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The puvrpese nf thn HCO oiticon is to aot an atable terminals to en
crganigation in any given ares 8o as to provids impediate administrative
anasistance to L. Ron Hubbard when in that srea end comwuniosiions from
operationa to him and from him when be ie uut, .

In HOO office is sssuntially & terminal, It ahbuld regard itself in
company with othexr HCO texminaln. - S

The foremast Viﬂiule vae of an HCO office is to sct &s a eteble
torminal for any erea cpsration. An aresa operation can forward ite
communications to LRH and other operational aress through, HCO terminals and
&hould not forwerd communications in sny other fashion than through BCO
teminals, when these communicetions apply to other Scientolegy arees,

- At praeent we have an HCO office in thhington, D.C.:, London, and HCOs
sre being sot up now in South Africa and Australia, and Frence. Thaae will
be followed by additionel HCO terminals as msy be indicated.

If an BCO office considers itsolf primarlly & unit which handles mail,
it should disabuse itself et once, An HCO Secretary should be. sble to
provide all necessery secretarial funotions for IRH, but’ the ectivity of the
termingl does not end there, The HCO Clerk receives all incoming communications
end routes them to the proper hat terminal in thke organization - i.e., if LRR
receives & ocgamunioetion regarding an HPA course, it is referred by the HCO
Clerk to the Registrar, who will handle the communication; a latter to LRE
requesting processing fees, would be forwarded by the HCO Clerk to the
Bogistrary a question concerning memberships, to the Membership Sbcretary,
ete, There was & time when LRH received and handled all wanner of
communications. But now we have definite organizetion posts established, and
sommunications are referred to that post to which they are pertinent. It is
the function of the HCO Clerk to determine proper routing of oammunioations
received in HCO, , . .
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The HCO is, in essence, & stable point to which can be communicated
agommunications and difficulties in any ares and these communicetions are _
forwarded to the proper termingl in the ox anization, or an analysia is made
of the difficulty and communicated to cnother HCO terminal for clarification
there, In addition to that, LRH may require roportl on or about a given
ares and it is up to the HCO office to supply this information. The BCO
ghould consider iteelf more of & trouble~shooting unit than a sécretarial .
office, It is true that it is an office, and it must be conducted precimely
as an office, It is true that it is mecretarial and it is also true that 1t'
does have the function of being an extended pair of eyes for LRH, ‘

The responsibility of being "an extended pair of eyes" continues into
being able to evaluate what is right and what is wrong and aayins 80 without
introducing unnecessary turbulence on the communiodtion linés, 'The HCO
offices exist to permit good communication through-te vther aress.snd to LRH
and this can easily be 1nterrupted by toc much turbulenoo.

An HCO office is ossentially self-supyorting It*is supported by
royalties and other monies which come irnito being beceuse-of the existence of
L. Ron Hubbard on a personal service basis to organizations and by reason
of trensoribing and creating material for use in such areaa.

In use es & communioation system from onq aroa to another or from an
area to LRH, the following procedure must be followed: The area must be
instructed that any communications to any other Seientology area or to LRH
must be forwarded through the HCO office, In this sense the HCO office in
any sres ie a message center receiving from eny other area and emanating to
ary other aresa in this network., Furthermore, the HCO receives materials
{from other Breas and communicatee thege 1n their own ares directly.

For examples A Dir of Tr dispatch which originatee with the Dir of
Tr londont It passes from D of T London to HCO London ecroas the Atlantic
%o HCO Washington, and to D of T Washington, This same procedure would be
followed from Washington., D 6f T Weshington, originetes communiocation, It
goes to HCO Weshington, then orosses over to HCO London. and HCO London
passes 1t on to D of T London. ‘

In handling cammunic&tiona it will be found that when too bulky a packet
of commmications ip, mpde, something on the order of two ounces, that Customs
often intercept the packet end inspect it, thus delaying the line considerably.
Thus packets have to bs broken up into em&l 6T paokstn 80 that this does not
1nterrupt our communication lines, ) '

The prwparation of the PABs comes under the HCO officen, under the
hat of "PAB Liaiwon,” . PABs dre printed and distributed from: London,  PAB
dopy ‘comes from the HCO office where LRH 18 at the time, and all oopy iu

K'd by- LRH before it ia printed. ‘

B Ths various hats under HOO ares HCO Secretary, HCO Clerk, PAB -
Liaison, Manuscripts, Proof Req@ina, Tape Transcription, Ability agine
Writing « Editorial Director - Editor), Certainty, Magazine (London), HCO
,hditorisl, Pudlic Relations, Advertiaing, HCO Board of Reviev, Advanoed
ulinicai Ccuraea, and: Examinins.

- The. finencing of an HCO office is dependant upon the area in. uhich it
is located, This is dome by utilizing Book Sale monies, At the end of any
given year the expense an HCO has been to an area is deducted from a proper
allocation of book fees to that HCO and this does not enter into the basio
royalties due to LRH, For example, let us say that £2,000 worth of books have
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been gold in an sree in e given yovar end BCO haw cost £720 tec maintein
2uring that period, The Accountent then simply writes. all ECO expenses
;zrd;: the hesding of "Preparetion of MES" and sc discharges it from hie
HOOXE . . : - A : E )

_ Filing System used by HCC offioes: The file "Idspatches To and From
LEH" is met up by sxes ~ Washington, London, Bouth Africa, eto, Within

these area files are foldera marked "Academy", "HGC", etc,, filed by proper
rames - "Acadesy" (rether then the name of the individual). Under "Business
Files" in HCO oan be kept both proper nemes (company names) and wubjeet names ~-
projects, For instencs, there cen be a file titled, "Roneo", rather. than
{iling under "John Jones Mimeograph Compaxy", so that in future the file

can be found by the subject neme ~~ & new pereon might ox might not know that
John Jones Mimeograph Company is the company from whom we order Roneo
supplies, perts, etc, HCO filee whould be kept in a very oxderly fashion,
However, opsrational notes can be from time to time destroyed. These are only
valid for a fow monthe at best. '

BCO alsc acts as e preperation and distribution area of HCO Bulletins
and Policy Letters. Theee are Dulletins of instructions to operations in
general, to staff euditors, end tc other thinge very {ntimate in the Scientology
sress, An HQO Pulletin will not be mailed from Washington to be
distributed in London., It will be found e very much sounder policy is to
send an HCO Bulletin COFY to lomden., lLordon will out o atencil and distribute..
Thus London slways has its own stencils and Washington has its own stencils,
It is paramount thot these stencils be cut and that exira meterial be out
since such situsiions arise &s & post being vacated without the person on
that post in a Soientology operation having saved the materisl relating to
thaet post, . It is up to the HCO .oifice to furnish the material from BCO
Bulletins and other sources. Any Bulletin or Policy Letter issued by HCO
is distributed OFLY to orgsnisation personnel and our field officesj none are
to be distributed to non-organigation persons. The contents of these bulletine
nre intended for staff end staff ghould not release the information ocutside
of staff, without exprese permission from LRH,

While the speed of handiing whioch is to say the oxder of prioxity,
of messeges is very diffiocult to asoertain and does depend in the main upon
the good judgment of the HCO terminal itself, it will be observed that the
following 1ist of precedences should be given to communications going
through BCO channels, Any comeunication labelled 'Bmergency” should de
sent through with extraordinary speed and care, Anything not so labelled
should go through routine, Packages of finencial materiels such as cheques
end requests for cheques should ha given to: next priority. All green slip
messeges, which is to say operational messages, ahould then be given the next
priority. Letters from the field, reports or date are given the last priority.
and may even be sent by regular mail to save postage. .

The Colour Flash marking eystem originated some time ago wherein green
mesns an operational message, pink means a financisl message, etc., should
be very olosely followed by the HCO, The neatness and acouracy of an BCO
terminal may very well influence the neatness and accursocy of administration.
oarried on in a Scientology area and this at all times must be before the .
HCC terminal, Priorities of speed in terms of colour flash would be any
areen or pirk message marked "Emergency” and then any pink message and then
any routine green message and finally white (whioh is to say field letters,
atc) should be given last priority and even sent by Teguler maili

Air letters should be used whexrever j;onible.
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It 1e up to the secretary in charge of an HOO office to kegp the .
prouises acceptably neat and orderly at all times since the appearance of
the office 1s very likely to influence the callerts opinion of LRH
rersonally, therefore it im highly probadle that HCO offices, as finance
accumilates and makes’ thia possible, vill chomo the bettar-lcokina o.tfice-
of Scientology. :

™e cooupation ot‘ spare time by an BCO Seureury should never be a
problem, IY she finds herself with spare time, it is only necessary for her
to remember that we are doing -sn Encyclopedie of Dianetios and Soientology
and we are transcribing many hundreds of hours of leocture tapes. It.is .very
niecessary that these tapes be ‘$ranscribed g that they can come out in an
aventual Enoyclopsdia, The transeription of these tipes is & very careful
and painstaking Job. It is necessary that the written ‘soript must be :
understandable, therefore it is necessary for the HCO secretary to. understend
the material on the tape a8 she transoribes it on: to & typewtiters Such -
tapes are available and will be made available and each HOO office will have
& tape recorder with a foot pedal in order to put in such sime. . THE CONGRESS OF
SCIENTOIOGISTS in Weshingtom, D.C, has this Encyclopedis:.as a: pro;)act. An: HCO
secrotary can eontact Congress of Scientologists in Washington, D,C., to -
determine which tapes they should transoribe - C of £ monitors this project,

In addition to this project, there will dbe other materials. to transoribe and a
tape oan be sent through by mail containing dispatches which oan be received
by ah HOO office and the 4 apa’cchea of thet area oan be takan off it dirootly
and emanated into the ares, ,

‘I'apc 'rmnsoript:lon pon of HCO is to tramoribc any. md 111 tapu given
g}ﬁm by LKH - mnulcripta. artiolee, bulletim, letteru, or anyth.‘mg eln from

An ECO office is 1tnl£; It i a upmt& orgmts'ation from all
Soientology organizstions, ' It works in oonjunotion and coopomtion with
Scientology organisations, tut it ip iteelf,

No one in an ares in authority in Soientology has any right to dismiss or change
an HCO gecretary or other HCO peraonnel., This can only be done by LRE -
himself, Therefore, an HCO secretary should not feel any qualms about
remarking on the conduct of an office or its general appearance or eotivity,
The HCO secretary is not there as a spy but is often asked about the state of
an operation, She should give a true and faotual not a coloured, picture of
it, but at the same time, she -should not withold an op:lnion for fur tho,t 4%
will influenoe hexr own status which it% will not,

It ia paramount that traffic to LEH be held to.a minmm._ 'I'hc reason
for this is that correspondence actually cute into LRH'e origin time on mss and
books, Hie Job is not, first and foremost, an administrative job in
Soientology. Therefore, the HCO offices have besn created to do thim job for
him as much as possible in oxder to sslvage writing and research time, Thus,
an HCO offioe should feel bound to hendle routine or uninterosting material
and’ to handle it in such & way that it will be in all ways satisfactory to the
pecple origineting it, To waste time and postage on much of the meterial which
is received at an BCO terminal office is not inoluded, ’rheret‘ore, ‘the HCO
office should pleasantly soknowledge communications received which have no .
particular influence on the operation and file .them without further referral to them
than perhaps a remark in.a report to the ECO terminal near which LEH is that
letters from 80 and so and so were received and acknowledged, This will do
much to cut down weight, In other words, an HCO terminal has the right to
acknowledge and file without forwarding at its own discretion, It does not,
however, have this right on green and pink opsrational measages,
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An HCO office must be open during the routine businese hours of the
day oustomary in thet area, It muet open &t & precise time in the
morning, there must be an exact lunch hour which is followed and it muet
olcse officially at a certain time, no matter how long the HCO personnel
staye there in the evening. By keeping regular office hours it is
possible then for an area to be secure in its ability tc contact the HCO
terminel; If the HCO cannot be oontacted .or if it is sporadically out of
communication it will be found thet the ares will begin to get a little
restive about oontacting LRH,

HCO offices doing extrs work for the area, It may sometimes be found
fensible to implemant the expenses and ocoupy time in an HCO office by
taking on edditionzl work in an area which is not immedistely concerned to .
the HCO terminal, However, it will be considered in a very poor light if
this work is undertaken to the cost of the HCO terminalls ectual line of work.

HCO offices should keep painstakingly acocurate accounts of Petty Caah,
postage, receiptas and disbursements in general,

HCO offices are slways lisble in the aocountins field to inspection
by the Accountant of any Scientology area,

HCO offices exist to oxvedita Smientolcgy'communications. If thay
feil to actually speed the communication line it will be discovered that
they will become by-passed, when they are by-passed an enturbulence will
result, It is, therefore, up to an HCO terminal to give communications overy
possible expedition and to reassure pecple wondering about this and being
anxious sbout communications that every meanrs hes been taken., HCO offices should
hava regular piokuup and delivery schedules to area offioes in order to seen
even more stable, .

The ‘firet principle of an HCO terminal is to be stable, Stability is
built on good scheduling, proper dispatoh and relaying of communications and
an orderly set of communication lines. LRH's reputation iz to & marked
degree in the hands of HCO terminals,

HCO BULLETIN OF JANUARY 24, 1958

{The foliowing is & memorendun imsued on March 9, 1953, It is etill
appropriate and is re-imssued here as an HCO Bulletin. A

Ma 1tline ) _:‘: yf the HOO i

I peintein a Communications Office which is devoted to specific interests
snd whish should be used for those interests and which should not bde used for
eny other purpose by the organization, Its use for other purposes inhibits
the work for which this office was designed and has a tendency to clog my -
writing communicetion line, Thus, the indulgence of the operation in general
is requested so a8 to keep this communication center well within 4¢s own
fuanctions,
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The fuﬂbtianu‘df'this'ceﬁter drai‘ '

(1) The rooeipt and answering of correspondence addressed to
wyseif, some of which is personal, much of which is to the interest of the
ganeral opernmion.

(2) The answering and dolivering of tclophono oamnuniontians relating
specifically to communications addresmed to me or prooseding from me,

(3) The typing of menusoripts and investigatiori material from my
Dimaphon.records or parsonal dictation,

(4) Compiletion of investigation and oaao infcrmstion uubmitted to -
me by suditors,

(5) Assistance to the Treasurer in receiving bills ‘and axpediting
their payment,

(6) The care of social and Governmental matters in which I- happen
to be concerned,

(n Maintaining my Comm lines in good order,

Casual communication with this office inhibits itas efficiency and
involves it in ooncerns which inhitit a swift expedition of my wbrkg\'_

The office is not concerned with the activities of the central staff
beyond soting as a commnioations relay point from myself to these
operationa and from these operations to nysslf. .

This memorandum is issued because various parts of the operation
have involved my office in concerns beyond ite scope, the first effect
of which ig to cause my correspondence to receive secondary attention, A
pecondary ccncern is involving the office petty cash and atationery materials
with these of the remaining operation which nhould have their own, procured
by proper vouchara through proper channels,

I have nc feeling about this beyond the attitude I always exhibit: when
my commnicetions lines or any part of them are challenged, or when personnel
who work very close to me have their time employed on duties which are
beyond the immediate scope of my office,

L, RON HUBBARD

LRH sm1d /vaun
r5: 11,.8.58,

Distribution:

1 copy to each staff member (copy for each hat folder)
ECO Weshington for info

Bterling Area Office for distribution.

‘L. HON HUBBARD
FOUNDER .

IRHisb - '
Copyright 1970
by L. Ron ubbaxd
ALL RIGHTS RESERVED
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