BASIC ADMINISTRATIVE TRAINING COURSE 

COURSE CHECKSHEET









NAME:�ORG/MISSION:��POST:���DATE STARTED:�DATE COMPLETED:��





PREREQUISITE: 		Student Hat

		Efficiency Course

LENGTH OF COURSE: 	2 weeks full time.

STUDY TECH: 	Full application of all Study Tech per the Student Hat must be used throughout this course.

PURPOSE: 	To train a staff or person to basic administrative principles. To enable him to work within a 3rd dynamic. 

CERTIFICATE: 	The graduate of this course is awarded the certificate of BASIC ADMINISTRATIVE TRAINING COURSE

NOTE: 	For Students who have done M1, starrates and twin checkouts are not given on this course. The student attests, by signing his name across the checksheet items, that he fully understands and can apply the data. Drills are to be done fully to their result.







SECTION ONE

BASIC BOOKS



�The following books are to be studied before completion of the course.���1.�Problems of Work�_______________��2.�Fundamentals of Thought�_______________��3.�Dianetics 55!�_______________��



SECTION TWO

KEEPING SCIENTOLOGY WORKING



�*HCO PL 26. May 61�QUALITY COUNTS�_______________���HCO PL 29 May 61�QUALITY AND ADMIN IN CENTRAL ORGS�_______________���HCO PL 30 May 70�CUTATIVES�_______________��

�SECTION THREE

BASICS OF A SCIENTOLOGIST



�HCO PL 25 Apr 63�DUTIES OF A STAFF MEMBER�_______________���Product Clearing�Your Duty as a Staff Member�_______________���HCO PL 5 Feb 69�CODE OF SCIENTOLOGIST�_______________���HCO PL 10 Jan 68�POLITICS, FREEDOM OF�_______________���*HCO PL 21 Sep 58�THEORY OF SCIENTOLOGY ORGANIZATIONS�_______________���HCO PL 18 Apr 65�CONTESTS AND PRICES�_______________��



SECTION FOUR

HATS



�*HCO PL 28 Feb 57�HATS�_______________���*HCO PL 1 Jul 65�THE REASON FOR HATS�_______________���HCO PL 15 Sep 59�HATS AND OTHER FOLDERS�_______________���HCO PL 7 Jan 66�LEAVING POST – WRITING YOUR HAT�_______________���HCO PL 11 Apr 61�HOW TO DO A STAFF JOB�_______________���HCOB 19 Aug 59�HOW TO HANDLE WORK�_______________���Clay:�How to do work�_______________��



SECTION FIVE

ORGANIZATION BOARD



�HCO PL 1 May 65�THE DESIGN OF ORGANIZATION�_______________���TAPE 6 Apr 65�ORG BOARD AND LIVINGNESS�_______________���Practical�Take an Org Board and word clear it�_______________��



SECTION SIX

THE COMMUNICATION SYSTEM OF THE ORG



�HCO PL 4 Jan 66�SCIENTOLOGY ORGANIZATION COMMUNICATIONS SYSTEM: DESPATCHES�

_______________���Drill:�Write three despatches. Give it to the supervisor.�_______________���HCO PL 30 Mar 66�THE THREE BASKET SYSTEM�_______________���HCO PL 25 Oct 71 I�COMM ROUTING – HOW TO TIE UP A WHOLE ORG AND PRODUCE NOTHING�

_______________���Drill:�Write three examples for horizontal fast flow comm routing and three examples for command channel comm routing. Give it to the supervisor.�



_______________��



SECTION SEVEN

THE ORGANIZATION



�*HCO PL 10 Apr 63�WHAT AN EXECUTIVE WANTS ON HIS LINES�_______________���HCO PL 27 Dec 63�THE „MAGIC“ OF GOOD MANAGEMENT�_______________���HCO PL 5 Mar 65�POLICY: SOURCE OF�_______________���HCO PL 13 Mar 65�THE STRUCTURE OF ORGANIZATION – WHAT IS POLICY?�_______________���Essay:�What policy is and for what reasons you need it�_______________���*HCO PL 23 Apr 65�PROBLEMS�_______________���HCO PL 16 May 65�INDICATORS OF ORGS�_______________���HCO PL 13 Oct 65�DEV-T DATA – EXECUTIVE RESPONSIBILITY�_______________���HCO PL 25 Feb 66�WHY ORGANIZATIONS STAY SMALL�_______________���HCO PL 6 Nov 66�STATISTIC INTERPRETATIVE�_______________���HCO PL 25 Nov 70�POLICY AND ORDERS�_______________���*HCO PL 6 Dec 70 �THIRD DYNAMIC DE-ABERRATION�_______________���Practical:�Write down an example f an admin scale for some activity which is real to you.�

_______________���HCO PL 14 Dec 70�GROUP SANITY�_______________���HCO PL 30 Dec 70�ENVIRONMENTAL CONTROL�_______________���*HCO PL 25 Mar 71�VALUABLE FINAL PRODUCTS�_______________���HCO PL 3 Dec 71�EXCHANGE�_______________���Clay:�Exchange�_______________���HCO PL 16 Apr 65�HANDLING THE PUBLIC INDIVIDUAL�_______________���HCO PL 21 Nov 68�SENIOR POLICY�_______________���HCO PL 9 Feb 71�EXECUTIVE MISBEHAVIOUR�_______________���HCO PL 24 Aug 65�CLEANLINESS OF QUARTERS AND STAFF – IMPROVE OUR IMAGE�_______________��



SECTION EIGHT

DEV-T



�*HCO PL 21 Nov 62�COMPLETED STAFF WORK�_______________���Drill:�Write a CSW, give it to the supervisor�_______________���HCO PL 17 Nov 64�OFFLINE AND OFFPOLICY – YOUR FULL IN BASKET�_______________���HCO PL 31 Jan 65�DEV-T�_______________���HCO PL 8 Feb 65�DEV-T ANALYSIS�_______________���*HCO PL 27 Jan 69�DEV-T SUMMARY LIST�_______________���HCO PL 30 Jan 69�DEV-T SUMMARY LIST ADDITION�_______________���HCO PL 27 Oct 69�DEV-T�_______________���HCO PL 29 Feb 72�CORRECT COMM�_______________���Clay�Dev-T�_______________��



SECTION NINE

ETHICS



�Book:�Introduction into Scientology Ethics § THE PURPOSE OF ETHICS�_______________���HCO PL 17 Mar 65 III�ADMINISTERING JUSTICE�_______________���*HCO PL 7 Mar 65 III�OFFENSES & PENALTIES�_______________���HCO PL 23 Sep 67�NEW POST FORMULA – THE CONDITIONS FORMULA�_______________���Book:�Introduction to Scientology Ethics: § FORMULAS FOR CONDITIONS BELOW NON-EXISTENCE�

_______________���HCO PL 1 Sep 65 VII�ETHICS PROTECTION�_______________���Clay:�Every condition from Confusion up to Power�_______________���HCO PL 27 Oct 64�POLICIES ON PHYSICAL HEALING, INSANITY AND POTENTIAL TROUBLE SOURCES�

_______________���HCOB 22 Mar 67�ALTER-IS AND DEGRADED BEINGS�_______________���HCO PL 3 May 72�ETHICS AND EXECUTIVES�_______________���HCO PL 26 Dec 68�THE THIRD PARTY LAW�_______________���HCOB 8 Sep 64�OVERTS – WHAT LIES BEHIND THEM?�_______________���*HCO PL 12 Feb 67�THE RESPONSIBILITY OF LEADERS�_______________���Clay:�„Always push power into the direction of anyone on whose power you depend“�

_______________���Certainty Mar 66�WHAT IS GREATNESS?�_______________��





STUDENT COURSE COMPLETION



A. STUDENT COMPLETION:

I have completed the requirements of this checksheet and I know and can apply the materials.

STUDENT ATTEST: _________________________________________ DATE:_____________________

I have trained this student to the best of my ability and he/she has completed the requirements of this checksheet and knows and can apply the checksheet data.

SUPERVISOR ATTEST: ______________________________________ DATE:_____________________



B. STUDENT ATTEST AT C & A

I attest: a) I have enrolled on the course, b) I have paid for the course, c) I have studied and understand all the materi�als on the checksheet, d) I have done all the drills on this checksheet and e) I can produce the result required in the materials of the course.

STUDENT ATTEST: _________________________________________ DATE:_____________________

C & A: ____________________________________________________ DATE:_____________________



C. CERTS AND AWARDS:

Certificate of BASIC ADMINISTRATIVE TRAINING COURSE issued.

C & A: _____________________________________________________ DATE:_____________________
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