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EFFICIENCY COURSE

	NAME: ____________________________________
	ORG/MISSION: ________________________________

	POST: ____________________________________
	

	DATE STARTED: ___________________________
	DATE COMPLETED: ___________________


PREREQUISITE: HQS

STUDY TECH: Full application of Study Tech must be used throughout this course.

PURPOSE: To train a person to be efficient in life, occupation and on post and so to be successful.

SECTION ONE — CYCLE OF ACTIONS

	1. 
	HCO PL 29 Jul 71
	WHY HATTING
	_______________

	2. 
	Clay
	Power
	_______________

	3. 
	Book
	Problems of Work: Chapter: THE SECRET OF EFFICIENCY
	_______________

	4. 
	Demo
	Control; Bad control
	_______________

	5. 
	Drill
	On your post, work or in your life complete three cycles of action.
	_______________

	6. 
	HCOB 19 Aug 59
	HOW TO HANDLE WORK
	_______________

	7. 
	Demo
	How to handle work
	_______________

	8. 
	HCO PL 21 Sep 80
	DONES
	_______________

	9. 
	*HCO PL 26 Jan 72 I
	NOT DONES, HALF DONES & BACKLOG
	_______________

	10. 
	Essay
	What happens to a person if she has not-dones and half-dones in her area.
	_______________

	11. 
	HCO PL 30 Dec 70
	ENVIRONMENTAL CONTROL
	_______________

	12. 
	*HCO PL 25 Mar 71
	VALUABLE FINAL PRODUCTS
	_______________

	13. 
	Clay
	Product
	_______________


SECTION TWO —  ORGANIZATION

	1. 
	HCO PL 20 Sep 69
	STABILITY
	_______________

	2. 
	HCO PL 4 Jun 71
	STANDARD ADMIN
	_______________

	3. 
	HCO PL 11 Sep 80 II
	ORGANIZATION AND SURVIVAL
	_______________


SECTION THREE — OVERCOMING OF STOPS

	1. 
	*HCO PL 14 Jan 69
	OT ORGS
	_______________

	2. 
	Clay
	Failed Purpose
	_______________

	3. 
	Drill
	Find a failed purpose in your past. Analyze it according above PL.
	_______________

	4. 
	*HCO PL 3 Apr 72
	DOING WORK
	_______________

	5. 
	HCO PL 1 Jul 65 III
	HATS, THE REASON FOR
	_______________

	6. 
	HCOB 2 Jun 71 I
	CONFRONTING
	_______________

	7. 
	Drill
	TR 0
	_______________

	8. 
	HCO PL 13 Sep 80
	SPECTATORISM
	_______________

	9. 
	HCO PL 28 Aug 80 I
	CAUSE
	_______________

	10. 
	HCO PL 21 Sep 80 VII
	INITIATIVE
	_______________

	11. 
	HCOB 19 Aug 67
	THE SUPREME TEST
	_______________

	12. 
	Clay
	Make things go right
	_______________

	13. 
	HCOB 10 Aug 82
	OT MAXIMS
	_______________

	14. 
	HCO PL 21 Sep 80 III
	SOURCE TO CAUSE
	_______________

	15. 
	HCOB 10 Jun 79
	A PROFESSIONAL
	_______________

	16. 
	*HCO PL 18 Feb 72
	THE TOP TRIANGLE
	_______________


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:_____________________

END OF CHECKSHEET

