifications Interview-Invoice In~ =
Charge wilth tho' folder cuncalning the rcports of the auditing.
The folder is investigatcd to see 1f it is necesssry to send the
student to Ethica. In ony ccse the student io routed to the =
Arca Cashier Scotion of the Dopartmsnt of Income to pay for
the roview. - Aftor paying for the review, the student is routed
back by the Area Cachier Scetion to ba invoiced out of the.
Qualifications Division Ly tha Qualifieations Intervicu-Invoice
In~Charge upon the prascuvscion of the propér invoices from
the Area Cashier Section of the Dgpartment of Income, =~~~ -

" “New if any etidcs action is noéstsary, the Qualifi-

cations Intervinu-Invoice In-Charge routes the student to
the Ethics Section of the Departmont of Inopsctions and Reports.

6. A student applicont for gradation“7”\ _
A student epplicant for gradation is routed by invoice
and routing form to the ttudent Examinations Sections in the
Dopartmont of Examinations. . . = :

B. HGE ‘PI!Eéi:E!\fl ROU’L'INGS 5 N |
1. An HGC proclesy for rewiew = '

e R » . o .
P T A T

“An H5C precleay fov review is either routed to the .
ualifications Interview-invoice Secction by the anditor or .
8 routed there by the Case Suporvisor via the HGC Adminio- ™

trator., There are certain symbols used by the Case Supervigor
to indicate what action is . recesgary in the Cane Seétion 6f

the Dopartment of Roview. REV?, REV FL?, and ETH? are all ., .
invoiced and routed by routing form to the Cast Sectiom of 7'/ -
the Department of Review, along with the preclear!@ffo;?eb.;@W~

When the revicw auditing is ccompleted the preclear
io routed back to tho Quaiifications Inteiview-Invoiceé In-
Chargo to be routed to the fArea Cashier Bection of the Depart-
ment of Incowe to handle the billing for the review auditing.

P R 1}
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Thae Arca Cashier Section of thc Department of Income routes
tho preclear back with the prince involces to be invoiced
out of the Quatxfxou cions  Diviaion by the Quale;cations
Interview-Invoice In+Charge ci ihie HEC-Administrator” inmew}
diately notified tlat the fqiLLJ action 6n the pwecleav has~
1beon completed._,} '{"K., ;ﬁ, ; o o R 4

,L o W fop ag o
g (L,’;’,e.‘f“

2, An HGC pvevleat fo@ xﬂ*rase Decl&rattén i

An HGC proclear’ woug,d 0’ the Qualifzcat;ons Intervxew
Invoice In-Charge for Releasa Daclaration is invoiced to and
routed by routing form to HGC ¢ Examirer in'the Examinations
Saction of the Depavtment of E"uulnationa.,,;w-+u e

If the HCC Po Bx&nzxrw sacg that the ppnclear ia
not all vight or the foldor i¢ o mces, the preclear is routed
back to tho Qualificaticns Intcrvicu-Invoien In—Cnarge for.
invoicing ond routing to the (ice Section in the Daparimant
of Review. When the rvicw in compictasd, the prqﬂlcar is -~ ‘
routaed back to the Qunlifioaﬁmnrﬁ Interview~Invoice Saction,
thence to tha Avea Ceshior Scoilon in the Dipariment of Income,
back to the Qualificutiong Iﬂ?La?LQW~IﬁVOlCﬁ In-Charge with the
proper invoiceg to be invoiced out of the Qualifications. Divi-
sion either back to the HGC fur further audliing or out through_
ﬁheibopartment of Cerfificatoa und Awards if veleaeed 1n s

eview. . .. 0 | R . .

TR 938

1f ‘the prnalear wam all right, hﬂ would be routmd
by {nvoice to the Dapartment of Carcificatas &and; Awards for
Grade Pertiflcate or Decl&ratiOu of leease.p“‘¢j bl .

554

The symbol ucod for tha gtade or Releage daelavation
rguting by tha Caae Suparvisov via the HGC Adminiatrator 18
DECLARE? . 4 R AR

C.. TAFP MEMBER ROUTINGS o . - L
A staff member, if not an HGC preclear, is vouted ae
followps . g B 0 o B R R N

1. A staff merber for Staff Status exemination

F :
lA'

A otaff member for Staff Status examination is routed
to the Staff Training Unit in the etaff section of -the Depavt~
ment of Examinations via invoice and routing form.” S

2. . A otoff momber for policy or bullntin checkout ia
routed via inveice to the Staff lvainlnﬂ Unit in the, otaff
section of the Dapartmant of Review. s - A

ROUTINGS OUT GP TRE QUALIFICATIOHS DIVI“iON :

Staff atuaoﬂta, and praelemts are - Lmuted ‘ut of the %
Qualifivationa Divigion vin tha Dapartmant of Curtifieatea and
Awards for the following. _ .

1. ' Studonts paswéd for cerﬁirica sfon’ . “19*
.2, Students pasged for elaanif¢cvtian‘f o
3. Prenlears passed for Dzclaration of Releasa™
4, Staff members passed for Staff Status Ratings
5. Sgugent preclears passed for Declaration of
eleage.
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All students and proclears are routed out of the Quali-
fications Division via e Departuint of Exeminations, Quali-
ficationa:Intepy@ewfravaéceeSectiﬁn:for;thégfollowing1 Lo

‘1. - Students foliod for certification after.having been -
‘hendled by iiviemy auditing in-the Case:Szction of the
. Dapaptment ¢ Reviewss oo nEoo DU oid aedre T

B, oo g0, 0% 0 & < . ma By ':"'""iv'; PRI G o ;‘,‘ Sy 1;::; o fach o

2, - Btudents faiicd for clacszification after having been
- -4n enses of upset, handled by the Case ‘Seaction for !
< -povwiew and in all cases having been handled in-the

" cCpamiaing Secition by passing the oléssification. .- -
Examination. ST TR DT I LY T T

3.  Students witha Gifficulties after having been handled
« by review in the Cese Section. ’

Y. HGC preclears cent to the Caue Section of the
Dapartment of Roview after having had their cases
reviewed. | IR SR

B, . Student pracicnrs eent to the Case Section of the
‘Departhont of Review after having had their cases -

reviewed. rEaleuait et o hs i LTy

In all of the five categories routed:out sf the Qualifica-
tiong Division through th2 Qualifiecations Interview-Invoice
In-Charge with'the excepticn of students who failed gradation,
routing is done in this. fashion to:insure that the student or
preclear is routed in all csses to the Arsa Cachier Section of
the Dapaptment of Income to pay for the .gepvices delivered
by tha Qualifications bivision and then to route further, if -
need by, to the Ethica Section of the Department of Inspections
and Reporte.

Staff members who fail Staff Status examinations or who
pass or faill bulletin or policy letter checkouts meraly return
to their pouots or .are routed to the Staff Review Officery.
depending upon their study record. oo

o "":4-”'

Students end preclears are routed to the Qualificatione
Division by Pages in the Dzpavtment of ‘fechnical Services.
This ip done &g no student or preclear is poéraitted to carry
or bring foldars br files of their own.  Tho Gualifications .
Division may hava a Page of its own for routings 6ut of the
Divigion or for ifiternal vouting. v - cogee wloo s w

Tho preclesp foldero as brotcit by the Prfe ave, put on the'
deok of the Qualifizations Intervizw-inveice In-Chavge. : Each, .~
folder niewly brought in is placed on the bottom:of the stack .
of fOlde’EbEl thodeck. S fonin al ";?‘;; e e gt ;‘?:'I-”’ W om0

are

" The Qualifications Interview«Invoice In=Charge merely 5"
makea suro that for every preclear brought in to be interviewed.
and invoiced has a folder brought over by a Page, and that =~
tho folder is placed on the bottom of the stack of precloars
to be sent to the Case Section of the Department of Review.

SRR Fh® e

et e
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KEEPING THE LIDES FLQWING

The Qualkfxvatmmna Integcfkm~fnvoaca In~Ch&rre ;s to koep
the lines moving: by this ic m-unt that the pasplie should be:
voutnd ag faot ag posaible to o correct destination. 1If
Jthere io any delay in cerviece <ua to the p~rsnune1 .o that post
“to which .the pervon {8 to'be v:v.ied, the student, praclear,
or staff member should be advincd that:there wi’l bz a delay
and asked to wait or make theinclvas available for service,

The wholo fdea §s to bhandle fr~ vraffic that 18 thera to be ¢
handled and +o route these peoiic to the proper serviee as

fast as posoible,  If thera 6":w ﬁaan to be muye dalay than
nceegsary, the Qualifications Mnierview-Invoice In-Charge should
advise the Qualifications Secvoutciy 8o that steps can ba taken
‘to put on perscnnel in orvder to keop the people mov;ng on the
lines and the sorvice pevfbrmrd. s 4 g

CIWIOTETNG i
A.  WRITING ANl INVOICE T e
In invoicine the student, nreslesr, or ataff member into
the QUAlifinationg. DuVLﬁfbﬂ” e rollouing Informaiion is
clearly Weikton Ol Cho Invoied: - NS

Th"-‘ pr'mnn'n nome- W gt e
ﬁh@ dite. ard ting nf fday o
LG Lopart ‘End Scetion or- Unit to

wnuch ”RE D‘-MOM fn rauueu.‘.: xuan

There ia no w@d to wvxte the purpose of wnat 19 required
to be done ag tho u‘pavﬁment, seetion or: unlt elearly’ defines

what the purpose de. w.xiu i L Gew o nin e e Tgll nal e

B. ROULLNG OF INVOICE COPIES « i''i fr . . uriu s7o

Theore are: thvee capies and onﬁ or;glnal of any 1nvo;co Q

Wittﬁno 5 . ; eev, . coeiad Bl fe

Thesa are routrced ag follaws:

1. 4Tha original and two coples ara piven to the indlvi-
o geal e procent e . Uiiices oL the Sﬁﬁ\IOH or .,

-‘uw¢+ o uni?A the pa@vdh xq'rbu.cdl wg ;aaw.

,”R‘('l’ B
b 3.4

2.““~Th~' ias iqx iaa‘yzmai\ in %na mk€u’nm..‘

hood
s b o’
8. Bk,
.
¥

d

O fxc”" 5n cnurwa o2 the | nrafloﬁ ez wﬂx*‘tﬁ wh*ah “he
EE wout“d wiil g ﬁa“urn “ine ycllww anaxﬂg o
aEgvrien-dnTiny H-Caane BESTid WEh
- o B 3

1€ ; Feltr S Tia 2
‘1ug Lug~Lpe pink “Cony 35 ratiodue TR ehanne Of
Yo o aqctlon Ov UTNLE €O € eﬁsf%t Yah tho Yot vnp of Tho wam?iy

S Dy ham “0 the 0un]¢fica~

Yopoxt Yeouivod ond tnsn sre
d Gention oF Wiit..

¥iong Flles fof the Do partm&atﬂau
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The Qualifications Interview-Invoice In-Charge with the
returned yelicid ond {in iidenine precn Invoices can then pee
what pcople hava been p 4Ibdfang“who Eﬂ:e ngt ge?p handled
gn_¢1 to keep tha Eeg;; _Favang throush tha Qualirications
bivialon and thoreby ﬁeqyﬁvingﬁ?ﬁé séﬁVIbe necossary. 1t may
at times ba neceasarg ¥or the Quallrications Interview-Invoice
In~Chargo to have a Page called in ordar to find or locate
or bring over a person vho did not appear for the service
requegted, .

Mary Sue Hubbard
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