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own interssis in the gaving of time, if all communications addressed to that division
b i brisf oe o cloar sintement of the case in guestion will admit, aveiding the use of
woles and postseripts,

In the monthly supplemest to the Official Postal Guide will be published any
changes aficcting the lizts of supplies contained horein.

FOSTAGE STAMPS, STAMPED PAPER, AND MATIL EQUIEMENT.
Poerase SraMra AND BTaMrrn PPAPER.

Supphies of postape stamps and other stamped paper most be secorad from the Third
Assistant Postmaster-Creneral, Division of Stunpe; in such manoer and Torm and in
such quantities a2 may be preseribed by the Third Assistant Postmaster-General by
requisttions on thit affice anbmitted on specially designated requisition forms (which
forme may be abtained from the Fourth Assistane Postmaster-Genersl, Division of Sup-
plies). Dequests for ordinary and special-delivery stamys, books of ordinsry stanips,
postal cards, ondinary stamped envelopes and newspaperdwtuppers, postage-due
stamps, snd intornational reply coupond should be submitted on Form 32007 and
recuerts for speeinl-request and office-requiest stamped envelopes should he submitted
on Form 8202, All correspondence concerning postage stempes and stamped paper
ahould be addresaed to the Third Assistant Poetmuiaster-General. DNivision of Stamps.

Man: Eouismest,
All reqaesta for mail equipment ond all communications the subject-matter of which
rilatez theréto should be adidressed to the Second  Assistant Postmaster-General,
DNivision of Equipment,

SUFPPLIES FURNISHED TO OFFICER OF THE FOURTH CLASS,
Thuases axn Boors ror Gunesan Tss,

Tag 1gmen requisition Form 1550 when ordering from this list, care heing taken
thet all information and particulars ealled for on the form are ineladed in t8 reguises,
tion; otherwise the requisition iz ineorrectly submitted aod will be réproed for
complatiog, =

Faru Ko, Tusseription.

R. D1 Rural carrier’s salary voucher.

B.D. 4 Bubstitile rurl carrier’s aalary voucher.

B, 6 Baral carrier's quarterly voucher.

30 Quarterly atatistical repart.  (For use at rural-delivery offices.)

1] Dhuily roeord of madl rlinli\'ﬂrm‘] and eollected by rurmal carrier, (For nee at
mierpl-delivery offices s o permanent record thereof,)

1510 Particulars of complaint for the information of the ehiel post-oflice inspescior
by eomplainant and postmoster with reference to the nature of o com-
plaint fled of Ives, rifling, damage, delsy, wrong delivery, nondelivery,
or other ircepulority, :

1514 Penulty postal eard—Requesting another postmaster to cavse to he made in
his ofliee a eareful segrch fior certain missing mail matter.

1618 Slip—Notifving patron thit certein musil macter said to have beey mailed at
post-office can not be traced. and that the matter has been referred 1o the
chief post-office inspector,

1520 Penulty postal card—XNotifying patron in response to on inguiry that thero
i3 no mail ai the poat-oifice sddressed to him,

1621 Correspondenee slip—Requesting the Division of Dend Letters to return for
delivery certain unelaiimed mail maiter forwarded to that affice,

152814 Sratement of weekly refurt of unmailable letters gent to the DMvision of
Dol Letters,

1524 Monthly bill of dead-leiter moil seny to the Division of Dead Tetters.
152n  Blip—Notice to call for registernd Tettor. :
1Fity Genersl voucher for articles purchised or serviee performed; to be submitted

witl quarterly postal account,
1526a  Voucher for elerk bire—To aceonpany quarterly postal account.



Form Na.
152%:

TG
1538

154605
15465

T1RAT1LS
154714

1545
1549
16401

1504}

157314
1306
55744

135
155814
15tk
1563
164
1567
1575
157
1570a
1579
15600
2301

2049
A4
J200
4201

4202
A2kd

o

Dezceiptiasn,

Penalty peetal card—Postmnatec’s notice to publisher ¢o discontinue mailing
publication to the person named,

Form letter—Tracer Tor registerad-poekase envelope reported miissing.

Bills for box rents furnished in books with stubs; three sizes, 200, 400, and

00 repeipts each, respectively,

Semimonthily pav roll for B, B. O clerks, sheets 914 x 12, for loase-tead hinder.
{Furnished to offices paying B. F. . clerks.)

Railway postsl clerks' regulnr poy roll—t4 lines; to be submitted with guar-
terly postad aceount.  (Furmiehed o offices paying R, P, 0. clerks)

Begistry delivery hook providing for the delivery of 750 pisces.

Sender’s registry retuen receipl card—melan,  (Speciaily printed foe oflices
remistering 3,000 or more picees of meil per annam.)

TBook—Manifold window regisization receipts; containg 1,000 receipts in
duplicate.

Book—Mpnifold window registration receipts; contains 200 receipts in dupli-
a1

Reristry bill {zray card) for hilling to United States exelinoge offices reristorad
matter addreseed for delivery in foreign cottntries, a3 well as that addressed
to the Capal Zore, Philippine Lebands, and the United Stares Postil Agency,
Bhanghai. Ching,

Bonk—Record of resiastered matter in iranait.

FPostmnster’s registered package receipt eard—vellow,

Abairact of vouehers for payments. Tor miscellaneous items Railway Mail
Service; to be submitted with quarterly postal acesunt.  (IMurmished only
ta offices paying R, F, 0. clerks,)

Quarterty postal aeeount—To be submitted ta the Auditor.

Pestmpster's account and record book.

Catrier’s registry delivery recédipl book. [Furnished oply (o ruml-delivers
offices. )

Railnay postal clerk’s voucher for gervices perforied, single voucher—pink.
(Furnished only 1o ollices paving R, P. O, clerks.;

Postmaster’s route book recond of chapees of addresses; indexed throughont,
(Furnishied only {0 rural-delivery offices.) E

Blank requisition for use in ordering from the Fourih Assistant Postmaster-
General, Division of Supplies. pestmarking and miscellaneous rubher snd
gftoel stanips.

Weekly recond of mails roceived,

Weekly record of mails dispatehed,

Book—Ttecord of mails received and dispatehed.

Blank requizition for ordering from the Fourth Assistant Postmaster-General,
Pivigion of Supyplies, official snd registey envelopes.

Blank requisition f10r ordering frem the Fourth Assistant Postmaster-GGeneral,
Divizion of Supplies, genersl supplies,

Mcnthly report to the Second Assistant Postmaster-General, Division of
Inspection, of register of amrival and departure of mails, (Far oflices
hivvinge star-rouee service, )

Monthly report to the Second Assistant Postinssier-General, Division of
1epection, of register of arrivals and departure of mails—intormediate star-
TOUEe Seryice.

Monthly réport 1o the Second Assistant Postmuster-General, Division of
Inzpection, amrivals and departures of mail=—steamnboat service.

Monthily report to the Second Assistant Postmaster-Genoral, Division of
Inapection, of electric and cable car service.

Monthly report to the Second Assistut Postmaster-General, Division of
Inspection, of mail-mes=enger service.

Letter of trunsmittal to accompanry deposita of postal funds,

Erice liat of stamped emfuloﬂcs nird newsprper WeAppers.

Blank requisition oo the Third Assistant ["narm:\ater-(}unuml, Division of
Sramps, for ordinary and special-delivery stamps, hooks of ordinary stamps,
postal cards, ordinary stamped envelopes and newspaper wrappers, postaze-
e stamps, and internstional reply coupons.

Blank requisition, printer’s slip attached, on the Third Assistant Postmaster-
General, Division of Stamps, for special-request stamped envelopes.

Notice that the Department furbishes to the publie, in convenent eizes,
books containing pestage stampes; placard for displey in post-office.
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Form Ko.
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J50iTh
Bl
403
A
a5a0

S

3548
3501n

8560
St0L

S603

SR
BEA0
b

J8ha

53564

HENG
uahy

395da
3004

9555

4965
3082
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Deseription,

Blank application for eutry of publication as sreond-class matter under the
provisions of the act of Marcl 8, 1879, 1 :

Application for admission of a foreign publicstion to tha United States mail
al the second-closs pratage rte.

Application for entry of & publication a8 second-cliss matter under the pro-
vision# of the act of July 16, 1804, or under the act of Jume #, 1900,

Npws wrenia' application for registmtion, s such, with the Department for
the purpose of mailing publications at second-class postage Tites,

Permit issuml By postmaster authorizing the mailing of periodieal publica-
tions 4 second-clas matter pending final action on formal application by
the Department.

Follow sheet for use in conneetion with Form 3508,

Book—Postmuster's record in triplicate of second-vings motier mailad and
postagze colleeted thereon,

Peonalty postul eard—Postmaster's notice to gender that printed muatter (or
parcel] ean not be deliversd o the persen ndidressed, and requests that
postage ba sent for its retaren. i

Ponalty poestal curd—Postmaster's notice to addressee thit certain ol is
held for postage, with the request that postage be sent, for forwarding.,

Postmaster's quarterly statement to the Fhind Assistant Postmastar-Genersd,
Dhivisiom of Classifieation, of vewspuper and periodical postuge colleeted
and pmount of free county cireulation.

Poetmuster's report to the Thind Assistant Posansster-General, Division af
Clasgification, of the receipt of tnmted shartpaid matter,

Puerniit issued by postmaster for the weailing of third wod fourth elies matler
withour poatare, sa provided by act of Congress appeovad April 28, 1004,
{Furnished only fo offices authorized 1 receive mailings of third sod fourth
class matier without stamps affixad.)

Statement made to postmuster of third or fourth clase matter muiled, by per-
eon guthorized, in confermity with the provisions of section 48344, Postal
Laws and Regulations, editien 1M1, (Fornished only to ollices authorized
ta receive mailings of third and fourth cluss matter without stamps nifized. )

Bonk—EBlnk receipta for postage collected on third and fourth class matter
muiled without postape stampes allised; armnged in duplicace form for car-
Lon process, ¢ Furnished only to offices autherized to receive mailings of
third and fourth chuss matter withoul stam ps atflixed. )

Jackat —Certificate of postoge collected in money en third and fourth class
matter mailed without postage stamps affixed; Ior use in making quarterly
repurt o the Auditor, (Fumnished only to offices anthorized to roceive
mailings of third and fourth cluss matter without stamys atlixed. )

Notice to public thal money and other valuable mail matter should be rogis-
terad, also that such matter is insured aguinst Joss; placard, & x 11,

Natico to publie that valnshla Intters aud parcels should be sent by regiatensd
mail; placard, § x 11,

Postmaster’s report o the Third Assistant Postmaster-General, Division of
Registered Mails, of recaivizl domestic remisterad msil matter defleient in
registry fee and postoze. ;

Postmnstor’s form }unur of inguiry a8 o the disposition of certdin registerad
matter sett o another post-office, 4.

Postanster's form letter noliiying originating office that certain rogistered
mmitter cnn nob be delivered because,of repson stated, und foquesting that
sender be oo informed, in order that he moay advise whie disposition should
be mide of it

Cirrier's manifold regizteation bhook ) for the uzo of runl carmers,

Cord containing generil regisiry information with reference (o the city and .
rural delivery service: for distribution to tha public, of

Postinaster's record of specinl-delivery matter received—pamphlet form.

Postmnster's receipt for special-delivery madl delivered to addressee ati the

L=ttt =

N-:‘:irée to rural patron that special-delivery letter which could not ba.per-— .
sonnlily delivered by carrier has been placed in addressee's privite miiling & B
box, o

Penalty postal card — Postmaster's notice to sender that certain poekpge
deposited for forwarding is unmeilable becansa of regson statad,

Forwarding order; card 415 x 615,


5Lri.il

¥
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Torm No. Dreseription.

3053  Inguiry 3lip requesting information ns 1o whether ecerlsin mail can be
delivered at annther pifice.

Bl Plicard—"1xa not spit an the foor; to do g0 may spread disease.”

44001 FPatron's parcel-poat. mailing cortificate.

4402 Twr—Customs declaraon pareal-post.

4500 Reeister of arrival and departure of mails rural-delivery lock-pouch service,
(Furnished only to offices having rural-delivery lock-pouch service.)

450526 Menthly report of irregularities in the rural-delivery lock-pouch service.
{ Furnished only to oftices having rumal-delivery Inck-pouch service.)

5036 Postmaster's record of arrival and departire of milway postal elerks; pamphilel
form.  (Furnished only to atfices af, which postal clorks rogister in und out.)

il Rural-delivery canier's trip report.

660234 Rurul-delivery carriers’ ips, postmasier’s menthly report.

74 Put‘rrnu’ﬁ name nnd adgress shyp; in fblet form.  (For use at rumldelivery
aifices, )

DoE] Penalty poatal curd—Fostmnater's notice 15 addressee on ruml route that cer-
tain moil is held at delivering office beesuse the required postage was Dot
puid thereon batore mailing.  {For use ot rural-delivery oflices.)

5602 Report of rural chrricrs’ legve with pay,

9005  Oath of pest-oflice employee—clerks, gpecial-delivery messengers; mural and
cily lotter carriers, ete.

Facing =lips (blank),

Kere.—The Depurcment does not furnish printed ineing alips 10 oflices of
the fourth cless,  Such fucing alips mey Ee pirchased ot the expense of
tha postmnster at the rate of ¥ cents per thousand from the Feist Printing
Company, White Haven, Pa., to whom all correspondence an this sub-
ject should be addresed.  The contmetor will not print less than 1,000
of each form; and ransportation charges muost he 'jzn’ud by the purchaser,
{Eeo section 526, Pualnt Laws and Regulations, 1902)) ~

STATIONERY ANDY MISCELLANEOTS ARTICLES.

Ttem Na, I‘l&:mlplfon.

£1 Indelible pen semicarbon paper, for wse in issuing money orders st offices
anthorized to transact money-order business—two sizes: (a) &% x 88 (domes-
tie); (h) 7 x 81 (international).  Always siate size desired. ;

42 Carbun paper (black), for use in comnection with Forms 15408, 3539, and

- Jead—three gizes: 74 x 15 (Form 1540B); 8 x 15 (Forn 85307 and 715 x 744

(Forn 3553).  Alwavs stute size desired.

1380 Memorandum book; 455 = 6855 faint lined, indexed throogh, (Fumished for
the 194 of riral earriers £2 a ronte hook.)

230 Writing fhaid (ink}. (FPumished only to offices authorized o transpel money-
order business, )

250 Steel peng; manifold No. 1, for use in isuing money orders,  (Furnished only' o
offices gutharized ro transact meney-order buriness.)

804  Peneil; indelible, copyuble.  (Furnished for the use of rural earriors only )

70 Rubber block cushion, for use when stamping letters, (Furnished only to
pffines naing steel postmarking stampr.)

422  Tip strips. for use when ising money orders—two szes: (8) 34 x 85 {do-
mestic) and (h) 7 x 84 iinternationall,  Alwave state sne desired.

461  Canceling ink, for use with mabber postnarking stamps,

670 loking pad for rubher stemps—inked (reds,

671  Imking pad for rabber postmarking stamps (not inked), 357 x 614,

672  Inking pod for rabler postmarking stamps (not inked), 2 x 834,

G Canceler; made of 11-.!.1*(11 wood.  (Furnishied to ofices using pestmarking stamps
without canceling attachment. )

785 Canceling ink, for use in connection with steel poetmarking stamps.

740 Inking pad, round, made of printer’s roller compeosition, for use with ateel
2tiunpes.

8530 Letter balance [feale); capasity, 8 onuees, Ya-ounee grduations,

§53  Letter scale; copacity, 4 pounds, la-ounce sraduations.

1150 Jute twine, for use in ving mail; fumished i balls, 2 balls to the pound.

1524 Liquid glue, for repairing rubber stamps, furished i 1-ounce tubes,
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MONEY-ORDER SUPPLIES FURNISHED T0 OFFICES OF THE FOURTH
OLASS AUTHORIZED TO TRANSACT MONEY-ORDER BUSINIESS.

Tarm No.
L
Al
5y

bl |
U]
GfHIL
(i
FODEC
HEMIZ
(MRS A
GLEIES

{iCH MG

(KERTA

AEL0C

GELHA
EETHEES

il
FI124
s

FII

fif13a
LY

AT
60230

i1
G1E (3

[ RsTe.

Tieseription.

BECORED BOORY.

Register of money orders issned.
Berister of advices recsdived. !
Chush Boak., This ook will ordinarily answer for a period of about three years,

MISCELLANECTS FOTMY:

Hopisier of money-order aftices.  (Pubbished annoally.)  Bent tooall money-
ordier offices without reqguisition,

Domestic money-order gnd registry sdvertising placard. (To be posted
conapicnously fur public informstion. )

Applicstion for o domestic order.  (For wse of the person who degires to
procieee an order. b -

Same as No. @001, with Spanish tmnelstion.  (For use of oflices in Porto
Tiiea or other Spanish-speaking localities, )

Samie pa Ko, 6001, with Talisn tanslation.  (For use in Iocalities containing
Italinn residenis. ) y il

Application to Department for duplicate of an order supposed to be lost or
desiroved. '

Application for warmnt for payvment of invalid domestic order which has not

een Paid within one year from the last daey of the niooth of jasie,

Copy of advice. (To be filed in lico of origionl when original hes been
withdmwn frog the liles, l

Letter of inguiry and secoml advies, (For use In comrecting errors, supe-
plying missing advice. cie)

ATATREMGNT FHELTS,

TFor usa when o single sheet, having sunnmary on back, will coptsin all the
imanes and all the paymonts, There is space for 75 crders fssned and 60
orders poid,

Bame as G010, with Spanish translation, (For pse of domestic offices in
Parto Rico.}

FGNTINUATIOS SHEETS.

Nors.—Two kinda of estri sheets (called * continuation shoets™) are pro-
vided to meet the requirements of nffices nnd stations which need more
then the single summare sleet (o, 60000, The use of each is desoribed
below, Order only such eontinuation sheets ne you actually need and
ean wee ceonimicplly,  These blanks rontain no space for summary.

Buth sides for deseription of Tasues only.

Buth gitdes for deseription of payments only.

MISCELLANEQUS FORMS,

Hemittanee leiter for surplug money-order funds,

Kotification of transfer of funds.

Certiflcats of postmester ot office upon wlichan ceder waa drewn that original
aclviee wad nof recedyved.

Application to Department for special deaft on New York for payment of
arpders when funds are exhoosted.  Not for offices having o ercdit ot New
York, (Bee Xoo 6086 and 606, ) :

Applicntion for rempwal of orpdit ar New York, (Tor wse of offices only
which nre prunted g eredit st New York,) g
Special nokies W paying postumsster of regayment of & domestic onder ot

uffice of 1ssna.

Drepurtnent notified of issue of money orders in amount $200 or more.

Requisition for bound blank moneyv-order and advice Iorms, consecntively
numberesd.

Requigition for ook of Llank dmftz on Xew Yok, (For use of offices only
which are pranted o credic at Kew York. )

Correspondence elip,  (Raled.)



9

Form Xo. Dreseription.,

075 Notice from paying postmnaster to payee (o pregent an inclaimed order, the
unpaid advice being on file. :

089 Notice to issying postmaster that en order ramaing unpaid, unpaid adviee
heing on file, ?

G092 Notice to remitter that order remaing unpaid after two weeks from date of
isaue,

6193 Correspondence eard; inguiry mgnrding date of pavment of no ordes, with
apace for vepty. b .

ST Rural carrier'd muey order receipt book,  (For raesl delivery offices only. )

G38TA  Regueating payment of money arder through el camrier. (For rorsl-
delivery offices only.)

EGD Advertising cards for generl distrilmiion.

GHE List of unpaid domestic advices remaining nepaid for one yvear from data of

i3Aue.
Muoney-order cutters, for uze when issning money orders in tearing them
irom stub in book.
INTERNATIONAL,

Tha following hilanke and beoks, in lisu of or in addition to those furnished for use
in connection with demeatic business, are furnished to offices of the fourth clus
anthorized to trinect international money-order husiness:

Themeriptiom,
RECORD EOOEE.

Form Nao.
1 P Regiater of orders issned, domestic and internaticnal combined.
M! Hegister of advices received, demestic and international combined.
N1 Cashbouk, international office,  (Not for depusitory offices. )
X1V List of money-order offices in foreign countries, (State resspon for reguisi-

tivn.) Furnished to all international otfices when published,

STATEMENT EHEETE.

H01T For internaticnal offices and grations where a single sheet i safficient for all

business.  (Containg epace for 75 issies and 60 payvments in addition to

Summary. ) 3

CONTINUATION EHERTS.

Nore,—The blanks descrilied below are to be naed os contingation sheota by
such offices as require more than one sheet,  These blanks contain no space
for aummary.

G013 Extra gheet for description of issues only.  (Ruoled.)

G014  Extmasheet for description of payments only,  (Ruled.)

MIBCELLANEOUS FORMS,

GOTY Money order, in which alteration made in process of 1ssue, roturned to office
of issne for adjustment,

[E1 Supplemental international sdvies, for use of remifter in furnishing addreess
in foreign luneuage, Z

6300 German card order.  (Not nsed in other (han German business. |

Gall  Copy of money onder cashed aiion offive other than that on which it ia deawn.

6542  Money arder cashed at un office other than that on which 1t is driwn, notice
1o paying poatmasier. :

G585 Exchange of irrepularly tsstied money orders between post-otfices.

(684 Inguiry of remitter concerning disposad of an order ipsied in United Statea
payable abroad,

gato  Internationa] money-onder advertising placard.

G701 Application for inlernaticnal order, 81l pationalities.

G70LA  Appliestion, with Spanish tronalation,

G701H  Applieation, with French, Belpiuvm, or Switzerland tranalation.

G700 Appliention, with German or Austrisn tranalation,

GYOLL  Application, with Ltelinn trenslation.

67011 Application, with Dunish or Norwegian trnslation,

GIUTE  Application, with Swedish tronsinticon.

6701G  Application, with Netherlinds translation..

oenh—

a
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Farmi No. Tresariplion,

GIITT  Application, with Japanese tranalation.

67011 Application, with Austrian, German, or Bussion (Poliah) trauslafion.

67017 Application, with Russiun translation.

G701K  Application, with Greek translation,

GH70IM  Applicution, with Hungarisn translation,

4702 Duplicate advice of internationsl order. (TUsed generally in reapouss to
applicution therefor from an exchangs nifice.)

G706 Notire La payee requesting him to present international order for payment.

67434  Combined conversion tuble.

6752 Application to exchange oflice for duplicate or correeted advice,

G753 Applicn{tl:ion to Department for duplicate of internationnl order, Trance ox-
cepid,

G7a5A A;;l;ﬁirmlion to Department for duplicate of international onder payable in
ratie,

6708 Applieation te Department for authorization to repay an international order.

BT Exchanm office reguested to correct ereoe in advice of order fasued in United
States,

MovEv-(IRDER UFFICES WITH STATIONS,

Offices of the fourth class meiintuining stations authorized to trensact money-order
Bugineaa are furnished, for pse in connection with sueh stations, the following bianka
and hooks:

Dageription.,
Foru Mo,
N Caghhook for depositorics only. (5 qr.)
(8] Blunk certificates of deposit, not numbersd, intended to take the place of

such certificates as may ba epoiled in process of issue; for vae also a3 tripli-
cates, ote,, when original or duplicate is miskaid, :

0! Certificates of deposit, 126 certificates in duplicato to o volume, consseutively
numhbered, name of depository g.nrinlwi in certificated. In ondering, give
nutnlbers now on hand and nwmbers desired.

Q Registor of deposita received,  (For offices receiving deposits from statinna
only.)

60114 Summary sheel for office baving stefions, but which ia not a depesitory for
other offices.

60194  Traoseript of eash acconnt, (Daily report of M. O. B, tw or by main office, )
6025 Memaorandum of remittances received.
G4 Application by n station to main office for funds.

Canprens’ Satcnees, Srravs, Hoomixag ']‘.mvmz.ﬁ. AND BTOOLS FoRz UBE IN CONNEC-
TION WITH THE RUnAl-DELIVERY SERVICE.

Corriers' canvas ar leather delivery satehela (one size onlv): For the use of rural car-
ricrs in delivering mail oo {heir roufes,  In making requizitiona for these satchals
specify “roral corriers’ delivery satchels”” Do not designate them as “mail bags"
or ““mail pouches, ™ 08 these articles ars supplied by the Second Assistant Postinpstee-
Gonernl (DHvision of Equipment), One delivery sstehel s euflicient for ench
rural earrier, 84 newspapers, otc,, may be strapped together and carried outside
of satehel,  When #atehels become unserviceable, notity thia office of the lowest
amount for which they eon be repuired in your town aod await instructions,  On-
sorviceable satehels which cun not e economicelly repaired will be replaced on
reguest,

Sh;ﬂlder sirtps for carriers’ setehels: As ahoulder straps are pitached to all sichels
gant from this effice, requisitions should Le made for these stps only when reguired
to replace broken ones.

Carriers' tie straps, 30 inches Jong: Four siraps have beon found suflicient for each
rural enrrier.

Tural carriers’ routing wehles and stools: (Not supplied by this effice to post-oftices
lecated in federal buildingsor in buildings under lease 10 the Department, the terms
of which lenses requires the lewors to provide the necessary furniture for rural
carriors. ] These routing tables consiat of a table 37 inches high, witl o distributing
case on top of fable confaining 42 pigeonboles; sl fwo compartments below the
pigeenholes,  Meight of table and ditributing cose, 5 feet 95g inches, No other
style of fable and distrilinting case will be supplied by the Department for this
purpose,  The distributing case which accompanies the tuble i= lares enough (o
contain the daily mail of u neeal route, It is not necessery to pmviae i feparate
pigeonhale for the mail of each rural pateon,

F i S
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{ No, (063a.)
7 REQUISITION, =
| Make regetisitions about DOMEATIC
0 dayvs bedoms supply will
nrohubly be exhagsted, na FOR HOOKE OF BLANK or
It requites about 30 dsys
Tae  pristor to conphote I = iTERNATioNiL. |
doiiers MONEY ORDER AND ADVICE FORMS, | ISTERSATIONAL, |
[ Do nat Inctoss this Regeiaition to Auditor, oc with Btatemont, ]
STATION.
Tast-office Fliey forl: 2
(Welte plalaly, or sa rubber [ R dating | stacg.§
Stamp here with Browm Connty,
M. O, B, stamp,
Writs plainly the Stite of Mz ;
G natne ol . |
CHTiee, .nlmﬁ. an l?sle. | {Date Q“{"”- mﬂi

TFourth Assistant Peatmaster-General,
Dhvision of Fupplies, Washington, D. C.
B1x: Plense cause to be forwarded for the nse of this office, an additional supply of

Damaestic blank monay order and advice forms,
{Writa “ Dosesnce ™ of 4 INTEENATIONAL,” 08 case may bae,§

The unused money orders now on hand, which have not been issued, are num-
bered consecutively from No. 8873 to No, ° 10000

inclusive, leaving 127 orders yet to be ised, and it is thought that (his present
supply will Iast about 40 __days.
( Bs caraful o 41F dn tha abovo space. )
During the last thirty (30) doys this office jssued ordord.
(Write number of Ordiems igsnaed, )
Number of booka received ou last requisition, 4 numberod from 5201t Juio)

Date lnst books were received,  June 8, 1908

| Respectfully,
Ascertain how many onlers you hnve issied in
the Inst 80 days; eatinmte thereteor the nomber
requirad 10 lnst you 0 duys and whea your
prgent supply i mdneed to sucl latter number
tuaka i peduisition. Maks requidtivn for carban

slips oo Form 1550, i Bt

Poatmaater.

NorE.—Fostmasters will tae thia blunk In moking requisitions far Books of blank Maney GOrder forms,
whether Dmuestic or Lluternalivnnl; ond postiisiers at mternatienl offlcas will use sapiarate blanks il
they have accasion to equest Domedtic nod Intamationsl boeoks of foems 4l the sama thine, :

A postistor should not allow his stovk of IHunks to Teeot exhanstad, buc shstld nnls thmely appd-
cution for a e sapply.

SEc. 00, P, L, and B.—Petmssters st feep el stocke of hlimk Money Order ferms o Biefe own
eustdy, under lock and Eay, Ix sonwe pliwe of seearilty, to which wnantiioriest pessans oun not have aeeess,
amd thoy will be Leld msponsihle for sy 1ase which Ehe Departinent may suer anising from fraud wade
prasaible theatigh a dispagard of this regulution. J

Do not send this requisition by registersd meil, TF the books il to arrive within
80 days, mike another requisition, and writa the word “'duplicate” across thao fnce
of the blank.
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MONEY ORDER AKD ADVICE FORME,

Ten requisition Form 6053c when ordering money order and advice forms, care
being taken that all informuetion and particilae: called for oo the form are ineluded
in the requisition: otherwise the requisition will be returned for completion.  (Ses
?ccumpanying sample of properly made up requisition for meney-order and adviro
[VeiitN]

Upon the receipt of o now supply of money-order and advice forma the packsge
shoufd be opened and the forms examined, in order that any mistakes that might hove
oceurred in printing moy be detected at onice.  Be careiul that the name of the office
is eorrevily spelled, sl that the lowest-numbered form in the new supply followa
the last-numberad blank [orm on hand,  Bhonlid error be discovered, return the forms
at onee, by registored mail, pointing ont the defect noted, to the Fourth Assistant
Poatmaster-General, Division of Supgilics; when now hooks will be sent without delny
ta replace the defective ones,

Carben puper, for use in connection with money-order and advice forms, should be
ordered by separate requisition on Form 1680,



sition musk be

16 TRl

, and the quantity required

tv on hand

-
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Formn Mo, 1578,

Resd earefully the instructions on marngin, Requisitions
not property filled cut will ba retumed for correction,

Zend this order to the Fourth Agsiztont Posimaster-General,
Divigion of Hupplies.

REQUISITION FOIL OFFICIAL AND REGISTRY
ENVELOPEH.
Foat affice, ?uJErtum
(Wt plafnly wndd fn fofl.  Hobber stump ooy be oeed.)
ATTERTION.

Htate herp: County  Cook,
Class of offine  Fourth

[ Az 1et, 24, 2d, or 4th.)
Annual salary, #8500
City delivery  No.
(Y rsor oo

No, of stationg  Vime.
¥o. of Jetters repistersd lasl year 250
No. of parcels registered last yoor 75
No.mural routes  Thiree.
No. It. . 0. clerks pridl  Nana,
How many money orders have you is-

ede] during the post three months?

2tnfe  Fa.
Dinte e, 28, 1308

FPogt-murking

-stamp hers.,

list—for example: 1, 4, 10, 87, 87, or 1, 4, 10, 17, 92, and so on, na the cage may be,

=

-

=
8
%z
3 3
=g

= i
g B g
S
E = =X
ﬂ — =
Es H
= ™ =
= 5 =
ST L
£ :E
=

= 3
Sty =)
=
Fiel
A=y =
<9E§E B B
= =
ei-::g =1
2a2E ¢ B
s 28
=23 E=
i Ha
S0 dq
- ‘-
HEE H=% g
Fc':’ ﬂ559
o B SHEZ
.--S-Sm- ‘f,g__.gan
B8 W,
g 32 gzu""
5_2*- ;:1,:!3

8 5EiE
38, E2BZ
JzL &2 3
o Ry ,;,g@
o Soa e
TEE BoRA
& ¥ ""“g
EE fo3d
ey BT~
BES peon
aed @ocd
:‘;%._.n,_-u
= :EEES
:..,L;]u::—ﬁ
EE"—_zﬁﬁ-nﬁ
&:;.%m,n:i':"‘a
Tu g e, B
:Eégzgéé
DESEZERY
e =20 5 40

(B T )
s DO TR
HEEdg=as
i £
=z=2 B -:3
—aied o s

Tzsmoi], Pulil.
Domestic  $05 210
Intemational 73 &0
L=LIIT T
Envalsl 113 Cemntdiy] (uastliy| ILoovn
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OFFICIAL AND REGISTRY ENVELOPES AND TAGS.

Use vellpw requisition Form 1679 when erdering from this list, care heing taken
that all information and particulars ealled for on the form sre includsd in the reguisi-
tion; otherwize the requisition ig incorrectly submitted nod witl oe returned for com-
pletion.  (Ses secompanyving sxmple of properly made up requisition for envelopes.)

Euvelopes must be ordered Ly number, and must fellow on the requisition form in
nummerical sequence.  Order only such envelopos as the class of otlice is entitled to use,

Postmasters at offices of the fourth clasa shonld endesvor to order covelopes in sufh-
rient quantities at one time to meet their reguirements for one year, :

Official envelopes will have the return card of the office printed thereon when, in the
opinion of the Department, it is necesanry.

Under no cirenmsatansees will envolopes be supplied in sizes other than those given
in this list.

X" and “PT" envelopes are no longer supplied. The No, 87 or No. 60 envelope
shonld bo used for forwarding the statement of second-class postage collected, with
copies of receipts, to the Third Assistant Postmaster-General,

Officinl envelopes furnished to effices of the fourth elass.

Na, Nao.
1 (For offices with rural carriers.) 41
: 47 (For offices doing money-order busi-
it neas,)
10 (For oifiees doing money-order busi- | 52 (Foroffices daing international money-
neEa, vrder business. |
13 B
17 89
a7 a1
38 (For rurul delivery offices.) 42
41 ( i 13 1 i :I B_l
44 (For offices doing muney-order husi-
ness. | ‘

Tigserieriols oF Orrcian AND ILeeisTRY EXVELOPES.

,ﬁl{j Bampls of printing on envebepss, which is
n Bize. in addition to retum enrd sud penalty TUsagn, and ta what ofices furmished
s clausn,
Fur sending receipts to parchasent of tnopey
1| B x3M Lred

a ’
Fumizhod ruml delivery offices.

For genom! oflicial correspnedence,

t x6 Fumishied all oifices,

Fur genaril afficinl corpesputidencs bitween
Pesltasier.

5 gxi
3 Fumished all nflices,

For sending domestic money-ordat ad vices
to poving offics.

10)| SBL X8} P e | TTOSASTEASESERSECCS Fumished oflices suthorized to transace

I M008B ey order Lustness,

For generol offioln] correspondance,
Furalstiod sl offices,

13| 35 xE%

ot 'm_‘ - | For sonding ruurlily postal secounts aud
17 | Ei4 x 83§ | Andltor fer the I‘ou':-mm., 1iepartinent, m::rral uillelal correspondetice T4 the An-
prAsingians Fumished all oilices,

|

.o,
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Desorterion op Oreroan aNn Rearstar Exvenores—Continoed.

E"f: Spmple iof printlpg ob envelopes, whivh i :
il Glga, i mdditlon to st cord snd peoodty Tleage, wod ta whol ofims nrmishel.
iy clause,

v e-.. Amlstant Prstmaster-Gnhnral, For sending corrospondemss amil other -
a7 | avgxsr Washinton, | 1rs to divisions of tha ont for
* i DG, whieh B 5.rwm.l envelopo iz providel.

Divialon ol . ceerenren Furnigbed ol oifices,
Fourth Assiztonl Featmpater-Geaernl, Exclusively for cending trip reporis of niral
BPivision of Hural Tattvery, cutrlers o the Fourth Azsstant D'oste
8| Vrx8Tg Waoahington, . umumar-Gnnuml, Diivigian of Hurnl Iie-
«Ca VHLY.
(Carclers” Trip Heports. ) Fusrnlshed rormal dellvery offices,
Exclustyely for @nding vouchors of reenl
11 | A x84 enrriies 10 paying offices,
Furnished rurl delivery oflies,
(@) M.t‘.l.St::ussnml....--i(.ﬁ: *
‘ e par Tkl Exclusively far seoding mensy-orier state-
44| Fi4x 84 ”"“’“”ﬁﬁ'{;’mm Departmant, ﬁgﬁ‘ﬁ lfylﬂ" ?}ﬁmuurh orized 10 teanssct
L T wil ol offioes suthorized 1o
_ cWishisgten DG tnoneF-urder businisss,
[ mo.m
Postmnster, ... ppqocecccciiaaas saie
[ s = P R e Usnil for remitting postal frnds,
# | A x8 Furmished o1l umrﬁﬁp.m
I Postad Fiuds, I
Fur sonding mmey-order remittanees Lo do-
47| x84 osELar i, ]
Fumnisbhed offions authorlsed ta iransact
monay-ordur bissinngs,
For sending Internaticnal money-omdee wl-
Tires nnd German oard orders to maonay-
52| EaxT M : ordor sachangs offces,
For Interntianal Advices Furnished affiees atuthorlsed f iransact in-
oy tarnational maneyonier bustoee:,
Garmnn Coed Ordans,
D.E F. 0, T1, Registensd Froknpe.
Tor truasmitting registarsd mall matter,
| S Enag I Forniched all oifices,
" Postmnster ol .
Caymiy uf
Etaie
11, 8, P, 0, D. Replgiared Pockngn,
For tennamilting roglstered minll mntter.
50 | o x 1134 Furnished all ortiges.

Connty ol. ;..
Beate ol i i e
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Desertrriox oF OFroian axp Rectstey ENvELoPEs—ontinned,

l',:E‘l‘:; Samgle of pelnting mi oovelopes, which is
PR B In pddition o reloarm cord and peanlty Dzagae, amil 4 what offices fumished,
'ﬂ"" { clausa,
o
U5, P, O, D, Registers] I'asekage Jackat.
| For transmitilng five or more reglatered
Bl | 8 x 1114 _pneknge onveloped to one otfice,
~ Furnished ait otices,
[T MassEcyis
| Prosbtnuter sl - Lo i G,
34,1411 - 2 e R SR S A L S
| BRI S e e s e ms
I Registensd Package,
Postennster At .o iiiiiiiaensea
No... {ountyof.., Tags for transmitting reglstered mnil wuts
3 5 ~ Bue ol i coiiaiiiaiea. ter which can not be Incles=d to envelopes
o x| — £7 ami RO,
} ‘ Furniehed all aflices.
0.5, 1", O, Tr. Registersd Packaps Tnoket
|
| | Registered package jockat for transmitting
e | five or more larpe registersd package eos
| Sxiate i volupes sddressad ta v office.
v bk iy Fumisnad all offces.
Postomaterab. . .. ociiiiiiae
& T PR e .
\ i T enlb e U AR

RUBBER AND STEEL POSTMAREING AND CANCELING STAMPSE, TYPE,
AND MISCELLANEOUS RUBBER STAMPE FURNISHED OFFICES OF
THE FOURTH CLASS,

Usa hlue requisition Form 1667 when crdering from this List, eace being taken that
all information snd particulars ealled for on the form are included in the reguisition;
otherwize the requisttion i incorrectly submitted and will be returned for completion.

Type (metal sod rubber) are furniched singly or in sets.  1f quantity desired i= less
than half of set, requisition should call for “single” type, desznating these necded
to make the sat camplete,

Postmusters must uol use postmarking stamps or canceling ink not fumished by

the Department, Seo Postmaster-Generenl's Onder No. 487, of %Iuy 19, 1904,  Ohserve
caution szainst using stecl-stanp ink oo rubber stamps,  The oil used in the making
of the ink furnished with steel stamps will ruin & rabber one within o few woeks.
When a rubber postimarker is fumished to replace o metal one, the lutter may be
retained for emergeney use, but the serviceablo ink and inking padsised in connection
with the metal stamp should be forwarded by mail o the nearest post-ofiice of the
second elass fop use thereat,  Unzerviceable ink and pads should be destroyad,  Rub-
berstamp postmarkinge ink does not affect metal stamps; therefore there is no objection
to its use with such stamps.
- A rubher stamp, the face of whieh has become detached from the handle, may
easily be rﬂpnire{ﬁly the use of fsh glue or rubber coment, A small guantity of glue
{item 1524) suitable fur repairing rubber stamps will be furnished postinsters upon
TogLisilion.

'}'u:;elmn;‘:l.urs requesting to be supplied with rubber postmarking stamps will be
furpished with ateel stamps when, in the judgment of the Department, the best
interest of the serviee will be snbserved thereby,

When a money-order stamp i3 lost, stalen, or dostroyed, or when for any resson it
i3 tepmporarily out of use, or whers a hewhe established money-order office his nob
yut been furnished with & money-order dating stamp. the ordinary pestmarking statop
may be wed.
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Item No. Deseelptioa,
6184. Rubher gtamp for canceling third and fourch elass matter,  (Furnished only

1o offices naing steel postmarking stamps, )

550, Rubler postmarking and eapceling stamp, incluiling adjustable type for
indicating antemeridian and postmeridian (A, M7 and P M) time,
1.Ihe dates of days in the month, the nuness of months of the year, and year
lirle=,

Nore.—Item 530 i for uee ot ofiees ot widch the compensation of the past-
mgster 15 less than $300 per annnm,

541, Bublierpostmarking and eanceling stanip, including adjostalile type for indi-
cating the hours of the day, the dates of days it the month, the names of
tonths of the year, and vear dites.

652. Rubber receiving (back) stamp, ineluding sdjustable type deseribed under
item 51,

Norr.—llems 551 and 532 are for uee at offices ap which the compensation
of the pestmaster i more than 30 perannum; ko Tar wee al all offices ot
which separating service is performed.  (State this fact swhen ordesing,)

B70, Money-order or regisiry dating stamp, inclading type for indicating dates of
days in the mgnth, the names of months of the vear, snd year dates,
Nore.—When ordering item 570, state whether 1t s to be used in connection

with money-order or registry buziness.

Offices at which the cempensation of the postmaster is less than 500 per
annum will not be furnizhed with item 570 for resistry business.  Such
offices are roquired 10 use stock stamp Ko, 12, reading: “ Repdsterad "

635, Rubber type (picay, fave printing © AL M7 fantemeridian), © P, M (post-
meridinng, dates of daysin the menth, numes of months of {he yedr. year
dates—live conspeutive years, (Furnished in scts or single type for uze in
connection with daling stamps, items 850, 551, 552, and §70.)

637. Rubber (hour) type (pica), face printing 1 A, AL 2 POAL" efe., inelud-
ing ane type for each twenty-four hours.  (Furnished in sets or single type

ok uze in connection with dating stamps, items 551 and 552.)

442, Rubber (year) type (pica), ince printing the date of the year, viz, 1908,
1010, ete. (Furnished offices using modern diating stamps, )

741, Stesl type (in sets), face prinfing the twenty-four haurs uf t.}hn' day, tho dated
of daysin the month, the nanes of inenths of the year, and vear datea.  (Fur-
nished in sels onky for use with steel daring stamps. )

744, Steel type (pinglel, fnce printing the twenty-four hours of the day, the dates
of the dars in the month, the names of the months of the vear. snd yoar
dutes,  (Furnished in single types to replace others in a set thot have ecome
ungerviceable.  Supplied anly 1o offices having steel dating stamps.)

Other atamps furntshed w1l offices of the fourth class are as follows:

Btock ataanp No, 12, reading: “ Rogistered.

Stoeck atamp No, 20, resding: “ Forwarded; foe not claimaed, ™

Stock stamp No. 21, reading: **Fee clatied by otfice of first address

Stampa Nos. 20 and 21 are ?ur use in compection with epecial-delivery bueiness,

BLANE TORMS FURNIBHED BY OFFICES OTHER THAK THE DIVISION
OF SUPFPLIES.

Form No. Deserlpllos.

4214, Certificate of special mail carriers’ service, To be used in conneetion with
muking paymenta fo cartiers for service rendered.  {Futnished by the Au-
ditor, Pay Division. )

20024, Cortifleate of oath of special muil corcier.  (Furnished by the Second Assistant
FPostinnster-General.)

2006,  Certificato of onth of mail contractom and earriers.  (Fumished by the Seeond
Assistant Poatmaster-General.)

2813, Duth of rlunil messenger,  (Furtished by the Second Assistant Postmuster-
Greneral. |

2814, Oath of nsststant wail measenger,  Forms 2513 and 2814 are used at post-offioes
having mall-messenger or sereen-wagon serviee.  (FPurnished by the Beeond
Agsistant Postmaster-tieneeal. | ,

441, Vaucher for the pavment of rosd, brides, or forry toll.  (Furnished by the
Division of Rural Delivery.)
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Fnr;n Na. Dieserlpion.
4076, Bond nnd vatly, rurl letter carrier,  (Furnished by the Divisicn of Rural De-

livery.)

4077, Boud and osth, substitute rursl letter earrier.  (Furnizhed by the Division of
Rural Delivery.) '

478, Oath used for temporary carriers and temporary substitute earriers,  (For-
nished by the Division of Bumd Delivery )

4114, Suabetation voucher, used in payment of elorks in chanre of rarul postal sto-
tirns,  (FPurnished by the Division of Hurl Dalivery.)

4120.  Rural carriers, special voucher—deductions refunded, (Furmished by the
Divigion of Bural Belivery.)

SUPPLIES INFECTED WITH CONTAGIOUS DISEASE,

The attention of postmrasters is called to the following order of the Postmaster-
Generpl covering cases where contagions disesscs axist in or adjacent to the post-
office premises, therehy causing danger of the #pread of the disease through the infec-
ticn of the blanks, books, and other office supphiea:

Order No. 1072, Orpice o THE PosTMASTER-GENERAT,
4 Washington, Deember 29, 1508,

Paragraph 6, section 628, Postnl Taws and Regulations, edition of 1902, is herehy
amiended an follows:

“(h} When blanks, booke, unit other office supplies of a pest-ofiice become infected
s0 05 to render them Bable to communiente suullpox or other contagions disenss, per-
misgion will be given to burn them upon application being made to the Fourth Assst-
uot Pogtmoster-General, Division of t'\u;.lpgerz. Permission to burn infected stamp
sipplica will e given npon spplication to the Third Assistant Postmaster-General,
Division of Hedemption. The postage sfamps, due stamps, stamped envelopes,
postal eands, und international reply coupons must be carafolly counted in the pres-
ence of twor disinterested witnesses and an itemized statement of the guantity, denom-
ination, and value sworn to and attested by the witnesses, forwarded, together with
the leiter authorizing said destruction of sinmp supplies, to the Third Assistant
Postmaster-Gieneral, Divisign of Redemption,™

FREIGIH'' SHIPMENTS.

T postasters at fourth-cluss offices:

[} NOT PAT ANY FREIGHT 0it EXFREES on any shipment that you receive or make
g o Post-Offics Depariment hill of lading. a

1. When you receive a bill of lading stating that o shipment haa been made, haolil
the bifl of Iading and keep n lookont for the shipment or have your mail earrier Tnok
nut for it at the atation, and when it werives il m the consienes’s certificate of deliv-
ery in the lower right-band corner of the hill of Iading showing the name of the rail-
road from whom yon receive the shipment, the weight of the shipment and its condi-
tiun, snd give the hill of Jading to the apent whon you receive the shipment,  The
pevmt Will send ihe Bill of Isdiog to his aoditor, whe will eredit his stotion sccount
and eollect the freieht from the Department.

3, In raso there is no agent at youe station, keep a lookour for the shipment or
Tukve your mudl earrier look out for it and when it arvives have it moved immedistely
{0 your office, as the trmnsportation company is not responsibla for uny loss or damage
after a shipment iz unloaded af a station where they do nob have an agent.  When
youe roceive the ﬂhipm,pnt fill in the bill of lading a8 instructed in l]y! Ebtﬂ’t}‘ PHTA~
proph and maoil the bill of Jading to the coneignor or ehipper so that it may be agr-
rendered to the agent at poini of orgin, who will settle the freight throush his audit-
ing deparcment, i . ¢

3. Pay ihe drayuge on the shipment when it is received, filling in the dray ticket
that should accompuny the originul Bill of lading, giving all the information thar is
reduired and mail the dray ticker to the Fourth Assictant Pestmnster-General, Divi-
pion of Bupplics, Wishington, T O, for credit,

4, If there i8 nn pgent ot vour station, obesrve instructions given above in para-
graph No. 1, but if there is no agent at your station observe the instructions given
above in parsgraph No. 2 as to disposition of the bill of luling aiter you receive the
shipment,

R ——

e i ol


0fl1.lt

149

Additional inatructions governing shipiments made on Post-Office Department hill
of lading may he found on the reverse of the bill of lading and in Postmsster-General's
Order No. 145, which Tollows: !

Order No. 1545, OrFicE oF THE PosrstAstea-(3ENERAL,
Washington, JSuly 1, 1308,

Ordered, (13 All postal employees must ohaerye the fallowing instructions to facilitate
the dispateh and receipt of equipment and supplies for the postal service:

i2) All phipments by freight ntended for the postal service must be made out on
Poet-Oflice Departmeat hill of lading { Form No. 14100, such form hoving been ap-
proved by the Comptraller of the Treasury.

(31 Read and observe all instructions on the bill of lading.

(4] Every employee or contmetor who issues o bill of lading for the shipment of gov-
LrBent property, alter carsdully pmﬁnring the bill af fading | Farm Na. 14101 and two
moemoratidim copies thereof (Forny No, 1412) in aceordance with instructions, swill
deliver to the asent of the transpartation company who receives the shipment a ship-
ping order (Form No. 14110, After the bill of Iading has bheen sipned by the agent of
the transportation company the person ssning said Lill of lading will 11 our and sign
the blunk provided theceon for the covgicnor’s certificate of shipment and forward
the Bill by mail to the consignee,  He muost also forward, properly receipted, one of
the memorandum copies of aaid hill of lading Lo the officer 1§C'slgmltml thereon, with a
weekly statement showing the charges made for freicht shipped by him. The other
memorandum copy 8 (0 be retained in the files of the consignor, ~ ALl copies should
be made ab one time by mewns of cerbin,

(31 Gréat eare should Le taken to ascertain the correct waight of a shipment hefora
entering the spme in the bill of leding.

(1 Any contractor ar eniployes who improperly fssues o bill of lsding must write
acress tha fnce of epch sheet of the entire set the word * Void ' and mail the set to the
proper officer,

{7y Any cartiagee charges advanced nt the original point of shipment by a transpor-
tation company should be entered on the memoranduim bifl of Jading,

(%) When o shipment is made to a postmaster, he will pay the drayaps cherees anid
take & receipt ot the deay-ticket form inclosed with the bill of lading. 1f the offiver ar
emplovee to whom the shipment is made iz not a pestmaster, he will pay the drayage
charges and prosent. (he receipted dray ticket 1o the postmaster at place of destinaiion,
who will refund to him the amount peid.  Postmasters will be credited by the Depart-
meatl i the setilenient of their accounts with the amounts paid for drayage wd
mmnunis reinnded by them te other officials upon the presentation of proper receijs,

() Postmasters must keep a record of dry fickers, on which no freight ohareea
st he paid. .

(107 This arrangement for the payment of draysge charres at destination does not
supersede ar affect any pravious arrangement muede with (ransportation companios
for the payment of drivage charges on shipments for ihep ostal serviee,

(11 No payment of gny kind should be made by an officer or emplovee of the postal
]aprl\_-ice for freight charges onon shipment covered by a Post-Otfiee Department bill of
EOILILE .

(12) Upon receipt of the oricingl bill of lading, check carefully, noting in apace
provided on reverse side thereof the condition and weight of shipment. Do aot fail
to give all the information rm*mmd in consignee’s certificata of delivery.

(18} Shoulid the orizinal bill of Inding fail to reach the consiimee baitre the receipt
of the shipmment, he will issue a receipt (Form No. 14189) to the pgent at destination,
stating that the receipt i3 given hecnuse bill of lading ¥o, has ot come ta hand,

{147 All charges for fright must be settled on original bill ofl ading throneh auditing
department of the teansportation company meking further delivery of shipment.

(13) In ense the eriginal bill of lading should be lost w certificate of shipment may
b izaued b the proper officer upon an application made by the consizner or the agent
of the delivery transportation |:fm.|}):m_\-', nr both, it convenient, When such certificite
of shipment s issued in lieu of the onginal bill of lading for settlement. it must be
handled in the same manner as the il of lading,

(1fiy All freight charges must be adjusted by the Department on original bill of
lacling, or the certificate of shipwent above referred to, aceomplished and vouchered
on the Foat-Office Departmant form of voucher for transporeacion of freight, certified
by the proper officer of the transportfation compiny,
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