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Income Hat

INCOME REPORT REQUIRED

Making more income 48 easy. We all want more income %o
be bettea paid, improve our org image and expand.

How 48 4t easdy!? Atttzou need Lo do 48 use this Policy
Letter and follow 4t exactly as a guide to making moxre
income with ease.

Attached to this PL {8 a form called the Divisional
Income Sheet. It ifssued to each Oivisional Head or Deputy
Lo be {illed in weettg. One simply takes the form and the
invoices (yellow) collected by theirn Departments as proof
o4 payment befone delivering a service or items sold foxr
the week and Lists them on the foam.

The Divisdons nequined to §iLL in these forms are:

DISSEMINATION

ALL book sales.

ALL sales of tapes, meteas, insdgnda
and other bookstone Ltems,

ALL sundry bookstore sales.

TREASURY

ALl advance payments on account,
ALL cnedit collections.,
ALL payments on Loans.

TECH

ALL moniesd fon basic counses.
ALL monies for Traindng.
ALL monics for Procedsding,

QUAL

ALL Woxd Clearing necedipts.

ALL Qual Interncship {ees.

ALL Cramming receipts.

ALL membenship fees. ‘
ALL other Qual receipts and involices.

DISTRIBUTION
ALL Publdic Events on senvice collections.

Note: Threasury and Tech Divisdions are requdned to §i&L
the form colLumn Labelled "DIV", This means that each of
Lhese Diviadions, as they {LLL out thein foam must &tate
whether the income was collected by Oiv £, D4v 3 ‘on DLiv 6.
This is dome by simply marking a 2, 3 oa é in this column.
12 thene 44 any question as Lo who made the money on a
given dinvodce a question mark {8 placed in the column and
Din Income must 3

ind out who made the sale and §LiLL in the
column according

Y.
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ADMIN

The attached Income Repont sheets are made available
by Dir Income to alld Divisions conceaned. BlLank sheets are
pLaced in their baskets each Thursday as a nudge.

ALL invoices anre simply Listed in numerical sequence
on the Aincome sheet, with date, name of the customer and
details of s2nvice or item s08d. The amount of the invoice
48 entlened in the appropaiate column, whethen cash payment,
debit, credit - on no charage invodice. ' '

The completed neport sheets are collected by the 04ir of
Income no Laten than Friday noon. Th> invoices from which
the sheets are made up are retained in their nespective
Division and do not accompany the sheets 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 mivsing from a Pivisional report begomes
the subject of an immediate investigation. The invoice must
be traced and the report corrected.

Should the case prove out to be that a Divisdion was
delivering scrvice without the yellow invoice having been
requested beforchand, the matter is turned over to Ethiecs
for immediate handling. (HCQ PL 22 Dec 1971 "Free Services =
Free Falli".)

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

PENALTY
Penalty for missing, inaccurate or incomplete sheets
is the pay of the Di{vision 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 DOES THIS REPORT SHOW YoU

This xepoat shows you what Divisdions are producing,
what your org 4s selfling and what it isn't. 11t shows you
how many people are buying a particular service and paying
on chedil extended, such as Review, Cramming. In addition
it prevents. free senvices 4rom being delivered, - 0
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INCOME REPORTS AND INCOME
SOURCES SUMMARIES

Each week your FBO {ilLLs in a repont called the Income
Sounces summary., This nepoat shows in what areas
geographically you are selling and not selling., 1t also
shows what is being sokd. ~

Together with the income repont you will be able to
{Lnd {a] the areas THAT are BUYING, (b{ what you ane selting,

¢} how many ieople you ane sellding to and (d) what Divisions
in your oxg that are producdng.

Example. VYou are getting a Lot of processding sales 4in
Brownsville faom Dissem, What does that tell you? 12t tells
gau that successful actions axre being done fo generate

usiness 4in Brownsville., These succcssful actions must
be {solated and neinforced, Maybe there's a success ful
and active FSM Lin Brownsville sefecting people into the ong,
or maybe the useable Addresso {8 all into the Brownsville
anea and the mag doesn't aecach other ancas.

Example. Moncy for Training has been down {or three
weeks. An investigation may disclosc that there L& a new
Body Reg on post and she doesn't know what training {8 and
{4 only selling processing, Oxr There haven't been any
graduates from the Academy for five weeks, On the Tech Sec
{8 beding the D of T and Supeavisorn for 100 students whilst
aunning Tech Services from the side.

These nreports ane an ecady way Lo Locate suecesdsful on

unduccess ful on neglected situations in order to reinfonrce
ox handle them.

PURPOSES AND USAGE

doN yThe main puapaéé 0§ the Income Repont L4 to MAKE MORE
EY.

The Income Repoat foams are placed on the Exec Dir's
desh by the Din of Income as soon as possible fox the week
ja&tdending and on Raten than Faiday 6 PM for the week just
ended.

It 46 neatfized that it may be difficult to get the
neports completed by Thunsday afternoon for the week just
ended for ude by the "Battle PLan" Committee. But whenever
possible they shoutld be done for this meeting.

Each Division head is requested to make up and submit
to Dept 7 two copies of his income sheet, The original is
placed on The Exec Din's desk pea above. Immediately after
the "Battle PLan" meeting, it is returncd 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 Data Bureau at
Flag on routine report lines,
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The Comm{ttee must have the neporis grom the previousd
week on hand for use Ln the weekly meeting. The Committee
L8 also advised to not fust operate from weck's nreports,
but to use those 04 at Least 3 weehs paicn and also those
0f successful weeks. This will give you a better ovenald
pieture of your Lincome making aetivities.

The Tncome Report Sheets and the Income Svunrces Summaries
ane basiec elements o4 MAKING MONEY.

1% 44 the duty and nesponsibility of Each Divisdon Head
2o see that his ncpoxts are 4illed i weekly without fail.
To not do 80 4t extrnemely detaimental to ong income and
sunrvival,

. Use 04 these neponts as outfimed in this Policy Letter
WALE only nesuld in mone income and nermove the effort and
worny of whenre you are going to get the Gross Income from
this week. » ' :

A-shont ten minutes spent cach week on §iLling 4in youn
gorms and then uding them will make Life a Lot casier and
youn ong's Lncome potential inchrease and expansion a Lot
fasten. : ‘ -

Treasury Aide
Revised by:
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Finance Adde
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