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ORGANIZATION OF THE DEPARTMENT.

OFFICE OF THE POSTMASTER-GENERAL.

Postmaster-General.— FRANK H. HiTcHcock, Massachusetts.
Chief Clerk.— THEODORE L. WEED, Connecticut.
Assistant Chief Clerk.— ARTHUR L. Davis, Illinois.
Private Secretary.— GEOrRGE W. REIK, Maryland.
Assistant Attorney-Genmeral.— R. P. GoobpwiIN, Illinois.
Assistant Attorney.— PAUL V. KBDYSER, Iowa.
Assistant Attorney.— EDWIN A. NiEss, Pennsylvania.
Purchasing Agent — JoHN A. HoLMES, District of Columblia.
Division of Post Office Inspectors.—
Chief Inspector.— ROBERT 8. SHARP, Tennessee.
Chief Clerk.— THEODORE INGALLS, Kentucky.
Appointment Clerk.— GEORGE S. PavuLL, Ohio.
Disbursing Clerk.— WM. M. MooNEY, Ohio.

OFFICE OF THE FIRST ASSISTANT POSTMASTER-GENERAL.

First Assistant Postmaster-General.— C. P. GRANDFIELD, Missourl.
Chief Clerk.— E. T. BusgNELL, Connecticut.
Division of Postmasters’ Appointments.—
Superintendent.— BAYARD WyYMAN, Michigan.
Assistants.— CHRISTIAN B. DICKEY, Ohlo; EpGAR W. ForD, New York.
Division of Balarics and Allowances.—
Superintendent.— C. M. WaTERS, Colorado.
Assistant Superintendents.— Geo. L. Woop, Maryland; RicHARD P. CovERT, Wisconsin ;
BL1S8 N. Davis, New York; ALFRED T. HAWKSWORTH, New Iampshire; WALTER R.
HINMAN, Wisconsin; HOMER M. KiNTz, NeWw York:; ELigan M. NoRrriS, New Jersey;
SAMUEL B. RATHBONB, Indiana: EMMoONsS ROLFE, Nebraska; WHITFIELD B. SMITH,
Pennsylvania; CHARLEs F. TROTTER, West Virginia; Geo. L. VAN DYKE, lowa;
JosEPH M. WHITE, Massachusetts.
Division of City Delivery.—
Superintendent.— ERvIN H. Tnorp, Vermont.
Assistant Buperintendent.— D. WALLACE DUNCAN, Pennsylvania.

OFFICE OF THE SECOND ASSISTANT POSTMASTER-GENERAL.

Second Assistant Postmaster-General.— JOSEPH STEWART, Missourl.
Chief Olerk.— JoHN W. HoLLYDAY, Ohio.
Division of Railway Mail Bervice.—
General Superintendent.— ALEXANDER GRANT, Michigan.
Assistant General Buperintendent.— GEORGE F. 8TONE, New York.
Chief Clerk.— A. A. FISHER, Vermont.
Division of Foreign Mails.—
Superintendent.— Basi, MiLes, Pennsylvania.
Assistant Superintendent at New York.— EpwIN SANDS, New York.
Chief Clerk.— RORERT L. MappoX, Kentucky.
Division of Railicay Adjustments.—
Superintendent.— CLYDe M. RrED, Kansas.
Assistant Buperintendont.— (CHARLES II. McBripp, New York.
Division of Miscellaneous Transportation — Chief
Division of Inspection — Chief.— JAMES B. Cook, Maryland.
Division of Equipment — Chief.— THOMAS P. GraHAM, New York.

OFFICE OF THE THIRD ASSISTANT POSTMASTER-GENERAL.

Third Assistant Postmaster-General.— A. L. LLAWSHE, Indlana.
Chief Clerk.-— ArTHUR M. TRAVERS, Michigan.
Division of Finance.—
Buperintendent.— HARRY H. THOMPSON, New Jersey.
Asgsistant Buperintendent.— CHARLES H. FuLLAwAy, Pennsylvania
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OFFI(.E OF THE THIRD ASSISTANT POSTMASTER-GENERAL — Continued.

Division of Stamps — Superintendent.— WILLIAM C. FircH, New York.
Stamped Envelope Agent, Dayton, Ohio.— WILLIAM W. BARRE, Nebraska.
Pdstal Card Agent, Washington, District o) Oolumbia.—M. W. P. ZANTZINGER, District
of Columbia.
Division of Money Orders.— .
Superintendent.— EpwARD F. KiMBALL, Massachusetts.
Chief Clerk.— F. H. RAINEY, District of Columbia.
Division of Registered Mails.—
Superintendent.— C. 11owarp BUCKLER, Maryland.
Assistant Superintendents.— RUSSELL P. ALLEN, New York; ROBERT B. MOUNDELLE,
Indiana ; FraNK B. NEwELL, Washington; JOHN B. Quay, Missouri; Wxi. A. ROBIN-
SON, California; HENRY D. TEMPLE, Washington.
Division of Classification.—
Superintendent.— Hanwoop M. BacoN, Michigan.
Special Agents.— CHAS. S. FETTIS, Louisiana; WALTER B GeTTY, Illinois; HENRY A.
KeLry, Kansas; EVERETT PARTRIDGE, Nebraska; HArrYy A. StroHM, Indiana;
WM. C. Woop, Kansas.
Division of Redemption — Chief.— EpWARD MCCAULEY, District of Columbia.

iy

OFFICE OF THE FOURTH ASSISTANT POSTMASTER-GENERAL.

Fourth Assistant Postmaster-General.— P. V. DEGrAwW, Pennsylvania.
Chief Clerk.—RoBERT M. PINDELL, JR.,, Maryland.
Division of Rural Mails.—
Superintendent Division of Rural Delivery. —WIiLLIAM R. SPiLMaN, Kansas.
Assistant Superintendent Division of Rural Delivery.— RoOBERT H. PRENDER, District
of Columbia.
Chief Division of Contracta—E P. RHODERICK, Illinois.
Division of Supplies.—
Superintendent.— GEORGE G. THoMSoON, Michigan.
Assistant Superintendent.— HENRY M. BRADLEY, Soutq Carollna.
Division of Dead Lctters.—
Superintendent.— JAMES R. YoUNG, Pennsylvania.
Chief Clerk.— CHARLES N. DALZELL, New York.
Division of Topography.—
Topographer.— A. VoON anz, New York.
Asststant Topographer.— Wxa. B. Tobp, District of Columbia.

OFFICE OF THE AUDITOR FOR THE POST OFFICE DEPARTMENT.

Auditor.— M. O. CHANCE, Illinois.

Deputy Auditor.— CHARLES A. MCGONAGLE, Indiana.

Deputy Auditor.— CHARLES H. KEATING, Ohlo.

Chief Clerk.—

Law Clerk.— CHARLES A. KraM, Pennsylvania.

Ezpert Accountant.— L. M. BARTLETT, Massachusetts.
Disbursing Clerk.— B. W. HoLMAN, Wisconsin.

Division of Postal Accounts — Chief.— T. H. SWEENEY, Minnesota.
Pay Division — Chief.— A. M. McBATH, Tennessee.

Inspecting Division — Chief.— B. A. ALLEN, Kansas.
Checking Divigion — Chicf.— C. F. CuMmMINs, Virginia.
Foreign Division — Chief.— D. N. BunrpaNk, New York.
Recording Division — Chief.— W. II. WANAMAKER, Minnesota.
Agsorting Division — Chicf.— L. M. Lirscoms, Maryland.

POST OFFICE INSPECTORS.

Atlanta Division (comprising Florida, Georgm and South Carolina).— GEORGE M. SuTTON, Inspector-
in-Charge, Atlanta, Ga.

Austin Divigion (comprising Louisiana and Texas).— , Inspector-in-Charge,
Austin, Tex,

Boston Division (comprising Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island
and Vermont).— LAWRENCE LETHERMAN, Inspector-in-Charge, Boston, Mass.

Chattanovge Division (comprising Alabama, Mississippi and Tennessee).— WILLIAM B, SMITHO,
Inspector-in-Charge, Chattanooga, Tenn.

COhicago Division (comprising 1llinois, Michigan and Wisconsin).— JAMEs E. STUART, Inspector-in-
Charge. Chicago, Ill.

QOincinnati Division (comprising Indiana, Kentucky and Ohlo).— ABRAHAM R. HOLMES, Inspector-
in-Charge, Cincinnatf, Ohlo.
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POST OFFICB INSPECTORS — Continued.

Denver Division (comprising Arizona Territory, Colorado, New Mexico Territory, Utah and

;... Wyoming).— WiLLIAM E. CoCcHRAN, Inspector-in-Charge, Denver, Colo.

Kansas City Division (comprising Kansas, the city of Kansas City, Mo., Nebraska and Oklahoma).—
Jor P. JoENSTON, Inspector-in-Charge. Kansas City, Mo. .

New York Division (comprising New York).—WARREN W. DICcksoN, Inspector-in-Charge, New York,
N. Y.

Philadelphia Division (comprising New Jersey and Pennsylvanla).— JaMEs T. CORTELYOU, Imspector-
in-Charge, Philadelphia, Pa.

8aint Louis Division (comprlsing Arkansas, Jown, Missourl, except the city of Kansas City).—
WaALTER B. MAYER, Inspector-in-Charge, Saint Louis, Mo.

Saint Paul Division (comprising Minnesota, North Dakota and South Dakota).— MARTIN C. FOSNES,
Inspector-in-Charge, Saint Paul, Minn.

Ban Francisco Division (comprising California, Hawali Territory and Nevada).— HARRY B. HALL,
Inspector-in-Charge, San Francisco, Cal.

8pokane Division (comprising Alaska Territory, ldaho, Montana, Oregon and Washington).—
WILLIAM J. VICKERY, Inspector-in-Charge, Spokane, Wash.

Washington Division. (comprising Delaware, Distriet of Columbia, Maryland, North Carolina, Vir-
ginia, West Virginia and Porto Rico).— JOHEN R. HARRISON, Inspector-in-Charge, Washington,
D. C

RAILWAY MAIL SBERVICE.

Pirst Division (comprising the New England States).— EpwarpD J. RyaN, Superintendent, Boston,
Mass.

Second Division (comprising New York, New Jersey, Pennsylvania, Delaware, the eastern shore of

’ Maryland, Accomac and Northampton countles, Va., and Porto Rico).— VICTOR J. BRADLRY,
Superintendent, New York, N. Y.

Third Division (comprising Maryland [excluding the eastern shore], Virginia [excepting Accomac
and Northampton counties]. West Virginia, North Carollna and the District of Columbia).—
CnarrLes W, VICKERY, Superintendent, Washington, D. C.

Fourth Division (comprising South Carolina, Georgia, Florida, Alabama and Tennessee) — L. M.
TERRELL, Atlanta, Ga.

Fifth Division (comprising Ohlo, Indiana and Kentucky).— CHARLES RAGER, Superintendent,

Cincinnatf, Ohjo.

Sizth Division (comprising Illinols, Iowa, Nebraska, and Wyoming).— ECEHARDT L. WEST, Superin-
tendent, Chicago, 1ll.

Scventh Division (comprising Missourf, Kansas and Colorado).— StTiLL P. Tarr, Superintendent,
Saint Louis, Mo. )

Eighth Division (comprising California, Nevada, Arizona, Utah and Hawail).— ALEXANDER H.
STEPHENS, Superintendent, San Francisco, Cal.

Ninth Division (comprising the main lines of the New York Central and Hudson River Rallroad
and the Lake Shore and Michigan Southern Railway between New York, N. Y., and Chicago,
Ill,, and the Lower Peninsula of Michigan).— GEORGE W. PEPPER, Superintendent, Cleveland,
Ohlo.

Tenth Diviston (comprising Wisconsin, Norther> Peninsula of Michigan, Minnesota, North Dakota
and South Dakota).— NorMAN PERKINS, Superintendent, Saint Paul, Minn,

Eleventh Division (comprising Arkansas, Oklahoma, 'I‘exas and New Mexico).— SAMUEL M. GAINES,
Superintendent, Fort Worth, Tex.

Twelfth Division (comprising Louisfana and Mississippi).— HENRY M. RoOBINSON, Superintendent,
New Orleans, Loulsiana.

Thirteenth Division (comprising Oregon, Washington, Idaho, Montana and Alaska).— FRANK W,
VaiLLp, Superintendent, Seattle, Washington.
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CORRESPONDENCE WITH THE DEPARTMENT

1. In addressing communications to the Department care must be exercised that they bear the
address of the officer in charge of the bureau to which the business relates. Avold writing upon
more than one subject in the same letter.

Observe the following directions:

2. Relative to the parcel post and postal savings banks, address the Postmaster-General, )

3. Relative to the Postal Gulde, appointments in the Post Office Department, advertising, tele.
graphing, general information and miscellaneous correspondence, address the Chief Clerk.

4. Relative to clalms for credit for stamps, etc., or postal or money-order funds lost by fire,
burglary, etc.; fhe construction of postal laws and regulations; rulings; the delivery of mafl, the
ownership of which is in dispute; and the mailability of alleged Indecent, obscene, scurrilous and
defamatory matter and matter relating to lottery schemes, endless chain enterprises, etc., address
the Assistant Attorney-Gemeral for the PPost Office Department.

5. Relative to the loss, rifling, robbery, burning, wrecknge or destruction of mall, or damage,
non-delivery, or improper treatment by postal employees of any article of mail matter, registered,
ordinary or parcel-post, including complaints relating to mail matter passing between the United
States and foreign countries, and foreign mail in transit across the territory of the United States,
address Chief Imspector. .

6. Relative to appointment of a postmaster, to postmasters’ bonds and commissions, the estab-
lishment or discontinuance of a post office, delivery of mail, post office hours, leave of absence
of postmasters and change of site of a fourth-class post office, address First Assistant Postmaster-
General, Division of Postmasters’ Appointments.

7. Relative to salaries and allowances of postmasters, rent, light, fuel, clerk hire, box rents
and key deposits and miscellaneous expenditures, or change of location of a Presidential post office,
address First Assistant Postmaster-General, Division of Salaries and Allowances.

8. Relative to the establishment, maintenance, and extensfon of city delivery service, the
appointment of letter carriers, and all matters concerning the special delivery service, address First
Assistant Postmaster-General, Division of City Delivery,

0. Relative to the establishment of and changes in the Raflway Mail Service, the handling
of mail matter in transit, appolntments of railway postal clerks and weighers, admission of matter
to the malils which from fts form or character would be liable to injure the mails or the person
of postal employees, the distribution and dispatch of mails, and delays to malls, address Second
Assistant Postmaster-General, Division of Rallway Mail Service.

10. Relative to the authorization of new or changes in existing service on steam railroads;
establishment of rallway postal car service, address Second Assistant Postmaster-General, Division
of Railway Adjustments.

11. Relative to authorization of new or changes In existing service on electric moads and
pneumatic tube routes; establishment of mail messenger, steamboat, and regulation, screen, or other
wagon service, address Second Assistant Postmaster-General, Division of Miscellaneous Transporta-
tion.

12. Relative to performance of service by contractors, and complaints concerning the same,
address Becond Assistant Postmaster-General, Division of Inspection.

18. Relative to mail bags, pouches, locks, keys, etc.,, address Second Assistant Postmaster-Gen-
eral, Division of Equipment.

14. Relative to postage on foreign letters and other questions in regard to foreign malfls, the
recall of registered matter sent to forelgn countrles, or the change of its address, address Second
Assistant Postmaster-General, Division of Foreign Mails,

15. Relative to warrants for pay of mall contractors and others, or to deposit of postal funds,
address Third Assistant Postmaster-General, Division of Finance.

16. Relative to postage stamps and other stamped paper, address Third Assistant Postmaster-
General, Division of Stamps.

17. Relative to money-order business and to the establishment of money-order offices, address
Third Assistant Postmaster-General, Division of Money Orders.

18. Relative to registered letters and registration business, address Third Assistant Postmaster-
General, Division of Registered Malls,

19. Relative to classification of mail matter and rates of postage, address Third Assistant
t'ostmaster-General, Diyision of Classification.

20. Relative to the redemption of postage stamps, stamped envelopes, postal cards, news-
paver wrappers and international reply coupons, address Third Assistant Postmaster-General,
Division of Redemption.

21. Relative to the rural dellvery and star route services, address Fourth Asslstant Post-
master-General, Division of Rural Mails.

22. Relative to orders for blanks, canceling Ink, ink pads. letter balances, etc., for use in postal
business, address Fourth Assistant Postmaster-General, Division of Supplies. Add to the address
the words * Order for Supplles.”
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28. Relative to letters, obscene matter, etc., sent to the Division of Dead Letters and allowances
of credit for postage due on undelivered matter, address Fourth Asslstant Postmaster-General,
Division of Dead Letters.

24. Relative to post route maps, address Fourth Assistant Postmaster-General, Division of
Topography.

COMMUNICATIONS FOR THE AUDITOR'S OFFICE.

26. Much delay in the transaction of business is occasioned by the fact that some postmasters
persist in maliling letters, reports and other papers intended for the Auditor's Office, to some of
the bureaus or offices of the Post Office Department.

26. The Auditor’s Office is a bureau of the Treasury Department. All communications per-
taining to postal and money-order accounts of postmasters, payments to rallroads, star route con-
tractors, and other creditors for services rendered to the Department, or the collection of debts
due the Post Office Department by civil suit or othierwise should be addressed thus: * Auditor for
the Post Office Department, Washington, D. C.”

27. No communication intended for the Auditor should be enclosed in envelopes addressed to
the Post Office Department. Requests for Information and other business matters will receive
prompt attention provided letters are addressed as above directed.
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DOMESTIC MAIL MATTER. o

CLASSIFICATION.

1. Domestic mail matter includes matter deposited In the malils for local delivery, or for transs
mission from one place to another within the United States, or to or frox c: between the posses
sions of the United States, and is divided into four classes:

First. Written and sealed matter, postal cards and private mailing cards.

Second. Periodical publications.

Third. Miscellancous printed matter (on paper).

Fourth. All matter not included In previous classes. -

2, Porto Rico and Hawall are included in the term “ United States.” The Phllippine Archi-
pelago, Guam, Tutuila (including all adjacent islands of the Samoan group which are possessions
of the United States), and the Canal Zone are included in the term * Possessions of the Unlited
States,” The term, “ Canal Zone ™ includes all the territory purchased from the Republic of Panawa,
embracing the “ Canal Zone” proper and the islands in the Bay of Panama named Perico, Naos,
Culebra, and Flamenco.

8. Domestic rates and conditions apply to mail matter addressed to officers or members of
the crew of vessels of war of the United States, to matter .sent to the United States Postal
Agency at Shanghai, China, and, with certain exceptions (see page 200 of this Guide) to that sent
to Canada, Cuba, Mexico, and the Republic of Panama. The domestic rate applies also to letters,
but not to other articles, addressed to Great Britain, Ireland, and Newfoundland, and to letters
for Germany despatched only by steamers which land the mails at German ports (see page 201
of this Guide).

4. Pamphlet of General Postal Information.—A pamphlet of general postal information has
been issued for free distribution to the public through postmasters. It contains the classification,
conditions, and postage rates, for domestic and foreign mail matter. Postmasters should make
requisition on the Fourth Assistant Postmaster-General (Division of Supplies) for the number
sufficlent for their needs.

.

FIRST-CLASS MATTER.

5. Written matter, namely: Letters, postal cards, post cards (private malllng cards), and all
matter wholly or partly in writing, whether sealed or unsealed (except manuscript copy accom-
panying proof-sheets or corrected proof-sheets of the same and the writing authorized by law to
be placed upon matter of other classes.— See secs. 462, 471, 478 and 483, P. L. and R.). All matter
sealed or otherwise closed against Inspection is also of the first class (secs. 413 and 489, P. L.
and R.).

NoTeE.— Typewriting and carbon and letter-press coples thereof are held to be an equivalent
of handwriting and are classed as such in all cases.

DrOP LETTERS.

6. For definition and treatment, see * Note’ after section 414, and section 420, Postal Laws
and Regulations,

PosTAL CARDS.

7. Postal cards issued by the Post Office Department may bear written, printed, or other
additions as follows:

ta) The face of the card may be divided by a vertical line placed approximately one-third of
the distance from the left end of the card: the space to the left of the line to be used for a
message, etc., but the space to the right for the address only.

() Addresses upon postal cards * * ¢ may be either written, printed, or affixed thereto,
at the option of the sender. (Act of July 12, 1876, ch. 179, 1 Supp. 110.)

(¢) Very thin sheets of paper may be attached to the card on condition that they completely
adhere thereto. Such sheets may bear both writing and printing.

(d) Advertisements, illustrations, or writing may appear on the back of the card and on the
left third of the face. c

(c) The addition to a postal card of matter other than as above authorized will subject the
card. when sent In the mails, to postage according to the character of the message — at the
letter rate if wholly or partly in writing or the third-class rate if entirely in print. In either
case the postage value of the stamp Impressed upon the card will not be impaired.

(f) Postal cards must be treated In all respects as sealed letters, except that when unde-
liverable to the addressee they may @ot bhe returned to the sender. (Sece sces. 548 and 673.)

(g) DPostal cards bearing particles of glass, metal, mica, sand, tinsel, or other similar sub-
stances, are unmallable, except when enclosed in envelopes tightly scaled to prevent the escape
of such particles with proper postage attached, or when treated In such manner as will prevent
the objectionable substances from being rubbed off or injuring persons handling the malils. (Sec.
416, P. L. and R.)
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8. Double postal cards should be folded before msailing.— Intact double postal cards should be
folded before mailing; postmasters should advise the public of this.

9, Either half usable separately.— Either half of a double domestic postal card may be used
separately, but postmasters will not separate them.

10. Mailing reply part with initial half attached.— If the initial half of a double postal card
be not detached when the reply half is malled for return, the card is subject to postage according
to the character of the message.

11. Reply postal cards to and from the Philippines.— The reply half of the Philippine double
postal card of 1-cent denomination, overprinted with the. word Phillppine, shall be valid for postage
when mailed in the United States and addressed to points in the Philippine Islands.

NoTe.—The United States 1-cent double postal card may be mailed from the United States Lo
the Philipplne Isldnds, and Ly arrangement with the Bureau of Posts of the Philippines, the reply
balf of the card is valid for postage when mailed in the Philippines and addressed to points in this
country. PRIVATE MAILING CARDS (PosT CaARDS).

12. Private malllng cards (‘post cards™) in the domestic mails must conform to the fol-
lowing conditions:

(a) A *post card” must be an unfolded plece of cardboard not exceeding 9 by 14 centimetors
(approximately 3y% by 5¢& Inches) nor .less than 7 by 10 centimeters (approximately 2% by 4
fnches), as shewn by the following diagram:

Minimum size.

Maximum size.
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(b) It must in form and in the quality and weight of paper be substantially like the Govern-
ment postal card.
(c) It may be of any color not interfering with a legible address and postmark.

(d) It may or may not, at the option of the sender, bear near the top of the face the words
* Post Card.”

(e) The face of the card may be divided by a vertical line; the left half to be used for a
message, etc.,, but that to the right for the address only.

(f) Very thin sheets of paper may be attached to the card, and then only on condition that
they completely adhere thereto. - Such sheets may bear both writing and printing.

(g Advertisements and illustrations may appear on the back of the card and on the left half
of the face.

(h) Cards, without cover, conforming to the foregoing conditions are transmlissible in the
domestic mails (including the possessions of the United States) and to Cuba, Canada, Mexico,
the Republic of Panama, and the United States postal agency at Shanghal, China, at the postage
rate of 1 cent each.

(f) When post cards are pxepnred by printers and stationers for sale, it is desirable that
they bear in the upper righthand corner of the face an oblong diagram containing the words
* Placc postage stamp here,”” and at the bottom of the space to the right of the vertical dividing
line, the words * This space for the address.”

(j) Cards which do not conform to the conditions prescribed by these regulatlons are, when
sent in the malls, chargeable with postage according to the character of the message — at the
letter rate, if wholly or partly in writing, or at the third-class rate, if entirely in print.

(k) Cards bearing particles of glass, mectal, mica, sand, tinsel, or other similar substances,
are unmallable, except when enclosed in envelopes tightly sealed {o prevent the escape of such
particles, or when treated in such manner as will prevent the objectionable substances from being
rubbed off or injuring persons handling the mails. (Sec. 418, P. L. and R.)

NoTe.— Cards malled under cover of sealed envelopes (tramsparent or otherwise) are charge-
able with postage at the first-class rate; if enclosed in unsealed envelopes, they are subject to
postage according to the character of the message —at the first-class rate if wholly or partly in
writing, or the third-class rate if entirely in print; and the postage stamps should be affixed to the
envelopes covering the same. Postage stamps afixed to matter enclosed in envelopes can not be
recognized in payment of postage thereon.

ARTICLES INCLUDED IN FIRST-CLASS MATTER.

18. (a) Assessment notices (printed) with amount due written therein.
Albums (autograph) containing written matter.

(b) Blank books with written entries; bank checks filled out In writing, either canceled or

uncanceled ; legal and other blank printed forms signed officially.
Blank forms, filled out in writing. :

(¢) Cards or letters (printed) bearing a written date, where the date is not the date of the
card, but gives information as to when the sender will call, or deliver something other-
wise referred to, or is the date when something will occur or is acknowledged to have
been received.

Cards (printed) which by having a signature attached are converted into personal com-
munications, such as receipts, orders for articles furnished by addressee, ete.

Cards (visiting) bearing written name — except single cards enclosed with third or fourth-
class matter, and bearing the name of the sender.

Certificates, checks, receipts, etc., filled out in writing.

Communications entirely in print — with exception of name of sender — sent in identical
terms by many persons to the same address.

Copy (manuscript or typewritten) unaccompanied by pronf-sheets thereof.

(d) Diplomas, marriage or other certificates, filled out In writing.

: Drawings or plans contalning written words, letters or figures, indicating size, price, di-
mensjions, etc.

(e¢) Envelopes Dbearing written addresses.

(f) Folders made of stif paper, the entire Inner surface of which cannot be examined
except at the imminent risk of breaking the seal, and those having many folds or pages,
requiring the use of an instrument of any kind In order to thoroughly examine the inner
surfaces are subject to the first-class rate of postage.

NoOTE.— No assurance of the postmaster at the office of maillng will prevent the col-
lection of the higher rate of postage at the post office of delivery if the entire
inner surface cannot be casily ‘examined, and without the danger of breaking the
seal.

(h) Hand or typewritten matter and letter-press or manifold (carbon) copies thereof.

(§) Imitations or reproductions of hand or typewritten matter not mailed at the post office
window or other depository designated by the postmaster in a minimum number of
twenty identlcal copies.

(1) legal and other blank printed forms signed oﬂlclnlly.

Letters (old or recmalled) sent singly or in bulk.



DOMESTIC MAIL MATTER. 11

(m) Manuscript or typewritten copy, when not accompanied by proof-sheets thereof.
Marriage certificates filled out in writing.

(o) Ol4 letters sent singly or in bulk.
Original typewritten matter and manifold or letter-press coples thereof.

(p) Plans and drawings containing written words, letters, or figures, indicating size, price,
dimensions, etc.

Price-lists (printed) containing written figures changing individual items.

(r) Receipts (printed) with written signatures.

(8) Sealed matter of any class, or matter so wrapped as not to be easily examined, except
original packages ef proprietary articles of merchandise put up so that each package
may be examined In {its simplest mercantile or sample form, and seeds and other
articles' that may be inclosed in sealed transparcnt envelopes under paragraph 5,
section 496, Postal Laws and Regulations.

Stenographic or shorthand notes. )

(¢) Typewritten matter, original letter-press and manifold copies thereof.

(4) Unsealed written communications.

(v) Visiting cards (written), except single cards enclosed with third or fourth-class matter,
and bearing the name of the sender.

SECOND-CLASS MATTER.
14. Includes newspapers and periodicals bearing notice of entry as second-class matter.
NoTE.— A pamphlet (Form 33500) containing the laws governing mailable matter of the second
class and regulations thereunder will be furnished postmasters, interested publishers and news
agents. Postmasters needlng a supply of same should make requisition on KFourth Assistant Post-
master-Generai, Division of Supplies.

THIRD-CLASS MATTER.

15. For statutory definition of third-class matter, see section 471, Postal Laws and Regulations.

16. For definition of * Printed matter,” see section 472, Postal Laws and Regulations.

17. Reproductions or imitations of hand or typewritten matter; when mailable at the third-
class rate. (See sec. 474; P. L. and R.)

NoTe.— Facsimile coples of typewriting produced by a mechanical process such as the printing
press, mimeograph, hektograph, etc., which reach the office of address with postage fully prepaid at
the third-class rate — 1 cent for each 2 ounces or fraction thereof — ghall be assumed to have been
included in & minimum number of twenty identlcal copies mailed under the provisions of paragraph
2, section 474, Postal‘Laws and Regulations, and be delivered to the addressees without additional
postage.

18. Hand-stamped imprints or additions to third-class matter ; when mailable at the third-class
rate. (See sec. 478, P. L. and R.)

19. Definition of a * Circular.” (8ee sec. 473, P. L. and R.)

20. Correspondence of the blind; mailable at the third-class rate. (See sec. 475, I. L. and R.)

21. Seeds, bulbs, roots, scions, etc.; mallable at the third-class rate of postage. (See sec. 482,
P. L. and R.)

22, Identical pieces of third-class matter mailed without stamps affixed. (See sec. 4831, P. L.
and R.)

ARTICLES INCLUDED IN THIRD-CLASS MATTER.
23. (a) Address tags and labels (printed).
Almanacs.
Architectural designs (printed).
Assessment notices, wholly in print.
(b) Blank notes (printed).
Blanks (printed legal) and forms of insurance applications, mainly in print.
Blind, indented or perforated sheets of paper containing characters which can be read hy
the blind, except such as are entitled to free transmission. (See sec. 51814, page 74,
Supp. to P. L. and R.)
Blue prints.
Books (printed).
Bulbs.
(c) Calendar pads malnly in print.
Calendars (printed on paper).
Canvassing and prospectus books with printed sample chapters.
Cards, printed on paper.
Cards, printed, with perforations for carrying coin.
Cards, Christmas, Easter, etc., printed on paper.
Catalogues.
Check and receipt books (malinly in print).
Clirculars.
Clippings (press) with name and date of paper stamped or written in.
Correspondence of the blind. (See sec. 475, P. L. and R.)
Coupons, printed.
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(e) Engravings and wood cuts (printed on paper).

(g) Grain in Its natural condition (samples of).

(f) Imitations of hand or typewritten matter, when malled at the post ofice window or other

depository designated by the postmaster in a minlmum number of twenty identical coples.

Indented or perforated sheets of paper contalning characters which can be read by the
blind, except such as are entitled to free transmission. (See sec. 518%, page 74, Supp.
to P. L. ard R.)

Insurance applications and other blank forms mainly in print.

(1) Labels and tags bearing printed addresses.

Legal blanks (printed) and forms of insurance applications, mainly in prlnt.

Lithographs.

(m) Maps printed upon paper, with the necessary mountings.

Memorandum books, mainly in print.

Music books.

(n) Notes (blank printed).

(o) Order blanks and report forms, mainly in print.

(p) Photographs, printed on paper.

Plans and architectural designs (printed).

Plants.

Postage stamps (canceled or uncanceled).

Postal cards, bearing printed advertisements, mailed singly or in bulk.

Post-cards, printed. ’

P'ress clippings with name and date of paper stamped or written in.

I'rice lists, wholly in print.

I'rinted blank notes. ’

I'rinted calendars.

Printed labels.

I'rinted plans and architectural designs.

Printed tags and labels.

Printed valentines.

Proof-sheets (printed) with or without manuscript.

(r) Receipt and check books (mainly in print).

Reproductions or imitatlons of hand or typewriting, by the neostyle, hektograph, mimeo-
graph, electrlc pen, or similar process, when mailed at the post-oflice window or other
depository designated by the postmaster, in a minimum number of twenty identical coples.

Roots.

(8) Scions.

Seeds.

Sheet music.

() Tags and labels, printed.

(u) United States Treasury notes.

(v) Valentines, printed on paper.

Visiting cards (printed).

(10) Wood cuts and engravings (prints).

24, Permissible additions to third-class matter.— For permissible additlons to third-class matter,
sce sections 478 and 479, I'ostal Laws and Regulations.

(a) Such words as ** My decar friend,” * Dear Sir,” * Yours truly,” * Sincerely yours,” etc.,
written upon third-class matter are permlissible inscriptions.

(b) Inscriptions in public library books.— Public library bcoks, otherwise transmissible in the
mails at the third-class rate of postage, shall not be subjected to a higher postage rate because of
learing thercon or therein, In writing or by means of hand-stamp, the sheif-number, date of
donation or acquisition (or both), or any mark of designation which may be reasonably construed
as an “ inscription " within the meaning of the law (scc. 478, I’. L. and R.) in the limited sense
of a permanent library rccord, placed thereon Ly the llbrarinn and in that cannection only.

(¢) A 1written designation of contents — such as “ Book,” * P’rinted matter,” * IPhoto "— shall
be construed as a permissible * Inscription ” upon mail matter of the third class, under section 478,
Postal Laws and Regulations, which provides for the placing upon the blank leaves or corer of
any book or printed matter of the third class of a slmple manuscript dedication or inscription
not in the naturc of a personal correspondence.

(d) Incidcental use of third-class matter as receptacles for coin.— The rate of postage on matter
essentially third class (printed matter upon paper) Is not affccted by the fact that incldentally
it contains a perforution which may be used for carrying coln.

(e) Bcrial numbers.— Serial numbers written or Impressed upon, and so inserted In what
would otherwise be third-class matter, do not increase that rating.

(f) Permissiblc enclosures.— * There may be enclosed with third-class matter. without changing
the classification thereof, a single visiting or Dbusiness card; a single printed order-blank, or a
single printed combination order-blank and coin-card with envelope bearing return address; or a
single postal card bearing return address.” (Amended par. 4, sec. 474, P. L. and R.)
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FOURTH-CLASS MA'TTER.

N 25. For statutory definition of fourth-class matter, see section 480, I'ostal Laws and Regulations.
..26. Identical pieces of fourth-class matter mailed without stamps afixed. (See sec. 483%,

27. (a)

by

(c)

id)

(e)

(€p)

(9)
)
(m)

(n)
(o)

4, L. and R., page 68, Supp. to I’. L. and R.)

ARTICLES INCLUDED IN FOURTH-CLASS MATTER.

Albums, photograph and autograph (blank).

Artificial flowers.

Bees (queen) when properly packed.

Rill heads. )

Blank address tags and labels,

Blank books,

Blank books with printed headings.

Blank cards or paper.

Rlank dlarles.

Blank postal cards in bulk packages.

Blank post-cards.

Blotters, printed or unprinted.

Botanical specimens, not susceptible of being used for propagation.

Calendar pads, mainly blank.

Caleudars or other matter printed on celluloid.

Curd coin-holders (not printed).

Cards (blank).

Cards, printed playing, of all kinds.

Celluloid, printed or unprinted.

Christmmas and Easter cards printed on other material than paper,

Cigar hands.

Coln.

Combination calendar and memorandum pads mainly blank

Crayon plctures.

Cut flowers.

Cuts (wood or metal).

Daguerreotypes.

Dissected maps and pictures.

Drawings, framed or unframed.

Dried fruit.

Dried plants.

Easter cards, when printed on other material than paper.

Electrotype plates,

Engravings, when framed.

Envelopes, printed or unprinted, except when addressed and enclosed singly with third-
class matter.

Flowers, cut or artificlal.

Framed engravings, pictures and other printed matter.

Geological specimens.

Letter heads.

Maps, printed on cloth.

Merchandise samples.

Memorandum books and calendar pads, mainly blank,

Mecrchandise sealed:

Proprietary articles (not in themselves unmallable), such as pills, fancy soaps,
tobacco, etc., put up in fixed quantities by the manufacturer for sale by himself or
others, or for samples, in such manner as to properly protect the articles, and so
that each package in its simplest mercantile or sample form may be readily
examined.

Metals,

Minerals.

Napkins, paper or cloth, printed or unprinted.

Ofl paintings, framed or unframed.

Order blanks and report forms mainly blank (spaces covered by ruled lines belng regarded
as blank), are fourth-class matter. However, one copy may be enclosed with third-
class matter without subjecting such matter to postage at the fourth-class rata. (Sece
par. 4, sec. 474, P. L. and R., amended.)
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(p) Paper bags and wrapping paper, printed or unprinted.
Paper napkins.
Patterns, printed or unprinted.
Pen or pencil drawings, if they bear no written words, letters or figures, giving slze,
dimensions, distance, price, etc.
Photograph albums.
Photographic negatives.
Postal cards (blank) in bulk packages.
Post-cards (blank).
Printed matter on other material than paper.
Printed playing cards of all kinds.
Private malling or post-cards (blank).
(g) Queen bees, when properly packed.
(r) Record books, mainly blank.
Rulers, wooden or metal, bearing printed advertisements.

(8) Samples of cloth.

Samples of flour or other manufactured grain for food purposes.
Sealed merchandise:

Sealed packages of proprietary articles of merchandise (not in themselves unmailable),
such as pills, fancy soap, tobacco, etc., put up in fixed quantities by the manu-
facturer for sale by himself or otbers, or for samples, in such manner as to prop-
erly protect the articles, so that each package in its simplest mercantile or sample
form may be examined.

Soap wrappers.
Stationery.
(t) Tags (blank).
Tape measures,
Tintypes.
Tobacco tags and wrappers.
(t) Valentines printed on material other than paper.
(1) Wall paper.
Water color painting.
Wooden rulers, bearing printed advertisements,
Wrapping paper, printed or unprinted.

28. Permissible writing or printing upon or with fourth-class matter.— (a) For permissible
writing or printing upon or with fourth-class matter see section 483, Postal Laws and Regulations.

(b) The written additions permissible upon third-class matter under the provisions of sections
473 and 478, Postal Laws and Regulations, may, under the provisions of section 483, Postal Laws ,
and Regulations, be added to fourth-class matter without subjecting the latter to a higher than
the fourth-class rate of postage,

(c) The written additions permissible upon fourth-class matter may be placed upon the
matter itself, or upon the wrapper or cover thereof, or tag or label accompanying the same,

(d) A written designation of the contents, such as ‘“ candy,” “cigars,” * merchandise,” etc.,
fs permissible upon the wrapper of fourth-class matter.

(e) Such inscriptions as * Merry Christmas,” * Happy New Year,” *“ With best wishes,” etc.,
together with the name and address of the addressee and of the sender, may be written upon mail
matter of the third and fourth classes, or upon a card enclosed therewith, without affecting its
classification.

PROVISIONS APPLICABLE TO THE SEVERAL CLASSES OF MAIL MATTER.

*29. Directions for transmittal, etc.— Directions for transmittal, delivery, forwarding, or return
of mail matter are deemed part of address. (See sec. 491, P. L. and R.)

RATES OF POSTAGE.

FIRST-CLASS MATTER.

30. Rates of postage on first-class matter.— (a) On letters and other matter, wholly or partly
in writing, except the writing speclally authorized to be placed upon matter of other classes, and
on matter sealed or otherwise closed against Inspection — 2 cents an ounce or fraction thereof.

(b) On postal cards — 1 cent each, the price for which they are sold.

(c) On private mailing cards (post-cards) conforming to the requirements of Postal Laws and
Regulations — 1 cent each.

(d) On *“drop letters,” 2 cents an ounce or fraction thereof when malled at letter-carrler post
offices, or at offices which are mot letter-carrier oftices if rural free delivery has been established
and the persons addressed can be served by rural carrier; and 1 cent for each ounce or fraction
thereof when mailed at offices where letter-carrier service Is not established, or at offices where
the patrons cannot be served by rural free-delivery carricrs.
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.

(e) Letters mailed at a post office for delivery to patrons thereof by star route carrier and
those deposited in boxes along a star route or rural free delivery route are subject to postage at
the rate of two cents an ounce or fraction thereof.

(f) Letters prepald 1 cent received by a postmaster under cover (through the malls), with
postage prepaild on the bulk package at the letter rate, cannot be distributed for local delivery
or transmission in the mails. Each letter must be prepaid at the regular first-class rate,

(g) A letter which — after a proper effort has been made to deliver it — Is returned to the
gender, may not be remailed without a new prepayment of postage, and it should be enclosed in
a new envelope, to secure prompt transmission.

SECOND-CLASS MATTER.

31. When mailed by the public.— The rate of postage on newspapers and periodical publica-
tions of the second class, when sent by others than the publisher thereof, or a news agent, is 1 cent
for each 4 ounces, or fractional part thereof, on each separately addressed copy or package of
anaddressed coples, to be prepald by stamps afixed. (See sec. 455, P. L. and R.)

Note.— There is no such rate of postage as 4 cents a pound.

32. When mailed by publishers or news agents.— Copies of publications admitted to the second
class of mail matter when mafled by the publishers thereof to subscribers and as sample coples
within the limitations of section 456, Postal Laws and Regulations, are subject to postage at the
rate of 1 cent a pound, to be prepald in money on the bulk weight of all copi#s, except as pro-
vided by section 452, Postal Laws and Regulations.

THIRD-CLASS MATTER.

33. The rate of postage on mail matter of the third class is 1 cent far each 2 ounces or
fraction thereof, on each individually addressed plece or parcel, prepaid by stamps affixed, except
as provided by sectlon 483%, Postal Laws and Regulations. (See page 68, Supp. to P. L. and R.)

Note.— There 18 no such rate of postage as 8 cents a pound.

FOURTH-CLASS MATTER.

84. The rate of postage on mail matter of the fourth class 18 1 cent an ounce or fraction
thereof, on each individually addressed plece or parcel, prepald by stamps afixed, except as pro-
vided by section 483%, Postal Laws and Regulations. (8ee page 68, Supp. to P. L. and R.)

Nore.— There is no such rate of postage as 16 cents a pound.

POSTAGE DUE.

35. Postage due: when to be rated and collected. (See secs, 412, 421, 614, 616 to 618 and
620 to 623, P. L. and R.)

NoTk.— Postmasters are speclally instructed to exercise great care In rating up due postage
on all short-paid first-class matter malled at their offices. A decided down weight is required to
subject matter to an additional rate of postage.

36. Unpaid matter, the sender of which is unknown, deposited in a post office, addressed for
local dellvery, 1s subject when delivered to the addressee to due postage at the single rate. For
treatment of such matter at letter-carrier post offices see paragraph 7, section 571, Postal Laws
and Regulations.

37. Unpald matter addressed to postmaster. (See sec. 617, P. L. and R.)

38. Double-rate due postage. (8ee sec. 618, P. L. and R.)

39. Postage-due stamps. (See secs. 621 and 622, P. L. and R.)

40. Due postage. Postmasters cannot lawfully accept postage stamps in payment of postage
remaining due on mall matter. The amount duc shall invariably be pald in cash.

41. Refund of excess postage. (See amended sec. 486, page 70, Supp. to P, L. and R.)

FREE MATTER.

42. For regulations relating to franked and officlal matter, including the use of penalty
envelopes, see sections 508 to 518, inclusive, of the Postal Laws and Regulations, amended sections
509 and 510, and sections 511% and 513%, pages 78 and 74, Supplement to Postal Laws and Regu-
lations.

43, Any article entitled to transmission free of postage In the domestic malls of the United
'States, either In a “ penalty ” envelope or under a duly authorized * frank,” shall be entitled
likewise to transmission in the malls free:of postage between places in any possession of the United
States from one to another of such possessions, from the United States to such possessions, and
Yrom such possessions to the United States.

44. For regulations relating to the free transmission in the malils of reading matter for the
blind see section 51814, page 74, Supplement to Postal Laws and Regulations.

LIMIT OF WEIGHT IN MAILS.

45. Limit of weight of mall matter (see secs. 487, 488, 496 and 509, P. L. and R,, and secc. 513%,
page 74, and amended par. 1, sec. 488, page 71, Supp. to the P. L. and R.)
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TRANSPORTATION OF MAILS.

1. Alaska, dispatch of mafls for.—All mails for Alaska are dispatched from Seattle, Wash.
During the season of navigation all classes of mail are forwarded. During the winter season (from
about October 1 to June 1), on account of the difficulty of transportation, the dispatch of mall for
Alaska, except for offices on the southern coast, is limited, preference being given, first, to letters In
their usual and ordinary form and postal cards; second, to single newspapers addressed to public
libraries, newspaper publishers and to Individuals. Books, catalogues, newspapers and periodicals
sent to dealers for purposes of trade or otherwise, and merchandise, cannot be forwarded to Interior
offices during the winter season. e

2. United States possessions, dispatch of malls for.— Mails for the Philippine Islands, Hawali,
Samoa and Guam are dispatched from Pacific Coast ports at the first available opportunity to secure
the earllest arrival at destination. Mails for Porto Rico are dispatched by steamers from New
York, N. Y. Malils for the Canal Zone are dispatched principaily from New York, N. Y.; and, when
the malls can be advanccd, by steamers from New Orleans, La., and San Franclsco, Cal.

3. Liquids, etc.—Admissible liquids and other articles liable to Injure the malls, unless properly
packed, must be put up for mailing as required by section 496, Postal Laws and Regulations. Post-
masters are directed to glve this matter special attention.

4. Diseased tissues.— Specimens of diseases, etc., must not be sent in the malls except as pro-
vided In section_493, Postal Laws and Regulations. ‘

5. Posting ?etten at rallway post ofices.— The privilege of posting letters in mall cars and
in letter-boxes at raiflroad etatlons collected from by rallway postal clerks is intended only as an
accommodation to travelers and to permit the mailing of a few late letters which cannot be deposited
in post offices in time for thelr ‘intended dispatch. Third and fourth-class matter must be faully
prepaid.  When in doubt if any article of those classes bears a sufficlent amount of postage,
rallway postal clerks are instructed to carry it through to the terminus of their rum, to be weighed
and rated up.

PUBLIC ROADS AND POSTAL SERVICE THEREON.

8. The establiskment and maintenance of public roads is a matter wholly within the jurisdiction
of State and local authorities and a matter over which the Post Office Department has no control,
.and in cases where local authoritles discontinue or permit the fencing up of a road in use as a post
route so as to prevent performance of postal service, the discontinuance of such service is the
Department's only alternative, and for any increase of distance or additional expense caused by the
action of the local authorities in discontinuing or changing a road In use as a post route no addi-
tional pay can be allowed the contractor or sub-contractor for service on the route. Mall carriers
have no authority to trespass upon private property, and the postal laws give them no special rights
or privileges as regards the use of public roads. The law prohibits any wilful interference with
the performance of postal service, but such prohibition does not authorize mail carriers to disregard
State law or municipal ordinances as regards the use of public roads, nor authorize them to wilfully
Interfere with the rightful use of public roads by other parties. Nelther {s there any provision of
law exempting mall carrlers from the payment of toll or ferriage, as many seem to suppose {8 the
case, and toll-gate kecpers and ferrymen can rightfully refuse passage or ferriage to a mall carrler
v.ho refuscs to pay the legal rate of toll or ferriage, but upon the tender of the lawful fee therefor
a malil carrier' must be promptly granted passage or ferrlage, and a refusal thereof, in order to enforce
payment of an Indebtedness previously incurred, or for any other reason (except it be that ferriage
be Impossible or dangerous to life), would constitute a wilful obstruction of the malil, as prohibited

Ly law. :
4 STAR SERVICE SCHEDULES.

7. Postmasters should advise the Department whenever a change of schedule becomes necessary
ou a star route by reason of a change of the running time of trains on any rallroad with which
such star route connects, in order that proper action may be taken to have mails recelved "and
dispatched in such manner as will render the most expeditious service to the persons depengent
upon the route for their mafl supply; but changes of schedule entirely in the interests of the con-
tractor or carrier should not be recommended. ’

COLLECTION AND DELIVERY OF MAIL ON STAR ROUTES.

8. On star routes where box dellvery is required, such service may be had from the post office
on either or on both sides of a box, but postmasters must not send mail matter for box delivery
by carricrs upon a verbal request; a written request for such delivery must be filed in the post
office and mall must not be given a carrler under any circumstances, for dellvery outside of the
regular locked pouch, before it has reached the post office to which it Is addressed. The Depart-
ment does not prescribe any particular design of Lox or satchel to be used for this service, but
the person providing either should see that it is of such character as to afford ample protection to
his mail.

9. Collection and delivery of mail where star and rural delivery carriers use same road.— De-
livery and collection of mail by star-route carriers will not be permitted over such portions of star
routes as have in operation the rural delivery service, except as an additional or supplemental
service when shown to be necessary and practicable.

i
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16. Report ocases where mali bexes, on . star routes are injured, or destroyed maliciously.— Post-
masters are expected to p}'omptly report to the Second Assistant Postmaster-Genceral, Division of

-* Inspection, every instance coming to their notice in which boxes erected, for the reception of mall,
4 along roads traveled by star-route carriers, are maliciously pulled down or injured.

PAYMENT FOR SERVICE.

11. All payments for carrying the mails on star, steamboat, rallroad, electric car, screen
wagon, pneumatic tube, mail m.ssenger and special office routes, and for any temporary service
that may be employed in conicction with sald routes, are made by warrants drawn on the
United States Treasury. I'ostmasters should not pay for such service, and must not expect the
Department to refund any money they may have erroneously paid for the carriage of the mails.
The Department cannot pay postmasters for carrying the malls, neither can it allow postmasters
credit in their quarterly accounts for money paid by them for such service.

PAYMENTS OF SALARIES TO RAILWAY POSTAL CLERKS.

12. The acts of June 30, 1906, and March 2, 1907, still apply to payments to rallway postal
clerks.

. 18. Regular, acting, and substitute clerks are entitled to one-twelfth the annual salary for a
full calendar month's service regardless of the number of days in the month.

14. Regular clerks (including probationers) who enter the service during a 81-day month
and perform full service to the end thereof are entitled to one-thirtieth of one month's compean-
sation for each day's service, except for the 31st, for which nothing can be paid. 1If they enter
the service during February and perform full service to the end thereof, they recelve a full month’s
compensation less as many thirtleths as there were days elapsed prior to the date they begin service.

13. Regular clerks absent without pay a part of a month lose one-twenty-eighth, one-twenty-
ninth, one-thirtieth, or one-thirty-first of the month’s compensation for each day's absence, according
to the number of days in the month, provided substitutes are employed and paid from the
lapsed salaries; if no substitutes are employed, the deduction Is one-thirtieth for each day's‘absenco
regardless of the number of days in the month, and the last day of any month is counted as one-
thirtieth.

16. Acting and substitute rallway postal clerks for services during part of a month receive
one-twenty-eighth, one-twenty-ninth, one-thirtieth, or one-thirty-first of the month’'s compensation
for each day's service, according to the number of days in the month In which the service is
performed. ’ :

17. Clerks who are promoted or reduced during a month receive one-thirtieth of one month's
compensation for each day's service at each rate, except that in a 31-day month the 31st cannot
be counted; in February the last day of the month in ordinary years is counted and paid for as
three-thirtieths and in leap years as two-thirtieths.

18. When a clerk's pay office 18 changed during a month, elther with or without change of
salary, the amount to be paid by each postmaster will be computed on a 80-day basls, keeping In
mind the rules in paragraph 4 concerning deductions for any absence without pay.

19. When a clerk Is granted leave of absence with pay on account of sickness and required
to furnish a substitute at his own expense, the regular clerk should receipt for the full amount of
JDis salary during the period covered by his leave. The substitute’s receipt for the amount paid him
through his principal should be kept on fille in the post office.

EMPLOYMENT OF TEMPORARY MAIL CARRIERS.

20. Postmasters should not employ any person to act in place of the regular mall carrier
,without first receiving authority from the Department to employ such temporary carrier, unless
such employment is clearly justified by that section of the Postal Laws and Regulations which
telates to temporary mervice under the class of service which it is proposed to replace. (Rall-
road Service, sec. 1201 ; Mail Messenger Service, sec. 1226 ; Star and Steamboat Service, sec. 1294.)

DUTIES OF POSTMASTERS AS TO REPORTING ARRIVALS AND DEPARTURES
. ) OF MAIL, ETC.

21. Use correct route numbers and termini.—All communications to the Department relative to
mall routes should embrace the correct number and term!nal points of such routes.

‘22, Postmasters at terminal offices are directed to exercise especial care, In making out
monthly registers of arrivals and departures of malls at their respective offices, to avold the use -
of the route number given in the general advertisements, usually issued in September of one year
for service from July 1 of the next year, when referring to service contracted for under a
previous advertisement,

23. Report failures to supply.— Postmasters at Intermedlate offices on star and steamboat
routes whose offices are not heing supplied by the carrier both ways, that Is, going and returning,
‘will at once motify the Second - Assistant Postmaster-General, Division of Inspection.

24. Follow requirements in reporting arrivals and departures of mails.— Postmasters who are
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required to report arrivals and departures of the mails are particularly cautioned to observe the
following requirements of the Department: i

(a) To keep a record on blank Form 2201 of the exact time of arrival and departure of the
mails using standard (railroad) time in every case, and to enter on the reverse side of said form
the cause of each late arrival. Entries should be made at the time the mails are received and
dispatched. Postmasters at reporting offices will be careful to give all the information called for
on the various forms used.

These records must be ready at all times for the inspection of postal officials and forwarded
to the Department promptly on the first day after the close of each month. These registers are
the evidence upon which contractors are paid for the performance of the service, and they should
receive their pay promptly; otherwise the efliciency of the service may be seriously affected.

(d) To keep on file in their respective offices duplicates of all registers sent to the Depart-
ment. It not infrequently happens that, because the original is lost in transit, or for some other
reason, the Department desires a duplicate.

(c) To enter in the body of the register in the column for that purpose, in plain figures, the
actual time of arrival and departure each date. The exact time must be given and ditto marks
must not be used.

(d) To state on the face of the register the actual time of departure and arrival of the
carrler. When, from any cause, a mall carrier is prevented from making the entire trip, post-
masters should state on the back of the register the distance traveled from and to the office,
naming the point, whether river, creek or post office, to which the carrier traveled, together with
the cause of failure to complete the trip. This information will enable the Division of Imspection
to give full credit for the exact distance over which service has been performed by the carrier.

(e) To refuse to deliver the mall to the carrier in advance of the schedule hour for his de-
parture. The carrier is subject to a fine for departing in advance of, as well as arriving after,
the schedule time. Much complaint. is made by patrons who have gone to a post office a few
minutes before the schedule tlme for closing the mails and have found that the same had already
been dlgpatched.

(7) To rcport promptly to the Second Assistant Postmaster-General:

Whenever any postmaster, assistant postmaster, or clerk employed in any post office, or any
member of the immedliate family of a postmaster or assistant postmaster, becomes a contractor,
subcontractor, or carrier, or concerned in any contract for carrying the mall;

Whenever a carrler, without authority from the Department, changes from one road to
another in performing the service, except where the regular road becomes impassable;

Any instance in which one carrier performs, on a single trip, service due on two or more routes.

25. A failure to observe strictly the above requirements will be regarded as sufficient ground
for a recommendation for removal from office for neglect of duty.

26. Blank Form 2201 (Register of Arrivals and Departures of Mails) should never be used
for reporting service to post offices not regularly established on a mail route and known 2s
¢ Special Offices.”

27. In forwarding Reglsters of Arrivals and Departures of Malils, postmasters should be careful
to address the Second Assistant Postmaster-General, Division of Inspection.

MAIL EQUIPMENT. .

1. Disposition of surplus serviceable mail bags and mall pouch locks,—All surplus mail bags
of every description which are serviceable, and all surplus mail pouch locks in good condition
must be forwarded (properly labeled, and bearing the name and postmark of the employee or office
sending them) as soon as received, as follows:

(@) From post offices in Maine, New Hampshire, Vermont, Massachusetts, and Rhode Island,
to the postmaster at Boston, Mass,

(b) From post offices In Connecticut, New York, New Jersey, and Pennsylvania, to New York,
N. Y., and such as accumulate at Alexandria, Monroe, La Fayette, Shreveport, La.,, and Fort
Worth, Tex., for shipment by freight from New Orleans, La., and from Amarillo, Beaumont, El
Paso, Galveston, Houston, Palestine, and San Antonio, Tex., via Galveston, Tex., by freight, to the
postmaster at New York, N. Y.

(¢) From post offices in Dclaware, Maryland, District of Columbia, Virginla, West Virginin,
Nort Carolina, and South Carolina, bags to the Mail Bag Storehouse, Washington, D. C.; Rotary
locks by registered mall, Eagle locks by ordinary mail, to the Mail Lock Shop, Washington, D. C.

(d) From post offices in Georgla, Florida, Alabama, Mississippl, Louisiana (with the excep-
tions noted in paragraph 3), to the Transfer Clerk, Rallway Mail Service, at Atlanta, Ga.

(e) From post offices In Ohfo, Indiana, Kentucky, and Tennessee, to the postmaster at Cin-
cinnati, Ohio,

(f) From post offices in Michigan, Wisconsin, Illinois, Towa, South Dakota, Nebraska, Utah,
Wyoming, Idaho, Nevada, Washington, Oregon, Alaska, and from post offices supplied by the Ogden
and San Francisco R. P. O. in Californla, east of Sacramento, to the postmaster at Chicago, Il

(g) From post officcs in Minnesota, North Dakota, and Montana, to the postmaster at Saint
Paul, Minn,
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(M) From post offices in Missouri, Arkansas, Texas (with the exceptions noted in paragraph
3), Oklahoma, Kansas, Colorado, New Mexico, Arizona, and from post offices in the following
counties in Californla: Los Angeles, Orange, Riverside, S8an Bernardino, S8an Diego, and Imperial,
to the postmaster at Saint Louis, Mo.

2. Disposition of defective mail bags and mail pouch locks,— Defective mail bags and locks to
be promptly disposed of according to sections 1351, 1366, and 1371, Postal Laws and Regulations,
with the following exceptions: Eagle locks by ordinary mail to the Mail Lock Shop, Washington,
D. C. Defective mail pouches of all sizes and styles from post offices and rallway post office
lines in the States of Michigan, Wisconsin, Minnesota, Iilinols, Jowa, North Dakota, South Dakota,
Nebraska, Utah, Montana, Idaho, Nevada, Washington, Oregon, and California, to the Sub-Mail
Bag Repalr Shop, Chicago, IIl. All other defective and serviceable equipment from these and other
States to be forwardcd as directed in the above paragraphs,

8. Care in examining mail equipment returned to mail bag depositories or storehouse.— Surplus
serviceable mail equipment returned to mall bag depositories and the Mail Bag Storehouse has to
be relssued in the course of business without examination at certaln periods of the year, and it
s, therefore, incumbent upon all employees who may at any time have occasion to forward such
serviceable equipment to see to it that no mail matter has been inadvertently left therein.

4. Packing of equipment.— Equipment should be paclied as follows:

No. 1 sacks, 20 to the bundle, the twentieth being used as a packer.

No. 2 sacks, 20 to the bundle, the twentieth being used as a packer.

No. 2 pouches, 8 to the bundle, packed In a No. 1 sack. .
No. 8 pouches, 10 to the bundle, packed In a No. 1 sack.

No. 4 pouches, 15 to the bundle, packed in a No. 1 sack.

No. 6 pouches, 20 to the bundle, packed in a No. 1 sack.

Catcher pouches, 15 to the bundle, packed in a No. 1 sack.

5. Allowance for tare and weight of malil sacks.— Postmasters handling second-class matter from
publishing houses and news agencles ake authorized In weighing second-class mail matter in bulk
for collection of postage, to allow 8 pounds 7 ounces for the weight of each sack of the No. 1
size, and 2 pounds 10 ounces for the weight of each sack of the No. 2 size used for the purpose.
This supersedes Order No. 807 of August 27, 1903.

6. Loss of malil sacks {ssued to publishers and news agents.— Under section 1345, Postal Laws
and Regulations of 1902, certaln publishers and news agents are permitted to take mail sacks to
thelir respective places of business, to be filled with printed matter for the mails. The publisher,
or news agent, should be required by the postmaster to bind himself, in the usual way, to pay into
the post office the sum of 65 cents for each No. 1 sack, and the sum of 50 cents for each No. 2
sack lost while in his custody.

7. An exact account {s required to be kept with each publisher or news agent, in books mow
provided by the office of the Fourth Assistant Postmaster-General (Dlvision of Supplies) of the
number of sacks taken from, and returned to the post office. It is belicved that this requirement
{8 not being strictly adhcred to at some post offices. It Is incumbent upon each postmaster to
gee that all mail sacks issued under scction 1345, above referred to, are duly accounted for within
a reasonable length of time. Examinations of the books should he made at frequent intervals,
and if it is found in any case that a publisher or news agent cannot account for such sacks as
have been issued to him, the postmaster Is expected to call upon him to make good the loss, in
accordance with the agreement to that effect.

8. For money received from this source, receipts In triplicate are to be made; the original of
which is to be dellvered to the payor, the duplicate to be retained by the postmaster, and the
triplicate sent to the Sccond Assistant Postmaster-General for proper action. The amount is to be
deposited with other Government funds, and a suitable entry made In the postmaster’s quarterly
account to cover the transaction.

GENERAL SUPPLIES.

1. Postmasters and others connected with the postal service are informed that full instructlons
covering requisitions for general supplies are incorporated in the printed “ List of Postal Sup-
plies.”” This list is furnished in two editlons— that for the use of postmasters at fourth-class
post offices, and that for the use of postmasters at presidential post offices, the Rallway Mall
Service and the Division of I’ost Office Inspectors. These lists should be carefully consulted before
requisitions for any class of supplies are made. Failure to do so frequently results in the sub-
mission of incomplete requisitions and their consequent return for revision or completion. The
forms now In use for purposes of requisition are:

No. 1580A. For use at fourth-class offices only. General supplies.

No. 1580. Pink, old form, for use at third-class offices only. General supplies.

No. 1580. Pink, revised, for use by first and second-class offices only. General supplies.

No. 1579. Official envelopes.

No. 1567. Steel and rubber stamps.

No. 6053C. Bound money order forms.

No. 6054. Blank drafts.

No. 1580F. Follow sheet to be used with Form 1580, revised.
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No. 1581. Blank requisition for ordering from the Fourth Assistant Postmaster Géneral,
Division of Supplies, specially printed facing slips. For the use of postmasxters.

No. 1581A. Blank requisition for ordering from the Fourth Assistant Postmaster General,
Division of Supplies, specially printed facing slips. For the use of railway
postal clerk.

No. 1581F. Follow shects for use in connection with Forms 1581 and 1381A.

Care should be exercised in order that the proper form be used when submitting requisitions.

. 2. The following special Instructions relate to several items of general supply, which should be
carefully read in connection with the printed list

SPECIALLY PRINTED FACING SLIPS—CHANGE IN THE ORDERING OF.

Beginning July 1, 1910, requests for speclally printed facing slips will be made on blank requi-
sition forms Nos. 1351, 15%1a, and 15381-F direct to the Fourth Assistant Postmaster General, Di-
vision of Supplies, which office will place orders for the saine with the printer. No more authoriza-
tions covering the cost of facing slips will be allowed.

When submitting requisitions for facing slips prepare copy in accordance with the instructions
printed on the reverse side of requisition forms.

TYPEWRITERS.

8. Typewriters are furnished only to officer of the first and second classes and to stations
doing sufficient business to warrant thelr use. Requests for typewriters should be made the suhject
of special correspondence.

MISCELLANEOUS OFFICE APPLIANCES.

4. Under this heading are included adding machines, duplicators, letter presses, numbering
machines and trucks which are supplied only on special réquisition to the larger post officer and
should invariably be made the subject of a separate communication.

STATIONERY.
5. Statlonery is furnisbed to irst and second-class offices on regular requisition and in limited
quantities to those of the third and fourth classes. (See List of Postal Supplies covering presi-
dential and fourth-class post offices, respectively.)

STEEL AND RUBBER STAMPS.
8. Postmasters should be guided in ordering this class of supplleg by the Instructions contained
in the List of Postal Supplies.
BLANKS.

7. When making requisitions for Llank supplies Postmasters at first and second-class offices
are requested to order sufficlent quantities at one time to meet the requircments of their respective
offices for a priod of three months. DIostmasters at third and fourth-class offices should confine
their requisitions, except in cases of urgent necessity, to one each year. It Is especlally desirable
that postmasters will sece that surplus stock does not accumulate {n their offices. While the present
policy of the Department I8 one of strict economy and conservatism in the matter of furnishing
supplies, it is not expected that postmasters will allow the rervice to suffer for lack of necessary
equipment or supplies, but that economy, so far as possible, considering efficiency of service, be
exercised by each officer {n the fleld.

8. Requisitions for speclally printed forms, for blanks not listed in the List of Postal Supplles,
or which are supplied by other bureaus, should not be entered on the regular requisition forms, but
should be made the subject of a separate communication addressed to the hureau having juris-
diction over the forms desired. As a rule postmasters shon'd send requisitions for forms used
in the Railway Mall Service to the superintendent, Rallway Malil Service, of the division in which
their office is located. Further information of a specific nature will be found in the printed List
of Postal Supplies,

FREIGHT SHIPMENTS.

9. For the Information of those concerned there follows a copy of the Postmaster-General's
Order No. 1545, relative to the dispatch and receipt of cquipment and supplies for the postal
service. Additional information along these lines will he found on page 19 of the List of Postal
Supplies for offices of the fourth-class, and on page 68 of the List for presidential offices.

Order No. 1545, Jory 1, 1908.

Ordered, (1) All postal employees must observe the following instructions to facilitate the
dispatch and receipt of equipment and supplies for the postal service:

(2) All shipments by freight intended for the pos<tal service must he made out an Post Office
Department bhill of lading (Form No. 1410), snch form having been approved by the Comptrollcr
of the Treasury.

(3) Read and observe all instructions on the bill of lading.
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(4) Every employee or contractor who issues a bill of lading for the shipment of government
property, after carefully preparing the blll of lading (Form No. 1410) and two memorandum copies
thercof (Form No. 1412) in accordance with instructions, will deliver to the agent of the trans-
portation company who recelves the shipment a shipping order (Form No. 1411). After the bill
of lading has been signed by the agent of the transportation company the person Issuing saild bill
of lading will fill out and sign the blank provided thereon for the consignor's certificate of ship-
ment and forward the bill by mail to the consignee. Ie must also forward, properly receipted, one
of the memorandum coples of sald bill of lading to the officer designated thereon, with a weekly
statement showing the charges made for freight shipped by him. The other memorandum copy is
to be retained in the files of the consignor. All copies should be made at one time by means of
carbon.

(5) Great care should be taken to ascertaln the correct weight of a shipment before entering
the same in the blll of lading.

(8) Any contractor or employee who improperly issues a bill of lading must write across the
face of each sheet of the entire set the word * Void " and mall the set to the proper officer.

(7) Any cartage charges advanced at the original point of shipment by a transpertation com-
pany should be entered on the memorandum bill of lading.

(8) When a shipment is made to a postmaster he will pay the drayage charges and take a
recelpt on the dray-ticket form enclosed with the bill of lading. If the officer or employee to
whom the shipment is made is not a postmaster, he will pay the drayage charges and present the
receipted dray ticket to the postmaster at place of destination, who will refund to him the amount
pald. Postmasters will be credited by the Department in the settlement of their accounts with
the amounts pald for drgyage and amounts refunded by them to other officlals upon the presenta-
tion of proper receipts.

(9) Postmasters must keep a record of dray tickets, on which no freight charges must be paid.

v (10) This arrangement for the payment of drayage charges at destination does not supersede
or affect any previous arrangement made with transportation companies for the payment of dray-
age charges on shipments for the postal service.

(11) No payment of any kind should be made by an officer or employee of the postal service
for freight charges on a shipment covered by a Post Office Department bill of lading.

(12) Upon receipt of the original bill of lading, check carefully, noting a space psovided on
reverse side thereof the condition and weight of shipment. Do not fall to give 'all the Information
required in consignee’s certificate of delivery. :

(13) Should the original bill of lading fail to reach the consignee before the receipt of the
shipment, he will issue a receipt (Form No. 1419) to the agent at designation, stating that the
receipt is given because bill of lading No. has not come to hand.

(14) All charges for freight must be settled on original bill of lading through auditing depart-
ment of the transportation company making delivery of shipment.

(13) In case the: original biil of lading should be lost a certificate of shipment may be lssued
by the proper officer upon an application made by the consignee or the agent of the delivery trans-
portation company, or both, i{f convenient. When such certificate of shipment is fssued in lieu of
the original bill of lading for settlement, It must be handled in the same manner as the bill of
lading.

(16) All freight charges must be adjusted by the Department on original bill of ladlng, or
the certificate of shipment above referred to, accomplished and vouchered on the Post Office De-
partment form of voucher for transportation of freight, certified by the proper officer of the tranms-
portation company.

MONEY ORDER BLANKS AND OFFICIAL ENVELOPES.

10. Full information relative to Money Order Blanks and Officlal Envelopes will be found in
the List of Postal Supplies. Postmasters who have failed to receive this pamphlet should imme-
dlately make requisition on the Fourth Assistant Postmaster-General, Division of Supplles, for a
©opy.

' SUMMARY.

11. The faithful performance of the duties of a postmaster depends as much upon the handling
and the caring for all articles of supplies furnished by the Division of Supplies as it does upon
the handling and caring for postal funds coming Into their handsz in due course of busincss, and
anything short of the degree of care that ordinarily would be exercised by a prudent man in the
management of his own affairs is negligence and a violatlon of his oath of office. When it 1is
necessary to trust the ordering and the caring for supplies to subordinates, postmasters should
adopt at their respective offices such eflicient means as will safeguard all articles of supplics agalnst
depredation and waste.

12. All requisitions properly submitted to the Fourth Assistant Postmaster-General, Division
of Supplies, will be given prompt attention. When for any reason it {s dcemed advisable to with-
hold action upon a requisition, the cause therefor will be made the subject of a communication
between the Department and the office from which the requisition in question emanated. But should
supplies ordered be not received within a reasonable time and no reason advanced by the Depart-
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ment as to why they have not been sent, a second requisition marked “ Duplicate,” stating the date
of the original, should be prepared and forwarded as above stated. In this connection, postmasters’
attention is directéd to the fact that supplies destined to any particular office, the aggregate bulk
of which weighs 100 pounds or more, will invariably be forwarded by freight and postmasters
should take cognizance of this fact and make a reasonable allowance of time when submitting
requisitions. ‘

13. The plan recently inaugurated by the Division of Supplies of furnishing to offices of the
first and second classes press-copy invoices of shipments of supplles is an unqualified success,
such invoices being the means of informing postmasters the articles of supplies shipped in re-
sponse to their requisitions, the date of shipment, and whether sent by freight or mail. Despite
the very plain instructlons concerning the preparation and submisslon of requisitions printéd on
the reverse side of new requisition form No, 1580, many postmasters are not properly Interpreting
them, which only tends to hamper the successful carrying-out of the plan. In view of this fact
and for the Information of all concerned, herewith is reprinted from the February supplement to
the Official Postal Guide a summary in explanation of the most important paragraphs, which
should be carefully read and followed when preparing requisitions:

“Par. 2. It s absolutely necessary that requisitions be filled out 1 copying ink in order
that press-copy involices may be made at the Division of Supplies for forwarding to postmasters,
thus giving them full information as to the treatment of their requisitions. Postmasters must
not press-copy requisitions.

“Par. 7. The eficlency of the press-copy invoice plan depends upon the strict adherence by
postmasters to the instructions contained in this paragraph. The Department has, at great
cxpense, catalogued (List ot Postal Supplies’ each and every article of eupply kept in stock in
the Divislon of Supplics which 1s ready for immediate distribution to postmasters, and no
request for any article not li.‘ed therein (or subsequently published in the monthly supplement
to the Oficial Postal Guide) sho.ld be included In requisitions calling for general office supplles.
1gnoring this important feature will only result in the request being stricken from the requisition.
When preparing requisitions the catalogue should always be consulted and the lowest numbered
blank form a supply of which 1s to be requested should begin the requisition to be followed in
numerical sequence by the others for which requisition i{s to be made. The same rule is to be
rollowed if requesting articles listed under * Item” numbers. Write out the * description™
calied for on the requisition forms. If articles wanted cannot be found in the catalogue it is be-
cause they are not kept in stock in the Division of Supplies, and the matter should be made the
subject of a letter.

. “Par, 9. Offices of the first and second classes must anticipate their needs and order general

ofice supplies in suficlent quantities at cne time to meet their requirements for three months.
and no more than four general requisitions for such supplies should be submitted in any one
calendar year. DPostmasters should be careful to order only such articles as they are entitled
to use. When the use of certain bianks is especially authorized by the different bureaus of
the Department, such authority must first be obtained before requisition 8 entered. All requisitions
are carefully scrutinized and no article {8 ever allowed unless the office in question has previously
been authorized to use it.

‘ Par. 10. It is not supposed that rubber and steel postmarking and canceling stamps and
miscellaneous parts thereof, which are subject to wear and tear, will become unserviceable at
an; specified time; nor can a postmaster's requirements for such articles be reasonably anticipated,
and. therefore, requisitions covering this class of supplies must be made as the exigencies of the
service may require and not submitted at stated periods. For this reason it has been deemed
expedient to separate requisitions tor these articles from those calling for gencral office supplles,
which latter requisitions are forwarded only once in every three months., As a rule press-copy
invoices of shipments of postmarking and canceling stamps will not be sent because, by reason
of their pecuiiar nature, they are not kept in stock and must be ordered from contractors, who
require time te¢ manufacture them.

“ Pars. 11, 12, 13, 14 and 15. Articles enumerated or described in these paragraphs, with
tut few exceptions, are not kept in stock at the Division of Supplies, but must be ordered from
the different contractors with which the Department has agreements, or must be manufactured
or printed as the case may be. All requests for these articles must be the subject of a letter,
in which should be included a bricf statement as to the necessity for the article requested, together
with any other information that will be helpful to the Division of Supplies in determining whether
the article should be allowed. It is mot necessary that every article desired should each be made
the subject of & communication, but #f more than one of the same general nature are needed
they should be included In one communication.”

14, Requests for allowances for the purchase of articles enumerated in paragraph 11 will
not be granted except In special cases where articles not under contract are absolutely required
to meet the needgd of thec gervice. Requesis for appilances mot lstea fn the List of Postal Sup-
phes shouid state the make, style, fisure number, catalorue number dlmenstons, and asl other de-
talis necessary to enmabie the Division of Supplies to secure the exact article required or a sultable
supstitute,
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15. In requesting allowances for the repair of typewrlters, scales, etc., competitive proposals
from not less than three concerns doing repair work should be submitted with such requests.
When typewriters and adding machines are to be repaired their serial number must be given.

16. Information concerning the furnishing of general supplies and all changes affecting the
same are, from time to time, printed in the monthly supplements to the Officlal Postal Guide,
which postmasters will please notice.

MONEY ORDERS.

1. New form to be introduced.— In giving effect to an act of Congress repealing the statute
which provided that the postmaster issuing a money order should send a notice thereof by mafl
to the postmaster at the paying office (sec. 993, P, L. and R.) it is the purpose of the Depart-
ment to provide a new form of domestic money order with a detachable coupon giving par-
ticulars which shall take the place of the advice and be presented with the money order at the
office drawn on and there held. Introduction of the new form will be gradual. Supplies of the
same will be furnished to postmasters by degrees, or as stocks of the present form become
exhausted. Postmasters will make timely requisition for books of blank money orders, as hereto-
fore; but it will not be necessary to ask that the forms to be furnished be of the new kind.
Until otherwise directed, blank money orders of the present form for any office, whether in the
possession of the postmaster or in the hands of the contractors, are to be used before forms of the
new kind will be furnished. (See the paragraph herein numbered 4, relative to advices.) Full
{nstructions describing features of the new form and governing the use thereof will be sent to
postmasters at all money order offices in due course.

2. Oare in issuing money orders.— Domestic money orders may not be drawn upon offices not
included in thg published lists of money order offices. A money order payable In a city having
statlons should be drawn on the main office and not on a statlon; for example, on * Chicago,
Illinois,” not on “ Englewood Station, Chicago, Illinois.” _A money order, however, may be drawn
on and paid at a branch office, or may be cashed on due presentation thereof at any station or
branch of the office on which it s drawn.

8. Alterations forbidden.— A name or amount incorrectly written In & money order must
not be altered. When a mistake of this kind is discovered before the order has been taken from
the post office the postmaster should trcat the order as spoiled and * not issued,” and after
causing any necessary amendment of the application should fill out and deliver to the applicant
the order bearing the next higher number without charging an additional fee even if mistake
was made by the latter in filling out his application originally.

4. Dispatch of advices,— By the first mall after issue of a money order of the present style the
postmaster must forward the corresponding advice to the postmaster at the office of payment.
Particular care should be taken mnot to delay unnecessarily the dispatch of advices of such
orders fssued at a late hour on Saturday. A money order of this kind may be cashed in ad-
vance of receipt of the advice, however, at the office drawn on, If it bears no evidence of erasure
or alteration and is presented In due form by the payee or other responsible party. Application
should then be made on Form 6006 for an advice.

5. Identification.— The person who presents an order for payment must be identified if un-
&nown to the postmaster. The postmixster who pays a money order upon endorsement to an unknown
or irresponsible person without knowing that the signature to the endorscment is the genuine signa-
ture of the payee, or without obtaining the signature thereto of some reliable person expressly
guarantying the endorsement, does go at his own risk.

6. Payments.— When an order is presented by the payee for payment, or by the remitter for
repayment, it matters not how many endorsements may appear or how many signatures there may
be at the place for receipt thereon; payment or repayment, as the case may be, should be made,
provided there is space for the payee or remitter to sign his name opposite or below the words
“ Recelved payment,” and that the order 18 not irregular in any other respect nor invalldated by age.

7. Bank stamps.— The stamp Impressions which banks ordinarily place upon orders left with
or sent to them for collection are not regarded as endorsements transferring ownership of the orders.

8. Payments to banks,— When an order purporting to have been receipted by the payee, or
first endorsee, is deposited In a bank for collection, the postmaster at the office drawn upon may
effect payment to the bank, provided there be a guarantee on the part of the bank that the latter
will refund the amount if it afterward appear that the depositor was not the owner of the order.
An order thus pald should bear upon its back the impression of the stamp of the bank. The person
recelving payment In the bank’s behalf on an order thus recelpted, the signature of the payee or
endorsee being left undisturbed, may be required to write his name upon the back of the order.

9. Payments withheld.— When irregularities occur in money orders, postmasters should fol-
low the instructions in section 1009 of the Postal Laws and Regulations, particularly when the
amount named in the body of an order differs from the marginal figures or the amount named
in the advice (or In coupon of new-style order). Fallure to secure second advices or corrected state-
ments of particulars in cases of discrepancy between written amount and marginal figures is likely
to result in issuing postmasters charging one amount and paying postmasters claiming credit for
payment of a different amount, thereby causing annoyance and delay in auditing.
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10. Yees charged for money orders issued on domestlc form.—

TABLE No. 1.

Payable in the United States (which includes Guam, Hawaii, Porto Rico and Tutuila, Samoa) ; or
payable in Bahamas, Bermuda, British Guiana, British Honduras, Canada, Canal Zone (Isth:
mus of 'anama), Cuba, Mexico, Newfoundland, at the United States Postal Agency at Shanghai
(China), in the Phllippine Islands, or the following islands in the West Indles: Antigua,
Barbados, Dominica, Grenada. Jamalca, Montserrat, Nevig, St. Kitts, St. Lucfa, St. Vincent,
.Trinidad and Tobago, and Virgin Islands.

For orders from $ 0.01 to § 2.50...... 3cents.‘ For orders from $30.01 to § 40.00..... 15 cents
For orders from $ 2.51 to § 5.00..... . 5cents. | For orders from $40.01 to $ 50.00..... 18 cents.
For orders from & 3.01 to $10.00...... 8 cents. | For orders from $£50.01 to $ 60.00..... 20 cents.
For orders from $10.01 to $20.00...... 10 cents. | For orders from $60.01 to $ 75.00..... 25 cents,
For orders from $20.01 to $30.00......12cents. | For orders from $75.01 to £100.00..... 30 cents.

11. Postmasters at domestic money-order offices should bear in mind that they are not author-
fzed to issue money orders for payment in any foreign country other than those enumerated above.
When an intending remitter applies at a domestic office for a money order payable in any other
foreiyn country the postmaster should direct him to the nearest international money-order office.

12. Fees charged for money orders issued on international form.—

TaBLE No. 2.

Payable In Apla, Austria, Belginm, Bolivia, Chill, Costa Rica, Denmark, Egypt, Germany, Hong-
kong, Hungary, Japan, Liberia, Luxemburg, Netherlands, New Zealand, Norway, Orange River
Colony, Peru, Portgual, Sweden, Switzerland, Transvaal.

For orders from § 0.01 to $10.00..... . 8 cents.| For orders from $30.01 to $ G0.00.....30 cents.
For orders from $10.01 to $20.00......10 cents. | For orders from $60.01 to § 70.00..... 33 cents.
For orders from $20.01 to $30.00...... 15 cents. | For orders from $70.01 to $ 80.00..... 40 cents.
For orders from $30.01 to $40.00......20 cents. | For orders from $80.01 to § 90.00..... 45 cents.

Por orders from $40.01 to $50.00......25 cents. | For orders from $00.01 to $100.00..... 50 cents.

TABLE No. 8.

Payable in Cape Colony, France, Great Britain, Greece, Honduras (Republic), Italy, New South
Wales, Queensland, Russia, Salvador, South Australia, Tasmania, Vlictoria.

For orders from $ 0.01 to $10.00......10 cents.) or orders from $350.01 to § 60.00.....60 cents.
For orders from $10.01 to $20.00...... 20 cents. | For orders from $60.01 to $ 70.00.....70 cents.
For orders from $20.01 to $30.00...... 30 cents. | For orders from $£70.01 to $ 80.00..... 80 cents.
For orders from $30.01 to £40.00...... 40 cents. | For orders from $£80.01 to $ 90.00..... 90 cents.
For orders from $40.01 to $39.00...... 30 cents. | For orders from $90.01 to $100.00..... 1 dollar.

13. The foregoing tables, or those fn the Register of Money Order T'ost Offices, as amended by
publication In the Monthly Supplements, should be kept in sight and referred to, In order to ascertain
the correct fee to be charged for the Issue of a money order. The tables of fees printed on the
back of the applications for International money orders (Form No. G701) are often misleading,
because of changes made since some ‘of such forms now In the hands of postmasters were printed.
It is. impracticable to Issue a new edition and restock 8,000 post offices whenever a change of that
kind is made, but due notice of any such change Is always given in the Official Postal Guide.

14. International orders.— There are now in operation conventions for the exchange of money
orders between the United States and fifty-eight countries namcd below :

*¢Antigua. Chill. Honduras (Re- *Nevls. *Raint Lucla.
Apia, Samoa. Costa Rica public). *Newfoundland. ¢Saint Vincent.
Austria. *Cuba. Hongkong (China). New South Wales. Salvador.
*Bahama Islands. Denmark. Hungary. New Zealand. South Australla.
*Barbados, *Dominica. Italy (Including Norway. Sweden.
Belgium, Egypt. San Marlno). Orange River Switzerland.
*Bermuda, France, Algerla *Jamalca. Colony. Tasmania.
Bollvia. and Tunis Japan, Peru. The Transvaal,
*Britlsh Guiana. Germany. Liberia. *Philippine Islands. *Trinidad and
*British Honduras. Great Britain and Luxemburg. Portugal. Tobago.
*Canada. Ireland. *Mexico. Queensland. Victorla.
*Canal Zone, Greece. *Montserrat. Russlia. *Virgin Islands.

Cape Colony. *Grenada. Netherlands. *St. Kitts,

*Draw orders on domestic money order form.

A
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15.“Payment on an international order,— Upon receiving an international order, from the
tssuing postmaster, the remitter should forward it at his own cost to the payee, and should retain
the receipt form. In the case of orders drawn for payment in Apla, Austria, Belgium, Bolivia, Chill,
Costa Rica, Denmark, Egypt, Germany, Greece, Honduras (Republic), Hungary, Italy, -Japamn,
Liberia, Luxemburg, Nctherlands, Norway, Peru, Portugal, Russia, Salvador, Sweden, Switzerland,
the order is to be forwarded as a means of identification of the payee, although payment is effected
on an order of different form.

16. Rates of conversion.— The following are the rates adopted by this Department for the
conversion into foreign money of amounts of International money orders issued in the United States:

(a) Ome pound sterling (£) is equai to $4.87.

(8) One German mark Is equal to 23 9-10 cents.

(c) One French, Swiss or Belglan franc, or one Itallan lira, s equal to about 19 4-10 cemts
(Fra. 5.15=$1).

(d) One Portuguese milreis is equal to $1.08.

-(e) One Danish, Norwegian or Swedish crown 1s equal to 26 9-10 cents.

(f) One Austrian or Hungarian crown is equal to 20 4-10 cents.

(g) One Netherlands florin s equal to 40% cents.

(h) One Russian rouble 18 equal to 51.46 cents, and $1 is equal to 1 rouble, 94.33 copecks.

(f) The money of British Honduras, Canada, Cuba and Newfoundland, is similar in denomina-
tion and value to that of the United States.

(k) Amounts of orders payable in the Canal Zone, Mexico and the Phllippine Islands are
expressed in United States money, and the equivalent is paid thereon.

17. There is no fixed rate of conversion for money orders payable in Bolivia, Chili, Costa Rica,
Egypt, llonduras (Republic), Hongkong, Japan, Peru, Salvador. The amounts are
converted into the proper equivalents by the postal administrations of the countries of payment.
Money orders drawn for payment in Antigua, Bahamas, Barbados, Bermuda, British Guiana, Dominica,
Grenada, Jamalca, Montserrat, Nevis, St. Kitts, St. Lucia, St. Vincent, Trinidad and Tobago, aud
Virgin Islands, are issued on Domestic money order form, and the amounts are expressed in dollars
and cents only; payment is effected in those colonies in sterling money at the rate of £1 = $4.87.

18. Card order for Germany or Apia.— With the advice of each international order drawn for
paynient in Germany or Apla a card order must invariably be forwarded to the proper exchange
office. Advices and card orders payable in Germany should be forwarded to the New York Exchange
Ofice, and those payalle in Apia should be sent to San Francisco. Payment is effected both in
Germany and Apia on the card order. (See model of card order in the * International List.”)

19. Chinese and Japanese addresses.— Form G083 should be filled by the remitter and attached
to the advice of any order payable In Japan, or at a Japanese post office in China or Korea, when-
ever the remitter and payee are Japanese, Chinese or Korean.

20. Croatia and Slavonia.— Care should be taken in designating the nationality of orders to
distinguish between orders payable In Austria or Hungary. Orders payable in Croatia and Slavonia
are to be drawn as * Liungarian,” not * Austrian.” (See list of Territorial Divisions, International’
List.)

21. Transposed advices.— The transposition of advices is a frequent uuu of complaint, 'Errors
of this character will be avoided if:

(a) The application is numbered before the order is issued;

(b) The advice is completed at the moment the order is issued.

22, If this is impracticable, the advice before its dispatch should be earefnlly compared with
the application and coupon bearing the same number.

23. In addition to the countries with which the United States maintains a direct exchange of
money orders, there are a number of places and countries with which an * Indirect” exchange is
carried on, through the intermediary agency of a forelgn Post Office Department.

24. * Indirect Orders ” are to be drawn on the country which is named as the agent, and are
to be treated in every respect as if payable fn that country. Such orders and their advices are
not to be headed * China,” * Turkey,” * Morocco,” * Palestine’’ or * India,” but the nationality s
to be designated according to the country through whose agency payment is to be effected
* France,” * Germany,” * Hongkong,” * Japan,” * Austria,” or ‘ Great Britain” as the case may
be. If payment is to be made through Germany, a card order, Form No. 6309, should be issued and
sent to New York with the advice.

25. For orders payable through Austria, Belglum, Denmark, Egypt, Germany, Hongkong,
Japan, the Netherlands, Portugal, Sweden, and Switzerland the fees in Table No. 2 should be
charged, while in the case of orders payable through France, Great Britain, and Italy the fees in
Table 3 should be charged.

26. Remitters should be informed that orders drawn for payment.through the French Post
Office Department, through Hongkong, or New Zealand, or through the British Post Office Depart-
ment if drawn for payment at Panama, should be forwarded to the payees, to whom payment will
be made on the original order. In all other cases payment will be made on another order of
different form, forwarded by the Post Office Department which effects payment. In the latter case
it is, therefore, important that the full address of the payees, inciuding place of residence, be fur-
nigshed. For instance, the address, Bombay, India, or Jassy, Roumania, is Insufficient; street and
number should be given. (See Art. 83 for a partial list of large cities.)
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27. In the case of orders forwarded through Germany, Great Britain, Italy, Sweden, or Bwitzer
land, a small deduction is made from the value of the order, but no such deduction is made by
Germany on orders payable in Heligoland, or the German Post Offices in Africa, or by Great Britain
on orders payable at the BEritish Postal Agency at Panama.

28, For intermediary service the rates charged are as follows:

Great Britain: For each sum of £5 or fraction thereof....coccocv.en. eeessesesss 3 pence,
Italy: For each sum of 10 francs or fraction thereof.......co0cveueu.. feeeeeeeaen . 10 centimes.
Sweden: One-half per cent, of face value Of Order..ceeeeccecassssssnscssssasanns . 3% per cent.
Switzerland: For each sum of 50 francs or fraction thereof...eeeceeeeeienecacenne 25 centimes,

20, If the deduction for fee as indicated above would equal or exceed the face value of the
order applied for, the remitter should be so advised, and the order should not be issued.

30, Belection of agent.— It has hitherto been the practice of this Department when more than
one forelgn postal administration tendered its services as agent for the payment of money orders in
a glven locailty to accept all such offers and Include the names in the Indirect Exchange List,
leaving the selection to the remitter's decision. This course has been found to cause confusion, and
occasionally to lead to double payment; it has, therefore, been decided to name but one country as
agent for any one locality, the selection being determined by considerations of economy in the charge
for the service rendered or of greater expeditlon in transmission of the orders.

INDIRECT EXCHANGE LIST.

31. Subjoined 1is a list of countrles and places with which an * {ndirect exchange™ is maln-
tained, with the name of the country which acts as agent.

Through the inter-
Country. mediary agency of—
Aden .......... .00, .| Great Britaln,
Argentlne Republic, South Amerlca. .. e e Belgium.
Bahia-Blanca. (yualcguaychu. Rloja
Buenos Ayres, Jujui. Rosario [Banta Fé].
Catamarca. La Paz [Entre Rios]. Salta.
Colon [Entre Rios]. La Pla San-.l‘uan.
Ooneepelon del Uruguay La RIoja. San-Luis.
r Uruguay) Mendoza, San-Nicolas.
Concordia. Mercedes (Buenos Santa Fe,
Cordoba. Ayres). Santiago-del-Estero.
Corrlentes, Nogoya. Tucuman,
Esperansa. Parana, Uruguay.
Goya. Rafaela. Victoria [Entre Rios].
Gualeguay. Rio Cuarto, Villa-Marla,
AsSab, AfrICR v.vevveniennnnnennnnnn ceesesecsesaconsonans .| Italy.
AZOTeB ...ocevnnennn Cetrenesetactseneettanaans . 'ortugal.
Beloochl!stan, India ..o ioiiiiiiiiiiiI Great Britain,
Bengasl, Tripoll, Africa.......c.cveneeannecennn Italy.
Borneo, Eastern and Southern.........ococeaen. .| Netherlands.
BOrDeo .....c.viiuniiiiiieiniie et it Great Britain.
Kudat, Labuan, North Borneo, or Sandakan, Saraw k
BOSDIl .. it ittt ittt it a sttt ea et e Austria.
British Central Africa e eitesceeaaaan Great Britain,
Biantyre, Chiromo, Fort Johnstone, Zomba.
British East Africa, Protectorate of.........c..... e . Do,
British India (drnw on any oflice In British Indla) Do.
Bulgaria ..... Italy.
Burma, Indla. .. Great Britain,
Caroline Islands... ..U [ .+ | Germany,
Angaur, Palau, Ponape, Yap.
Ceylon cecececcsecoconettsscsasseseas st tastenttetessessosesasnns . .| Great Britain.
China
Amoy. South China.. Hongkong.
Canton, South China 0.
(.hung!ha ..... Japan.
Chefoo, North Chlnn Hongkong.
Chlnklang ceececssanas cesaeenn Japan.
Foochow, or Foucheou, South China .| Hongkong.
HangChoW v.veeeecnvoncacacnonnes Japan.
Hankow, or Hnukéou. North China. Hongkong.
Holhow (Island of Hainan), South c . ‘Jo.
Itschang . .| Germany,
Kaumi . Do.
Kiautschaa Do.
Kiukliang.. Japan.
Litsun .....cocevieinnnn. Germany,
Macao, Portugueue Colony o . .| Hongkong.
I\nnkln or Nanking...... Japan.
uwchwung or .\ewchang Do.
\‘lmrpo, North China. .| Hongkong.
Pekln ..oeiveeinnennn Japan.

Shanghaf, North China. ... .. .. i . i i i il il .. Hongkong
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Through the inter-

. Country. . " ' ' mediary agency of-—
China — Continued
Shanhalkwan ................ NI K £ 114 T R A
Shasl ........cciiiieveninans R I £: 9 1T
BV D . oottt iiinieeraeeniinerstassosassssssonsasssssansassssess. | GErmany,
Soochow .................. ... ... Ceesietesseataienseraenasaasen, | Japan,
Swatow, South’ Chlna.. vv.e.....| Hongkong.
Tientsln . ..cvetiiiienseeinesearessoacesossassantsnsunnenesesss..|dapan,
Tongku . D
Tschin, Germany,
Tsinan Do.
Tsingtau ceses Do.
Wel- Hal-Wel (including Island ot Llu Kung Tan), Hongkong.
Welhslen . oevevniiiniieiiierenensnnenss Germany,
Wubu ....... .| Japan,
Congo Free State, Afrlca ...... eetesssesarsnsanseesass... .| Belgium,
Banana. Boma,t Ellsa.bethvllle, Kambove, Klpa!la, Leopoldville, Matadi, I'errltory of
Sakania ............... s erersassasssassasasssanaessssesss.| Katanga,
Cook Islands, or Her\'ey Archlpelago i teteesentestenaseanstasaessnsss]| Now Zealand,
Altuki, Rarotonga.
Crete (Draw on any locality in Crete. Orders payable in Crete must not| Great Britaln.
....... Do.
Larnaca, leassol N lcosla, Papho, Troodos. Do.
obn, Saint Thomas. Neth
...... etherlands,
‘a, Bilifton and’ Rlouw Celebes. Eastern and Southern
lura, Molucca or Splce Islands, Sumatra.
eeseasssesssarsssesncsnsssesssssssnssssssssn..| Great Britain,
New Zealand.
Denmark,
Great Britain.
...... ceesas csses.| Sweden.
descadores Islands) (Draw on any offic .| Japan.
Afrlca....... o tiiiitneesiiisitesisaaseaseees. | Great Britain,
Africa...... Ceetetscisiiietiietsseeaeeaaaee .| Germany,
Agome Plllme. Togo, Kalkfontein, (std), 8. Otjimbingue, 8. w.
Anecho, W. Africa, rica,
Atnkpame. ogo, Karioib, S. W. Africa, Otjlwaronzo, 8. Ww.
Aus, 8. W. A Keetmanshoop, 8. W. trlcn,
Bagamoyo, Eut Atr!cn. Africa, Outjo. S. W. Africa,
Bethanien, Kilwa, East Africa, Pnngnnl. East Africa,
Bibundi, Kleln Popo (or Little Rehoboth, S. W. Africa.
Buea, Cameroons, Im). Togo, Rio del Rey, Cameroons,
Cameroons (or Kamer- Krlb Lamerwnl, Saadani, East Africa,
ouns), W. Africa. Seeheim, 8. W. Afrlca,
Campo, Cameroons, Llndl Enst Africa, Sokode, - Togo,
Dar es Salaam, East Lome, Togo, Swakopmund, 8, W.
Africa, Liideritzbucht, 8. w. Africa,
Duala, Cameroons, Africa, Tauga, East Africa,
Edea, Cameroons, Maltahohe, Tsumeb,
Gibeon, 8. W. Africa, Mikindani, East Africa, Usakos,
Gobabls, S. W, Africa, Mohoro, East Africa, Victorla, Cameroons,
Grootfontein, 8. W. Okahandja, S. W. Africa, Warmbad, S. W. Africa,
Africa, Omaruru, S. W. Africa, ‘Windhoek, 8. w.
Jaunde, Cameroons, Otawi, S, W, Afrlca, Africa.
Gibraltar ............... ..ot
Goa, Malabar Coast, Tndia...... . .. S SSERESPRPPSR Great Britain.
Gold Coast Colony, Africa. ......... Do.
Accra, Ada, Axim, Cape Coast Castle, letta, ' Sait Pond Se‘kondl
Winneba. ¢
Heligoland ............ R R R [ I58 TT L
Herzegovina ....... e Ciieieesessescarsaessassasnsseanse..| Austria,
Iceland ........... .. iiiiiiiiinenn, Ceieieteetieeiaesaeesaasseesass. | Denmark,
Karafuto (Japanese Saghallen).......... ......| Japan.
Gaukinoursukoe (Galkino-Vraskoe), K ushunkotnn (Kornkoﬂ), Mauka. A

Uradimirofuka (Vladimirofka).
Korea (draw on any post office in Korea)......ccocvvuun.
Ladrones, or Marilan Islands.....
Sal{)nn.

Lagos, West Coast of Afrlca......ccoiieeerenecensscnanns

Lamu, East Coast of Africa

Madeira Islands...

Malta ........

Blrchlrcara, Cosplcua, Sllema, Valettn. "Vietoria (Gozo)

Manchuria ...
Antoken (Antung),
Bujun (Fushum),
Darfen (Tallen)
Dalsekkio (Tashlchlao),

I I I S R A

D R I R R

..... P T R I I R R

D R I teescessscasesen st e

Howojo (Fenghuangcheng),
Kaljo (Halcheng),
Kelkanzan  (or Chikuan-

Giukaton (Newchatun),
Gwaboten (Wafangtien),
Hankaton (Fanchiatun),
Hoten (Mukden),

ghan),
Kinshu (Chinchow),
Kloto or (Chlaotau),
Koshurel (Kungchuling),
Kwanjoshl (Kwanchengtsz),

Do,
Through Germany.
Great Britain.

Portu
(zreat%rltaln.

Japan,

+ N. B.— The words Territory of Katanga refer only to

Sakania,

Elisabethville, Kambove, Kipaila and
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Country.

Through the inter-
mediary agency of—

Marshall T8landS.......ovueeeuecnnreresaacessacscscassssasscssnssessss
ngult
Massowa, or Massauah, AfrICh. ......ueeerreersenenesenenesesnsasesanes
Maurltius ... itiiittieneeetenuieneratseeeoesassesosancnsssoannssssasns
Port Louls.
Magadisho, Benadlr, Somallland .......coceiveeeecascensssseccasssscnsssans
Mombasa, East Coast of Africa......... e eetratesttesaattattsennseannan
Monaco, i’rlnclpallty 0 S
Morocco :
Casablanca .....
Fes (or Fez)..
Larache, Mazagan, Mogador, Rabnt Safr
Oudjda .....
Marrakesn ...
Rabat ...........oiviiiiaen
Sa
Tangler .........
TetOUAD ...t iiieeiienneoensoonssoassooscsasssnsosnsanassnananns
Mozambique, East AfrIcA.......ccirereeeerennocesssenssonntsosnsononnas
Lourenco Marques, Mozambiquc .
Muscat, Arabia.......
Natal (Colony of), SoULD ATFICH. + n s v rve e e e s
New Guinea (Papua), Australasia................. R R RRRELE
Berlinhafen, Finschhafen, Friedrich - Wllhclmshnfo Herbertshohe.
Kaewieng, Kleta, Rabaul (or Slmpsonhaten), Nephnusort
Niger Coast, Afrfca.......v.vevvevereneraancns
Akassa, Asaba, Benin, Bonny, Brass, De Gnma (hew Cnlt\bar), I‘orcadoa,
Oid Calabar, Opobo, Sapele, Warrl.
Nigeria, NOPtherR . .....iieaienctonscsesesesssrosessosssasssonsssnsenans
Nigeria, SOULheIN ...c..oivvevecresssonessssassnesossesasssnsssssssaans
Niue, Savage Island......
Panama, British Postal Agency..... oot eienieerereeteraocnsoaaacns
* Orders payable in the Canal Zone (lsthmns of Panama) are issued on
Domostlc form,.at Domestic rates.
Penrhyn I8land ........cvuiiiiieriitecoasocrsrssosssssscsessasssasnses
Persia ..........0c0nenn
Abu-shehr (or Bushlre), Bahrain Bunder Abbas (or Gombroon), Jask,
Lingo (or Lingor), Mohammerah.
Pondicherry, India ........
Rhodesia (Southern), Africa. . ceesresesians
Mashonaland, Matabeleland, rthern Zambesi
Rodrigues, Island of, Indian OcCeaD....vvivetvretrecreesrooncenasaescnnss
ROUMADIN «oiverirensavrenesrossoscsscecssrssroscttascessansssassnsnns
Salnt Helen. .. .coiveiviitearsosicedosssesssesesosessssssssoncsnssansces
NAD MATIDO. c v ettt iiiietieonsoeasesorooaeesateosssoassonsesassnansnssan
T ¥
Seychelle ISlands. ... covviveiireiioneseneseoersoesosnsassssssncssssssoas
Mahe Island. .

R R R R N I R Y
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Ayuthia, Lampang, . Phrapatom,
Bangkok, Makeng, Pitsunaloke,
Chalya, Nau, Puket,
Chantaboon, Pachim, Raheng,
Chiengmal, . Paknampoh, Ratburee,
Chiengraf, Patani, . Singora,
Choomgon, Patrlew, Ubon.
Korat,

Sierra Leone, West Coast of AfTICB. ... ... vviveinrinnsncesssessasasacsens
Bonthe Qhelbw Ireetown, Kent, Waterloo.

Somalfland, -East At‘rlm.
Soudan .........

Berber, Dongnla Due‘m, El Obeld. "Gailabat, (.edaret “falfa Camp.
I1alfaya, hussalu Khartoum, Merawi, Omdurman, Butna, Shen i
Suakim, Tokar, “ad-‘\iedanl

Stralt Settlements........

Malacca, Penang, Slngupore

Tripoll, Barbary, Afrlcn. . ceueeieei i inearsaenesistracasansnsnns,.
Tunls, Regenc_y of Africa............ FE N
Turkey In Asla

Alexnndrctta (Isknnderoon, or Skanderoon), Syria.. Ceeeeri e

Bagdad ........... ittt e P

Basra, or Bassorah.................. e

Bethlchem, Talestine. . ........oovoeerareraeenions

Beyroot, Beyrouth, or Beirut, I'alestine. . ... .

Caipha, Iluifa, or Kalfa, Talestine. . .oovorvnnennins

Dardanclles (THe) ....vneenooennononnons . ..

Dédc-Agateh, Rhodes ................................

Ineboll ........ T T 1

Jaffa, Palestine.. ... ..o i i i et e

Jerusalem, Palestine ............iiiiiin it ’

Kerassunde (or Kherassoon) B IR
Mersina, Syria.... -
Mitylene .....
Nazareth, Palestine .

Through Germauy.

Italy.

Great Britain,
Italy.

Great Britain,
France,

Germany,

France.

Germany.
Do.

France,

I'ransvaal,

Great Britain,
o,

0.
Germany,
Great Britaln,

Do.

New Zealand.
Great Britain,

New Zealand.
Great Britain.

Do.

Do.
Switzerlana,
Great Britain.
Italy.
Switzerland.
Great Britain.

Germany.

Great Britaln.
. Do.
Egypt.
Great Britain.
France,

Do.

Austria.
Grea%) Britain,

0.
Aust%

RBOES tuveeniennenntnnnneneeneneeennnieaeeneninnnneans [
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- Through the intes
Country. mediary agency of—
‘Furkey M Asia — Continned Austria,
san'ed (or Safed), Palestlne......cocvvvcnennnnns. Bo.
............... RIS 0,
Sclo orChlos........... ...... cessecscssens Do.
Smyrna ......0.00000. ceresstatnenean teeiseetienasectenansetannn Do.
leerlas. Palesune cecesessceensesetecsetsassanannas ceteccannanaan Do.
Tre bizond ....... cesessssertaensannns cteccecsee cececcassassanenean Do.
;;oli 18 o -
Turkey Europe: Do.
Aviona, or ValoD& ..eevevecvnrcncccnncnns ceeseeteneencanetneaanann Do.
Constantinople .....cec000eieveans Ceessesscsnssann esescennscancnn. Do.
Durazzp ............ teseeaiiane teeeriaas Cecreniiiaiaann erereean Do.
JANINA ...cevcecesencecnaeann teteeeat i eetet ettt at et anaannnon Do.
T U ceetsecscosnsnaenas Do,
LBBOS tuuuvroeaneecnonenennneenneoneseassonessaronnnsennesnnannea. Do.
Previsa ... ceciieiiiiiiiiiiiiiieiiienas tetesscsnssnsanns ceeeen Do,
BAIODICA o vvvenieneeneeruneennoaseososoannnncanasnnas teceesnnnen Do.
San Glovanni df Medua. Ceieetees  seereaesanas Ceeeisranaaa Do.
Sant] QUArADtA. . v ittt ittt ie et aaaa. eeaen Do.
Scutarl, AlbaBIA......coceiiiiiii i i i i i it et Do.
Uganda Protectorfte. ......ouenenenensnenssesnsnonenonns cevsesns ;
Entebbe, Kampala. Great Britain.
Vathy, Island of Snmos .. .| France.
Western Australla................ Great Britain.
Zanzibar, East Coast of Africa.. Do.
Zululand, South AfrICA . .v.vititiiieriereeoneneeseneenacasosacnnanes Do.

LIST OF LARGE CITIES,
32. Remitters should be required to furnish the street address of payees residing tn any of

the cities named below,

33. It Is impractlcable to furnish a list of all cities for which street address should be glven.
Remitters should be cautioned that it is advisable to furnish addresses as fully as possible.

AUSTRIA-HUNGARY.

Anstr_la H Austrla—-Continued Hungary : Hungary—Continued.
Brinn Ling Budapest Szabadka .
Czernowits Pllsen Deb 8
Grats Prague reczen zeged
Krakau Tricste Kolozsvar Temesvar
Lemberg (Lwow) Vienna (Wien) Pozsony Zagrab (Agram) Croatia

BELGIUM. NETHERLANDS.

Antwerp (Anvers) Ghent (Gand) Amsterdam The Hague ('s Grav- -

Bruges Lidge enhage)

Brussels (Bruxelles) Mechlin (Malines) Rotterdam Ttrecht

Courtral Ostende NORWAY.

Bergen Kristianla
DENMARK,
Copenhagen (Kjdben- Aarhus FORTOGAL.
havn) Lisbon Funchal, Madeira
GERMANTY. Oporto Ponta Delgada, Azores

Aachen Fssen ROUMANIA,

Altona Frankfurt-on-Main Bucharest Jassy

Barmen Hamburg

Berlin Hannover RUSSIA.

Bremen’ Klel *Grodna Odessa

Breslau Kdnlgsberg, East Prussia | *Kazan Riga

Brunswick (Braun- Lelpzig *Kharkov *St. Petersburg
schwelg) Magdeburg Kiev *Saratov

Charlottenburg Mannheim Lods *Vilna

Chemnitz Munlch (Mfinchen) *Minsk sWarsaw

Cologne (Cdln) Niiremberg *Moscow

Danzig Posen SWEDEN,

Dortmund Stettin Gotebo:

S Norrkdping

Dresden Stl‘ﬂSS.b“l'z, Elsass Jﬁnkﬁplnx Stockholm

Disseldorf Stuttgart Malmd

Elberfeld

*Capital of & government (Gubernl) of same name.
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ITALY. SWITZBRLAND.
Alcssandria Modena Bale (Basel) Geneva (Genf)
Bari Naplés (Napoll) Berne (Gendve)
Bologna Padua (Padova) Ziirich
Brescia Palermo BRITISH INDIA.
«Catania Perugia
Ferrara Benares Lahore
Pisa Bombay Lucknow
Florence (Firenge) Ravenna Calcutta Madras
Genoa (Genova) Rome Delhi Rangoon
Leghorn (Livorno) Turin (Torino)
Lucca Venice (Venezia) MEXICO.
Messina Verona Guadalajara . Monterey
Milan (Milano) Leon Puebla
Mexico City San Lais Potosl

84, Applications for duplicates of lost money orders issued or payable in Bahamas, Bermuda,
British Guiana, British Honduras, Canada, Canal Zone, Cuba, Mexico, Newfoundland, the Philippine Is-
lands, or the following islands in the West Indies: Antigus, Barbsdos, Dominica, Grenada, Jamaica,
‘Montserrat, Nevis, Bt. Kitts, 8t. Lucia, 8t. Vincent, Trinidad and Tobago, Virgin Islands.— Postmasters
in the United States should apply for duplicates of orders issued or payable in these countries,
on Form 6002, and transmit such form to the Department, under cover of an envelope addressed
to the Third Assistant Postmaster-General, Division of Money Orders, Washington, D. C.

85. Duplicates of invalid orders,—Applications should be made on Form 6002 to obtaln a
duplicate of an order issued or payable in one of the countries enumerated in the preceding para-
graph which may have become invalid by reason of age. Application for such a duplicate should
be sent, with the original order and advice, to the Third Assistant Postmaster-General, Division of
Money Orders.

MONEY ORDER B'USINESS WITH MEXICO ON THE DOMESTIC BASIS IN EFFECT
OCTOBER 1, 1909.

86. The instructions contained in Circular No. 6377 relative to the transaction of money order
business with Canada, Cuba, and certain other countries, will for the present apply In general to
the transaction of money order business with Mexico; speclal attention, however, is directed to the
following features of the exchange with that country:

87. Money orders issued in the United States will be drawn In dollars and cents, in the same
manner as all other orders drawn on the domestic form ; but will be payable in Mexico in Mexican
currency at the rate of two pesos for every dollar, and two centavos for every cent. The currency
of Mexico consists of pesos and centavos, each peso containing one hundred centavos, and the
Mexican peso is valued at fifty cents United States currency. Money orders for payment in Mexico
must be carefully drawn on a duly authorized money order office in that country. The name of the
office must be very plainly written, and the name of the State in which it is situated given. This is
very important, as there are numerous offices of similar names in different parts of Mexico. In
writing the name of the State the official abbreviation thereof may be used.

88. The alphabetical list of offices in Mexico, authorized to issue and pay money orders, with
the States in which they are respectively situated, will be printed in the Register of Money Order
Post Offices published annually by the Department.

89. Money orders issued In Mexico will be drawn in Mexican currency (pesos and centavos)
and will be payable in the United States at the rate of one dollar for every two pesos, one cent
for every two centavos.

40. The amounts of such orders will be In even numbers in so far as centavos are concerned,
but should a money order be drawn through error for an odd amount In centavos, the paying
postmaster will disregard the odd centavo, and pay the equivalent of the even sum. For example,
should a Mexican order be drawn for twenty-five centavos, it would be payable in the United States
for twelve cents (equals twenty-four centavos) only.

41. Each Mexican money order paid should be marked with red ink with the amount paid
thereon in United States money, which should be one-half of the amount in Mexican money. This
amount should be plainly written in the upper right-hand corner of the order and directly
under the entry ot Mexican money, example:

$99.40
49.70

Amount issued in Mexican money.......c..cc0uo.. [

T Ceraneenaes

If the conversion of Mexican money to the United States money results in one-half cent, such
one-half cent is to be dropped.

42. A list of the numerals in the Spanish language from one to one hundred iz printed in the
Reglster of Money Order Post Offices pub.ished by the Department.
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TREATMENT OF CANADIAN POSTAL NOTES WHEN PRESENTED FOR PAY-
MENT IN THE UNITED STATES.

43. Canadian postal notes, If presented for payment within twelve months from the date of
fssue, may be paid at money order offices in the Uunited States, provided that:

(¢) They show no evidence of alteration or correction;

(b) Are properly drawn on the money order office where presented;

(c) Bear the impression of the date stamp of the Issulng office;

(d) Are presented by the payee named in the body of the postal note, and are recelpted by
him either on the face or the back of the note.

Payment should not be refused because & note:

(e) Bears an Indistinct date;

(f) Is drawn on a station of the office where presented;

(g) Falls ‘to designate the paying office correctly or omits entirely to name it.

Before paylng an Imperfect note, however, the postmaster should satisfy himsclf of the
identity and responsibility of the payee, as well as that his office Is the one intended.

44, Canadian postal notes are drawn and payable for fixed sums printed on the notes; post-
masters should effect payment for such sums only, and should not include therein the value of
Canadian postage stamps, If any, attached thereto.

45, Canadian postal notes have no advices, they are not negotiable, they are payable only to
the payees named, and their transfer by endorsement s prohibited. The stamp Impressions
placed thereon, however, by banks forwarding them for collection are not to be regarded as
endorsements,

46. Except as otherwise provided herein, the terms of section 1004, Dostal Laws and
Regulations. arc applicable to the payment of Canadian postal notes.

.47. Payment of a Canadian postal note should be refused (a) when it is presented at a
money order office other than the one drawn upon, or by a person other than the one named
therein; (b) when it lacks the stamp of the office for which it was printed; (¢) or bears evidence
of alteration.

48. The holder of a rejected note should be advised to return it to the sender for repayment.

49. Postal notes must be properly receipted before payment, and immediately thereafter must
be stamped with the impression of the money order dating stamp of the paying office.

G0. Credit for payment of Canadipn postal notes should Le taken in the money order state-
ment and the paid notes should be transmitted. to the Auditor as vouchers, with the statement
in which credit is claimed.

BRITISH “POSTAL ORDERS8” NOT PAYABLE IN THE UNITED STATES.

51. Postmasters In the United States must not *cash” British * postal orders,” or *postal
orders ” (postal notes) originating in any British possession, except Canada.

52. The conventions between the United States and other countries provide for the exchange
of regular money orders only. IHolders of * postal orders’ other than Canadian must be Informed
that such instruments are not payable in the United States and that they should be returned to
the senders. In an exceptional case, a postmaster may, at the request of the owner, send such
‘* postal order” to this Department, for transmission to the Dritish Office, with a request for
payment by means of an International money order for the same amount, less fee and poundage
due, but the practice of receiving remittances in this form must not be encouraged.

53. * Postal orders” are printed In fixed denominations, without advices, and must not be
confounded with the regular international money orders, which have corresponding advices, and in
which the amount Is written by the issuing postmaster.

DEFECTIVE FOREIGN MONEY ORDERS, CASHED IN THE UNITED STATES, NOT
TO BE SENT TO THE ISSUING POSTMASTERS FOR: REIMBURSEMENT.

54. Defcctive money orders, fssued in other countries, and cashed by postmasters in this
country under the provisfons of section 1003, Postal Laws and Regulations, are sometimes returned
to the Issulng postmasters. for relmbursement by draft or otherwise,

55. Orders fissued in another country, and cashed under the provisions of the sald sectlon,
should invariably be sent, with the corresponding advices, to the Third Assistant Postmaster-
General, Division of Money Orders, for adjustment.

60, Forms Nos. 6079 and 6388, employed for the exchange of Irregular orders between post
offices, are to be uscd only in transacticns between postmasters In the United Statds, and must
never be sent to a postmaster in another country.

PAID INTERNATIONAL MONEY ORDERS TO BE TRANSMITTED TO AUDITOR
WITH MONEY ORDER STATEMENTS.

07. Postmasters are requested to cause international forms to be enclosed with statements In
& separate package from the domestic pald orders, and wrapped in such manner that they will be
tully protected from injury in tranmsit.
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INTERNATIONAL ORDERS PAID AND iNTERNATIONAL ORDERS REPAID WJST
BE TAKEN UP SEPARATELY UNDER APPROPRIATE HEADINGS IN POST-
MASTERS'’ MONEY ORDER STATEMENTS.

68. The former practice of clalming credit for authorizations for repayment of international
orders issued with international orders pald under the single heading * International Orders
I'aid and Repaid " must be discontinued, for the renson that under such an arrangement It is
not practicable to ascertain accurately the total amount of orders.pafd that have been issued in
foreign countries.

59. Postmasters authorized to transact International money order business must clalm credit
for authorizations for repayment of international orders under a separate heading to be designated
** International Money Orvders Repald.” They must first write the heading * International Orders
I'aild " and thereunder enter particulars of pald Ianternatlonal orders; them write -the ).}nding'
* International Orders Repaid’ and enter thereunder the particulars of lnternltlonal order!,
repaid under authorizations issued by the Department.

60. Postmasters will understand that these instructions apply’ solely “to business conducted on
the international basis and by means of international money order forms, and does not apply to
international business transacted on the domestic Lasis on domestic money order forms,

BRITISH AND FRENCH ORDERS.

61. Postmasters at international money order offices are requested to observe strictly, in the
future, sections 1084 and 1085 of the DPostal Regulations. Large and constantly increasing
numbers of British and French orders are recelved by the Audlitor which are not endorsed with
the amounts paid in United States currency and, more jimportant stiil, the International, or
cxchange number which is stamped on the back of every British or French advice is not written
in red ink on the face of the order at time of payment, as required by the regulations referred to.
This Is a serious omisslon, imposing a large amount of extra labor on the auditing force, and,
as a consequence, settlements are greatly delayed.

“SPECIAL” MONEY ORDER APPLICATIONS BEARING PRINTED NAMES AND
ADDRESSES OF PAYEES.

62. “ Special " applications are no longer furnished by this Department. TPostmasters are
notified that ordinary applicatlons (6001) are not to be supplied to business firms or individuals
who request them for the purpose of having same overprinted with their names and addresses.

63. 1f, however, those requesting ‘ special” applications are willing to furnish entirely at
their own expense fac similes of the ordinary applications, No. 6001, with their names and ad-
dresses printed therein, postmasters will advise such applicants to first obtain permission from the
Third Assistant DPostmaster-General (Divisicn of Money Orders) through the postmaster at the
place where their business is located. Such ‘ special™ applications for money orders must be
made on blanks of the form prescribed by the Department, which will require that it be furnished
with a sample of each edition of * speciai ' applications thus printed.

STEEL CLIPS, PINS, ETC., NOT TO BE USED IN ATTACHING ADVICES.

64. At many large offices machines are used for opening the envelopes containing money order
advices. Envelopes which contain enclosures fastened with metal fastenings greatly injure these
machines, and in some instances destroy delicate portions of the machinery. All postmasters are,
therefore, enjoined to exercise great care in this matter.

APPLICATIONS FOR MONEY ORDERS THROUGH RURAL CARRIERS.

65. Postmasters at rural delivery offices are directed to make it a practice, when mailing to the
remitter the receipt for amount of a money order issued upon application made through a carrier,
to enclose a blank application, Form 6001, for the remitter’s use when next in need of & money
order.

66. It has heen brought to the notice of the Department that such a practice already obtalns
to some extent and results advantageously, not only serving to impress upon the patron the fact that
the money order system is conducted for the convenlence of the public, but causing him, when next
he desires to make a remittance, to have an application prepared and ready for the carrier, instead
of delaying the carrier while one or the other of them fills out a form of that kind.

067. To the blank application may be appended a slip briefly advising the patron as to the pure
pose for which it is sent.

68. This.is not to be construed as authorizing any relaxation of the rule which requires that
carriers take with them on their trips, as a part of thelr equipment, a supply of blank applications
for the use of intending remitters.

TRANSFERS OF POSTAL OR MONEY ORDER FUNDS.

69. Much annoyance and delay In auditing money order accounts are cansed by Irregularities
in entering in money order statements transfers of fund< from or to the money order account.

%70. Postmasters must comply strictly with the requirements of sections 1100, 1101 and
1102 of the Postal T.aws and Regulations.
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71. Any transfer of funds from postal to money order account must be entered as a debit in the
money order statement, and as a credit in the general postal account, and if a surplus remains on
hand after payment of the money orders for which the funds were transferred, the residue must
not be re-transferred to postal account, but must be deposited as surplus money order funds.

72. If it becomes necessary to transfer money order funds to postal account (sec. 1101), the
item must be entered as a credit in the money order statement and as a debit in the postal
account, .

73. The transfer of fractions of dollars 18 prohlbited; all transfers must be made in com-
plete dollars; and In any case notice thercof must be sent immediately on Form 6024, in a
separate envelope addressed to the Auditor for the Post Office Department, Recording Division.

INVALID DOMESTIC MONEY ORDER ADVICES.

74. The Auditor for the Post Office Department has called attention to the fact that large
numbers of invalld domestic advices are recelved which are not accompanied by Form 6686 as
required by section 1132, Postal Laws and Regulations, Such carelessness on the part of post-
masters results in the performance of much labor in the office of the Auditor which would otherwise
be unnecessary.

75. It is lmportant that postmasters at money order offices promptly forward to *“ The Auditor
for the Post Office Department, Washington, D. C.,” monthly statements (Form 6686) on which are
listed ail advices of unpald invalid domestic money orders, and that such advices accompany the
list. See in this comnection section 1035, Postal Laws and Regulations. It is especially necessary,
in order that the work of the Auditor may be facilitated, that postmasters comply strictly with
the requirements of the sections here mentioned.

MONEY ORDER STATEMENTS.

76. Money order statements in many cases are not rendered promptly at the close of the
periods for which statements are required, and many entries and additions therein are not verified.

77. The statements must be prepared carefully, and forwarded to the Auditor promptly at the
close of the period covered thereby, conformably to section 1125 of the Postal Laws and
Regulatlons.

78. In fssuilng money orders, especially on taking up & new book of money order forms, care
must be exercised to avoid breaks In sequence of numbers. '

79. When entering 1ssued or pald money orders in the statements separate lists should be made
of domestic and international orders, and they should not be combined in the recapitulation or
In the summary. )

80. In entry of credit for certificates of deposit the name of the depository office should not
be omitted.

81. Care should be exercised in making press copies of money order statements. The cloths
used for this purpose should not be too damp, as this causes the writing to become blurred. The
entries should remain clear and distinct, and the statements should not be forwarded 'to the
Auditor when not In legible condition.

SURPLUS MONEY ORDER FUNDS8 AND RESERVES.

82. It 18 observed that in many instances postmasters do not remit surplus money order funds
as instructed in sectlons 1110, 1112, 1113 and 1114 of the Postal Laws and Regulations, and
that others do not report on lower left-hand corner of the statement summaries the dates and
amounts of remittances In transit for which no certificates of deposit have been received, or the
dates and amounts of remittances that will be made of funds already on hand. Some postmasters
at offices where money order reserves have been granted fail to enter the amount thereof in the
space provided on the lower right-hand corner of money order statement summaries, while others
clalm reserves when none have been authorized by the Department in pursuance of section 1114,
Such carelessness or willful omissions of entries materially affects the efficlency rating of post-
masters. Printed Instructions on money order statement blanks are for the guidance of post-
masters, and should be observed in rendering weekly or monthly reports of money order business.
Sce sectlon 270 of the Postal Laws and Regulations.

MONEY ORDER DEPOSITARY POSTMASTERS TO FORWARD THE ORIGINAL
CERTIFICATE OF DEPOSIT TO AUDITOR WITH MEMORANDUM OF RE-
MITTANCES, FORM 6025, BEGINNING JULY 1, 1909.

83. Section 1119 of the Postal Laws and Regulations as amended by Order No. 1373 of May
13, 1008, has been further amended to read as follows — the change effective July 1, 1909:

“ SEC. 1119. Postmasters at depository offices for money order funds must enter every deposit
of such funds in the proper account, and on a ‘ Memorandum of Remittances Recelved on Money
Order Account’ (Form 6025), which will be forwarded to the Auditor for the Post Office Depart-

2
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ment at fhe close of the perlod designated (weekly or monthly, as the case may be) for the
rendition of money order statements. Postmasters at depository offices will charge in their money
order statements the total of cash received, as shown on the ‘Memorandum of Remittances’ for
a given period.

*2, Certlficates of deposit are numbered consecutively and will be issued In duplicate for
every deposit, the one marked ‘Original’ to be sent to the Auditor for the Post Office Department
with the ‘Memorandum of Remittances’ and the one marked ‘Duplicate’ to be sent to the
depositing postmaster to be retained by him as a voucher.

“8. A special form (O) will be provided to be used when the remitting postmaster fafls to
receive Form O!, when a Post Office Inspector requires a certificate of deposit covering a collec-
tion, or when the supply of regular blank certificates (Form O') becomes exhausted, in which
case the number will be continued and written on the forms O until regular certificates are
received, when those corresponding In number with the special forms which have been issued
must be destroyed.™ :

84. Postmasters will observe that while certificates of deposit on money order account will
continue to be Issucd in duplicate for every deposit, the duplicate certificate only is to be sent to
the remitting postmaster for retention by him as a voucher. The original certificate must be for-
warded to the Auditor for the Post Office Department by the depositary postmaster with memo-
randum of remittances, Form 6025,

POSTAGE STAMPS AND OTHER STAMPED PAPER.

1. In connection with the following instructions, the attention of postmasters is directed to the
Postal Laws and Regulations of 1902 (secs. 132 to 140, 828 to 340), and to the Supplement of 1907
(secs. 137 and 255). For amendments to scctions 255, 329, 336, 337, 1580 to 1587, and 1591. see
pages 36, 42, 43, 78 to 97 inclusive of this Guide.

REQUISITIONS FOR STAMPED PAPER.

2. Supplies of postage stamps and other stamped paper must be secured from the Third
Assistant Postmaster-General, Division of Stamps, by requisition on the following blank forms:

For ordinary and special delivery stamps, postal cards, ordinary stamped envelopes,

and newspAper WrapPerS......eeceececess T D . ( 1) §
For special-request and office-request stamped envelopeS......e.eceeeessssccnsessssese NoO. 83202
For books of stamps, No. 3203 or revised form No. 8201,
For postage-due stamps, No. 3283 or revised form 3201,
For international reply-coupons, revised form 8201 ; see also paragraph 405, page 38.

8. A consolidated form, numbered 8201, is now furnished postmasters for use in drawing requl-.
sition for ordinary and special-delivery stamps, due stamps, stamp books, international reply-
coupons, postal cards and ordinary stamped envelopes.

4. Frequent requisitlons (except for speclal-request envelopes) must be avoided. Postmnasters
must carefully estimate thelr probable needs, and make requisition for three to nine months’
supply of stamps, stamp books, cards, envelopes, etc., at the same time, dut not exceeding the
amount that can be given adequate protection. Sce scction 356, Postal Laws and Regulations,
also page 48, of this Guide, as to care of stock. Large requisitions greatly facilitate and simplify -
the Department’s work, and minimize accounting in post offices. See paragraphs 10, 13, 14 and 16,
page 35. )

5. Postmasters must not register requisitions or recelpts for stamped paper, enclose them with
quarterly reports, certificates of deposit, or papers Intended for or addressed to other bureaus.
They should be sent by ordinary mail in penalty envelopcs plainly addressed to the Third Assistant
Postmaster-General, Division of Stamps, Washington, D. C., The words * Division of Stamps”™ must
be included in the address on the envelope; if omitted, the filling of requisitions may be delayed.
Officlal envelopes and requisition blanks are furnished by the Fourth Assistant Postmaster-General,
Diviston of Supplies.

6. Requisitions and receipts must be signed legibly, in writing and with ink, by the post-
master himself when possible, and exactly as his bond is signed. In the absence of the postmaster,
or after his death or suspension and pending the appointment of an acting postmaster, the post-
master’s assistant or bondsman should sign, writing his own name and title in full under those of
the postmaster. (See secs. 246 and 248, P. L. and R))

7. When requisition {s made for an unusually large supply of postage stamps or other stamped
paper to fill a special order, the postmaster should give the name and business address of the pur-
chaser, and state where the matter originated and is to be mailed.

8. Communications to be separate from requisitions. Communications must not be written on
requisitions (excepting the statements required by paragraphs 69, 72 and 81, pages 42 and 43 of this
Guide), or on receipts, and the latter must be signed and returned unaltered, promptly on
arrival of the stock. Any remarks should be made in a letter, bearing names of post office and
state and the postmaster's signature, and pinned to the requisition or receipt.
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QUANTITIES OF STAMPED PAPER SUPPLIED.

9. Postage stamp supplies are furnished in the following minlmum quantities, or multiples
thereof :

Ordinary stamps, 100 of either 1, 2, 3, 4, 5, 6, 8, 10 or 13 cent; 20 of 15 cent; 10 of 50 cent:
0 of either $1, $2 or $5. The 13c, $2 and $5 stamps will be discontinued when the Department's
present stock on hand becomes exhausted.

Speclal-delivery stamps, 10.

Stamp books, 10 of a single denomination and size. See paragraph 14,

Due stamps, 100 of either 1, 2, 3 or 5 cent; 50 of 10 cent; 10 of either 30 or 50 cent.

Postal cards, 500 of either “K" or “McKinley” domestic single; 250 of either “D*
domestic or “ F ” foreign reply; 100 of “ E " foreign single.

Ordinary stamped envelopes or newspaper wrappers, 250 of & single size, quality and de-
nomination,

Speclal-request or office-request stamped envelopes, 500 of a single size, quality, denomination
and return-card. ’

10. Requisition should be made for 10,000, 50,000 or 200,000 stamps of each denomina-
tion, or for multiples of these quantities, provided the stamps will be necded within a reasonable
time; that is, 10,000 2-cent rather than 7,000, 50,000 rather than 30,000, 200,000 rather than
150,000. For convenience in handling, postage stamps are put up in sealed packages of 10,000,
with the margins of the sheets stitched together. The issuing of stamps In this form is of advan-
tage to postmasters as well as to the Department. Postmasters whose sales amount within nine
months to 10,000 or more stamps of any denomination should make requisition for lots of 10,000
or multiples of 10,000, provided they can be protected. See paragraph 4, page 34.

11, “McKinley” 1-cent postal cards are issued omly in lots of 500, 1,000, 2,000, 5,000, or
multiples of 5,000, Cards in sheet form, for printing purposes, are issued only in boxes containing
12,000.

12. Sheets of postal cards.— “ McKinley ” 1c postal cards are furnished in sheets of 80 each,
when desired in that form for printing purposes. The sheet is 5 cards wide by 6 cards from top
to bottom; the Blze of the sheet is 28.25 by 19.5 Inches, including 3§-Iinch trim on each side. To
be valid for postage, the cards must be cut accurately to regulation size, 3.25 by 5.5 inches. To
secure postal cards in sheet form, the word ‘‘ Sheets' should be plainly written on the requisf-
tion blank opposite the item.

138. To facllitate the issulng of postal cards, stamped envelopes and newspaper wrappers,
postmasters should so far as possible draw requisitions for full cases of 5,000 or 10,000. That fis,
5,000 rather than 3,000; 10,000 rather than 7,000, etc. In these quantities the cards and
envelopes are put up In wooden cases or boxboard contalners which withstand shipment better
than paper-wrapped packages.

14, Books of stamps are packed In boxes containing 1,000 of the 12-stamp books or 500 of
the 24 or 48-stamp books. For the smaller post offices they are packed In boxes containing 60
books of 12, 24, or 48 stamps. Boxes are also Issued containing a total of 60 books of differ-
ent varieties, thus:

BOOKS OF
24 1c stamps. 12 2c stamps. | 24 2c stamps. | 48 2c stamps T°,§?l ““{g‘_’er Total value.
10 30 10 10 60 $24.60
10 40 10 cetrereriaaen 60 17.40
Cereaes PP 50 10 cetresasanans 60 17.40
ceesesesesans ceetsecennns 60 15.00

15. Three of the boxes of 60 laid side by side correspond to the size of a sheet of postage
stamps. When a postmaster's " requisition calls for both sheets and books of stamps, they are
packed together, for the purpose of reducihg the number of separate packages.

16. Postmasters at the smaller offices can secure so few as 10 books of a single varlety.
are urged, however, to draw thelr requisitions for boxes of 60 when possible.

They

TIME REQUIRED FOR FILLING REQUISITIONS.

17. The tlme usually requlred for shipment of stamps, stamp books and International reply
coupons after the postmaster's requlsition 18 recelved at the Department, i{s three business days: for
postal cards, two or three days; for plain stamped envelopes, two to slx days: for speclal-request
and office-request envelopes, six days. By adding the length of time required for requisitions to
reach the Department and for delivery from the respectlve distributing agencirs, the postmaster
can determine about the date supplies should reach him. During the first month of the quarter,
however, requisitions cannot always be filled quite so promptly. (See paragraph 3, sec. 331, P. L.
snd R.)

18. A copy, bearing at the top the word * Duplicate  and the date of the original requisition,
should be submitted if stamped paper is not delivered in due course.
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19. Invoices are enclosed {n the package with stamps, stamp books and international reply-
coupons, but are mailed separate from stamped cnvelopes and postal cards.

20. The Third Assistant Postmaster-General shouid be notified of the registry number of a ship-
ment received without invoice. If the invoice i8 received, and not the supplies, give date of invoice.
Shipments are sometimes divided and forwarded in scparate mails from the agencles. Postmasters
should wait a reasonable time before reporting non-receipt of stock invoiced them.

21. Requests for expediting requisitions for stan.,» supplies have become so numerous as to be
a burden to the Department because of the extra work Involved. Requisitions are filled promptly,
and paragraph 2, section 331, Postal Laws and Regulations, requires requisitions to be made well
in advance so that stock will not become exhausted, and for a sufficient quantity to avoid fre-
quent requisitions. (Sce also scc. 4, page 34, of this Guide.) Shipments will no longer be ex-
pedited uniess satisfactory explanation is made of the necessity therefor, such as ’‘oss by burglary,
destruction by fire, or to meet an unexpected business demand which could not with reasonable
foresight be provided for without expediting. Telegraphic requisitions, and requests for expedit-
ing of such common varieties as 1c¢c and 2c stamps, lc postal cards, or No. 6§ 2c¢ plain stamped
" envelopes, are especially objectionable.

“OUTSIDE"” SALES OF STAMPED PAPER.

22, Postmasters who sell postage stamps or other stamped paper in large or unusual quanti-
tles to persons who properly post and receive their mail at other offices, must report such sales as
provided in paragraph 23. (Sce sccs. 329 and 1578, P. L. and R., as amended, pages 78 to 97
inclusive of this Guide.) This should not be construed, however, to apply to the sale of stamps for re-
turn postage or in reasonable amounts to transients,

23. The statements of stamped paper sold for use elsewhere, formerly required by Order 907%
of August 11, 1904 (sec. 255, par. 2, Supplement of 1907 to the P. L. and R.), to be made in con-
nection with Form 3240, will hereafter be made at the close of each quarter in a letter addressed
to the First Assistant Postmaster-General, Division of Salaries and Allowances. The statement
of such sales will be itemized by the postmaster as to dates, amounts of purchases, and business
addresses of the purchasers, and must bear the following form of certificate:

“1 hereby certify on my oath of office that the foregoing 18 a true and correct statement,
and that to the best of my knowledge and bellef it shows all the stamp supplies sold at this office
for use elsewhere.”

CANCELLATION OF 8TAMPS.

24. Postmasters at offices of the fourth class are Instructed to take aredit in their report of
cancellations for the face value only of stamps canceled, not Including special-delivery stamps or
ordinary stamps when affixed to mall matter for the purpose of effecting speclal dellvery: no
credit for cancellation of the latter is ailowed. (See sec. 257, P. L. and R., and pars. 5 and 6, page
63 of this Guide.)

25. All postmasters at post offices of the fourth class are hereby instructed not to claim
credit for the cancellations of postage stamps on matter diverted from other post offices to their
post offices for malling, and they wlill report to the Department (Office of the Third Assistant Post-
master-General), all such -cases coming to their knowledge. The report should show the amount
of postage stamps canceled on such diverted matter and the names and addresses of the senders
thereof.

26. Special attention is directed to the provisions of sections 163 and 555 of the Postal Laws
and Rlegulations; also to sections 329 and 1578 as amended, pages 78 to 97 inclusive of this Guide.

INVALID STAMPS; PERFORATING OF STAMPS FOR IDENTIFICATION.

27. Section 562, Postal Laws and Regulations, edition of 1902, has been amended to read as
foliows :

Section 562. When matter bearing previously used stamps is deposited for maliling (except as
provided in section 627 as to forwarding mail matter), it should be treated as ‘ held for postage.”
(See secc. 571.) Upon receipt of stamps to pay postage they should be afixed and canceled,
and the mnil forwarded to addressee.

28. Mutilated or defaced postage stamps, fractional parts of stamps, postage-due stamps,
stamps cut from embossed stamped envelopes, newspaper wrappers, or postal cards, or stamps
other than postage stamps, can not be used or counted in prepayment of postage, and matter
bearing such stamps must be treated as *“ held for postage,” except when bearing speclal-delivery
stamps, as to which see section 772.

29. United States postage stamps, to be acceptable for postage, must be without defacement:
Provided, That for the purpose of Iidentification only, and not for advertising, it shall be per-
missible to puncture or perforate letters, numerals or other marks or devices in United States
postage and special-delivery stamps. The punctures or perforations shall not exceed one thirty-
second of an inch in diameter, and the whole space occupied by the $dentifying device shall not
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exceed one-half inch square. The puncturing or perforating must be done in such manner as
to leave the stamp easily recognizable as genuine and not previousiy used. The use of Ink or
other coloring matter in connection with such puncturing or perforating is prohibited.

80. When postage or special-delivery stamps are so affixed to mailable matter that one overlies
another, conceuling part of its surface, the stamp thus covered will not be taken into account
in prepayment,

POSTAGE STAMPS AND STAMPED ENVELOPES NOT TO BE USED BY POST-
MASTERS FOR OFFICIAL CORRESPONDENCE.

31. Postage stamps and stamped envelopes furnished for sale to the public must not be used
by postmasters to mall requisitions or receipted invoices for stamp supplies to the Department nor
for officlal correspondence. I’ostmasters should keep themselves supplied with official envelopes by
timely requisitions upon the Fourth Assistant Postmaster-General, using Form 1579 for the pur-
pose. When, however, a postmaster's official envelopes are exhausted, he should use a plain, un.
stamped envelope, endorsed with ink as prescribed by section 512, Postal Laws and Regulations, as
amended. (See pages 78 to 97 inclusive of this Guide.)

UNPERFORATED POSTAGE STAMPS.

32. The Department I8 prepared to issue postage stamps without the usual perforations, when
desired in that form for sale to the public for use in automatic stamp-afixing or stamp-vending
machines,

33. The unperforated stamps are in sheets of 400 each,

84. To secure them, requisition should be made on Form 3201, with tha word “ Unperforated ”
plainly written on the face of the blank.

33. Unperforated stamps may be sold to the public in any quantity not less than a\sheet of
400 ; but postmasters will not be supplied with such stamps to be sold for use on maillngs to be
dispatched from other than thelr own post offices. In this connection attention is directed to
paragraphs 22 and 23, page 36 of this Guide.

86. Postmasters will notify purchasers that the unperforated stamps should be cut apart
accurately. (See para. 28, page 36.)

STAMPS IN COILS.

87. The Department is now prepared to issue limited quantities of postage stamps In colls
of 500 or 1,000, for usc in stamp-vending and stamp-afiixing machimes. The stamps are colled
on paper cores 14 inch in diameter. To secure stamps in this form postmasters will make requl-
sition on Form 3201, and attach to it a letter stating —

1. Whether the stamps are desired for use in a stamp-vending or stamp-affixing machine,

2. Whether the stamps are desired In coils of 500 or 1,000 stamps each.

3. Whether the strips should be arranged with the stamps endwise or sidewise.

4. Whether the blank margzin between the stamps should be perforated or unperforated.

88. The cost of coiling will Le charged to purchasers of stamps in coils, as follows :

Stamps per
Ooil,
500. 1,000.
Stamps, unperforated, coflcd endwise or sldewise.......cvevevineocncerscecasensanns 6c. 9c.
Stamps perforated, colled endwise or sidewise......... cenenes cessesscssesssansses 8C 12¢c.

POSTAGE DUE STAMPS.

39. For Instructions as to the use of postage due stamps see the following sectloms, Postal
Laws and Regulations of 1902: 134, 412, 614, 616, 618, 621, 622, 1580. Also sectlons 257, 331,
832, 876, 397, 407, 420, 421, 422, 424, 531, 557, 662, 571, 603, 617, 619, 620, 623, 632, 668, 672,
674, 677, 684, 690, 696, 702, 703, 708, 7657, 772, 873, 959, 961.

NEW SPECIAL-DELIVERY STAMP.

40. It has been ordered, that the manufacture and issuance to postmasters of speclal-delivery
stamps of the design approved November 30, 1908, serles of 1908, described on page 7 of the
January, 1909, Supplement to the Official Postal Guide, be discontinued; and that the manufacture
and issuance of the special-delivery stamp of the series of 1902, described in section 769, Supple-
ment of 1907 to the Postal Laws and Regulations, be resumed.

41. The special-delivery stamp of 1908 will continue to be valid for special delivery service.
The size of this stamp is 1.01 by .84 inch; color, green. In the upper left cornmer is the
denomination, 10, in figures enclosed in a circle. Running diagonally from the lower left corner
appears an olive branch entwining the winged hat of Mercury. Tn the lower right-hand portiom
of the stamp i8 the inscription * U. S. Postage Special Delivery,” in a rectangular panel.
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INTERNATIONAL REPLY-COUPONS.

42, These reply-coupons, of the denomination of 0 cents each, are issued for the purpose of
gending to correspondents in any of the countries named below. The foreign correspondent may ex-
change the coupons for postage stamps of that country equal in value to a 5-cent United States post-
age stamp, using the stamp for reply postage. The countries in which the reply-coupon is valid are
as follows:

Austria and the Austrian post Germany, the German protecto- Italy, the Italian post offices in

offices in the Levant. rates and German post offices Turkey and Italian colonies
Belgium, in Africa, Asia, Australasia, of Benadir and Erythree.
Bosnia-Herzegovina. and Turkey. Japan and Japanese post of-
Bulgaria. Great Britain, British post of- fices in China and Manchuria.
Chil. fices in Morocco and Turkey; Liberia.
(orea. British colonles of Australia, Luxemburg.
Costa Rlca. Bahamas, Bechuanaland, Can- Mexico.
Crete, ada, Cape of Good Hope, Cey- Netherlands, Netherlands Gul-
Cuba. lon, Cook Islands, Dominica, ana, the Netherlands Indies.

Denmark, including Greenland East Africa, Gibraltar, Gold Norway.
and the FKFaroe Islands; the Coast, Honduras (British), Roumania.

Danish West Indfes, Hong Kong and Hong Kong Salvador.
Egypt. offices in China, India, Lal- Siam.
France, the French post offices uan, Malta, Natal, Newfound- Spain.

in China, Morocco, and Tur- land, New Guinea, New Zea- Sweden,

key; the French colonies of land, Seychelles, Sicrra Le- Swltzerland.

Algerfa, Dabomey, Guade- one, Somaliland, South Rho- Tunis.
loupe and dependencies, desia, Straits Settlements,
Gulana (French), Gulnea, Tasmania, Transvaal, Trini-
(French), Indo-China, Ivory dad, Uganda, Zululand.

Coast, Martinique, Maure- Greece.

tanfa, New Caledonia, Ocean- Haltl.

fca, St. Plerre-Miquelon, Sen- Ifonduras (Republic of).

egal, Senegal-Niger. Hungary.

43. Notlification has been received from the postal administration of Brazil that it cannot par-
ticipate In the exchange of International reply-coupons until after the National Congress of that
country shall have reduced its postage rates. Iostmasters should advise purchasers of interna-
tional reply-coupons that untll further notice the reply-coupons wlill not be redeemable in Brazil.

44. Persons to whom the reply-coupons are sold should be instructed to inform their correspond-
ents abroad that the reply-coupon is not itself good for postage, but must be exchanged at the post
office for a postage stamp. :

45. Postmasters who have reason to belleve there will be a demand from their patrons for the
reply-coupons should make requisition on the Third Assistant Postmaster-General, Division of Stamps,
for a supply. If the postmaster is not provided with the new consolidated requisition Form 3201,
mentioned In section 3, page 34, of this Gulde, requisition should be made in a letter written
on paper of proper slze for filing (8 by 10% inches), in the followlng terms:

AARON, WASHINGTON CoUNTY, W¥YO.,
The T'HIRD ASSISTANT POSTMASTER-GENERAL, Scptember 26, 1907,
Division of Stamps,
Washington, D. C.
Sir: Please furnish this office 10 of the 6-cent international reply-coupons; value, 60 cents.
Respectfully, Joux Do, Pustmaster,

46. The reply-coupons will be issned to postmasters In lots of 10 or multiples of 10. They may
be sold to the public singly or In any quantity desired for prepaying replies from foreign correspond-
ents.

47.The postmark of the selling post office must be stamped legibly in the clrcle on the left-hand
side of all reply-coupons sold to the public.

48. Reports have been received from abroad that forelgn postal administrations refuse to re-
deem international reply-coupons, received from correspondents In this country, which do not
bear the postmark of the selling post office. Postmasters must be careful not to omit the postmark
from the left-hand circle on reply-coupons sold and from the rizht-hand circle on those redeemed.

49. Postmasters 1o whom the reply-coupons are issued hy the Department will include their
value at 6 cents cach in Articles A and B of thelr quarterly account to the Auditor. The value of
those remaining on hand must be Included In Article C and the value of those sold during the quar-
ter In Artlcle 1. In other words, postmasters will treat the reply-coupons exactly the same as ordi-
nary postage stamps in their account to the Audlitor.

For redemption of International reply-coupons see page 4G of this Guide.
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STAMPED ENVELOPES AND NEWSPAPER WRAPPERS.

50. A copy of the current price schedule of stamped envelopes and newspaper wrappers must be
kept posted conspicuously In the post office where the public can read it. If the postmaster has none,
application should be made to the Fourth Assistant Postmaster-General, Division of Supplies, for
copies of the 1907 schedule, which appears on pages 40 and 41 of this Guide.

51. Nos. 5 and 13 envelopesare the sizes In most common use. No. 5 2-cent first quality should
bLe secured if only a single variety is kept for sale.

52. Nos. 1, 10 and 11 are furnished in first-quality white only; all other first-quality envelopes
are white or amber. No. 6 sccond-quality is supplied only in white paper; all other second-quality
envelopes are buff or blue. Unless otherwise requested by postmasters, their requisitions for first
quality are fiiled with white envelopes, and requisitions for second. quality envelopes (except No.
6 white) are filled with half blue and half buff.

58.Nos. 6 and 8 1l-cent envelopes are lssued with gummed flaps for malling of local drop
letters at non-free delivery post offices only, or with ungummed flaps for mailing of third-class
matter,

64. Care should be taken not to make requisition for envelopes of an unsalable size, quality, or
denomination. The postmaster will be held responsible for errors of this kind, and credit at postage
value only will be allowed by the Department in redemption.

55. The manufacture and issuance of No. 12-B 4-cent newspaper wrappers has been dis-

" continued.

OPEN-END STAMPED ENVELOPES.

66. The Department is now prepared to furnish 1l-cent plain and special-request stamped en-
velopes in what is known as the ‘‘ open-end "’ pattern, intended for the mailling of third-class matter.

57. In this envelope one of the side flaps instead of the top flap remalns unsealed. It Is well
adapted to the mafllng of circulars. The unsealed end flap admits of ready examination of
contents. The opening is smailer than in envelopes with top flap unscaled, affording less chance
of loss of contents in transit or of other pieces of mail matter getting caught In the opening.
I'ostmasters will invite the attention of interested patrons to this new envelope.

58. The Nos. 5, 6, 8 and 13 stamped envelopes of the several colors are supplied in the
- open-end " pattern. The selling prices are the same as for the corresponding envelopes of the
regular open-top pattern; see page 40.

59. To secure the new envelopes, requisition must be made on Form 3201 for plain and on
Form 3202 for special-request, with the word * open-end” plainly written on the same line of the
blank. In the absence of indication that ‘‘ open-end ™ envelopes are wanted, the regular envelopes
with open top wlll be supplied.

60. No requisition will be filled for plain * open-end " envelopes alone unless accompanfed with
a satlsfactory reason as to why supplies of stamps, due stamps, stamp books, postal cards, and
other plain stamped envelopes are not included. See paragraph 4, page 34, of this Guide.
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SALES OF ODD QUANTITIES OF ENVELOPES AND WRAPPERS.

61. In making sales of stamped envelopes and wrappers in quantities other than as shown in
the price schedule, it is expected that postmasters will evince a proper spirit of accommodation, but
they are not required to lose the fraction of a cent; and if the postmaster cannot make change, the
purchaser must tender the exact amount for the number required. (See par. 6, sec. 330, P. L. and R.)

62. When the schedule price of a single envelope i8 3 cents and that of a single wrapper is
2 cents, and both are purchased In the same transaction, 4 cents, and not 5 cents, will be required;
and the same principle applics to all similar sales of different qualitles or denominations. That is,
where several envelopes of different styles are sold, the postmaster will retaln only the fraction of
a cent on the whole purchase, and not on each envelope.

SPECIAL-REQUEST ENVELOPES.
63. Special-request envelopes are printed in the upper left corner with a request to return after
a given number of days, and the name and address of the purchaser, without additional charge for
printing.
64. Section 336, Postal Laws and Regulations, Edition of 1902, has been amended as follows:

* 8EC. 336. Postmasters must make requisitions for special-request envelopes (see sec. 137), on
blank Form 3202, promptly upon recelving orders therefor. All orders are, however, subject to
acceptance by the Department.

“ 2, Postmasters shall require the purchaser to deposit with his order the difference between
the schedule and the postage value of the envelopes (for example, $1.24 per thousand on No. 5 first
quality), the postage value to be collected when the envelopes are delivered to purchasers.

* 3. Receipt blanks, Form 3202a, for advance deposits on stamped envelopes, are furnished by
the Fourth Assistant Postmaster-Gengral, Division of Supplies.

“ 4. The postmaster will be held accountable for advance deposits upon orders for stamped
envelopes in the same manner and to the same extent as for other recelpts of the post office; but
such deposits should not be transmitted to the postmaster’'s depositary before he recelves the stamped
envelopes from the Department. Upon recelving such cnvelopes the postmaster will include the
amount of thelr postage value and of the advance deposit made In respect of them with proceeds
from his sales of other stamp suppllies, and remit the same with his next ensulng deposit of postal
funds.”

65. Rules governing printing of return-cards. The Act of Congress approved June 26, 1806,
ccntains the following provision:

* Provided, That no envelope shall be sold by the Government containing any lithographing
or engraving nor any printing nor advertisement, except a printed request to return the letter
to the writer."”

66. No advertisement or special device of any kind nor the names of addressees, will be printed
on stamped envelopes by the Department. The matter to be printed will be limited to (1) a
request to rcturn after a given number of days; (2) the name of the purchaser (indlvidual, firm,
corporation, institution, association, or society); (3) rural dellvery route, post office box number,
sireet address (In the case of city delivery post offices only), or the name of a bullding and room
number therein, or the names of intersecting streets, in lieu of a street address; (4) the name
of post office or branch post office, county and State. Any portlon of the foregolng, except the
name of the post officc and State, may be omitted, when desired by the purchaser of the envelopes,
it the address to which undelivered letters are returnable i{s not thereby made indeflnite. For
example, if the name of the purchaser of special-request envelopes Is omitted the box number,
street number, or room number and name of bullding should be substituted therefor. The form
of return request for stamped envelopes intended to enclose letters will be, “After 5 days, return
to;” for envelopes Intended to enclose third-class matter, * Postage for return will be sent on
notice after 5 days to;"” the number of days In elther case to be not less than 3 nor more
than 30, at the purchaser's option. Where postal stations for the rveceipt and dispatch of mails
nre located outside of the corporate limits of the clty or town in which s located the principal
oflice to which they arve attached, the name of the branch post office may be substituted for that
of the principal post office, at the option of purchasers of special-request envelopes,

BRANCH POST OFFICES.

67. Postal stationg for the recelpt and dispatch of mails that are located outside of the
corporate limits of the city or town In which is located the principal office to which they are
attached shall be known as branch post offices, and the name of every such branch post office
shall he separately entered In its alphabetical order in the list of post offices in the Postal Guide.

68. Section 337, paragraph 5, of the Postal Laws and Regulations has heen amended as
foilows:

*“ The name of the post office or branch post office where the envelopes are ordered must always
Le a part of the card, and {t will he spelled as In the Ofeial Guide.”

69. Names indicating or incidentally disclosing the nature of the purchaser’s husiness or voca-
tion will not be printed on stamped envelopes unless it he certified by the postmaster in writing on
his requisition therefor that such name s used under corporate charter, copartnership agreement,
or other articles of organization so designating the concern, or that it is the name under which the
purchaser is actually doing business with the public; that is to say, that the name asked to be
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printed has not been assumed merely to secure an advertisement of the purchager's business on
special-request envelopes.

70. The name and title of an officer of a firm, corporation, institution, assoclation, or soclety
will be printed wh:zn so desired; for example, * John Doe, Treasurer, Washington Educational
Association.”

71. Such titlesas “ M. D.,” “D. D. 8.,” “Rev.,” “LL.D.," etc.,, will be printed when they are
clearly for purposes of identification and not for advertisement.

72. The name of & branch or department of a purchaser's business will be printed only when
pecessary to lnsure return of undelivered letters to the writer, and where such branch or department
is shown a&s a part of the return card, the postmaster must explain in writing the necessity for
adding it.

73. Speclal-request envelopes must be purchased and wlill be dellvered only through the post
office or branch post office to which the card directs their return.

74. No variation will be made in the location of the return-card In the upper left-hand corner
of the envelope, or In the style or size of type, the color of Ink, or the form of request adopted
by the Department. The name of the post officc will be spelled, and the name of State abbreviated,
only ag they appear in the Officlal P’ostal Guide.

75. All requisitions must be accompanied with a legible copy of the return-card desired. If
obtainable, a printed letter-head or business card of the purchaser should be attached to his first
requisition, WIth each box of speclal-request envelopes is furnished a slip of paper bearing the
printed return-card, which the postmaster should preserve and attach to his mext requisition for
the same purchaser, unless a change in the card ls desired. In all cases of error caused through
{lleglble or Incomplete copy for return-card, the postmaster will be held responsible therefor and
credit will be allowed at postage value only In redemption.

76. Return-cards will not be printed on newspaper wrappers or postal cards. .

77. The sole olLject of the return-card on stamped envelopes as printed by the Department is
to secure the return of undelivered letters to the writer, and any matter which is not in harmony
with that purpose will not be printed thereon.

78. Printing cn stamped envelopes by purchasers.— The foregoing rcgulations do not prevent
persons from having stamped or unstamped envelopes printed In any manner they may desire by
a private printing office and at their own expense, but a space should be reserved for the postmark.

79. 8tyle of return-cards.— The style of card and size of type are shown as follows:

For envelopes intended to enclose letters. For envelopes intended to enclose third-class matter.

After 5 days, return to Postage for return will be sent
ALGER, SMITH & CO,, on notice after 6 days to

ER, Alcona Co., MICH. JOHN JONES,
BLACKRIVER, cons o 789 State St.,

WASHINGTON, D. C.

80. When a name too long for the large type Indicated In the preceding paragraph is to be
printed, a smaller condensed style of type will be used.

81. To secure the letter form of return-request, requisitions for 1-cent envelopes must be
accompanied with a statement that they are desired for local use at a non-free delivery office.

82. If the name and address of the purchaser are desired, without a request to return, the
postmaster should draw an Ink line through the words “After....days, return to” In the space
above signature on Form 3202. All undelivered letters which do not bear on the envelope a
request to return within a specified time are required by law (see sec. 670, P. L. and R.) to be
held thirty days in the post office at destination before they are returned, and purchasers should
be so informed, :

83. Printer’s slips with special-request requisitions.— Postmasters who have been supplied with
the revised blank Form 3202 should fill out the printer's slip, which Is divided by a perforated
line from the requisition portion of the blank. The slip must agree with the requisition: if errors
in filling the requisition result from discrepancies, the postmaster will be held responsible.

84. Rejected special-request envelopes.— VWhen special-request envelopes are refused by the
purchaser because of misprinting or other mistake, a new requisition on Form 3202, marked
“To replace rejected envelopes invoiced (date),” may be sent to the Third Assistant Postmaster-
General, Division of Stamps. The rejected envelopes should be sent to the Third Assistant Post-
master General, Division of Redemption, with a letter of explanation :mentloning the date  of
Department’'s invoice.  (See sec. 338, P. L. and R.)

83. Office-request envelopes.—Oflice-request envelopes are for general sales, and hear in the
upper left corner a request to return, a blank line for the name of the purchaser, and the printed
post office address, thus:

For non-free delivery offices. For city delivery offices. For rural delivery routes.
After....days, return to After....days, return to After....days, return to
AARON, GA. e, R. D. Route No. 1.

LITTLE FALLS, N. Y. FREDERICK, MD.
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86. Office-request and special-request envelopes are of much advantage to the public and to
the postal service, as their use insures the return of undeliverable letters to the writer. Plain
stamped envelopes should be furnished only when specially desired by purchasers.

87. No. 8 is the smallest envelope printed with an office-request card.

REDEMPTION OF STAMPED ENVELOPES.

1. Uncanceled, unserviceable and spolled stamped envelopes presented In a substantially whole
condition may be redeemed from the public at their postage value only In postage stamps or
other stamped paper; Provided, that stamped envelopes bearing a printed return card or address
may be redeemed only from the original purchaser thereof. Stamped envelopes and newspaper
wrappers which bear no printing Indicating the original purchaser may be redeemed when presented
by any responsible person. In case of doubt, or where large quantities are presented for redemption,
especially In the case of office-request stamped envelopes bearing the blank return card of some
other post office, the matter should be referred with a statement of all the facts to the Third
Assistant Postmaster-General, Division of Redemption, and imstructions awalted. (See sec. 339,
P. L. and R., as amended.)

2. Office-request envclopes received from a discontinued post office should be sent with the
postmaster’” next shipment of damaged stamped paper to the Third Assistant Postmaster-General,
Division of Redemption, with an itemized statement of the quantity, for credit at full value.

3. Special-request envelopes refused by the purchaser on account of misprinting or other
mistake should be returned as directed In section 338, Postal Laws and Regulations. At the same
time a new requisition should be drawn for 500 envelopes, or a multiple of 500, and marked * To
replace envelopes misprinted (or of the wrong denomlnation, wrong size, or wrong color), on
Invoice of (date).” If the mistake occurred through the fault of the Department, or of the
manufacturer of the envelopes, credit for the full value of such envelopes will be given in the
postmaster’s account; if the error occurred through the fault of the postmaster, or of the person
ordering the envelopes, credit for thelr postage value only will be given. The postmaster must not
dispose of special-request envelopes to other than the person for whose use they were ordered.
(Sec. 338, P. L. and R.)

REDEMPTION OF POSTAL CARDS.

4. Uncanceled and unserviceable postal cards, not treated by bronzing, enameling, or other
process of coating, may be redeemed in postage stamps or other stamped paper only, at 75 per
cent of their postage value, when presented by the original purchaser.

5. Parts or pleces of cards will not be redeemed.

6. Each unused half of a reply postal card will be regarded as a single card.

7. When the redemption value of the cards includes the fraction of a cent, such fraction will
accrue to the Department.

8. Postal cards will be redecmed at the rates shown In the schedule printed below:

SCHEDULE OF VALUES.

Denomination. Denomination. Denomination. | Denomination.

Number Number Number i Number
of of e of of -
cards. cards. cards. | cards.
1-cent. | 2-cent. 1-cent. | 2-cent. 1-cent. | 2-cent. 1-cent. | 2-cent.
|
$0.76 |! £1.14
78 || 1.15
.79 1.17
.81 | 1.18
W82 1.20
R4 1.21
85 1.23
.87 1.24
.88 1.26
.90 1.27
.91 1.29
.03 1.30
.04 1.32
.96 1.33
.97 1.35
.99 | 1.36
1.00 | 1.38
1.02 || 1.39
1.03 1.41
1.05 1.42
[ 1.06 1.44
1.08 1.45
1.09 1.47
1.11 |l 1.48
1.12 | 1.50




POSTAGE STAMPS AND OTHER STAMPED PAPER. 45

9. An “original purchaser” is one who purchased the stamped envelopes or postal cards at
a post office. Postmasters must refuse redemption of stamped envelopes or postal cards purchased
at post offices other than thelr own, or which bear a return card or printed address other than
that of the person offering them for redemption, unless satisfled that the person presenting them
is the original purchaser.

REDEMPTION OF POSTAGE STAMPS.

10. Postage stamps, whether afixed to envelopes or not, must not be redeemed from the
pubHe, nor exchanged for other stamps, postal cards, or stamped envelopes, except as provided
in paragraph 6, section 339, as amended by Order No. 2019, dated January 20, 1909. Postage
stamps and international reply-coupons damaged in the office of the postmaster may be returned for
redemption, if accompanied with a statement to this effect.

11. Stamps removed from embossed stamped envelopes, newspaper wrappers, or postal cards,
can not be redeemed, and are valueless for postage. (See par. 3 of sec. 562, P. L. and R.)

12, Stamps must not be removed from stamp books by postmasters, nor may less than a book
be sold or returned to the Department for credit,

13. All postmasters having in stock * Officlal Stamps* (black in color), and official stamped
envelopes of this Department and of the War Department, must return them at once to this
Department.

DIRECTIONS FOR RETURNING STAMPED PAPER FOR CREDIT.

14. Unsalable or undamaged postage stamps, stamp books, stamped envelopes, postal cards,
and newspaper wrappers must NOT be returned without permission first obtained.

15. Stamped envelopes, stamp books, postal cards, and other stamped paper, returned to the
Department, must be securely wrapped, showing plainly name of office and State, and sent by
registered mail, addressed to the Third Assistant Postmaster-General (Division of Redemption)
and as far as practicable should be forwarded in one package. Each shipment must be accompanied
with a letter of advice containing a statement showing the number of pleces of each denomination
and the value of the stock sent, with the reason for its return, signed by the postmaster, naming
his ofice and State. The postmaster must also certify in his letter of transmittal that none of
the postage stamps has been redeemed from the publlc, and that all envelopes and postal cards
bearing printed return cards or addresses have been redeemed from original purchasers. (Secs.
339, 340, 341, P. L. and R.) The stock returned must be counted, prepared for mailing, registered
and dispatched in the presence of a disinterested witness.

16. The following is the form of letter to accompany stamped paper sent the Department
for redemption :

AaroN, HERxIMER COUNTY, WYO., October 24, 1905.

The THIRD ASSISTANT POSTMASTER-GENERAL,
Division of Redemption,
Washington, D. C.
B8iR: I malil you to-day, under registry No. 123, the following stamped paper for credit:
Postage stamps damaged in my office —

286 1 cent ........ieiiiiiii ittt et teaececetate it $2.56
143 2 cent ........ e es ettt e PPN 2.86
b B J - eeeen Cetheeteereeneans Ceterieieiieaees 3.55
— $8.97
Stamped envelopes damaged in my office —
75 No. b first quality 2 cent, at $21.24 per thousand....... teeectceestasannn cesesean 1.59
Postal cards damaged in my office — .
120 1 cent ....... tecsensssnssens ceienean eeeieesieanenn [ eessensasanes . 1.20
Spolled stamped envelopes redeemcd from the public —
278 17CENt L ovvivniinnrresiraatrnssanasnsasantannsasanen Cetesaeeneanenaan . $2.78
144 2 cent ... ciiiieiiiiiennnnn 28 -
5.68
8polled postal cards redeemed from the public —
244 1 cent single at 75 per cent of face value........c.oeveenenn ereeean e $1.83
50 1 cent double at 73 per cent of face value........... ceeeetectennennnnen .. .75
2.58
Total credit clalmed ........ certeteiesaetiannnn tesessssos erssssasevsans ve...$20.00

I hereby certify, that none of the postage stamps has been redeemed from the public, and
that all the envelopes and postal cards, bearing printed return cards or addresses, have been

redeemed from original purchasers.
Respectfully,
Jorx Dog, Postmaster.
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17. The postmaster's pame and title must be signed to the letter.

18, Each kind and denomination of stamped paper, except postage stamps, mugt be separated
into packages of 25, 50 or 100, and the stamps impressed thereon arranged to uniformly cover
one another. Postage stamps of different denominations must not be mixed.

19. Postmasters should not tear stamps apart, but should, as far as practicable, forward
them to the Department in full sheets. More than one-half a stamp must be returned or no
credit will be allowed therefor.

20. Stamps that are stuck together should be separated by soaking in hot water. They
should then be pasted carefully on sheets of paper, 100 stamps to a sheet, in ten regularly
arranged rows of ten stamps each. Any stamps over the full sheets of 100 should be pasted on a
separate sheet of paper in regularly arranged rows of ten stamps each, More than one denoming-
tion should not be pasted on a sheet.

21, Shipments should not be made to the Department oftener than once a quarter, and should
be made at least thirty days prior to tte end of the quarter, so that the credit may be ipcluded in
the same quarter. Large shipments should be made in cases or boxes, but not in mail pouches
or sacks. Those recelved too late will be credited in the-next quarter.

22. Postmasters will not take credit for redeemed, damaged, or spoiled stack returned to the
Department unt!l authorized to do so. Authorizations of credit will be forwarded to postmasters
as soon as practicable after the receipt of the shipments.

23. Stamped paper will not be sent in exchange for that returned. Requisition must be made
on the proper form for stock desired to replace that sent to the Department for credit.

REDEMPTION OF INTERNATIONAL REPLY-COUPONS ISSUED BY FOREIGN
COUNTRIES.

24. Postmasters are hereby authorized and directed to redeem international reply-coupons issued
by this Department and by the countries named on page 38 of thls Guide, when presented for that
purpose. To be redeemable, the reply-coupon must be in a whole condition; parts or pleces of reply-
coupons will not be redeemed. The reply-coupons must not be redeemed in cash, but in United States
postage stamps to the value of 5 cents for each reply-coupon redeemed. Five-cent stamps should
always be used for the purpose when the postmaster has that denomination In stock, or denominations
which are multiples of 5 cents if the letter to be mailed requires more than a single rate of postage.

25. Postmasters will stamp their postmark, bearing date the day of redemption, within the
hemisphere on the right-hand side of all reply-coupons redeemed from the public.

26. Promptly after the close of each quarter, and at no other time, postmasters will send
by registered mail to the Third Assistant Postmaster-General, Division of Redemption, for credit,
wholly separate from all other stock, all the reply-coupons of foreign issue redeemed from the
public during the quarter, accompanied with a separate letter of transmittal in the following
form:

AARON, WASHINGTON COUNTY, Wryo., January 1, 1908.
The THIRD ASSISTANT POSTMASTER-GENERAL,
Division of Redemption,
Washington, D. C.

Sir: I send you herewith for redemption 10 reply-coupons of foreign Issue, for which I have

exchanged postage stamps to the value of 5 cents each during the quarter ended December 31, 1907.
RIcHARD ROE, Postmaster.

27. Credit for the value of redeemed foreign reply-coupons must not be clalmed in the
postmaster’s account until authorized by this office. Notice of credit will be sent only at the
close of the quarter in which they are received at the Department.

28. Postmasters will take notice that the reply-coupons issued by foreign countries are not
themselves valid for postage, but must be exchanged for postage stamps to the value of § cents
for each reply-coupon, '

29, Reply-coupons 8old by postmasters in this country, which may become damaged or unser-
viceable. may be redeemed in postage stamps from the original purchaser only at the value of §
cents each. They should be sent to the Department with the regular shipment of redeemed stamped
paper for credit, but should not be included with those issued in foreign countries which are to be
sent separate from all other stock.

POSTAL FUNDS.

1. Must not be sent to the Department nor to the Auditor.— Postmasters must send their postal
remittances to their designated depositarles. Neither the Post Office Department nor the Office of
the Audltor for the Post Office Department is a depositary for postal funds, and remittances so sent
may be returned at the depositing postmaster’s risk of loss. The speclal attentlon of postmasters
is directed to sections 362 to 370 (See amendment to sec. 370 found om page 44, par. 8),
801, 838, and amended note to sectlon 1111 of the Postal Laws and Regulations, partlcularly to
sectlons 363, 366, and 367, for detalled instructlons relative to the time and manuer of making
postal remittances. Remittances in curreney and coin must be sent to designated deposltaries by
registered mail in an oflicial penalty envelope free of postage or registration fee. When remitting,
secure paper of the highest denominations that can be obtained, but remittances should not be
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delayed for that purpose. Coln must be enclosed in a strong envelope and so securely wrapped
as to prevent loss in transmlssion.

2. Postmasters are encouraged to remit surplus postal funds by means of national or Btate
bunk drafts. Before doing so, however, they must obtain the consent of their depositaries.
Drafts should be drawn on a natlonal or State bank located in the same city with the depositary.
(See secs. 127, 360, and amended note to sec. 1111, P. L. and R.) The use of private bank drafts
and personal checks for remitting postal funds is prohibited.

8. Letters of transmittal to accompany deposits of surplus postal funds (Form No. 8044a, for
Presidential offices, and Form No. 3044, for offices of the fourth class) should, In every case, accom-
pany deposits of surplus postal funds. Supplies of these forms will be furnished upon appli-
cation by postmasters to the Fourth Assistant Postmaster General (Division of Supplies).

4. Postmasters at depositary offices are requested to report to the Department cases of habitual
carelessness on the part of remltting postmasters.

5. Postmasters at Money Order Offices, not authorized to use drafts, who desire to remit sur-
I'lus money order funds by means of drafts other than those of national or State banks drawn
upon national or State banks, or by checks of firms, or individuals, must apply to the Third
Assistant Postmaster-General (Division of Money Orders) for speclal permission and instructions.
(See par. 3, sec. 1111, P. L. and R.)

N DEPOSITARIES.

6. All postmasters at offices of the Presidentlal and fourth classes will deposit their surplus
postal funds with the postmaster in their State as Indicated below. This does not include moaey
order funds.

7. Postmasters are cautioned not to send their remittances to this Department, nor to the
Auditor for the Post Office Department. (See sec. 864, P. L. and R.)

Depositary, Depositary,
State or Territory. postmaster at— State or Territory. postmaster at—
Alabama Birmingham, Nebraska ..... Omaha,
Alaska .. Seattle, Wash, Nevada ....... Reno.
Arizona .. Phoenix. *New Hampshire (8ee note)
Arkansas Little Rock. New Jersey. Newark.
California San Francisco. New Mexico Albuquerque.
Colorado . Denver. New York...... New York.
Connecticut Bridgeport. North Carolina. Raleigh.,
laware . Wilmington. North Dakota. . Fargo.
Florida . Jacksonville, Ohlo ........ Cincinnati.
Georgia . Atlanta. Oklahoma Guthrie,
Guam .. IIonolulu, Hawail, Oregon .... Portland.
Hawall . ..| Honolulu. I’ennsylvania . Philadelphia,
Idaho ..oceveveennnn.. Boise. Porto Rico.... San Juan.
Illinois .....e00evenn. Chicago. Rhode Island.. Providence,
Indilana .............. Indianapolis. South Carolina.... Columbia.
JIowa .....viveiinnnn. Des Moines. South Dakota.......... Sioux Falls.
Kansag ............... Topeka. Tennessee ............ Nashville.
Kentucky ............ Loulsville. Texas ............... Austin.
Louisiana ....... . New Orleans. Samoa ........... ITonolulu, Hawail.
Maine ............... Portland. Utah ................ Salt Lake Clty.
Maryland ........... ..| Baltimore, Vermont ............. Burlington.
Massachusetts ......... Boston. Virginia ............. Richmond.
Michigan ............. Detroit, Washington ........... Seattle,
Minnesota ........... St. Paul. West Virglnia......... Wheeling.
Mlsslsslrpl ........... YVicksburg. Wisconsin ............ Milwaukee,
Missourt ............. St. Louis. Wyoming ............. Cheyenne,
Montana ............. Helena,

* Presidential

postmasters will deposit with
Mass. ; fourth class postmasters with

ostmaster,

Assistant Treasurer of United States, Boston,

Concord, N. H.

8. Sectlon 870, paragraph 1, of the Postal Laws and Regulations, is hereby amended to read

as follows:

“ 8ec. 870. Postmasters should take credit’ In thelr quarterly accounts for postal deposits.

Postal accounts must be rendered to the Auditor for the Post Office Department promptly at

the close of each quarter and not delayed awaliting the receipt of duplicate certiticate of deposit.

Certificates must be’ examined on receipt, and, if any error is found therein, immediate notice
should be sent to the depositary in order that the necessary correction may be made.”

GOVERNMENT PAPER CASHED WITH POSTAL FUNDS.

9. It has been ordered to strike out second paragraph of note to sectlon 977, Postal Laws and
Regulations, and add a note to scction 369, Postal Laws and Regulations, as follows:

* NoTe.— Postmasters will be permitted to cash with postal funds Government paper of any
kind (disbursing officers’ checks, which Include disbursing pestmasters’ checks In payment for rural
dellvery service, pensfon checks, Post Office Department warrants, etc.), provided they are recelved
from responsible persons, whose endorsement thereon the postmaster is willing to guarantee, and
provided such paper will be accepted at par by the depositary to which the postmaster must remit
it as surplus postal funds.”
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PROMISSORY NOTES NOT ACCEPTABLE FOR THE ISSUE OF MONEY ORDERS.

10. Paragraph 2, of sectlon 977, Postal Laws and Regulations of 1902, as amended June 1,
1907, is as follows:

* Promissory notes must not be accepted In any case for the Issue of money orders; but in
payment therefor Government paper of any kind (disbursing officers’ checks — which include dis-
bursing postmasters’ checks in payment for rural delivery service — pension checks, Post Office
Department warrants, etc.) may be received from responsible persons whose endorsement thereon
the postmaster is willing to guarantee, provided such paper will be accepted at par by the depositary
to which the postmaster remits surplus money-order funds. Subject to these conditions, such
Government paper may be cashed with money-order funds, and forwarded for deposit as Burplus
money-order funds in accordance with section 1110.”

SAFE-KEEPING OF PUBLIC FUNDS AND PROPERTY BY POSTMASTERS.

11. Order No. 4533, dated November 15, 1905, amending section 359 of the Iostal Laws and
Regulations, has been rescinded, and the following amendment substituted thereof:

“Any postmaster may, at his own risk and ecxpense, place any public funds and property
In his custody in any bank located in the town, city or county in which the -postmaster resides,
for safe-keeping: that is to say, such funds and property may be kept in a receptacle under the
depositing postmaster’s exclusive control, and the receptacle placed in a safe deposit vault of such
bank, or otherwise entrusted to it for safe-keeping, at the risk and expense of the depositing post-
master. Under no circumstances may such funds or property specially deposited In any bank for
safe-kecping be used by the bank or become a part of Its assets, or be mingled with its regular
deposits. Nothing in this section shall be so construed as to affect the claim of any postmaster
to credit or reimbursement on account of loss resulting from burglary, fire or other unavoldable
casualty.”

12. All postmasters are required to make regular remittances to their designated depositaries,
as provided by sections 3C2 to 370, Postal Laws and Recgulations.

13. Section 358 of the Postal Laws and Regulations, Edition of 1902, has been amended as
follows :

“ SEc. 3538. Any postmaster having public money belonging to the Government, at an office
within a city or town where there is no treasurer or assistant treasurer of the United States, or
designated depositary, may dcposit the same temporarily, at his own risk and in his official capacity,
in any national or State bank In the State In which the said postmaster resides, or in which his
office is located, or within a reasonable radlus of his post office in an adjacent State, but no authority
or permission is or shall be given for the payment to or recelpt by a postmaster or any other person,
of interest, directly or indirectly, on any deposit made as herein described.”

14. Where temporary deposits are maintalned by postmasters in national or State banks, regular
remittances must be made to thelr depositaries as provided in sections 3G2 to 370.

NoTeE.— * Public money " includes postal, money-order and other funds. See section 1108 as
amended, as to temporary deposit of moncy-order funds at offices where there i{s an assistant treas-
urer or a designated depositary; section 379 as to use of checks in payment of expenses of offices.

15. Section 1108, paragraph 1, of the Postal Laws and Regulations of 1902, has been amended as
follows :

* Postmasters may deposit the money-order funds of their offices in a national bank or a
State bank. or may make a speclal deposit thereof for safe-keeping in any other bank, as provided
in amended sections 358 and 359.”

16. The ‘ Note' under section 1111 of the Regulations has heen amended as follows: * such
paper other than national or State bank drafts cannot be uscd to remit postal funds.”

17. The above amendments arc made by rcason of the amendment to section 3%47. Revised
Statutes, act of Congress of May 27, 1908,

DUPLICATES OF POST OFFICE DEPARTMENT WARRANTS AND DISBURSING
POSTMASTERS’' CHECKS.

18. Sectlons 3646 and 3647 of the United States Revised Statutes, were re-enacted and amended
by act approved February 23, 1009, so as to read as follows:

“ 8ec. 3646, Whenever any orizinal disbursing officer's check is lost, stolen, or destroyed, the
Secretary of the Treasury may avthorize (he offcer issuing the same, after the cexpiration of six
months and within three years from the date of such divbursing oflicer's check, to isxue a
duplicate thercof upon the exccution of such bond to Indemnify the T'uited States as the Secretary
of the Treasury may prescribe: Prorided, That when such original disbursing oficer's check does
net exceed fn amount the sum of fifty dollars the Seeretary of the Treasury may authorize
the issuauce of a duplicate at any time after the expiration of thirty days and within three years

from the date of such disbursing officer's check: Procided further, That whenever any orviginal
check or warrant of the Post Office Department has been lost, stolen, or destroyed the Postmaster-
General may authorize the issuance of a duplicate thereof, at any thne within three years from

“he date of such original check or warrant, upon the cxecution by the owner thereof of such
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bond of indemnity as the Postmaster-General may prescribe: And provided further, That when
stch original check or warrant does not exceed in amount the sum of fifty dollars and the
payee or owner Is, at the date of the application, an officer or employce in the service of the
I'ost Office Department, whether by contract, designation, or appointment, the Postmaster-
General may, in licu of an Indemnity bond, authorlze the issuance of a duplicate cneck or warrant
upon such an afidavit as he may prescribe, to be made before any postmaster by the payee or
owner of an original check or warrant.

‘ SEc. 3647. In case the disbursing officer or agent by whom such lost, destroyed, or stolen
criginal check was Issued is ‘dead or no longer in the service of the United States it shall be
the duty of the proper accounting officer, under such regulations us the Secretary of the Treasury
may prescribe, to state an account in favor of the owner of such original check for the amount
thereof and to charge such amount to the account of such officer or agent: Provided, That in
case a check drawn by any officer or agent of the Post Office Departinent is lost, stolen, or
destroyed a duplicate thereof may be issued under regulations prescribed by the Postmaster-
General, as set forth In section thirty-six hundred and forty-six.”

Blank forms of afidavit aud Indemnity bond which bear printed Instructlons for thelr
execution may be obtained upon application to the Third Assistant Postmaster-General (Division
of Finance).

POSTMASTERS’ ACCOUNTS.

19. General.— Inconvenience and delay In auditing postal accounts are often caused by post-
masters forwarding with thelr quarterly reports informal or Insufficient vouchers for authorized
expenses Incurred in conducting the business of their offices. The Postal Laws and Regulations
require that the business of each quarter be kept separate from that of every other quarter. To
carry out this provision it is necessary that postmasters Include in their quarterly reports vouchers
for all authorized expenses incurred during that quarter. Vouchers must never be withheld to be
forwarded with the postal accounts for subsequent quarters, and vouchers or pay-rolls must nevcr
include parts of two quarters. Bllls should be made out agalnst the post office with the name of
the postmaster added, and be properly receipted in the full name of the dealer furnishing the
supplies. See following page concerning Evidence of Proper Payment of Vouchers. To secure
uniformity and facilitate the settlement of accounts, postmasters at Presidential offices should
observe the following Instructions:

20. Itemizing.— All vouchers should show the date of purchase, the quantity bought, price per
unit item and total amount paid, to enable the Auditor to examine the computations and determine
whether the credit clalmed is correct. Postmasters at first and second-class offices should enter on
each bill for miscellaneous or incidental items their authority for the expenditure — giving date,
division and Initials — and the title of the appropriation to which the expenditure is chargeable;
use the title given in the Decpartment letter, authorizing the expenditure.

21. Form of vouchers.—Vouchers for light and fuel may be on Form No. 1526-P, or on the
printed bill heads of the dealers furnishing the supplies; if on the latter, a sticker, Form No. 1526-8,
must be attached to the bill and the required certificate made, showing that the supplies have
been received. If the postmaster is a dealer in coal, oil, etc., and purchases supplies of himself
for the use of the post office, the bill must be receipted by himself, and clearly state ol its face
that he Is a dealer In the supplles furnished. The vouchers should always show the date of
purchase, quantity bought by weight, count or measure, the price per gallon, bushel, ton, etc.,
and the computations be carefully cxamined to see that the quantity multiplied by the price equals
the total amount of the bill.

22, Services, rent, etc.— Vouchers for services rendered for rent, for gas, electric light, trans-
portation of letter carrlers, etc., should show on their face the exact period of time covered by
the payment, giving dates from and to, Inclusive, and be strictly limited to one quarter. They
must never embrace parts of two quarters. Bills furnished by gas or electric companies must show
the meter readings and the price per unit of measure; or If the service Is rendered under an
agreement at a fixed rate per light, day, month, quarter or year, that information must be noted
on the face of the voucher. Vouchers for transportation of letter carriers must be itemized to
show the date of purchase, number of tickets bought, price per ticket and amount, unless the
service 1s rendered at an agreed rate per month or quarter, in which case that fact must appear
on the voucher.

23. Name of appropriation to be given on all vouchers.— In connection with the blank accounts
and vouchers furnished for the use of postmasters Iin rendering thelr quarterly postal accounts, the
several bureaus and divisions of the Post Office Department are hereby directed to name, in the
letters of authorization sent to the postmaster, the approprlations to which expenditures are
chargeal'e, and to Instruct the postmasters to note the appropriations on all vouchers for articles
purchascd or services performed other than personal services for which payrolls or salary vouchers
are provided.

In naming the appropriations the titles to be used are those found in the yearly Digest of
Appropriations issued by the Secretary of the Treasury.
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PAYMENTS FOR RENT OF POST OFFICE QUARTERS TO AGENTS OF LESSORS.

24, Bection 3477, Revised Statutes, directing that all transfers and assignments of claims on
the Unlted States, and all powers of attorney or other authorities for receiving payment of such
claims shall be absolutely null and vold, is modified by the act making appropriations for the
service of the Post Office Department, approved May 27, 1908, as follows:

“ Hereafter the provisions of section thirty-four hundred and seventy-seven of the Revised
Statutes shall not apply to payments for rent of post office quarters made by postmasters to duly
authorized agents of the lessors".

25. Blank powers of attorney to receive payments for rent of post office quarters have been
prepared and may be obtained by requisition on the Fourth Assistant Postmaster-General, Division
of Supplies.

26. Clerk hire.— First and second class.—At first and second-class offices, clerks should be
pald on regular pay-roll. Form No. 1500-8 (small) or 1500-L (large). Assistant postmasters
should be paid on Form No. 1526-C, and the latter securely pinned to the regular clerks’ pay-roll

27. Third class.—At third-class offices, clerks should be paid on separate blanks, Form No.
1526-A.

28. Receipts.— The signatures to receipts on vouchers should be in writing, except that the
name of & company may be printed or stamped if followed by the written signature of the person
authorized to recelve payment. Concerning the evidence of proper payment of vouchers, see Treasury
Dcpartment Circular No. 52 — 1903, below.

29. Certificate.—All vouchers for services or supplies must contain a certificate of the proper
officer that the services have been rendered, and in case of supplies, that they have been delivered and
show by whom received. The postmaster must attach his written signature to the required, certifi-
cate, except that if the postmaster is ill or necessarily absent, and the certificate i{s made by the
assistant, the name of the postmaster may be stamped, followed by the written signature of the
assistant postmaster. When pay-rolls consist of two or more sheets of the same form number or
when two or more sheets of Form No. 3954, Special Delivery vouchers are used, one certificate on
the last sheet of the pay-roil or vouchers will be sufficifent.

30. Allowances.— Allowances for clerk hire, rent, light and fuel are not perquisites of the
office, but are amounts fixed by the Department which the postmaster may expend If the needs
of his office require it, and they are only available for services or purchases within the fiscal year
for which they are made. Credits for actual expenditures will be given as the quarterly allowances
accrue. If a postmaster exceeds his accrued allowance the excess will be suspended and credited
in whole or in part in any subsequent quarter of the same fiscal year In which the expenditures
are less than the accrued allowance.

31. Required with every account.— To avold correspondence, trouble and delay in the scttle-
ment of postal accounts, it i{s Important that all necessary statements and vouchers accompany
the account, and that they be in proper form.

82. Each quarterly presidential postal account must be accompanied by:

Form No. 1511, stateinent of stamps, etc.,, recelved during the guarter.

Form No. 1537, box account.

Vouchers and pay-rolls for all authorized expenditures made. No credit can be allowed
unless supported by proper vouchers, bearing a certificate that the service has been
performed, or the article recelved.

Form No. 1559 (plnk), statement of the vouchers accompanying the account.

This should be a statement in detail of all the vouchers except those relating to clerk
hire at first and second-class offices, rallway mall service, and city delivery service.

88. Before mailing.— After the report is prepared it should be examined before mailing to see
that nothing bhas been omitted. and that each statement and voucher is complete and in proper
form. DPostmasters and assistant postmasters should familiarize themselves with, and follow the
printed instructions on the various blanks furnished by the Department.

EVIDENCE OF PROPER PAYMENT OF VOUCHERS.

34. The following circular lssued by the Comptroller of the Treasury is published for the
Information of postmasters, who must furnish vouchers In accordance therewith:

TREASURY DEPARTMENT CIRCULAR No. 52—1903.

The following regulations, in the matter of the evidence required by the accounting officers as
proof of payment of vouchers, are published for the information and guidance of the disbursing
officers of the United States:

(1.) Vouchers must be stated In the name of the person, firm, company, or corporation render-
Ing the service or furnishing the articles for which payment is made.

(2.) If the paycce be a partnership, the recelpt to the voucher should be signed In the usual
firm signature: if an Incorporated or unincorporated company the receipt should be in the com-
pany name, followed by the autograph signature of the officer (with his title) authorized to re-
celve the money and receipt therefor.
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(3.) Evidenge of the authority of the officer receipting for an incorporated or unjncorporated
company must accompany the voucher, or be on file, unless the payment is made by a check drawn
on & United States depository, to the order of the company, and that fact, with the date and
number of the check and the name of the depository, is stated on the voucher.

(4.) When a disbursing officer s satisfied that an attorney, agent or officer I3 authorized to
receipt for his principal, whether an individual, firm, company, or corporation, the receipt of the
principal by the attorney, agent, or officer will be sufficlent, without proof of authority accompanying
the voucher, provided that payment {8 made by a check drawn on a United States depository and
payable to the order of the principal, and the memorandum required in the preceding paragraph is
made upon the voucher. '

(5.) All vouchers for services or supplies must contain a certificate of the proper officer that
the services have been rendered, and in case of suppiies, that they have been delivered and show
by whom rbceived. .

(6.) These regulations will not affect any additional regulations of the several departments,
but are intended as a statement of the requirements of the accounting officers as proof that payments
are made to the proper persons.

HOW TO ACCOUNT FOR STAMPS, ETC., RECEIVED DURING THE QUARTER.

86. With each quarterly presidential postal account postmasters must forward a statement on
Form No. 1511 of all postage stamped paper received during the quarter; this should be prepared
as follows:

Nore.— The word ‘‘ invoice' used below means the bill of the Post Office Department which
the postmaster receives for the stock.

36. Date of invoice.— Enter the Department date, which is found in the upper left-hand
corner of the involce.

87. Date received.— Enter the date on which the stock is received. Do not enter stock for
which a requisition was made during the quarter, and which you expect to receive, but which has
not reached you at the time the report is made.

38. Description.— Describe in general terms the kind of stock, whether * Stamps,” * Books of
stamps,” * Postage-due stamps,” * Envelopes,” ‘ Special-request envelopes,” or ‘ Postal cards.” It
18 not necessary or desirable to itemize and give in detail the quantity, denominatlion, size, quality.
etc., of the stock. :

89. Amount.— In this column enter the total amount of each invoice, no matter how many
items it may contain.

40. General. — Use one line and only one line on the statement, Form No. 1511, for each invoice,
following the Instructions above. If it happens that there are two or more Involces bearing the
same date, but for different kinds of stock, use one line for each invoice.

41. Btock from discontinued ofices.— First, enter stock received direct from the Department and
make a total thereof. Next enter stock received from discontinued offices, using one line on the
statement for each office, giving the name of the late postmaster, the ofice and (without itemizing)
tbe total value of stock received from that office. Make a separate total of stock recelved from
discontinued offices.

42, Entries on postal account.— Carry the total amount of stock received from the Department
to Article B on the quarterly postal account. Charge the total amount of stock from discontinued
offices by an entry between Articles A and B, reading, “Stock recelved from discontinued offices,
$...... " If there is only one case, enter the name of the office Instead of the words * discon-
tinued offices.”

EXCESS REVENUE FROM SALE OF STAMPED ENVELOPES AND NEWSPAPER
WRAPRPERS.

43. Bectlon 872, Postal Laws and Regulations, edition of 1802, has been amended by adding
the following paragraphs:

“ 4. Postmasters will charge themselves in their quarterly postal accounts with the differ-
ence between the Invoice value of stamped envelopes and newspaper wrappers and the amount
recelved from thelr sale. This difference consists of the knmown, determincd gain accruing In
fractions of a cent from the sale of envelopes and wrappers singly or in odd lots.

“ 5. The difference will be ascertalned, whenever an Inventory is taken, by deducting the
amount for which the postmaster would be accountable under the method followed in determining
Article 1 of his quarterly postal account from the amount of cash recelved from the sale of
postage-stamp supplies since the previous fnventory; for example:

A. Amou