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Exeec Dir ‘ '
FBO Hats

Income Hat

INCOME REPORT REQUIRED

Making mone income s easy. We all want more income 2o
be better paid, L.iziove our org image and expand.

How {8 it easy? ALL you need to do 44 use this Policy
Letten and follow 4t exactly as a guide Lo making monre
income with ease. :

Attached to this PL 48 a foam called the Divisional
Income Sheet. It Lssued to each Oivisional Head or Deputy
to be filled in weekly. One simply takes the foam and the
invoices (yellow) collected by thein Depaatments as proof
of payment bedone delivering a service or items sold foxr
the week and Lists them on the {oxm.

The Divisions requined to §4LEL in these foams are:

DISSEMINATION

ALL book sales. o
ALL sales og Lapes, metenrs, insdgnda
and othea bookstorne Ltems.

ALL sundry boohstoae sales.

TREASURY

ALL advance payments on aecount,
ALL credit collections,
ALL payments on Loans.

TECH , | |
ALL monies fon basic courses.

ALL monies for Trainding.
ALL moniecs fom Processing.

QUAL

ALL Woxd CLearing necedpts.

ALL Qual Inteanedhip fees.

ALL Cramming nreceipts.

ALL membenship fees. ‘
AZL othen Qual receipts and invoices.

DISTRIBUTION | |
ALL Publdic Events on senvice collections,

Note: Taeasuny and Tech Divisdions are xrequired Lo £i4L
the form cofumn Labelled "DIV”, This means that each of
Lthese Dividions, as they {4iLL out their form must &tate
whethea the income was collected by Div £, Div 3 on Div 6.
This is dome by simply marking a 2, 3 oa é in this column.
1§ there 48 any quesiion as to who made the money on a
given 4nvodice a quesdtion mark £{s placed in the column and
Din Income must find out who made the salec and §ilL 4in the
column accordingly.
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ADMIN

The attached Tncome Repoat sheets are made available
by Dir Income to all Divisions concexned. BLank sheets axre
placed in thein baskets each Thursday as a nrudge.

ALL invoices anre simply Listed in numeaical sequence
on the income sheet, with date, name of the customer and
details of seavice on item sokd. The amount of the invoice
{4 entened in the appropriate column, whether cash payment,
debit, credit - on no charge invoice. |

The completed nepoat sheets are collected by the Dirx of
Income no Laten than Faiday noon. The imvodiced from which
the sheets ane made up are xetained 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 missing from a Divisional 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 Division was
delivering service without the yellow invoice having been
requested befopchand, the matter is turned over to Ethics
for immediate handling. (HCO PL 22 Dec 1971 "Free Services =
Free Fall'.,)

Department 7's product is: “ALL FUNDS COLLECTED FOR
SERVICES OR SALES", Failure of a Service Divdadion to
require a paid invoice before delivering 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 opr incomplete sheets
is the pay of the Division 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 weck's pay of the Dir Income
held until the sheets are submitted, complete and accurate.

WHAT DOES THIS REPORT SHOW Yyou

This xepont shows you what Divisdions anre produeding,
what your ong 4is sefling and what it isn't., 11t shows you
how many people are buying a particular service and paying
on chedit exlended, such as Review, Cramming. In addition
it prevents frze seavices 4rom lLeding deldlvered.



HCO PL 1.2.72R 11X -3 -
Revised § Apa 73

INCOME REPORTS AND INCOME
SOURCES SUMMARIES

Each week youa FBO {ifLLs in a neport called the Income
Sounces summary. This nepoat shows in what areasd
geographically you are selling and not selling. 1% also
shows what {4 being so0kd.

Together with the income repont you will be able to
§ind (a) the arecas THAT are BUVING, (b} what you are selling,
{e} how many zeople you are selling to and (d) what Divisions
in youn org that are producdng.

Example. VYou are getting a Lot of processing sales 4n
Brownsville {arom 0issem. What does that tell you? 12 tells
Zau that success ful actions are being done to generate

usiness 4in Baownsville. These succcssful actions must

be isolated and neinforced, Maybe there's a successful

and active FSM in Brownsvifle sefecting people into the ong,
or maybe the useable Addresso L8 all into the Brownsviile
anea and the mag doesn't neach othen anreas.

Exampfe. Moncy for Taaining has been down for thaee
weeks., An invesiigation may disclosc that there £{s a new
Body Reg on post and she doesn't know what training is and
{4 only selling processing., Or there haven'l been any
graduates from the Academy for five wecks. On Zhe Tech S2e
L8 being the D o4 T and Supeavisorn fon 100 students whils?
running Tech Services faom the side.

These reponts are an eady way to Locate succesdsful ua

unduccesd ful or neglected situations in order to nreinforce
on handfe them.

PURPOSES AND USAGE

M0~EvThe main purpose of the Inecome Repoat is to MAKE MORE

The Tncome Report foams anc placed on the Exec 04ir's
deshk by the Din of Income as soon as possible fon the week
juatdending and on Later than Faiday 6 PM fon the week just
ended. '

1t 48 neafized that it may be difficult to get zhe
neports completed by Thurnsday afternoon foa the week just
ended for use by the "Battle PLan" Committee. Butl whenevea
possible they should be done for this meeting.

Each Divisdion 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 per 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 Committee must have the neporis gfrom the previous
week on hand for use in the weekly meeting. The Committee
{6 also advised to not just operate from week's reponts,
but 10 use those 04 at Lecast 3 weehs pricr and also those
of successful weeks, This will give you a better overalld
pictune of your Lincome making activities.

The Tucome Repont Sheets and the Income Sources Summaries
are basic elLements of MAKING MONEY.

14 is the duty and nesponsibility of Each Division Head
10 see that his nrcports ane {illed .in weehly without fail.
To not do 80 4t extremely dataimental to ong income and
survival, : ,

 Use 04 these neponts as outlinmed in this Policy Lettenr
will onfy nesult in more income and remove the effort and
worny of where you are goding to get the Gross Income faom
this week. '

A shont ten minutes spent cach week on 4i8L4ing in youx
foams and then using them will make Life a Lot casier and
youn ong's income potential Lincrease and expansion a Lot
fas ten,

Treasury Aide
Revised by:

W/0 Fran Broeken
Finance Aide
Authonized by AVU
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