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B aoing the 8$eps be}ow, you wind up with your post hat
fully” establiShe& per A %0 T First youw starratelany- referenced
PLe-for each whed gxﬁhen you do the practical;step.per: the PLs
just starrated. hese steps are. dane in ﬁhe seguence glven.

AnypnegWha ha not done A to L of hlS hat content is o
do this” chegklis ’ g,you‘haVe dbne some part ‘oA oI, buk
not all of it, @o 416 steps of thie’ dheckl&sﬁ’applmcable t0
completing your hat content.

| This checklist also has a review function of checking
over any- élready&exisﬁing hat content againsh She referenced
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Its relative position’ on the Org Boards
G0 TO YOUR onq's ORG, BOARD. AND TOOK = THEN WRITE

A write-up of the post (doqe usually by people
who have held it before relief and when so done
it hes no further euthority.than’ advice)e

HCO PL. 1. Jan 68 Hat Vrite-ups and Folders
WRITE UP YOUR HAT, ';4;;,‘ N
A checksheet of aIl %he Polloy Lettere. Bulletins,

Advices, ‘Manuals, Books and Drills applicadle to
thepouts {As:in a’course checksheebs) . ... .

:FCO PL r22 Sept 2 v ' Hats (pe 2 section entitled ?

Gradient Scale of Hats)
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A c0py~of the “0rg: Board of the nortiéh of ﬁha org-:
to which the post belongs.,

LOCATE AWY FO OR POLICY LEDPER WHICH GIVES THE

ORG BOARD OF THE PORTION OF THE ORG TO WHICH YOUR

POST BELONGS DR MAKE YOUR OWN- COPY FROM THJ, ORG
BOARD IN RECEPTION.

A flow chart showing what particles are received

- py-tive ~post’ aad what' ehanges the post-is. ex@eeted.,
o make in. them and to where the post routes ‘them.
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The Product of the post. I es con

HCO PL 29 L‘d‘ﬂc 70° " ' ‘The Analysis of Organiza'bion
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27 WRITE DOWN THD IDEAT SCENE AND STAT FOR THE

FOLLOWINGs

Ao Your Post
Bg.gxour;SQppian
G. Your Department
D, Your Division

]

I ATTEST I HAVE DONE THE ABOVE STEPS PER THE REFER~-
ENCED POLICY LETTERS AND THAT I HAVE COMPLETED A TO I OF
MY HAT CONTENT (I OUNDERSTAND IT IS MY CONSTANT RESPONSI=-
BILITY T0Q SEE THAT MY HAT CONTENT IS KEPT UP PO DATE AND

IN GOOD ORDER AT ALL TIMES)

Signed

HATS OFFICER INSPECTION AND PASSED AS OKAY:

- Signed
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