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to 8ll . Int Chiefs 16 Nov
via A/guardians (area) '

D/Guardian ¥

Int Chief W
|

1968

. »
ALL COM¥UNICATION BY LETIER ON INTELLIGENCEZ LINES IS TO Bb ADDRESS:D

TO THE D/GUARDIAN Wi AND SENT AIR MNAIL, EXPRESS DELIVERY

REPEAT

EXFRESS DELIVERY, aND TO EE MARKED PERSONAL (NOT CONFIDINTIAL).

TAIS HAS TdE DUAL EFFECT OF SPEEDING COuld LiNES AND aLSO
SECURITY A4S LEXPRESS MAIL IS LESS SUBJECT-TO SCRUTINY THAN

KAIL, EXPRESS MAIL IS NOT X-RAYED OF INSFECTED. THIS INx

IS CONFIDENTIAL, AND IS5 TO BE INCLUDZED IN ALY INTELLICGENCE

N.B. Where spsclal arransements have been made regarding

INCREZASES
IS RiGULaR

FORMATION
JATS,

mail Boing

to private addreseea'the mall 1is nép sent to D/Guardian W but to

Zxpress and marked personal.

. 77%’ v

vwhatever address has been arranged, However they must still be eent
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} The following form vill Lo used by oll) Intelligeuce OfSiecrs for Im-‘-:‘:sil.i{mtin::

roporty:

INITLLIGENTE QEPCRT

Intclligence Chief VW
via:  D/Guardic W
As3t Guardisn

Investigator ' Date:

I. Person being investigatced:

} 2. Sourco -of inferaction

3. Vhere investigation was conducted:

4. Time investigation took: Travel timo:

5. Data obtained

Y G, List.of.evidence uppended: o ¥
{append evidence) :

7. Country! State of District: 7 City:

8. MNames of all persons mentioned.in above report: s | -

(N SN G L R T




The follaving Yovm will b waed by oll Intelligence OfCicors and by thae
Intelbigevee Cloof Woto report the woeeldy resulys od IntellUgence
selivitics. F
The Guordinn LW )
via D/Guardion W3
haost. Guna asin
Intellignece Chief/Cfficer
; Y )
IRTELLTOFNCE SUMLARY [dsvonT
FOR U/ AN
I.
1 Current investigations wnderway: - ae
.

: viis T e
2, Number of investigoters: ‘
3. Respults: ; 2 t

' i
- .- S =
| = B e .mwn

o e,

. Investigations succussfully completed: oo
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to tn~ meprhesn fvactians of 1..v (Lu;h

gt this zire o

to rad frop ine Guordiants OLfico LY aond to
Aesisvent CGuavdian Offices. :
The folleving is, theredfere, to be

into eifoct i:mndia.cly'

1. TEL3X: Telor cope

jcations
used strictly 74 Lon rrigyiey cormurdcation
Wi oer L/A/Guaréian te & dangercus sitbcotion
atitention, wiich uqv ceusu rcpexcu5$inas in
ordd cwn, o which *epﬂ"rs ivportant wins o

situations v

1o roview and o goet O fester nNve
end from

= 1
jen, ¢ is neceseRry
wns of courmnicagion
Hoputy rnd

studied ‘end 1o be LD

rre te e resc
to slert the Cu
which necds ursge
unnth&r cres than
v Scientclogy.

1) KiC nans sevvice put*:rn on squirral pr 3
Scicatolepy to biack menic ARC Lccai injunct
prevent programae nd Y0 hes appu;nx aent to
io siurre up situaticn.

LE R

5) Fronchine Bill Jnncs ar'vsicd in Nﬁw Jors

nieh roequire

v |

uwae eligning
ien obteained to
aee LcH HBC officicl

THomen

ey for practicing |

nedicine witheut a thﬂuc LRC leove obinined his velease and
Legal instituce cow c*-fuﬂt xo* ;a“re oy cst. s IR
Exr-n1c of & Jtu icns wuﬁcﬁ m'" couse repeycussions
in giler "“cru"
1) leus s:oricd-which might b plc"ea Ly by In*crnatlonul
news services. ) . & e prroa e
2) A ;roxu“u cmc uP le vin or hnoLr‘r n‘ea. .
3)"Intelligen infarnt ch ‘hvcm ufxucts anather ares.
e - a“ﬁlhﬁ of :munrt wins for Scientolepy: .
: R : :
. L .
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¥ e i
In uriting deasprtches tho cqual veculations apnly --
ono Culpateh  por separato ead distizet subjocc.  Don't thyrow
everrting end tuw kKlechen sink 3nt. ene desnatch ns this makes
aEsiicuiy in'anru?rang sud Gifficuizy in £313ug - one suvbject
cquuls cac caspuich,

3. PREQGIAITE RRDPORTS:

e

-* Report cemplionce and sctisn on speclific programme i

orders en soparate cesprtchies, and i@ the top of the desputch
natik it so: : L

MB: (NAT OF DUREAU): (MAHE OF_PROGIHE) _

Progromnes are tho main sdtions pushed by the various
Lurasus tnd ore sot eut in torpet form,. Sepuesste filos see Lkept
for oach prozrarna so thot the preitrsss and cctions seccompliished
cen be wushed, taraets can bo sdded or altered as needed, or
separate projects csteblished to help further the programme.

; . ‘
4§, WEEKLY PIPORTS: g § :

Voakly reports are required by cach D/Guardisn in :
charge of a Bureau at VI, ‘These  are forwarded throupgh tho -
Contincrntal COffice of the Guerdien wiore such exist. These
reperts should bg made out evexy Thursdey et 2:00 pm (us usugl
reporiing wimetdn Ovgel. ., ', i s L A

If thdre iz ouly en Asst. Guardian, s in' o smell
erpenization, tho Asst. Guardien 15 rcquived to moke scven' .
seperate wveporte - oan for,cach of the Guardian Durcevs: Legel,
Intollizence, Pi0, Policy Knowledge, Fimecnce, Personnel and
Toch. IFf en Asst. Guardian hss in their 0Fffice secmgone on.  f
Lepal ond Intelliscnce, then these perscnnel mike weokly
reposts cad the Asst, Guardian mekes seperate reports for
the five othor burcaus, ' - i AR i

: i \ . Eh .
“.:; If thero is nothing to report as reperds e Burcau, ,
then rvoport this fcct in this vise reports nre at lecst corplete
for all the Burcaou, 4 R
Do net use & weekly report to make full ‘detaniled Teports
on prosramacs intelligoence, finance, ete., Such reports ore
separate end are contained is programme roporis znd despatches.

s 1 .. L .-_.i e £ h 4 e ’ 3 5
The weckly ‘report is short and to the point end involves |
only a resuns of the weekly sctions pevforned and work done.

For exarple, zn A/Guardian for Intelligence would
report the following: A : AN A e

RE: INTELL: WEGKLY REFORT W/E FEB. 12, 1870 - © %

“J. Pgm: Intoll: Fublic Medim. Investigated llerry Smith roporter
for Los Angoles Morning Star. Found interesting connections to
Jthe APA, Jull wepert.sent scparntely, ) b :
2.0 P Int:ll:'HFHH: Wuqt’to'Tuosda& meeting of local 14 proup.
Collected numes of major pushers.  Full report sent sceperately,

‘3¢ Wes called in to dinvestipgate a2 prrsen vho had wandeved into ovg.
Found he wes just a havaless persen vho throuch we were oo
ernincering flrm. Handlad end routed off prenises.  Report not
senclng no danser dnvolved but will wagch for saything further

JunT An ocnsat g :

by

Vlih svenwd to B undeatden, aluas
st wlis fuo Thiy b i ]H'Ul)i(::.‘ wH
Y iaaly'e tngowmeinion w6 fhds B s9. vt

;R TR Teablaw the w4 ! :




And if theve iz a problem you are cuammijcatineg, ti.
also counmricete ¢ither activus you have tohen or fhe adlions

you inlend T Tahe.  This will then enzble a senior just to
aeknowled s, okay o pive further. erders in the matter.

The second thing to bear in mind: ls thid Jui. or
information of &ny use in Cuardian sctivities and if so, to
vhat use can it be put.

. fnd if thore is any value to the 1n¢01mnt10n oF
data, give suggsestiobns Hr its possible use, |

For e¢xample, you have out a clipping out lof a
newspaper whxch telis of the harm done by clactric shock,
Fell, this : be used by the D/Guachhn for PRO 1n FREEDDM
and it cou be ‘vsed Ly Intelligence in Dead Agent agticns,
So supply both these terminals at WW with the cli pplnn and
your ideas of sugpested usc. : SR

'

Data and information is as valuable as it is used,
that is why it is important to look at use in such.

Finally, 4in long articles, pamphlets or books sent
in, ]car1 OmCﬂrptlng in order to point up data sndlinformation
of use. This is done by marking such pecsages in red pencil
in brackets, :

The brackets snould be in_ red penc1l

: Comlhnzcaulon and qr ed of p°rt1c1e flow|are wvital
to our lines. Let's improve conmunlcutlon qualluy and thecreby
speecd up partlcle fch. | CBSE h o Bgh il L

e ?."Mary'Suc Hubbard.
CS-G




‘Copies of the following reports ace o be sent to The. Po

CUAEDT AN Uhblk
G Y. e RS ol AR Grvoberr 1073
U .
g L%
GO hﬂldiiLVllf:“S e PR ST RGLLER
 Thig Guasiiar Orlec suncelds Shs
; followans dssues: GOQ. 5200, RENRY
RCUD I, ’f“.‘?;'.':, 0y & i «;l, 1__1(
HUTTTATNT AMERDAENT, TCTY "5,
Tike lUdldlun Oriﬁr clarifies tue routing of rcports to
The Ceniroller. ' i
VEECLT P"Pﬂ” &t FRPM PO ki)
The /G Lfﬂj] L“, D/G Info WW, D/G Pinance WW, D/G TR Vlk| and
D/G Scrv1ce Wi will send copices of their weekly reports to
The Controller via the Conbroller Comm, Theze will covar zll

note-worthy act'vitic Tor their Bureaux throughout the world,

minus the United States.

WEEKLY REPORTS FRUL GO US ' |

via the Controller Comm U:.

1. Copies of all US A/G's for Legel weekly reporss atische

to the D/G Lepal U3 weckly veport.
2. Copiec of all US A/G 5 fof Info weekly reperts attac

te the D/G Info US weskly repoxt Couvies-of all Info repcris

1troller

Led

originased by eny A/G for Info in the US or by tue DYG Lafc US

C

to Le PoJuu\ond dirsctiy to The Controller via the
Conm US, : 4

3. Copizs of 211 US 4/G's Yor- Finance H?Ck]j :cnorts nttgPLL

tke D/G Pinance US weekly report

4, A summary al ol
included in the D/G PR US weekly report copy (as is
being done), '

5. A copy of the D/G Scrvieaw US werkly veport,

VEFRLY RETQLKTR “':'EC.‘-'}'I Gilvi & DOUS

The woeokly veiarls feos Thy Guarding WW aldl the nepaty G
Lo -~'nf*-~1 of A round-un -:-.L' Izxporsant: 1tere miges) in &
¢f hedr D/0a, dnd dlems Brat need Curthoer hendlines,

ontrollay

108 A/G's for Pulilice Relations weekly

10Q

repoous
purrensly

Laaad gy
iy
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1

»
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(Copy of Dispatch from G Coimn ¥Wd Ro: Weelly Reports) .

| 11.10.72

via: Guardian Wd ' ' - : |

To: DG Int WA

from: GComm Vid : ’ ‘

Pr. A ‘

: Woekly Reports

Veeldy Reports are due in my in-ba*ket by midnight eacT Friday.

|
I realize that sorcevines an eaergency arises and that this c}eacﬂ.me

Dear Mo P Re

is not always possible to be met. This leaves the weskend J,n which

to complete the w_eekly ;'gport. Ein e, = | .

| o : |
In the past i wee}cs, there have beon 32 weel._'}.y reports kroceived

from.the DGs W & GO Esto ¥l. Of these 32, TRt S S F
This is not olc. A R :';g AR A o ‘ |

|
. |
-

i : | :
Therefore, from now on, weeb'l;r reports not rccelvnd by h.Oa:n Morday

vill not be accepted and 'n‘:.ll const:.tu.,e a no revort. |

_ |
The only 't.ime a weekly report w:x_]_'l. b=- accept.ed ai‘ter 10$.m Yon,.,
is ii‘ an o}fay has bcen gi\'en by "‘he G..arda.an. Requests for Jt‘h:l.t:. okay

must be to me by lOam Mon.

love - .

Lc}de E . 'I
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SUAOIAT CIoER |

GC 802 _ I}LO Juna 19732

£1) Cuerdien Offices ' ; "
Farecu Chiefs to ¥4 ifurpose

.

YUk WErILT RiS1 ORTS

Tha Purpose of the Weekly Raports that you are reqt}irc% to write
i3 a3 fcllows R |

TC ¥EEP CS-G AN D T FOUND=R VALL INFOMMED CP ALL
GUAIDIM! OFFICL ACTIVITIEY TIUUCEOUD TiE WOHLD SO
THAT Tr¥ F 3'::5";.‘:'.& FLAN AND CU-URDINATE FUTURE

|
ACTIVITIZS.OF iME GUAKDIZR CYPICy JiLTWURK TV OBTAIN OUR
. VALUASLE F_].':L'slg }J.DD' ‘I‘ -ACC;‘:.E".’-‘.-'J.}CC:‘.S OF SCLINTUILGY .

i o \

fc ecconplich the zbove ;.ua. T05¢, yo o “u-.orts Lust he c}:mc ze,
factusl, znd sent on iime ecach weeks If they ore stale-cau.é and
xeceived lata, they axe c:t leas 'valuu to C5-C and could even ‘e‘f*t ns
Dev~T if adbsept when an 6'.5';‘ -6l evalunticn is hed g cone ny the fzct

Ye depend upon cach of you to get your Weckly Heports dJ‘Dne and

cf omitted duta. - i : s

forvardzd Oli TDME ench wesk.

.

I1f you arv having a rcug‘n time doing co, it is pro¥at

¥ = simpl"
e ...atte“ cf out "adz i': and can he corrccted.-- 11 you feel it ﬁ.s resally
vugsed, let me kno-' -md I' 11 g.vc you a h‘.nd ~ for a small i‘et. of couxse

EKildki Freed
. « C8-G Comamnicator

for |

Mery Sus LEubbard

TR |

ALl ¢




D/& INT Wl & ‘ | ‘
T0:  D/Cz, A/Ga, and their personnel | - DATE: /?//})7/7(
viu Guardian W _ |
|
|

FROM: C/Cowa' VI

/

cu are #' uested ¢
4 to in your ‘3'og*n

Deor 7}70 . 3

. To ocpeed up the cdmin of the G/Cowm Wils o
include the dzie of the oxder (CS G oxr C‘D’)\ W) %
Reports. :
G/\,or::'. Vil's duly is to ma2le rete of prograns on the log%in.g entry, Ais
gome orders are guite old (or vm.d;a.r‘y worded) 2 . lot of vaRRCessary seerch-
| .

dng 19 donz Lo 4'_143:1 the dete of the corxeci order.

Ty MBS
-
Iexrre

~
"
3]

Your help oa this will be greatly apprecizied.:
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GUARDIAN ORDILR
o 15 2nd Septenter, 1:
BURLAU OTC HPDOR”%

sena
onc Telex per w2ok giving tha. stuviotics of euach Burcau lala
out below, This le 1o rLdUCL thu coct of reporting,
The Tolex is to give tne letter of the Bureau lollowe

The Continental Deputy or assistant Guardiun 1T

by the stut, in the order given in HCO »/L 27 May 1970,| Tas 0p~
ganlzztion of the Guardidn a Office, ]

i.e, EIATH PERS 17 PX 1T L 20 IC 40 I X2 P c 2,000 B 4p0 T ~-
PR IC 129 Cia 2718

7 ; = S

Tha otatq to be tolexed for each Bureau ure as| followsa:

Pere: Lo. D*vs 1n Hornal or above, PK: No. Divs in Hormal or abo:.
Legal: lio,legzl Cycles Completed, Int: 1) Total Connactiones Foul
2) Totel Incidents Found, Finance: 1) Cash 2) Bills, Tech: Mot

+ yet statisized, PR: 1) Targets Completeu 2) Cycle of ncFions DOS-
ceaaiully Completed LR

Thiaflﬂ effective‘upon receipt,

o - " Jane Keuber
LQI&: . : The Guardian W







GUARRT AN DRDER

GO 35 | 3 19 March 1671
A1l ALs - '
NGs

RETURN ADDRLESS

All Guardian mail between Guardien Jffice
terminalis will new hawve o TetuTa address. The return
pddress will be the confidential sddress used by the
sender to receive mail at. : :

Jane Kenber
The Guardian World

s
e
L
;-




G DLl VDI .

ot 151 _ , 7 SSPTS

A~All Gunrdian Offices

WEPORT ING

e e

al)l repcrts te cr freon any Guardian Office, Bureau ©x Secticn

regording situxticns fr incidents sheuld always pive

that situaticn ©r incident referred t- in the repert,

The Uate ¢of ths: x
incident, ang 1L it

Hikki Freedr:an
Sidig, Lok 4 T CBe Cnms

:f; 5 : ':. _ fcr'.

frary Sue aubbard

The Ttntrollsy.

Sl NF:1l

¢pfrt is nct necessarily the dat
tud, can put the incident Cut €1 sequence.

3
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GUARDI AL ORDER
GO 905 ' 2
411 Guardian Offices
Controller Communicatow llat

P

> August 1973

TRLFFIC TO AHD FROM THE CONTROLILER

A1l traffic to end from The Controller of course roes |[throush
the Controller Communicotor Flag (CS~-G Comm).

With the introduction of the Controller Cosmunicator network,

all traffic to and from The Controller additionally goes through
the “ontrbller Communicator for thet Continental Guardien Cifice
whese one is posted, | )

F]
)
o

This would slsc apply to any Assistant Guardian Office whei
Controller ‘Communicator ig po’*od ' '

Tae routing the United States A331stant Cuex d:a“ Info |reports
(that weve previously sent ulrect to The Controller) now o vie

he Controller Communicator GOU3 to The Contro;ler.- This modifige
GO 52770 FSH, “REPORT ROUTIHG CHANGET.

In no othexr way does the ;nt”ol“ctlon of thls poqt cbﬂnge GO
communication or command 11ncs. '

Cwidperet oo Nikki Freedmpan, _
' . Controller Communicator M1:




el

~come oub éither. so use¢ bleck cerbon and black ribbon 1

WRITE-UP ' 21 Ped )97

Following are a fecw things to keep in mind when you wrl
roports. If you kecp them in, it will help both your o
arca and the areca you sre cending the report to in cros

fi;ihg.

1. ¥Writc only one report per subject. If you write ab
Joe 3loggs, then write adout Joe Bloggs. It should not
be about Mary Smith and Fanny Eill if Mary and Fanny ha

te
wn

2

out

ve

nothing to do with Joe. In other words no multiple reports.

2. leke sure your reports are neat and where possible

Rerember that xerox machine only prints foolscap size,

typed.

so

pake sure that if you are using lerger size paper you pust

" leave a margin wide enough for the machine to print. Do

not write on yellow paper, the xerox machine can not copy

from this, Do not use dblue carbon paper as it does not

typeviriters.

3. Don't use avbreviations for organisations assuming

n

that

it is Inown who you ﬁean. Sometines we don't and sometimes

orgenisations have the same abbreviations. Also write

surnames When reporting about individuals as we don't [always

Jnow Just the christian name,

L, Be sure that your spelling of names 1s correct, or

else we end up having duplicate (or triplicate) files.

5. If you write a long report and attach documents, at tho

ans organisatiens mentioned. Thls takes up herdly any

. end of youwr report list out all the nemes of individuals

time f'or the originstor of the ruport, makes filing =nd

crossg filing casier on the originating area'and the recipient

of the report, and the criginator is certein that his
peport 18 diTed whdioy he velevesd nonos,

Peopang thent poinbs Anowall padis 46 cosier on nll,

AMrector of Colleontit.:
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L1l Guardian 0flicen

FECEILTING MEVOITS AN TronsasIon

In the intuerest of roducing Yover-raend" uf %0 LILC and
the LT UE, %o Guardioen WW and CJ*u, sl G.C. pcrdcnncl are ash
tlie following preocedure in sending long reports und informnation

Coaplote roports and floods of information are vanted ond
Of fice persontel guenerelly do an excelleat job of repexrting.
do not cut down on your roport lensgih or wnount of informnticn

Sinpmly ndd =n exirs siep to your reporta and infornation

lung Tois is nn excerpting ntgy.
UExcerpt” is defined ns "to select, teke out, or quote (p
o dook etc,); extract.

- Bere is the full procedure:

1. VWrite your reports recording al) data end atiaching all i
2. ﬂftcr the revort is w:xtten tnd it peems 1on$ or there ar
tranbcrlpta, etc, aituched, go through end underline in a
colour pen the key pruszpes or the most cignificant infor

He Lttack a2 routirz and cover sheet .0n top tPﬂt outlines the

and 1n£orm¢»“cn ;t contuains Wlth principal datz or conclu
clew-l ted.

A Send it on normzl llncs."" L .
In this way the executive up the line can get the irportal

‘and can still go through the full paCAat = ln;orm tion atchbc
fecls it necessary. :

With a rapid‘y expending nnd higbly procactlvU Guardian's
will relieve the top execs of revdlna time and glve then wore ¢
their pany other h_tu. :

_ AN - Fred Hore,
2 e BN e CS-G Asst.
for Mury t‘ur.: Hi
. €8-G, "’

5B S R

o

C

G

8§ June 1975

srecinlly
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sent.

if thay are

assiees from

Wformation.

articlesn,

diffcrent
aation.

full report
cions

a quickly
e or she
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Office, this
ime to wear
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GO Stiafl .

REACEPTIVN OF iLrOxDs

To cxcerpt means to pick out, und in the cuune of Guardi

vy

7 July 1974

nnonsrerts

v e Ty

it meecny nddition:lly te pick cut vhat iz INFOxTANT ane AVYLICARLL.

All reporis acconnanied by other reports, attacinents or decunents

enroute tc the Controller will now reguire excerptvion as pexy the

fcllowing procedure:

1. Excerpt the reports, attachaents oxr 2dccumznts by udging 2 ruler

and réd pen teo underline what is im;ortant and apslicedle.

2. Place on ton = yellow excerpticn sheet which gives

a condensed

sumzry of each excerpt and stuie where and on what page each

can o¢ found in the rojorts, attsciuients and documgnts.

This .is & cimple, wut esseutinl, administrative action

witich: can be

done by the originater or his or her Cowianicator, which relicves anu

Executive froxr wasted time in digestion ané excerption und permits the

ixecutive to devote his energies to directicrn. This action
way delay comxunicaticns,.
] Fron here on out it is the duty of encn Controller Coi
get excerptions baicg done n3 zpove. I he or she resceives
to ths Controlier in the future which have not teen excerpts
the duty of the Controller Communicator tu do the excerviio:
hefsélf even i5 they have to consult with the eoriginater to

should bhe excerpted.

An example of excerpvion is attuchad.

Mo
Co

A

"—

3

should in no

mnicntor: to
¢ amﬁnications
o, then it is
N himgelf or

£Nsurs waut

vy Sue jubhard

troller




IORS CFeICE
orinoste.nd,

~a

HUEJUU.‘{J C\. ...-... .

Suint Hill Jusor, Sues

HCO AZGINISTHALIVY Lorcel O 15ua Jull
Limited Issue Clb IuanI'Inl,
A/G
AC0O S YeieX COMe .
nid

Dir Cozms

Lon tepimeo
ubbreviutions or codees
This

The follouwing are
rele ccmm%wtenever rocelible

* linszs.

Worldwide Cuardials Crflce

GDN = Guaralan
Gauw The CGuzréiusan i

KRV - Deputy Cuwrdiun Finance i
DGLNW - Deputy Guardlen Legul T

LGB4WH - Deputy Cusrdian Bureeu 4 7y

POV Deputy CGuardlan FPRO Wy .
DGFXuW - Deputy Guardian Policy Knowledge Wi
EPEW =~ _ Deputy Guardian Personnel WW

2GTww - Depuiy Gua irdian Tech WW

PRaWH ~ Trublic ReZations .ctions #a

PEP%& =~ ZFublic Relutiona Flanning .
LACTWH =~ Legul actions W

TRV &= Trcd°U”nP VW

Theze a“e used , in tele“c= 1o and from Wile
just put the arcrmxﬁate are ‘designatlon instead of Wit

Deputy Guardian r'L nhnc US 16

world Wide L“Uanizution

AzSwn -~ 4520 mxec SeC i . - )
OESWI = Org =xec Sec Wi . _

PESVWH - Yublle Exec Sec wH

diaSini - HCC Area Sec WW

I Eowi - Internaiional nthics Oflicer wy

cICwW - Organizational Infcroatlon Centre Wi
PO - TFranchise Offlcer Wi.. |
RACwN - LRH Comm ¥IW - s 2
TLXOFWW - Telcx Cp JW .

As 1n the abcve, substitute tbe or ;s dest
%# for other Orgs use, (eg .J_uUb, L“UCUS OICA: etcj

“~

Sca COrganiazstion’ "'

SO - Deéu LIg

XI55 = Ligelop AN

Usss -~ US ou¢tionqn1n-~ X

UESS - UL 5uub‘on=nio

DESS = JK BLG Lionsqlp

LR ) e ?lﬂg (it is importanu not to usc the word Flaq on tele

. k!

¥,

1670

to be uvaoed on

i8 1o ensure seopriiy . on Lelsex

EOI“ Otﬂdl‘ Crgn
(Ut; °} .)S;‘U“-'

x lines)




CS Guardilan

Cbée—'dé:'\(ﬁi;uui\)l-ﬂb

o CS's titles ure to be used instead of names.

Llso as much as posaible avoid the use of full| nemes of
ople, dlaces etc, But don't cut out nanes without OK of the '
‘lginator, as it may cut aown understanding et the olhor end,
natts it i ' I ;

T R R

sue .Jarces Dir Comm uﬁ
- for - Gunbritt 3ird
Sl 7 HCO Area Sec Wi
for Anne Tamplion
1 2 .;vo Exec Sec T

H‘-.A ‘Dcnl"d

e on B0~ j Nt .
1.1, RIGHTS RHJ§9VED Sl S




less, it also cestro;g the code 1tsel:.

.right one, corny relay errors in reading or typing,

HUDRARD COMMIBITCATIONS QFFICE
Saint Bill MHunor, Enst Criunstead, Sussex

Henmdindn HCO POLICY LETTER OF 11 SEPTIHMBER 1973

lico

Gdn Office

FB Ext Coam

sry Commnunicators .

CODRS AMD CODIHH, CORRECT PRACTTCE_

POLICY

FIRIY POLICY: fnyone vho uses or receives meséage
vhich emp]oy a code of any kind or type MUST DE FULLY

HATTED O THIS POLICY and the code he is employing and
.must have read some text book on the subject, :

A code can be destroyed at once by incautious use
and thercafter leaves the comm line wide open. Bad co;
or coding can ARC Break the recipient by the mechanisn
the miswriierstood word, Codes which cannot be made ouj
or are inproperly done or messages which centain error
in code cause Dev-T, loss of time and can cause a
catastroche,

.

FRRO”S
Common errors in using cpde aret
fa. Recipient does not have thé Eqde being used.’
b. An arduously (hard work) coded mescage can ha
on cncloswure right behind it in plaintext which permit:

the code to bb broken easily as it is referred to in tl
coded message. This not only makes the use of code P\

co choages received in one code are sémetimes a

Ui

des
of

cr

vi

Ve

>
o

he
Fpose-

t once

transmitted on similar lines in another code,, permitting

the sane text to0 be broken and both codes cracked.

d. Use of code words next to words which expose'
them at once: i,e. "The Dubloo senk" is easily seen to

mean "The ghip sank" and anyone intercepting the messzag

now knows That vhepnever “Dubloo" is used it means cship
After a lot of messages ne haa your vhole code.

e, Corny counting errors 51Vlng wrong nunbnrs, c
errors in teking a wvord one or two up or down from the

f. Letting codes remain in force too long as thi
gives an inLercepto“ the volmne of traiilic ‘he nceds to
breal the code, S :

r. Leaving a code around so it can be seen or le
a copy of the code be exposed and ine: not n1e111ﬂv an
thal the ccde has been Yecomprouised" (which is to, say
exposed oo it is no longer valid for uuc), and then’ 6o
on using it!

oI Ny

t

cting
yone

ing
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Plcgrant cxnmpl.n of cuch of the above errors have
occurred in the paut year wnd sone of thom muny times,

Any one of thege crrors destroys nny value o code may’ (3;
. have, : '
THEORY.

. There arce quite o fov bosks enéd bocklets on the shbject
< i Codvs anc C:;-rha. These &rc wol hard to obtain., The
betier ones Intuila Llasonries of torns in common use,
They are not Yeed %4 ozt and i sven gntertaining. [hey
. give the geneyul, h%c:: e of thiw owvariect, '

There are only *wo trpes of e Tavds of obscurjng
meaning in a nmzIsasm, (9Ne of thes ¢ is SUY SII;UTIOW, the
other is TRANCZOILIICH,

Putting a letter or mumber or werd down to stend [for o
another letter or_numtﬁr or word is cglled SUBSTITUTION, 623

. Mixing up the sec uﬁnce of 1euter9, nunbers or worlds
is called TIUAISE 0"1TICJ. . ey T ) =)

A CODE is genera ly an arblirarv 1list of words that
stend. . for words aqtu 1iy meenu.

A CIPHER is gener:l?y a su .u+itutlon of 1et ers dr
nunbers for other lettzrs or nuasbers, Scrambling their
sequence is a cemmon S¢Con step. Loosely; also mgeng
i llcodell 2 B i

PLAINTEXT means the message in clear without code or
cipher, s j'“‘;j ;

®

(o)
d

-

CRYFTCuRKH (hlddcn meanln ) is somethlng vritten |in -
code or c1pher.‘_:' _”ﬁ“__ ; : ; g

CRVPTOGRAFHHR is soweone wno uses codes and ciphers,

CRYPTCAMALYST is a pro; scional code and cipher breau-
usually enployed. By rovn“nnenis or military wits AND|ONE
WHO CAN AND E?R” BAT{ . CODES AMD CIFHERS WITHOUT HAVING THE
ORIGINAL CCD= CR CIFHER. : " B

Codas rad edpnors are used. to SAVE. COST BY: REDUCING
LENGTH OF MI334G40 and TC OESCURL FCR A SHORT OR LONG ,
PERICD OF $IME UHE ACTUAL HEAGING OF NMES3AGES,

'J'{.

- The ideal cod° or cipher would be one which: vas easy
to encode, easy to ceucde, which shortened the message,
hid its mcaninz to aryone else and was not in writing and
so could not be vwi"t;. Alnost 2ll codes or ciphers
depart from the idsal in one recpest or enother,

Ineypprt uce is the conmonest ceuse of exposing
messages. See th2 list of crrary u-y above,

Ay code or cipner can be breken il there is enopgh
traffic in it aad 31 it is dnespsrtly planned or used|

Nt

The trongmission clanmel L4041 { may be hidden such (-
as iuvisibhle iAok iiike| deton Gulse wnich poss hro A on

hen 111;: such 8  wrdving the misidass on a piersonts head




i

HECO PL 13073 = 3 -

who has buin shoved ond Lhien letting hiz hadr grov, lile
writing on egns, like phlzing enmcotled nds in bthe poper,
1ike putting the metvage in g secret "drop®, clc,

International telephone and telex lines nre zuppose
o be Yzecure”™ but iu acuual practice are open to any
vire tappe:r private or goverﬂmcnt end to any "legal?
surveillance, . .

Rodic is wide open to the world, Many internations

phone and telex linez go by radio,

Using code at the minimun causes delay =nd semetiuo
a8 preat deal of troulde (B~ an enemy, In very reve gatwyg
particularly in a changing bLooit code or a one-~time cipng
he canunt make it out at ali,

In practice one as
heard by & enemy b) th
the wrong hands ¢) th&t
and d) that his recei.t

e
his mescages w141 fall into

.

he can take measurez to minimize them. I he does not
nssunn these points he is a fool.

The L;Lhty supeirvaen of Fﬂrm?ny, he brainfest ra
in the world accordiug to archeologists who have stud
the remaine of their civilizatisn, lost THO worle war
by being siupld foolz sbout their codesz and supoosing
that becaus e, they ware so brillient the .codes were il

and would: never be cracked, England hed the German cod=
books alnicst the entire cur:t: wn of toth wars znd craciied

their messzges a2t will, -

e
ed

-

n I.I.O

a
-
all codes ancé ciphers cen be "brok
roint will heve trouble in gettin
it back inro plcintcmt. I£ one always assurnes thase noin

x

G @

7y

.

But tre GREAT Iranklin Roosevelt and dear Yinnie tfe
‘Churchill chattered to each other nightly in Mscranbledf

Trancsatlantic phones WiHICH WERE EEING UHSCRAMELED AFD
ARRIVIHG 11 CLEAR Ii HITLER'S FLAPPING EANS THE JUMIT
THEY WFRE JITERED, -And these contained all details and

-

plans of every cdaﬁazvn, ccfo‘e 1t hunrenod
The proud and ;“v1nc1?1~ RLscianv, masters of the
art of sulterfug dey uced sugh cormy codes -that they hande
over the names and addresses of tneir most famous agents
THE RED ORIZIESTRA, and got them hung up to die on liitler
mepthooks, . ‘ A b e E

C

i . - L s

One probably could not get bipg enough a number to
cownt the jeople whio have died beceuse codes end cinvherns

thought secure, wcre.bro ten or eyposed throughout histary.

find olmost every such 1wstance was lLeocause someon
trusted with or us inr ‘cedes or someonc supposed to
invent threm and Jnfﬂ;uaru them mnde corny errors such
as those Jist n-g above,

-

CONE MENESMGE (prbd et Pl

The fellowing items used es & checklist nn awy code
orelirhoer mesaape, Telen or Lotier wil) prevent

‘catastropl.es,



”CO Pll ll.','.'r’j [ad {; -

i Iz 1he peorsan using the code hatted

2, ls ke hintted on the code being used?
e Does the rceeipient have this exact
coce?

. 4, 1s there going to Le an .enclosure
with the coded message which cor*a*ns no
code neaning in plaiitext?

5 Is this code going 1o be relayed in
another code wvhich ther gives twe copies
of the same text?

B 1s the code so used that despite code
or cirher its meaning

Ts Does this coded messoge contain any
errors in counting?

8, Does the meaaasn cotitain errors in
. rearrangenent? 4

9, Has there been a large velume of
ek}orpq traffic that employed this code
or cipher Vlthau» change?

£

30, EHg uny copy ef this code been exposed

S0 thﬁt it might be in public or hostile

11, Would it do any real hamm if this
Just went pl anutuxt9 -

i P . TECGLVQH in a gar‘ble'1 form will
it alzrm anyoue on the recciv1ng end wihen
it shouldnt!x?

13, Are the people on the other end code

hatted?

If ths ensver tc a:
better handle it guickly
will be at risk,

as ALL your traffic is

L, RCN BUBEARD

FOUNDLER

LRb:nt :
Copyright (c) 1973
by L. Ron Hubianrd
ALL RIGH:S RESHI(VED

TH& 1n Reproduzed and lesiad to you by
e Fpbhatung Dizarinilicn, U, 3

is exposcd by edjacent

1y of the adbove is MO then
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" 1. Ron Hubburd and/or Dianctics end Sclentology, the Publ

pubjects of IRH and/cr Dlianctico/Scientology,)

N
HUBDBALL OUSUNICARTIONS OFPFICH o
Jaint Hill Manox, Eaot Grinotoend, Sugsea

HOO POLICY LXETTER OF MaY 14, 1960
JICO Scco
hpgoc Sacs
Pub., Rel, Hato

CLIPPINGS TOOK

In the interest of preserving newspaper clippingo,
nugasine orti¢les, or other preds -Ltems on the subjects o

Relations Hut of HCO(or Centrol Org whore thero is no HCG
should collect any and cll clippingo from the orgenizotic
on the vbove subjectn, and asecuble them into o suitable
Clippinge Dook, (This includes ony articles which come

into tho Org whetacr osent in from-someone in the field ox

whether obtained by staff uembers, or Public Relations,
aloo includes articles written atout Telentologiste on th

Any staff member who sees any uention of LRH or

Dianctice/Scicntology.in any newspaper or mugazine ghould

send ouch clipping to Public Relations to insure that it
finds ito way into the Clippings Book.

Whenover clippings are posted on the Comm Centre Bd
after they have bzen up for the specified length of tiwme,
they are.to bo returned to Pu..ic Relations for mounting
the Clippings Boolk, B 97 :

" RECEPTION DUTY

Receptlion and other staff ﬁumbera'are to insure tha

person coming into the Comna Centre cver removea any clipg
from the Bulletin Board (or other display 4in Coum Centre)
except an JNCO pesrsonnel (vwho gives the clippings ito Publi
Relations). .

SUGGESTIONS TOR HANDLING A CLIPPINGS BbOK

a i A loosoe—~leaf notebook could be used so that in the

event a photostatic cepy was ever necded the page could be

taken out of the boolk foxr photostating (or for maling a
typewritten copy}. (If a scrapbook is used, the clipping
cannot bo easily removed without disrupting the book page
wless you use & scrapbook with removable pages,)

20 Clippinze should be trimmed noatly and mounted with
suitable paste or gluc onto tho shect of paper in your cl
book, (If weing a thrce-ring loose-leaf notebook, mount
clipping directly onto that sheet of paper (threc~hole-pe
(If using threo-hole paper, usse gumasd reinforcements arg
tho holes to prevent tcaring,) ' 3

3, The olippings should be placed in the book in chron
ggdfr, by dates, with the oarliest date at tho front of t
o:. . 2 ot - .

4a On the outside ef the . book can be printed:

CLIPPINGS
Took No,l

Clippihgu on L, Ron Hublard
and
Dianetica and Scientolopy

It

ard

in

" ]

Sy

ippings
the
per).
und

ological
he ;
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Vhen ono book in £illed, stawt Bock ¥o.2, eto,

-

-
Je
shew an muoh daun ay pomsiblu.
o Sourco of materiel (nawve ox Hf\SUJP‘P; magazling, ete,).
b Clty and Country (e.g. Veshington D0, U,S8.4,).
¢l - Date of articlu (date olignln* uupeaxeé in the noews-
pnpor ox magasineg).

d) age nunbtoer(s) on which- erticlo appanrcd.

o LTk 1@ hc]pful to add the nrme or the city and |country
so that in the future when referring to an article appearing

soy, WEE COURIL " thﬁro will be no question as fo what
(:.’L'L'r vhat counury o Ue8 b7 Inglund?, etcy)
6 Yhen mouvtin 41 clippinﬂ which 1is 1argcr than your shecot
of paper, nouny uhqt you can on tho sheet, and fold the

the top of the ahou% 50 that it .f£its

renainder neatly over

squarely into the bock,
can peste a blank sheet of peper onto the back
that overlape
soncthing:

of the

A loosemlcnf‘b*ndcr as suggested herein can be
your file drawors,
fit inmo Jour Tfiles,

The main point apes °

. will endure; mount the clippings in such a way that
not teoars lnaure "that ccaplete deta accowmpanics each
wount clippings in such a way that they can, -if neceqs
be removed for oopyinv purposeso

Such & book will help us wmaintain a running rec
PUblicltf on Lii & Di(netics/001cntology.

Peter Heme
HCO Secret

for
;t.ROH'ﬂUI

i_,. '>f;" 4 _Iqsued-byi

IRH: js: :
Cnpyriﬁnt {c) 1950'
by L, Ron Bubbard
ALL RIGHTS. h:"E?VE@

(To help protect the ncwsprint,

hon uounting a clipping 0t tho top of tha page ulw&ys

you
part

20 that waen the newsprint is 5 1%1azd 1t has
substantial on the back of it for protection,’

“lput into
wheras an extra large scranbook wight not

Meintain a Clippings Bogk which

hey will
clipping;
ary,

ord of
ry
ary W |

BR‘?RD '

C
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L)) nnﬂdwnpe- clzr;:ngs.
and other topics of intex
clippings frai culer orgs

Yerox copieg of
JRC =nd Ir‘C:Ll- ruy c:r_ ie
aznding to Hire““ Sifor T

GUARDIAN

= maen g

1. -
s} g

o
Ry

Giian

TODTMNS
RS

whethor cn Scientology
eat, should pe reuitced

ili

.‘5 *

Dianetic

rh

2 to lureau 4.

14

APris LunE

I""l‘t\.il .-r'ﬂ* 1]
This includesn

a or ai

eriicles on Scicntolory are rouiinely deae for the CUn’dl".,
oo ruquz:ec on othcr sutjects

ould pe donae Velore

Dorpihy Fentertiys
Mo Budleng

Jane rHexbter
Th2| Guardisn Ww
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.ucichfclohv, uc.wntol seinta, Qrgs, TH .tc. ig through

of el) cvitiucs

‘Vegaq and D/ US.

its owa criginals and must send excellent copies uy the

- Us vosseassions,

GUARTTAS OLIK
GO 165 ‘ : 4 Octoler 1072
ALY D/ £ A/6 lnda
LILL D/G & D/A/G B 4 Mats

B3 :
IJ}-':GJ'".IJ % ), e .t LT

Faes  WED .'“x]"’l Sl QUGS BARAR IS, WD,
puidoes 5

.

. The otandard G.0. Lince for newspap cuttings zbout

Purcan 4,

Rurea 4 is reeprw-iblf for ensuring tuct ¥R ond Lo
and the_h/ﬁ or D/G is requested; get coplics of the clippil

Twe Contin
o Al & Iarecu 4 Lan Vi"l'.’_:j Goiig cl'b‘oin»";,
an a1t:clc on na, Xe clips it. lables it neeatly and dees

1 copy for D/u/F TR Las Vegas

1 copy for D/2/G Tegal Lug Vegas

1 copy Tor A/G Tas Vegag (if reguesied by £/G LV)
: CORY, (oz more) for hic own files., : .

K The orlginal ic routci to D/G Pureau 4 U.S. via E/G

3

D/G Bureau 4 U. g, oEEbuthukes A, TalaR:

 § copy for D/G ¥R U,8&

1 copy for D/CG Tcgal L S. i AL
'1 copy for D/G US (if raquagted) o ot Tw
Original for his own files, and -

) excellent fully reudaule clear copy is ronted to DG

rureau 4wy via Du US and Gu&rulan i RO L.
‘D/G Burcau 4 W does similar distribution ete,
Variableshere arc that Burcau 4 Cenade i resydnsibl

Mgtrelia must sendoriginals to WY beces.se of the current
nation- 1n hns:rali&.

OTiLJn 1% or original xeroxcg are filed by.ncwspaﬁez
way be crossfiled depending on content. ' i

Jureaun 4 W is responsible for o “ieina o of UK and $
areas vhere no G.O. exjistis,

Turcau 4 U.S. s rcapon»;ble for all originals of US$

ental ﬁv"**u 4 in reoapensible Tor the orig)

DR

: The- “nn:ns 1& thrn recuted to the next senior Burepu
4 on linc y .

-~
<
S

Laa

R

13

ki .v- (Y

%

stk gial

Murciu 4 Cenade ia reaspongaidle for all originals of|Cana

and Conndian noaneasicns:.,

Zureny 4 Irope is rcsponsihlc for all originals of| T
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nercry 4 Africa de reapensible for all originels of
Alrica, )

\

Any bureau having originnls wuot ronte these to|Durezu 4.

In the cone of roof: or Very good press or BRgaAzfing,
the line wiaoet ke handled in guch o way that Borecoy 4] W
poceives en erigined ca YR generally doew reprinta efe.,
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cl;pp*ncu. - : :
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errangaments re clippings, e.g. between IR WY and Us but
2ll D/G Zurecu 4 rmst understand that these lines are
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(Copy of dispatch from G W4 of 16 Oct. 67 RE: Cross Filirg)

Intelligence Co-Ord, WW _ ' ' Oct. 16, 1967

Guardlan W

L]

Dear Jane -

Are our files really be cross-filed well - like all factors about

each person noted & put into W4 files,

For instance, on attachcd report, a factor of the Royal Army

Fedical Corps would go in all files concerned.

A Director Qf the, World Fed. of Mental Fealth would go in all

files of persons who are directors.

Etc. Etcs - it is a1l this cross filing which does the work for

us, Is this beirg done?

i RS T TR Love,
g .. MarySue

Dear Jane -

You should do pn‘oasier system b} Just making enovgh xerox copies
so 25 to have a folder contain every copy rolatirg to it, Saj yﬁu
have the Psychology Society. Into this folder you would put a xerpx
copy of all perSOns.bclonging to it that you might get reports on.
And in tho individuhl folders of each person you would have a notg| -
Yemwber of Fsycholegy Soclety - this way four filzs 22 3t a1l for ypu

& ho card index is neceded.

Lovo

YVorvBuu
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(Copy of dispatch to G Wd Ro Cross Filing)

Guardian Vi/wW - 0IC Hat

DEHUSMNWe

Guardian Intelligence ¥W/w

Dear Mary Suae,

I are usirng should moct our requircments.

19/10/67

As far as I kncuw, tho system of cross refercncing that Lucy and

" Re the important report that came in = I xeroxed copigs for all

important names and groups on it, and had files made by Luc
new person and new grovp. These are all X rergranced‘én ou
cards, so that the ﬁhole_network is available, and the ming
have been X referenced. They are easily locatable and are

up a picture of our cnemies.,

On a report which was as important and significant as

iy for each
Ir j.ndex
I names

building

that, I

wanted every line to be avallable. So I think.that I am doing the

correct thing. If there is any other method or additive you would

liko me to do - I'11 do it with pleasure. .

love

Jane




" by name und area,

HUBBARD COMMUNTCATLIOND QFPICHE

Suaipt Nil)l Maror, Xasi Grinstend, Sussex

ICO POLICY LETTER QF 2% AIRIL 1968

Confidential,
non-remineo
Intelligence only.

; : INTELLIGEUCE ACTIONS

An lptelligence Officer, gives summariec. Hever ¢

of the situstion.

Intelligence should give fectc and reports. DATA
needed, Example “All 1nfo concerning Joe Jonus hau been
to prosecution for act:on «s« "Our investigaticn wn Tom
revealed that he is o communist and was aerQtnd 5 times
crimes . Wwe are tuking further action" etc., e¢tec., etc.
that alone is what is needed, not ularming reports such o
it al) ic in Willabaloo. This is-un effort to give an es
situation and is enturbulative. . :

T4 e s MAS R O S i e

Suppression occurs when genarnlitics arc entercd i

1eports.. Evnluat;ons are gﬂnerulatze

Forvurdlng of false information is e very hlgh cri
to forvard information is an equally high crime.

An Intelligence Officer collects data, files by pa
wvrites summaries uand forwards the dula to the correct ter
person should never st any time consider themselves caped
en estimete of the n:tuntlon. This is done by the head o
d1v151on. ;

i AR
The Standard actions of intelligence ure:

1. Predict the troublc before

stimptiey

is what o
turned o

SEmith hu:

for variou
That arnd
5 how bad
tinete of

1to
me. Failur

ne and wre:
hinnl . “Thi
Le of givin
f the

: it oczurs by filing|, cro:s
indexing, investigation of areas, ntotistics and other mejans,
2. Investlynte ror erimes, the individual's who are

creating trouble,
e Prosecuté.

This is ﬂtnnduxd 1 2 3 action end cshould nct e deviated
waxin £8 s “when upder attack .. gttack™. The peinl. ic
you don't have enough data to win the case . still attlag
Renson is, it is only those people ithat have erimes that
us, and they will soon back off for feur of being found
nttacked buck. : :

Filing is a very important action in lIntelligencce.
If you get u report thet has 10 nawmces
10 copics are mnde and a copy placed in euch file., Arens
kept by country, ctute, town etc., depending hov- Juarge am
unit you are handling. ‘ d

Intedligence requires a very criticnl rye,

lNlo evu
genernlities or estinatcy.

Juat date, summaries nnd oped

LRI: jc ] ‘ L. RON NUEHARD
Copyright (1968 ' Founder.

by L Han JBalvaasd

ALL RIGUYE IYuTHV”
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can ho
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"wisfiling and take 1apid action.

HUBBALD COMMUNICATI(CNIS OFRTNE
Saint i1l Faner, Bast Grinetend, Susoex

Rerineo - ECO YOLICY LETTER OF 28 JUHLE 1972

Establishrment Officer Series 21

TILES ACCTURACY

As Files are the viial operq+1onal line it is of the
GHEﬁT"°T IZPOR”AAC“ that ALL FILING I3 ACCURATE.

A misfiled perticle can be lost forever,

L wiesing itenm can throw out a whole evzluation or a
sale.

Itens get misfiled for four reasons:

e Ignor«nce of the alphabet
2« Ignorgrcc of geography
3. JIpgnorance of the vital role-of thc flles

i

4, Personal out-ethics. ‘e
The remedies therefore are:

f+ ALL FILES PERACINEL (a) MUST B3E AZIE TO RATTLE OFF

- THE ALPEARIT FORWARDS AFD PACHWAND3. (b) They must be drilled

then 1o be able to give the let letter zhead 6f and behind each
Jetter in the elphabet,

2, GEOGRAYEY must be known to files personnel, particularly
fthe locations of orbs, cities, states and centinents. Thic
is done by drilling them on o map that has key locations
releted to files. ,
3, Method 6 WCing should te.done on worde connected
with the post aml action of filing. Then the value and
purrose of the files they handle should te done by them.

4, Tersons with out ethics or on an ethics cycle should

not be given filing as an amends as they are not drilled |and
arc out of PT to say the least.

" ETHICS ACTION

Inyone finding o mis-{iled particle should report it to
the Zthice Officer or lustes at Arms.

He muat then quickly make cvery offort to locate whb is

The Tirst action is to hat them'an nbovo,




/
HCO TL 28.6.72 i
Any repeat is an Ethics Offense handled by a Court. G

_ 1T the 5/0 cannot find the person or Goes not act he
himgel)f must comb all files and straighten up the particles.
* i .

&t “g.sz;qy

It is of vital intercst both in ease of work and
financ:.all_; that all files are straight.

L. RON HUBBLRD
FOUNDER

ERERE . .
Gopyrignt (©) 1972
By Ly Ron Hubbdrd
A1L RIGh'.C“ RESERVED
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EVAL ON CIC BACKLOG

2Lth October

(title notrwritpen on original copy)

_ POLICY:

SITUATION:

STATS:

DATA:

ETHICS:

IDEAL SCENG:

fTha big outpoint here is Altcred Importancs.,

data and cross filing the data.

re-inforced by current D/G Info.

P/Ls on Backlogs,

Vital Intolligenco data not getting inte files but
tponding ' handling cuasing files to bo out of date

There hss been a backlog of filing in Bureau IV ev
September 1968 which with fluctuations and minor h
has been stesdily growing for 5 years currently re
enormous proportions, Stats for the activity are

There are currontly 23 piles of backlog. 5 larger
are entirely newspaper clippings., 9 of the piles

30% - 50% clippings. 2 of the piles are 10%. clipp
2 piles have no clippings. The remaining piles ar
inspected but by label would be 50%, 5C%; 20%, S0%
pings, e.g. by averages of piles only, 53% is clip
including traffic on route to files.
found for crossfiling under general subjects, name
otc. etc. Xeroxers state that most time consumirng
is xeroxing clippings. Time is 2lso used clipping

Clippings wer

4 1973

s areas,
action
clippings

(3/4 hr. to 4 hrs per day), marking clippings, moupting

clippings and filing clippings. Piles of clipping
mixed, e.g., clippings on Scientology and clippings
subjects plus Intell reporis etc.

clippings is: :

5 are
on

Time is also used up
~huntingz for clippings for ¥R etc.. The only extant

data on

HHCO.P/L March i, 1966, that clippings are filed on suﬁjects.

HCO P/L 1L May 1960 which outlines how to handle clippings

on Sclentologye.

CS-G Dispatch 26 May 1968 indicsting you clip and
file data on a located source of antagonism,

Qo 907 indicéting you cross file clippings after 1
ﬁhe souwrce or area of antagonism.

The only other data was a hat write-up by Former I
Wy, Brian Day, who set this line up. :

Work 1, Clippings 2L, Reports 1.

The clipping of newspapers and the handling of cli
have been given equal importance to collecting Int

Local. Policy by previous Int Chief bought uninspec

Clippings on Scientology, c¢lippings on subjecto, c
on individualy and roports given their corrcct rol
importancoe por policy oun c¢lippligs,

Cross
ocating

nt Chief

pplngs
elligence

ted and

lippings
ativo




"RIGHT IDZA:

PLAN:

-

Locute all plles of subject clippings older then 1 ycar
and all pilos of wmmoving nowspaporgs and burn them as a
daronatration for Burcau IV staff,

Indicato the why and demonstrate it graphically, thon g
the correct policies in and reduce the {low of clipping

L.

2.

3.

AL

5.

Te

e

Immodiately call on 81l hands B.L to get only vital |
- Intell reports etc. into the files with no further

delay. vork out a schedide for all hands action an
wipe out the baclklog.

D/G Info Wd
Continue all current f£iling activities.

CIC Dir

Se

d

Star rate checkout the above references in the data,

_ D/G Info W
Indicate the Whys to B. IV staff, ‘
' D/G Info W

o b ‘

Gather together p.iles of ummoving nswspapers znd 1y
5 plus old clipp:mgs and burn them with st ££ present.

' D/G Info W

Write a proposed G.0. giving the exact significance

and handling of

(a) -Chppim;s on Scientology s L

(b) Clippings on subjects
(c) Clippings on individuals.

D/G Info V&

Ensure that'evary Info porson trained at Wd gets d
copy -of the Guardizn Order.

- D/G Info Comm Wi

Enforce that volurs of clippings comes down to manage-

able proport:.ons. .
; . .. D/G Info Wd

CIC Dir

"~ Mo Budlong,
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Info Euarcous

COUPIL=NTTAL

D?S?i.?" il 0P CTC WM WILING SYSTEN

As Bureau I CIC “J i presently coaverting over to micro-film, it

1974

imvortant that all Guardian Office Infomzat *on Lurcaus are aware pf tne
=]

type of filinz systen used at YWorld Wide nnd also are aware of th
standards rcqulrud in reports seui te World wWide.

Fer that reason 2 series of Guara Ordurs has pecn mrltten givip
degeripticn ol our ;111ng sysien, thu iicro-Iilm system, and the s
required scth for use in the systezs aud use ziter the cowversion

nicro-fils.

The first in this series is ¢ description of the CIC Files systen
This system is in use presently and will yeoain in use arfter the
conve“sion to micr o—f*lm. t is as follows:

The flllng sxstnm is divided iato & cutegories:

1. Douut * R R N7 e 244,
.2+ Traitor * ; : o g : e T
3 . Ere :‘.;V S :

< 4. General Arca

5. Geunexral IG»E¢nhtlonal i -

6. Eneny Internationzl U A

7. Intell & & TR [T S ’

8, vaquuer :ile NE- - . :

- oo s i ees

(= Does uot refer to thﬂ COHQLthﬂ“)

g o e

1. DOU=Y:" A'non truachrrou Sc1entoluc~~t whe comes.up in an ipte

11

report. These files are used a lot wy Eranch II. The Doubt files
':. nre not filed.by countzy, oui are filed nlpnanetchITJ with [the

whole »orlu in togeihor, as Scientvlogists move arcund a lot.

2. TaLTICiL. An ex-Suientologist who has pgone to the press or pgli
or to c""rt, or in goine way nttacked us or harned Scxgntologj.
" These are filed alphsbhetically and =y ccunury.

3. BN3Y: An exterior supyrev*le cr» hig connactions, i.o. any ke
_group, organisatios, company, governuent departicnt ete. menti
in an iotcll reyort who dses not f£it into category (1) or (2)
These are £iled by country anﬂ alyphaseticnlly withia the c01ut

(i'>re: I n porson is tc”rornrllv residing in a couﬁt*" SPM

0 Aepnunader = o odwzny file is rade ror the country he iu fn
tenporarily and his truc £ile is kopt in hif Ko couatry.)

ce

reon,
ored
Asove.
'Y

.
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sen

"The woove is the Buronu I CIC W Jiling syctem. All dntell reportis

Phie Pspecinl bank" files ar. ic edditicn to thd main £ils duscrided
aro0va, and sre dene os pur GO 507 Intelligence Latlu_tlén and

.. -Clc Dirseter Frnncdhl Bavany LW, ., . -, it

.
g

-6, S JRMSPALE FTLLSy Thgse .contzin in date ordox tiw wcuntuﬂ,

: i ) ._'u 2 g e Vel il R .y
. e s % Yo Pl il e --":- PP
8 . S | an . i‘or - r.o 1\k(‘1u“'
LS FEEY e R i e - T
NN SIS s P L. Tor o Komvos
S dmow RERRC. et Lo e mlE olaw . AR i Saseeddi B
: = S <1 Gl G e T . 2
I : : EERE T R T L I 2

{

Yivin conelots e Diles of Lachoews (ol puojle
U er L tions) o Luloront 0o Ueiepnvely o nuan an Avernion
Phaoens g, svan Dvatyy Doinge, ewen, Tovoluniurgyy Iuatilationslize
Foantad Vondth dedas, Taldenisl H A ST LT SR AT e T TR 1 71 (LS
el G gountydivalnd plede el v onet Lin B il rent
Jubdio et Uileo mew veenn, alutesde-bien iy s biin onei country,

TR R Vsl T 2.8 Tide wenninty of sunjeets of interest which
are cav.rud eom an anternablionsal vicgpodnt, ¢ .g. Buaitiug,
Corsmunninn, hmshunanis, Finnae., Intelligame., Montzl Boslthy Irr"q
Toyenintny, Foyehclosy, ete. These axe filed wlphabeticnlly b
nubjeet. . . ' i e <

-

] as fov cntemery (2) asove, uxeept that this
for isteoratienn] crypicntizns suen as Amn.at
rugticanl, "uro,.uﬁ gL ror Human hesnta, Internasicpal
e sund, Cuaribecsad i-;u %1 Hemlth, Unitod
ne, World Douacil of Lw;*- VAE; Werli Feychiatric
A:eoci;'ian ute. ‘Tniz scefion in f1ivd alpnooetically

T AT30 be. Tiioegw: are divigld inte 2 guetions. ; g
5 ; jte of filon ol repcris, zforaﬁtion, ¢ic.
s whia

nre not stull memwers puf whe de
b, Durosu. o whne "olﬁn»-hr infornation uic,.
on = casuel busi ) : :
"' Ghe szcend.scetion-is for waeh Cunrdisn Offics arousd the planet
“and contnins, thu Lwaceh I und E: anch IT welkly roperte and reperty
censiraing Turcuu manugessnt wtee . o ’ " s ’
These tuo stetions are, ol courss, ench arranged alphadeticzlly.
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having f{irst bzen divided into countries ulph"bctlcull of coursu
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recceived at Wi are crossfiled under vach naoe mentioped in the e cport
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workaoli. d i
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---'. . A H
o e % = e ¥ 5 . . e T
N e B SR BSAR b  l o N e P b lCh*“l T 2y lox
% I Nl VU ".i- ‘...__-... o ar 4% P Lt - ' ll/\.f] ‘).‘Lr un.\r
REut| * e w8 Gl el coznd L Catherine Gogerly
P . PR AR T U T Aoy '_ CIC Offim.r Vil
I B o . e faiee

o Mermvin rondel
o G e BT O R R S b e }:r-q‘cx. I, Dir Wy

]
.
t
.
'u
LY

L]
.
.




GUALDIAL QKD
G0 1196 20 June 1974

Info Burcous

CORYILERTIAL

) CIC UERATES NG. 2

Micro-film svsten

Lo a gecond in & series of Guardisan Orxdere to make Guardian Offices
around tne plenet more femiliar with the CIC Branch 1 Bureau I W

filing and nmicro-film systen, this Guardizo Crder is issued to give
a briel descriplion ¢f the micro-film systew znd the standards nesded
to get good quality micro-film cories.

The aicro-film systein consists of the followiag equipmert:

. 1. Rotary Cenmecra )
. 2. Automatic processor
" 3. Recder Filler
4. Jacket Reader .

The particles that one wants to copy are taken to the camera and fed
into the wachine by mezns of a feeding tray at the front eof the camera,
The feeding tray will teke variicles up to 13 inches high.  The particle:s
are then returned at the nottom of the machine. After 2 complete roll

of film has been used, the roll of film is tzken out of the camera gnd
.carried to the processor where it is processed. Then once the rell|has
been processed, it is talien to the Reader Filler where it is leaded|into
jackets‘(the jaecketis are the zctual file, they are § inches by 6 inches
and hold up to 75 particle/frumes). Aand once the film hes Leen logded
into the apprcpriate jacket the jecket is filed.(as per CIC Series Jo.l).
The person, organisation, Wwusiness, etec. now has a file. Wnen soneone
needs to look at it, they .place it-in & viewer.

That is s2sically the micro-film system end the cycle of action in
getting particles on file. Now, the standard required:

- Particles taller than 13 inches high will nct feed into the
* 'machine properly. Znsure that reports are on standurd size
" paper (to e covered more clearly in CIC Series Mo.3).

- Poor copies will of course reproduce voorly. Ensure that
reporis sent to ‘N ure clear, written black on white. Vhere
this ie unot poscible, as in the case of original documents,
a cepy of the document should he typed and wttached to the
original.

-~ Another problem is with things written/typed on otk cides
of thin papur (i.c. vir muil paper). ° Whea filimed, the
o _ writing from both siduz dhows on the filu.  To hundle, sicplly
<+ use only ong uide of the paper. In the caso of originals,
bandle wo noentionsd sbove Ly tyring a cepy.

.= Although moat ecclours will ruproduac clenrdy, some don'di.
: So to ensure bect poosinle repreduction, usna olack ink on
vhito puper. i - '
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Due to the trumcndous traflic freim the Guardian Office Info Eurcaus
around the planat to %World ¥Wide end secause CIC Branch I Burecau 1 VW
is currently converting over te micro-film, the rfollowing standards
for reports must we set. These standards scrve a dual function.
First, they make it easicer for the zxecutives who handle the particl
cnd secondly, the reduce the wmiount of handling reguired %o get the
data into the files.

These standards are ns follows:

1.
2.

3I

The above will handle the problems with rcyorts sent to W and w111
meke op;ratlons much smoothor and moru cfflclent.

The reports wust te on standard size paper (i.e. Foolscap or

- into the micro-film carera.

GUARRDIAN OIDLR -

CONFTDENTIAL

CIC SERIMS 0. 3

Stundurdﬁ for Nuports

A1l reports sent to YW must he typed vhere posgsisies

The reports must 2e¢ on white pzper sqd typua/wrltten in plack int

Merto for U and Commonwealth, 44 for Burope, and &) x 11 or
8% x 13 for the US). The imporsant item hure is that the report
do not exceed standard sizes of paper as thesa will not feed

U°e bluck fyﬁouritcr rihaons, black carocn paper, black pens,
Reports done in other colours will not reproduce zs well.

Poor. qua lity copies must ve accompunied by a typed copy of the
original (more on this in CiC Serics No. 6).

hlchq 1 Taylor
"/czc Dir Wy

and Catherine Gogerly

CIC Officer Wi

for Heruann Brendel
Branch 1 Dir W

i ! Tor Ilo Budlongi
1% ' 3 Info Wil

for Jano Xember
The Guowdian Wy
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CIC S=RILS 11D. 4

Spelliog

A1l nomes of peorle, organivations, and businesses coatzined in
sent to Guardizn Office Info Burcau W mugst be'spult.correctly.
to iiy~spelling or "guessces" of names, the data may become comp
logt. We have no way of telling corrcet spelling of nates [rou
incorrect, cxcert as they come to us on the reports, and all to
often, we find one person hus more than one file because the ra

were gent in with the ncre mis-siyzlled or mis-duplicated by ths

20 dung 1974

reports
..D'd. e
lotely

°
ports

Terson

writing the réport. S0 mzke 1005 sure of the spelling oefore you pass

on the data. Some comnon exadples urz nanes like Johnsson, Juhinsen,

Jonson; or Kristine, Christine; or Thomson, Tomson; eto. Another

is nzmes ending in "e" like Clarke or Browne. So cnsure that th

nazes in the report are correct.

a

2
lichacl Tayloxr
. T/CIC Dir W
" ; and Catherine Gogerly
3 CIC Officen Wil

) for Hsrmann Brat

1del

Brench I Dir Wy

for Mo Budlong
IG Info Wi

for Jane Kenher

£.
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CIC BERIRS NO. §

Reninder line

becauss of
daily, and
to te uged
as follows:

aftesr names rentioned in reports.

A report iz sent to WW end in it, it states: "Joe czme 1

at

today and we discugsed the same thing we weni over lust
person writing the report this may make total sense but
W4 reading it, the following questions may arise.

and second, what is talked avout?
of such reports a day.
So, to help orient the people reading the report to the

CIC in gotting the data correctly znd gquickly into the
line iy to bLe added. Thus the report goes like thiss

reporter from the "Wnatever Tripbune, came in again thi:
Or, "Jaj

vants to do the article on Scientology, etc."
. attorney for ABC Company, called and mentioned that ...

eils P, 4nderson, tho stzaff wmember 'who set fire to-the
is rnow eseeseafc, . ;

In other yords, you huve now fzmilinrizead the person re
with the scene so that he doesn't 'have to look for furt
ocviously doesn't need to e used every time the person
in the report and in some cases would not be used duc t
the person writing the report but it should be used as

Hichae
T/CcIC

Cathex
CI1C 0f

and

Hermar
Brancl

for

Mo Bug
G Ini

for

Jane ]
Tlw G

N for

the amount of iruffic that pasacs by on the e
vecause of difficulties caused in filing, a 1
The remind

irst
The fact that a repoz
the week sefore nmakes no difference as Wil Info Bureau hs
Also cven if the executive readi
did remember the sceng, the staff in C1C probanly woulds

J
1

often 'as possibl
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scene and fo aid
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Quality of Copica

Recently the Info Burcau World Wide, in the proccssréf convéfiimg

over to ricro-film, has bren running into a problem with tle-Qﬁalify'r

of the copy of ithe reports being sent to wﬁ. Thig is uspacidlly tfné"
in the area of xerox ccpies sent to us. The procuzdure in'micro4fii:i§g
is the original copy-(once nicro~filmed) is destrcyed. but lin the éaéé
of pocr copies it is useless to cven put it on fiim. So in the futﬁ*é"'
ensurc that oll reports sent to Wil.are cluar‘and can be casily repro Tucsd
on micro-film. Vhere this is not possivle, es’ ln tne case| of o~1g1.31

. documents (which are themselves poox coplcs), qypcd copy sﬁoﬁlé be
‘attoched to the originzl. :

_ Michasl "“".}'10;.
$/61C Dixr

S _ " and eatherxuy_eog’rif :
CIC Officer Ww

for dg“ﬂan Lrendél\
' Brnncn E Dir W

for mb uuulua@
G Info W

for June Kegler

The Cuatdian Wd
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