
HUBBARD COMMUNICATIONS OFFICE 
Saint Hill Manor, East Grinstead, Sussex 

HCO POLICY LETTER OF 1 FEBRUARY 1972R 
Remimeo 	 ISSUE III 
ALL Secretaries 	(REVISED 5 APRIL 1973) 
Exec Dir 
F80 Hats 
Income Hat 

INCOME REPORT REQUIRED 

Making moat income 14 easy. We ail want moat income to 
be bettea paid, tmpaove 044 049 image and expand. 

How is it easy! All you need to do 4.4 use this Poticy 
Lettea and hollow it exactly 44 a guide to making moat 
income with /Wt. 

Attached to this PL f4 a ioam called the Vivisionat 
Income Sheet. It issued to each Vivisionat Head on Deputy 
to be ifitted in weekly. One simply •takes the ioam and the 
invoices (yellow) collected by theia Vepaatments 44 '240°6 
04 payment bedoat detiveaing a seavice oa items sold ioa 
the week and Lists them on the ioam. 

The Divisions sequined to Lill in these ionms ate: 

DISSEMINATION  
All book sales. 
Ail sates oi tapes, meteas, insignia 
and othea bookstoae items. 

All sunday bookstou sates. 

TREASURY 
All advance payments on account. 
All caedit cottections. 
All payments on Loans. 

TECH 
ALL monies ioa basic couases. 
All monies Oa Taaining. 
All monies Oa Paocesa.c.ng . 

ait. 
All Woad Cleating aeceipt4. 
ALL Quilt Inteane4hip Lees. 
Ate Caamming aeceipts. 
Ail membeaship Lees. 
ALL othet Qua receipts and invoices. 

VISTR/8UTIOk 

ALL Pubtie Events on seavice cottections. 

Note: T4ea4u4y and Tech Divisions me aequited to tilt 
the gacotumn labelled "VW. This means that each oi 
these ViVi44.044, as they tilt out theit 0401 must state 
whethex the income was collected by Div t o  Div 3 04 Div 6. 
This i4 done by simply making a 2, 3 Oh 6 in this column. 
II theme i4 any question as to who made the money on a 

i 

given invoice a ueation math is placed in the column and 
Via Income must ind out who made the sate and Wt. in the 
column accoading y. 
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AVMIN 

The attached Income Report aheeta ate made available 
by Din income to all Viviaiona concerned. tank 4heet4 ate 
placed in thei4 bahketh each Thuuday as a nudge. 

Att invoicea ate himpty tiated in numeticat 4equence 
on the income aheet, with date, name oi the ca4tomet and 
detait4 o6 aehvice 04 item 4otd. The amount oti the invoice 
to entehed in the apptoptiate column, whethet caah payment, 
debit, audit - on no change invoice. 

The completed hepoht aheeth ate collected by the Dih 06 
Income no 4atet than Friday noon. Th7 invoicea ifhom which 
the 4heet4 ate made up ate tetained in theih te4pective 
DiviAion and do not accompany the aheeth at any time. 

DEPARTMENT 7 ACTION 

Department 7's action upon receipt of the Weekly Income 
sheets is to verify them against the total income for the 
week as shown on an add tape of the in-series invoice copies. 

Any invoice miLesing from a Diviaionat report becomes 
the subject of an immediate investigation. The invoice must 
be traced and the report corrected. 

Should the  case  prove out to be that a 13liviaion was 
delivering service without the yellow invoice having been 
requested beforehand, the matter is turned over to Ethics 
for immediate handling. (HCO FL 22 Dec 197) "Free Services = 
Free Fall".) 

Department 7's product is: '"ALL FUNDS COLLECTED FOR 
SERVICES OR SALES". Failure of a Service Divi4ion to 
require a paid invoice before delivering a service leaves 
the door wide open to giving away free services, and Dept 
7 is dead against this eventuality. 

PENALTY 

Penalty for missing, inaccurate or incomplete sheets 
is the pay of the DiVi4i0h Head held until the sheet is 
corrected and submitted. 

Penalty for late or missing. submission to Exec Dir of 
the Weekly'Income Report is the week's pay of the Dir Income 
held until the sheets are submitted, complete.and accurate. 

WHAT VOES THIS REPORT SHOW YOU 

ThZ4 hepoht 4how4 you what Viviaiona ate producing, 
what yout *mg i4 <setting and what it iisn't. It 6how4 you 
how many peopte ate buying a pahticutah hehvice.and paying 
on chedit extended, ouch as Review; Cramming. In addition 
it pheventh 6/Lee aehvicea 6tom being detiveAed. 



HCO PL 1.2.72R III 	. 3 - 
Revised 5 Apt 73 

INCOME REPORTS AND INCOME  
SOURCES SUMMARIES  

Each week your F80 ditts in a tepott called the income 
SOU4CC4 aummaty. This xepoxt shows in what areas 
geographically you axe setting and not setting. it also 
chows what i4 being sold. 

To ether with the income report you will be able to 
dind (a) the axeas THAT axe BUYING, (b) what you ate setttng, 
(c) how many people you axe Aetting to and (d) what ViviatonA 
in yours oxg that WM ptoducing. 

Example. You axe getting a Lot od ptoceAaing sales in 
Baownsvttte 6xom V4:44tm. What does that telt your It tetts 

byou that aucceaaiut action axe being done to genetate 
usiness in StownAvitte. Tkeee aucceaagut actionA must 

be isolated and xeindoxced. Maybe .there's a aucceaagut 
and active FSM in Bxownsvitte selecting people into the oxg, 
ox maybe the uaeable AddteaAo 4,4 att into the Bxownsvitte 
area and the mag doesn't teach °theft. ateaa. 

Example. Money ot Ttaining has been down 04 thtee 
weeks. An investigation may diactoae that then is a new 
Body Reg on post and she doesn't know what training 44 and 
4:4 only setting paocessing. 04 theta haven't been any 
gtaduatea Ltom the Academy dot Live weekA. 04 the Tech Sec 
i4 being the V od T and Supe4vi4o4 04 100 students whilst 
/tanning Tech Services daom the side. 

These 4epo4t4 axe an easy way to locate AucceaAdul ox 
unAucceAAffut 04 neglected aituationa in ondex to xeindoxce 
on handle them. 

PURPOSES ARV USAGE  

The main purpose od the income Report Le to MAKE MORE 
MONEY. 

The Income Report doxma ate placed on the Exec V4:4'4 
desk by the Vih od Income MS soon as possible 04 the week 
just ending and on later than Friday 6 PM 404 the week just 
ended. 

It 4.4 teatized that it may be diiiiicutt to get the 
tepottA completed by Thursday adtexnoon Sox the week just 
ended don use by the "Battle Plan" Committee. But whenever 
possible they ahoutd be done dolt this meeting. 

Each Divi4ion head is requested to make up and submit 
to Dept 7 two copies of his income sheet. The original is 
placed on 2Wi Exec Vie4 desk pet above. Immediately after 
the "Battle Plan" meeting, it is returned to Income Depart-
ment where it is bound into a permanent record. All carbons 
are collected by Dept 7 and made up into a full duplicate 
weekly income report, which is then sent to Va.ta Bureau at 
Flag on routine report lines. 
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The Committee must have the tepottA 6tom the pnevioua 
week on hand 6ot uarn the weekty meeting. The Committee 
is at.Ao advised to not just opetate litom week's tepo4tA, 
but to use those oi at teaat 3 weeka ptiot and atao those 
o6 4ucceaa4ut weeka. ThiA witt give you a better ovetatt 
picturce o ti you"n income making activities. 

The Income Report Sheets and the Income Soutces SummanieA 
ate baaic elements o6 MAKING MONEY. 

It A. the duty and neaponaibitity o Each Vivision Head 
to aee that hia tepotta ate Aitted in weekly without 6ait. 
To not do 40 it exttemety dettimentat to ong income and 
Autvivat. 

(Jae o6 theae tepotts as outtined in this Policy Letters 
Late onZykezutt in mote income and 4emove the Mott and 
wow o whete you ate goinn to get the GtOAA Income Vtom 
thia week. 

A short ten minutes spent each week on 4itting in you/ 
6o4m4 and then (Laing them wilt make tilie a tot eazie4 and 
yours otg's income potentLaL inctease and expanzion a tot 
6aatet. 

Treasury Aide 
Reviaed by: 
W/O F4an Btoeke4 
Finance Aide 
Authotized by AVU 
trot 
L. RON HUBBARD 
FOUNDER 
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