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MODEL FORM OF ADDRESS FOR LETTERS.

AFTER........DAYS RETURN TO
John c. Smith,
146 State St,, STAMP.
WILKESVILLE», N. Y.

Mr. Frank B. Jones
2416 Front Street,
OSWEGO.

OHIO.

Use ink in addressing letters or other mat. nua«er.

Write plainly the name of the person addressed, street and
number, post-office and State.

Place your name and address tr. me upper ,e:t hand corner
of the envelope or package.

Follow the model iorm shows or. the above diagram, and if
the letter or other piece of ma., matter is not delivered
it will be returned to you.

More than thirteen million pieces o: rr.aa matter were sent
to the Division of Dead Letters last year, a large pro-
portion of which could not be delivered because of
carelessness in writing addresses.



GENERAL POSTAL INFORMATION
FOR THE PUBLIC.

FIFTH EDITION.
(Revised to December 1, 1908.)

POST-OFFICE DEPARTMENT,

OFFICE OF THE POSTMASTER-GENERAL.

This pamphlet of general postal information is Issued
by the Post-Office Department under authority of an Act
of Congress.

G. v. L. MEYER,
Postmaster-General.

Note,—Copies of the Postal Laws and Regulations, and the current
Official Postal Guide are on file in all post-offices, where they may be con*
suited upon application to the Postmaster.



SPECIAL FEATURES

OF THE

U. S. POSTAL SERVICE.

Registry System.

Reaches every post-office in the world.

Provides for special care and correct delivery.

Indemnity for value up to $25 paid for loss of sealed
domestic matter prepaid at the letter rate of postage,
and for value up to 50 francs for loss of registered
articles addressed to foreign countries embraced in
the Universal Postal Union. (See sections 20, 21, 22,
and 36.)

Mor.ey-Order System.
Provides an absolutely safe and convenient means of
transmitting money. (See sections 23 and 24)

Special Delivery.

The immediate delivery of any piece of mail matter
at any United States post-office may be effected by
affixing thereto a 10-cent special-delivery stamp or
ten cents worth of ordinary postage stamps in addi-
tion to the lawful postage. (See section 19.)

Parcel Pest.
Under special conditions packages of merchandise may
be sent by “Parcel Post* to certain foreign coun-
tries. (See section 37)



United States Stamped Envelopes.

The Department issues twelve different sizes of
stamped envelopes, the smallest 2% by 5%, the
largest 4% by 10/« inches, in three qualities and five
colors of paper, as follows: First quality, white and
amber; second quality, buff and blue; third quality,
manila. The denominations are 1, 2, 4, and o cent.
When purchased in lots of 500, or its multiple, of
a single size, quality, and denomination, the Depart-
ment will, upon request, print the purchaser’s re-

turn card without extra charge.

The sizes and prices of stamped envelopes most gen-
erally used for commercial and legal correspondence

are given below:

Price, including stamps, for

8 25 500
COMMERCIAL SIZES.
No. 5 3Xx6ii inches.... ... .17cts. 54cts. $10.62
No. 13, 3%x6% inches.... .... 18 cts. 54 cts. 10.72
LEGAL OE DOCUMENT SIZES.
No. 7, 3%x8% inches.... ... .18cts. 55 cts. 10.92
No. 8, 4Xx9X"inches.... .... 18 cts. 55 cts. 10 92

For schedule of prices see page 56.

®)



General Guide to Classification of
Domestic Mail Matter.

First Class.

Includes written matter and matter closed against in-
spection.  (.See section 2.)

Second Class. ) )
Includes newspapers and periodicals bearing notice of
entry as second-class matter, (See sections 2 and 1)

Third Class.

Includes all printed matter upon paper not having the
nature of actual, personal correspondence, except news-
papers and periodicals bearing notice of entry as second-
class matter.

Not included: Articles bearing print such as blotting
paper, envelopes, letter and bill heads, wrapping paper,
and all substances other than 2paper—see alphabetical list,
pages 38 to 40, (See sections 2 and 4)

Fourth Class.

Includes merchandise and all other matter not com-
prehended in the first, second, and third classes. (See sec-
tions 2 and 4.)

Limit of Weight.

_ The limit of weight of matter in the domestic mails
is four (4) pounds for each package thereof, except

1. Single books.

2. Documents published or circulated by order of
Congress.

3. Singﬂe volumes of reading matter for the blind on
which the limit of weight is ten pounds.

4. Second-class matter.

Note—Matter of a higher class inclosed with matter of
a lower class subljects the whole package to the higher
rate. (See Concealed Matter, section 17.)

@
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SECTION 1.—DOMESTIC MAIL MATTER.

Domestic mail matter includes matter deposited in U*
mails for local delivery, or for transmission from one pla: -
to another within the United States, or to or from or be-
tween the possessions of the United States.

Porto Rico and Hawaii are included in the term “United
States." The Philippine ArchiPeIago, Guam, Tutuila |in-
cluding 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 United
States." The term, “Canal Zone” includes all the terri-
tory purchased from the Republic of Panama, ombracinc
the “Canal Zone” proper and the islands in the Bay of
Panama named Perico, Naos, Culebra, and Flamenco.

Domestic rates of postage apply to mail matter sent
from the United States to Canada, Cuba, Mexico, the Re-
gubllc of Panama, and the United States postal agency ct

hanghai, China, and matter addressed to officers or mem-
bers of the crew of vessels of war of the United States.

SECTION 2.—CLASSIFICATION AND POSTAGE RATES.
Domestic mail matter is divided into four classes:

First Class—Rate, 2 cents for each ounce or fraction
thereof. Limit of weight, 4 pounds. United States postal
cards, 1 cent eath; post cards, 1 cent each.

Includes: Letters, United States postal cards, post
cards manufactured by private persons (see section 7), all
matter sealed or otherwise closed against inspection, and
all m?téer wholly or partly in writing, whether sealed or
unsealed.

Note—Typewriting and carbon and letterpress copies
th{ereof are written matter and subject to the first-class
rate.

See section 3 for exceptions to prepayment.

Second Class—Unsealed.—Rate, 1 cent for each 4 ounces

or fraction thereof. Full prepayment required. No limit
of weight.
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This is the rate which applies to newspapers and other
periodical publications bearing notice of entry as second-
class matter, etc., when they are mailed by the public.

Note—The rates of postage on and the conditions ap-
plicable to second-class matter, when mailed by publishers
or news agents, are not treated in this pamphlét. For per-
missible additions see section 4; wrapping, section 13.

Third Class—Unsealed—Rate, 1 cent for each 2 ounces
or fraction thereof. Full [tJ)repay_ment required. Limit of
weight 4 pounds, except it be a Single book.

Includes: Books, newspapers and periodicals not ad-
mitted to the second-class, circulars, miscellaneous printed
matter on paper not having the nature of personal corre-
spondence, and proof-sheets, corrected proof-sheets, and
manuscript copy accompanying the same, -and matter in
point print or raised characters used by the blind.

i Forlgpermissible additions see section 4; wrapping, sec-
ion

Fourth Class—Unsealed.—Rate, 1 cent for each ounce or
fraction thereof, except seeds, bulbs, roots, scions, and
plants, which are 1 cent for each 2 ounces or fraction.
(See Sections 10 and 13) Full Brepay_ment required.
Limit of weight, 4 pounds, except it be a single book.

Includes: All mailable matter not embraced in the first,
second, and third classes.

" Fogspermissible additions see section 4; wrapping, sec-,
ion 13.

SECTION 3—PREPAYMENT OF POSTAGE.

Postage on all domestic mail matter must be prepaid in
full at the time of mailing by stamps affixed, except as
follows:

(@ Letters of United States soldiers, sailors, and
marines when marked “Soldier’s letter,” “Sailor's letter,”
or “Marine’s letter,” as the case may be, and shgned there-
under by an officer with his name and official designation.

(b) A letter bearing only a special-delivery stamg. This
_rowlssi;cin applies to special-delivery letters only. (See sec-
ion 19.),
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(c) First-class matter, prepaid one full rate, 2 cents.

Note—In each of the above cases the matter will be for-
warded to destination and the unpaid postage collected on
delivery at single rates only.

(d) Matter of the third and fourth classes mailed in
quantities of not less than 2,000 identical pieces upon
which postage is paid in money, as provided in the Act of
April 28, 1904,

Note.—Postage-due stamps, internal revenue stamps, or
embossed stamlps cut from stamped envelopes, or stamps
cut from postal cards will not be accepted in payment of
postage (See section 1S.)

SEC. 4—PERMISSIBLE ADDITIONS TO ORIGINAL
MATTER.
Note—The words "personal” or "to be called for,” and.
other directions as to delivery, and requests for for-
warding or return upon prepayment of new postage, are
ermissible as part of the address on second, third, or
ourth class matter.

ADDITIONS TO SECOND-CLASS MATTER.

1. On the wrapper, or the matter itself, there may be
written or printed: (1) the name and address of the
sender, preceded by the word “from;” (2) the name and
address of the person to whom sent; (3) the words
"sample copy” or “marked copy,” or both, as the case
may be.

2. On the matter itself the sender may place all that is
permitted on the wrapper; correct typographical errors
in the text; designate by marks, not by words, a word or
passage in the text to which it is desired to call attention.

3. Other writing will subject the package to the first-
class rate.

4, To be entitled to the transient second-class rate,
copies of newspa[pers or periodical publications must be
cor{]tplete. Partial or incomplete copies are third-class
matter.
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ADDITIONS TO THIRD-CLASS MATTER.

5. On the wrapper, envelope, or the tag_o_r label attached
thereto, or upon the matter itself, in addition to the name
and address of the addressee, there may be written or
printed the name, occupation, and residence, or business
address, of the sender, preceded by the word “from;” there
may also be printed on the wrapper, envelope, or the _taag
or label attached thereto, any matter mailable as third-
class, but there must be left on the address side, a space
sufficient for a legible address, postmark and the necessary
postage stamps.

6. The words “please send out” or “post up,” or other
similar directions or requests, not a part of the address,
nor necessary to effect delivery, may not be written upon
the wrapper of third-class matter or upon the matter itself
without subjecting it to postage at the letter rate.

7. On the matter itself the sender may place all that is
permitted on the wrapper, and may make marks other
than by written or printed words to call attention to any
word or passage in the text, and may correct any typo-
graphical errors. There may also be” written or printed
upon the blank leaves of any book, or upon any photo-
graph, or other matter of the third-class, a simple manu-
script dedication or inscription not in the nature of person-
al correspondence. Such words as “My dear friend,”
“Yours truly,” “Sincerely %ours,“ etc., written upon third-
class matter, are permissible inscriptions. A serial num-
ber written or impressed upon third-class matter does not
affect its classification.

8. Written designation of contents, such as "book,”
“printed matter,” “photo,” is permissible upon the wrap-
per of mail matter of the third-class.

9. Inclosures.—A single card bearing the written name
and address of the sender, or an envelope bearing a written
or printed name and address of the sender may be enclosed
with a circular, catalogue, or other third-class” matter with-
out affecting the classification thereof.

10. Public library books, otherwise mailable at the third-
class rate, may bear any printed or written mark which
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may reasonably be construed as a necessary inscription
for the purpose of a permanent library record.

11. Additional imprinting, by hand stamp, upon third-
class matter will not affect its classification as such except
when the added matter is in itself personal or converts the
original matter into a personal communication; but when
such appears to be the fact, the presentation at one time at
the post-office window or other depository designated by
the postmaster of not less than 20 perfectly identical
copies, unsealed, will be sufficient evidence of impersonal
character to entitle such matter to the third-class rate.

12. Corrections in proof-sheets include the alteration of
the text and insertion of new matter, as well as the correc-
tion of typographical and other errors. Includes also mar-
ginal instructions to the printer necessary to the correction
of the matter or its proper appearance in print. Part of an
article may be entirely rewritten if that be necessary for
correction.” Corrections must be upon the margin of or
attached to the proof-sheets. Manuscript of one article
can not be inclosed with proof or corrected proof-sheets
of another except at the first-class rate.

ADDITIONS TO FOURTH-CLASS MATTER.

13. On the wrapper, envelope, tag, or label, in addition
to the name and address of the addressee, there may be
written or printed the name, occupation, and residence, or
business address of the sender preceded by the -word
“from,” as well as any marks, numbers, names or letters
for the purpose of description, and any printed matter
which is not in the nature of personal correspondence. On
the address side or face of the package there must be left
a space sufficient for a legible address, postmark, and the
necessary postage stamps.

14. On the matter itself, or upon the tag or label at-
tached thereto, may be written or printed any matter
authorized to be placed on the wrapper.

15. Written designation of contents such as "samples,”
"candy,” “cigars,” are permissible upon the wrapper of
mail matter of the fourth-class.

16. Inclosures—With a package of fourth-class matter,
prepaid at the proper rate for that class, the sender may
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Inclose any mailable matter of the third-class. A single
card bearing the written name of the sender and such
inscriptions “as “Merry Christmas,” “Happy New Year,”
“With best wishes,” etc., may also be inclosed with fourth-
class matter without affecting its classification.

SECTION 5—DROP LETTERS.

1. A "drop” letter is one addressed for delivery at the
office where mailed.

2. Drop letters mailed at letter-carrier offices, or at
offices which are not letter-carrier offices if rural free de-
livery has been established and the persons addressed can
be served bK rural free-delivery carriers, are subject to
postage at the rate of 2 cents for each ounce or fraction
thereof.

3. When mailed for delivery at post-offices where the
letter-carrier service is not established, or at offices where
the patrons can not be served by rural free-delivery car-
riers, the rate is 1 cent for each ounce or fraction thereof.

4. There is no drop rate on mail matter other than
letters.

5 A request upon a drop letter for its return to the
writer at some other post-office, if unclaimed, can not be re-
spected unless it has been prepaid with one full rate (2
cents) of postage.

6. 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
tﬁ posftage at the rate of 2 cents an ounce or fraction
thereof.

SECTION 6.—UNITED STATES POSTAL CARDS.

1. United States Government postal cards are entitled to
all the privileges of letters except that of return to th©
sender when undeliverable.

2. They may bear written, printed, or other additions as
follows:

a. The face of the card may be divided by a vertical line
Flaced apPrommately one-third of the distance from the
eft end of the card; the space to the left of the line to be
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used for a message, etc., but the space to the right for the
address only.

b. Addresses upon postal cards * * * may be either
written, printed, or affixed thereto, at the option of the
sendeiV (Act of July 12, 1876.)

c. 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 oi the card and on the left third of the face.

3. The addition to a postal card of matter other than as
above authorized will subject the card, when sent in the
mails, to ﬁostage according to the character of the mes-
sage—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.

4. Postal cards bearing particles of glass, metal, mica,
sand, tinsel, or other similar substances, are unmailable,
except when inclosed ia envelopes with proper postage at-
tached, or when treated in such manner as will prevent
the objectionable substances from being rubbed off or in-
juring persons handling the mails.

5. For rates of postage on postal cards mailed under
cover of envelopes see paragraph 7, section 7.

6. Postmasters are authorized to redeem, in postage
stamps or other stamped paper only, and from the original
purchasers, unused, uncanceled, and unserviceable postal
cards at 75 per cent, of their face value. Parts or pieces
of postal cards are not redeemable. When the redemption
value of the cards includes the fraction of a cent such frac-
tion will accrue to the Department. (See section 18))

7. Each unused half of a “reply” postal card will be re-
garded as one single card.
8. Used postal cards which conform to the conditions

prescribed for post cards, when remailed, are subject to a
new prepayment of one cent postage.
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SECTION 7.—POST CARDS (PRIVATE MAILING
CARDS).

Note—Any cards issued by private £ersons bearing on
the address “side the words “United States,” or “United
States of America,” in similitude of the regular United
States postal cards, are unmailable at any rate of postage.

1. Post_cards manufactured by private parties bearing
either written or printed messages are_transmissible in the
domestic mails prepaid 1 cent and in the mails of the
Postal Union prepaid 2 cents each, by stamps affixed, when
they conform to the following conditions:,

a. A "post card” must be an unfolded piece of cardboard
not exceeding 9 by 14 centimeters (approximately 3 9-16 by
6 9-16 inchesg nor_less than 7 by 10 centimeters (approxi-
mately 2 3-4 by 4 inches).

b. It must in form and in the quality and weight of paper
be substantially like the Government 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.

2. Cards, without cover, conforming to the foregoing con-

ditions are transmissible in the domestic mails £Zincluding

the posessions of the United States) and to Cuba, Canada,

Mexico, the Republic of Panama, and the United States

?ostal agerr]u:y at Shanghai, China, at the postage rate of
cent each.

_ 3. When post cards are prepared by printers and sta-
tioners for sale, it is desirable that they bear in the upper
right-hand corner of the face an oblong diagram containing
the words “Place postage stamp here,” and at the bottom
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of the space to the right of the vertical dividing line, the
words “This space for the address.”

4. Cards which do not conform to the conditions pre-
scribed by these regulations are, when sent in the mails,
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.

5. A post card which has been delivered to the addressee
and by him sent to some other person may be remailed to
the same addressee upon a new prepayment of 1 cent
postage.

6. Cards bearing particles of glass, metal, mica, sand,
tinsel, or other similar substances, are unmailable except
when enclosed in envelopes, or when treated in such man-
ner as will prevent the objectionable substances from
being rubbed off or injuring persons handling the mails.

7. Cards mailed under cover of sealed envelopes (trans-
Parent or otherwise) are chargeable with postage at the
irst-class rate; if inclosed in unsealed envelopes, they are
subject to postage according to the character of the mes-
sagé—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 affixed to matter Inclosed in en-
vr(]elopes can not be recognized in payment of postage
thereon.

8. Folded advertising cards and other matter entirely
in print, arranged with a detachable part intended to be
used as a pest card in making a reply, are mailable as
third-class matter.

9. Pieces of leather, wood, bark, or other material except
paper, purporting to be post cards and bearing no written
additions unauthorized by section 483, Postal Laws and
Regulations (see paragraphs 13 to 16, section 4), when
sent in the mails unsealed, are chargeable with postage at
the fourth-class rate. Such matter bearing written addi-
tions unauthorized by the section cited, when mailed, is
subject to postage at the first-class rate.
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SECTION 8—THIRD-CLASS MATTER.

Printed matter under the following conditions is third-
class matter:

Printed matter defined—Printed matter is the repro-
duction upon paper by any process, except handwriting and
typewriting, not having the character of actual personal
correspondence, of words, letters, characters, figures or
images, or anﬁ_combmatlor] thereof. Matter produced by
the photographic process (including blueprints) is printed
matter.

Circulars.—A circular is defined by law to be a printed
letter which, according to internal evidence, is being sent
in identical terms to several persons. A circular may bear
a written, typewritten, or hand-stamped date, name and
address of person addressed and of the sender, and cor-
rections of mere typographical errors.

Where a name (except that of the addressee ot sender),
date (other than that of the circular), figure, or anything
else is written, typewritten, or hand stamped in the body
of the circular for any other reason than to correct a
?_enume typographical error, it is subject to postage at the
irst-class (letter) rate, whether sealed or unsealed.

Exception.—If such name, date, or other matter be hand-
stamped, and not of a personal nature, the character of
the circular as such is not changed thereby. (See also
Additional imprinting, section 4.

Reproductions or imitations of handwriting and type-
writing obtained by means of the printing press, neostyle,
hectograph, multigraph, or similar process will be treated
as third-class matter—provided they are mailed at the
post-office window_or other depositor% designated by the
postmaster in a minimum number of 20 perfectly identical,
unsealed copies. If mailed in a less quantity they will be
subject to the first-class rate.

SECTION 9.—LETTERS OF AND READING MATTER
FOR THE BLIND.
Letters.—Under _special legislation all letters written in
point print or raised characters used by the blind are
mailable as third-class matter—that is, when mailed un-
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sealed, they are chargeable with postage at the rate of
1 cent for each 2 ounces or fraction thereof.

Reading Matter.—Books, pamphlets and other ' reading
matter in raised characters for the use of the blind, which
contain no advertising or other matter whatever, when
sent by or returned to a public library or public institution
for the blind, are entitled to transmission In the mails free,
under the following conditions: When mailed by a pub-
lic library or public institution for the blind the matter
must be sent as a loan to a blind reader. When mailed
for return to a public library or public institution for the
blind the sender must be a blind reader. The matter
must be wrapped so that it may be easily examined. On
the upper left-hand corner of the envelope or wrapper con-
taining the matter the ﬁ”nmd or written name and
address of the sender (whether public library, public in-
stitution for the blind, or blind reader) must appear, and
on the upper right-hand corner the word “Free” over the
words “Reading matter for the blind.” The weight of a
package must not exceed 4 pounds except in ease of a
single volume, which must not exceed 10 pounds.

SECTION 10—SEEDS, BULBS, ROOTS, ETC.

1. By special legislation, seeds, bulbs, roots, scions, and
plants are mailable at the rate of 1 cent for each 2 ounces
or fraction, but are otherwise entitled to the privileges of
fourth-class matter. Under this head are included samples
of wheat and other grains in their natural condition.

2. Samples of flour, rolled oats, pearled barley, dried
eas, and beans in ‘which the germ is_destroyed, cut
lowers, dried plants, and botanical specimens, not sus-
cef[_)ftlble of propagation, and nuts and seeds (such as the
coffee bean) used exclusively as food, are subject to the
regular fourth-class rate of 1 cent an ounce or fraction.
(See paragraphs G and 9, section 13))

SECTION 11.—DELIVERY OF MAIL MATTER.
_ 1. The object of the Department’s rules governing the de-
livery of mail is to insure and expedite its delivery to the
person for 'whom it is intended by the writer, but mail
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addressed to a minor is subject to the orders of the parent
or guardian upon whom the addressee is dependent.

2. A fetter addressed to one person and to the care of
another should be delivered to the first of the two who
calls for mail, unless the addressee’s instructions as to the
treatment of his mail preclude its delivery to the “care.”

3. When the applicant for registered mail is unknown at
the post-office he should be required to prove his right to
receive the mail called for.

FOR SPECIAL DELIVERY, see section 19.

FOR REGISTERED MAIL, see section 22.

SECTION 12—UNMAILABLE MATTER.

Ltnmailable domestic matter—that is, matter which is
not admissible to the United States mails for delivery in
the United States or in any of its possessions—includes:

1. All matter illegibly, incorrectly, or insufficiently ad-
dressed.

2. All transient second-class matter and all matter of the
third or fourth-class not wholly prepaid; and letters and
other first-class matter not prepaid one full rate—2 cents.

3. All matter weighing over 4 pounds, except second-
class matter, single books, and documents printed and cir-
culated by authority of Congress.

4. All matter harmful in its nature, as poisons, explosive
or inflammable articles, matches, live or dead (but not
stuffed) animals (see par. 8, sec. 13), and reptiles, fruits
or vegetables liable to decomposition, guano, or any article
exhaling a bad odor, vinous, spirituous or malt liquors,
cocaine or derivatives thereof and liquids liable to ex-
plosion, spontaneous combustion, or ignition by shock or
jJar, such as kerosene oil, naphtha, benzine, etc.

S. All obscene, lewd, or lascivious matter, and every
article or thing intended, designed, or adapted for any in-
decent or immoral purpose, or for the prevention of con-
ception or procuring abortion, or matter of a character
tending to Incite arson, murder or assassination.

6. Postal, post, or other cards mailed without wrappers
tnd all matter bearing upon the outside cover or wrapper
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any delineations, epithets, terms, or language of an inde-
cent, lewd, lascivious, obscene, libelous, scurrilous, defam-
atory or threatening character, or calculated by the terms
or manner or style of display, and obviously intended to
re]r‘llect injuriously upon the character or conduct of an-
other.

7. Post cards, bearing particles of glass, metal, mica,
sand, tinsel, or other similar substances, are unmailable,
except as provided in paragraph 6, section 7.

8. All matter concerning any lottery, so-called gift con-
cert, or other enterprise of chance, or concerning schemes
devised for the purpose of obtaining money or property
under false pretenses.

SECTION 13.—WRAPPING OF MAIL MATTER.

1. All mail matter should be so wrapped as to safely bear
transmission without breaklnﬂ, or injuring mail bags or
tHe contents of mail bags or the persons of those handling
them.

Note—Many articles, such as calendars, drawings, spec-
tacles, watches, books, etc., are damaged in the mails for
the reason that they are not securelﬁ and sufficientI%
wrapped to withstand the weight and handling to whic
they are necessarily subjected. It should be borne in mind
that such articles "are thrown into bags with other mail
matter, and when addressed to small towns where the
mail trains do not stop, the bags containing them are
thrown from fast moving trains upon the ground.

2. Second, third and fourth-class matter must be so
wrapped of enveloped that the contents may be examined
easily by postal officials. When not so wrapped, or when
bearing ‘or containing writing not authorized by law, the
matter will be treated as of the first-class.

3. Harmful articles of the fourth-class not absolutely
excluded from the mails may be transmitted when packed
in accordance with the following postal regulations:

~ (a8 When not liquid or liquefiable, they must be placed
in a bag, box, or removable envelope, of wrapping made
°f Paper, cloth, or parchment.
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(b) Such bag, box, envelope, or wrapping must again be
placed in a box or tube made of metal or some hard wood,
iwith sliding clasp or screw lid.

(c) In cases of articles liable to break, the inside box,
bag, envelope, or wrapping must be surrounded by saw-
dust, cotton, or other elastic substance.

_ 4. Admissible liquids and oils (not exceeding 4 ounces
liquid measure), pastes, salves, or articles easily liquefi-
able must conform to the following conditions:

(@) When in gtl)ass bottles, such bottles must be very
strong and must be inclosed in a metal, wooden or papier-
mache block or tube; and there must be provided between
the bottle and the block or tube, a cushion of cotton, felt or
other absorbent. The block or tube must be of sufficient
strength to resist rough handling and support the weight
of the mails piled f’(n bags. If of wood, it must be at least
3-16 of an inch thick in its thinnest part; if of papier-mache,
it must be at least 5-32 of an inch thick for bottles holding
from two to four ounces, and at least 1-8 of an inch thick
for bottles holding two ounces or less. The block or tube
must be rendered water-tight by an application of paraffine
or other suitable substance, so that if the bottle be broken
in transit the liquid will not escape or the tube become
softened and allow the broken glass to be scattered in the
mails.

(b) When inclosed in a tin cylinder, metal case or tube,
such cylinder, case, or tube should have a lid or cover so
secured as to make the case or tube water-tight, and
should be securely fastened in a wooden or papier-mache
block (open only at one end) and not less in thickness and
strength than above described.

(c) Pastes, salves, etc., not easily liquefiable (not ex-
ceeding four ounces, liquid measure), when inclosed in
water-tight tin boxes with screw-top lids, may be placed
in a box of thick corrugated pasteboard, and then well
wrapped with strong paper and tied with twine.

5, Where sharp-pointed instruments are offered for mail-
ing, the points must be capped or incased so that they may
not by any means be liable to cut through their inclosure,
and where they have blades such blades must be bound
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with wire so that they shall remain firmly attached to
each other and within their handles or sockets. Needles
must be inclosed in metal or wooden cases so that they
can not by any means prick through or pass out of their
inclOBures.

6. Seeds or other articles not prohibited, which are
liable from their form or nature to loss or damage unless
speciall%/ protected, must be put up in sealed envelopes
made of material sufficiently transparent to show the con-
tents without opening. (See section 10.)

7. Ink powders, pepper, snuff, or other powders not ex-
plosive, or any pulverized dry substances not poisonous,
may be sent in the mails when inclosed in the manner
prescribed herein for liquids, or when inclosed in metal,
wooden, or papier-mache cases in such secure manner as
to render the escape of any particles of dust from the
package by ordinary handling of the mails without break-
ing; the method of packing to be subJRect to the approval of
the General Superintendent of the Railway-Mail Service.

8. Queen bees and their attendant bees, the “Australian
lady bird,” other live insects when addressed to the Secre-
tary of Agriculture at Washington, D. C., and to directors
of agricultural experiment colleges, and dried insects and
dried reptiles, may be sent in the mails when so put up
as to render it practically impossible that the package may
be broken in transit, or the persons handling the same be
injured, or the mail bags or their contents soiled.

9. No specific mode of packing is prescribed for samples
of flour, but they should be put up in such manner as to
certainly avoid ‘risk of the package breaking or crack-
ing or the flour being scattered in the mails, and if this
be not done the samples will be excluded.

10. ProprietarY articles of merchandise not in them-
selves unmailable, such as fancy soaps, tobacco, pills, tab-
lets, or other preparations such as are used by the medical
and pharmaceutical professions, ﬁUt up in fixed quantities b

the manufacturer, for sale by himself and others, whicl

may be sealed in such manner as to ﬁroperly protect the
articles but to allow examination of such package in its sim-
plest mercantile form, will be accepted for mailing; Pro-
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vided, That poisonous articles, or articles containing
poison, and not unmailable, shali be accepted for mailing
only when the package bears the label or superscription
of the manufacturer of or dealer in the article nhamed. See
also Unmaiiable matter, section 12.

SECTION 14—FORWARDING MAIL MATTER.

1. First-class matter only can be forwarded from ono
post-office to another without a new prepayment of post-
age. This includes letters and other Tirst-class matter
Prepald one full rate (2 cents), parcels fully prepaid at the
irst-class rate, postal cards, post cards {prlvate mailing
cards), and official matter.

2. A new prepayment of postage on matter of the second,
third, and fourth classes must be made by the addressee,
or some one for him, every time it is forwarded, as fel-
lows:..

(a) Second-class matter, 1 cent for each i ounces or
fraction thereof.

(b) Third and fourth class matter, the same rates as
jvere chargeable thereon when originally mailed.

3. It is not permissible for a person forwarding mail
matter of the first-class to place thereon, or on a label
ﬁasted thereto, any printing or writing not necessary to
have the matter properly forwarded. Such additions sub-
ject the matter to a new prepayment of postage.

4. Exceptions.—Mail matter of the second, third, and
fourth classes addressed to a discontinued post-office may,
when the office to which such mail is ordered sent by the
Department is not convenient for the addressees, be trans-
mitted to such office as they may designate, without addi-
tional charge.

5. Patrons of any office who, on account of the establish-
ment of or change in rural free-delivery service, receive
their mail from the rural carrier of another office, ma
have their mail matter of the second, third, and fourt
classes sent to the latter office for delivery by the rural
carrier without a new prepayment of postage, provided
they first file with the postmaster at the former office
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a written request to have their mail so sent. This is not
fo be construed as "forwarding” within the meaning of the
aw.

6. Mail matter of all classes addressed to persons in the
service of the United States (civil, military, or naval?
whose change of address is caused by official orders will
be transmitted until it reaches the addressee without a
new prepayment of postage.

For forwarding of Registered matter, see section 22.

SECTION 15—RETURN OF MAIL MATTER.

1. The onllél/ kind of domestic mail matter that is re-
turnable to the sender without additional postage for such
service, when undeliverable, is letters and other first-class
matter prepaid one full rate (2 cents); official matter
mailed under penalty envelope or frank, and double postal
cards, but not single postal cards nor post cards (private
mailing cards).

2. First-class matter indorsed “After----- days, return to
(mmmmmmmm R if not delivered, will be returned at the
expiration of the time indicated on the envelope or wrapper.
If no time be set for return the matter will be returned at
the end of thirty days. The sender has the right to
lengthen or shorten the time set by subsequent direction
to the postmaster, but the matter must remain in the
post-office for delivery at least three days.

3. Unclaimed letters bearing the card of hotel, school,
college, or other public institution, which has evidently
been printed upon the envelopes to serve as a mere adver-
tisement, will not be returned to the place designated
unless there is also a request therefor.

4. Second, third, and fourth-class matter is returnable to
the sender only upon new’ prepayment of postage for sec-
ond-class mattér at the rate of 1 cent for each 4 ounces or
fraction, and for third and fourth class matter the rate
mwith which it was chargeable 'when originally mailed.

5. When undelivered mail matter of the third and fourth-
classes is of obvious value, the sender, if known, shall be
given the op‘oortunlty of prepaying the return postage or
accepting delivery to himself, or upon his order, at the
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office where it is held upon the payment of 1 cent postage
for each card notice given him. If the requisite postage
(in either postage stamps or money) be received within
two weeks (or If the matter be from Alaska, within ninety
days, or if it be from other remote oplaces, within four
Weeks), the matter will be returned. Otherwise it will be
Bent to the Division of Dead Letters.

6. The sender of second, third, and fourth class matter
not of obvious value can cause a notice of nondelivery to
be sent to him by placing thereon the following request:

"If not delivered within -------- days, postmasters will
please notify-------- , who will provide return postage.”

7. Whenever the senders of undeliverable second, third,
or fourth-class matter bearing the above request habitually
fail to redeem the pledge to provide return postage, post-
masters will inform them that thereafter no notice to remit
the same will be sent.

For return of Registered matter see section 22.

SECTION 16.—POSTAGE DUE.

1. Matter of the first-class prepaid one full rate—2 cents
—will be dispatched with the amount of deficient postage
rated thereon, to be collected on delivery.

2. The weight of matter at the mailing office determines
the amount of postage chargeable thereon, and therefore
the amount of due postage rated at the mailing office on
short-paid matter will be collected on delivery at the office
of address.

Note—A decided down weight is required to subject
matter to an additional rate of postage.

3. Mail matter (including that of the first-class charged
with the deficient postage at the mailing office) inadvert-
ently reaching its destination without full prepayment of
postage will be rated with the postage due thereon by the
receiving postmaster. The deficient postage will be col-
lected of the addressee on delivery.

4. On all matter which, through Inadvertence, has been
transmitted in the mails and reaches its destination with-
out any evidence of prepayment of postage, double rate due
postage will be required. Unpaid "drop letters,” soldier's,
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sailor's and marine’s letters properly indorsed (see para-
graph (a), section 3), are excepted from this rule, the
single rate only being required.

5. Mail matter except special-delivery letters (see excep-
tion (b), section 3) reaching its destination bearing stamps
other than ordinary postage stamps, and in lieu thereof,
will be treated as wholly unpaid, and double rate due
postage will be required thereon, )

6. On ship letters not fully prepaid with United States
ordinary postage stamps at double the regular rate, due
postage for the deficiency will be required of the addressee
on delivery.

7. Due postage must be paid in money, and postage-due
stamps corresponding in amount must be affixed to the
matter by the postmaster before delivery.

SECTION 17.—MISCELLANEOUS ITEMS.

Address—Mail matter should be addressed legibly and
completel%/. The name of the addressee, the post-office,
and the State or Territory must be given. If the addressee
resides in a city having city dellveri/) service, the house
number and street, if known, should be given. If the ad-
dressee resides on a rural delivery route, the number of
the route, if known, should be given. When mail matter
is intended to be delivered through the general delivery
at a post-office, the words “General Delivery” should bo
added as a part of the address.
~ Mail matter addressed to persons temporarily sojourn-
ing in a city where city delivery service is in operation
should be marked "Transient” or “General Delivery," if
not addressed to a street and number or some other desig-
nated place of delivery.

_To insure return in case of nondelivery because of mis-
direction, insufficient payment of postage, or other causes,
the sender’s name and address should be written or printed
in the upper left-hand corner of the envelope or wrapper.
(See Return of Mail Matter, section 15)

Postage stamps should be placed upon the upper right-
hand corner of the address side of all mail matter, care
being taken that they are securely affixed and that the
gum is not washed therefrom in moistening,
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Advertised Mail Matter.—All mail matter advertised as
undelivered is subject by law to a charge of 1 cent in ad-
dition to the regular postage to be collected from the ad-
dressee on delivery.

Complaints.—All complaints in regard to mail matter
Should be addressed to the postmaster, and whenever pos-
sible they should be accompanied with the envelope or
wrapper of the piece of mail matter to which the complaint
refers. Complaints in general affecting the service should
likewise be addressed to the postmaster, but when that
course is manifestly improper under the circumstances,
they should be addressed to the Postmaster-General, Wash-
ington, D

Concealed Matter—For knowingly concealing or inclos-
ing any matter of a higher class In that of a lower class,
and depositing or causin(]; the same to be deposited for
conveyance by mail at a less rate than would be charged
for both such higher and lower class, the offender will be
mliable for every such offense to a fine of $10.

Currency.—Postmasters are not required to accept as
Bayment or postage stamps, etc., any currency which may
e  so mutilated as to be uncurrent or as to render its
genuineness doubtful. Nor are they required to receive
more than 25 cents in copper or nickel coins in any one
payment, nor to affix postage stamps to letters. Post-
masters are expected to make change as far as possible.
They must not give credit for postage.

Dead Letters.—All inquiries relative to mail matter
known to have been sent to the Division of Dead Letters
should be addressed to the Fourth Assistant Postmaster-
General, Division of Dead Letters; and in such cases the
letter of inquiry must state to whom and what post-office
the article was addressed, and give the name and full
address of the writer or sender, the date and place of mail-
ing, and a brief description of the contents.

Record is kept in the Division of Dead Letters only of
letters or parcels which contain valuable inclosures. “Un-
delivered letters containing ordinary correspondence are
returned when the writer’s identity can be ascertained,
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otherwise they are destroyed, and in either case no record
is kept.

Envelopes.—Those made of weak or unsubstantial paper,
should not be used, especially for large packages. Being
often handled and subjected to pressure and friction In the
mail bags, such envelopes are frequently torn open or
burst, without fault of those who handle them. It is best
to use United States stamped envelopes, which are on sale
at all post-offices. (See Stamped Envelopes, section 18)

Hotel Matter—that is, matter addressed for delivery at
hotels—should be returned to the post-office as soon as it
is evident that it will not be claimed. Proprietors of
hotels and officers of clubs, boards of trade, and exchanges
should not hold unclaimed letters longer than ten days,
except at the request of the person addressed, and should
redirect them for forwarding if the present address is
kfr%_own; otherwise they should be returned to the post-
office.

Proprietors of hotels should omit the return request from
enve opes supplied gratuitously to their guests, and per-
sons using such envelopes should be careful to designate
what disposition should be made thereof in case they can
not be delivered.

_ Lists of Names.—Postmasters are forbidden to furnish
Ilfsf'gs of names of persons receiving mail at their post-
offices.

Lost Mail.—All inquiries by the public relative to lost or
missing mail matter of every description, either foreign or
domestic, ordinary or registered, should be addressed to
the postmaster, who will forward the complaint to the
proper officer of the Department. An early report is ad-
vised, as the' chance of recovery is thereby increased.

Money Orders, see sections 23 and 24.

Mutilated Currency addressed to the Treasurer of the
United States for redemption may be registered free, when
the package is presented at the_ post-office before sealing
and certain conditions (which will be made known by the
postmaster) are there complied with, but the postage
thereon must be prepaid at the letter rate.
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Overcharges.—Postmasters can not remit supposed over-
charges on mail matter. In case of dispute, the person to
whom the matter is addressed should deposit the extra
postage in money with the postmaster, taking a receipt
therefor. If upon investigation by the Department it is
found that the extra postage is not properly chargeable,
the postmaster will be directed to refund the deposit.

Pensioners’ Oaths.-—Fourth-class postmasters are re-
quired to administer oaths to pensioners and their wit-
nesses in the execution of pension vouchers, and have
authority to receive from the pensioners for each voucher
a sum not exceeding 25 cents.

Periodical Publications—The Post-Office Department
does not determine questions regarding the liability of a
subscriber for the subscription price of a publication. Pub-
lications for which the addressee is not a subscriber and
which are not desired, may be refused and not removed
from the post-office, or be returned to the postmaster en-
dorsed “Refused.”

Persons who receive regularly publications for which
they have not subscribed should refuse to take them from
the” post-office. If, after such refusal the publication con-
tinues to be sent, a notice of that fact should be sent to
the Third Assistant Assistant Postmaster-General.

A subscriber to a publication should promptly notify the
publisher of any change in his address.

Private Letter Boxes—Patrons in cities where letter
carriers are employed are advised to provide letter boxes
at business places and private residences, thereby saving
much delay in the delivery of mail matter.

Public Letter Boxes.—The malicious injuryor destruction
of any letter box or other receptacle authorized by the
Postmaster-General for the receipt or delivery of mail mat-
ter, or the willful theft, destruction, or defacement of an¥
matter contained in such box or receptacle is a penal of-
fense, for which the offender is liable to a fine of not more
than $1,000, or imprisonment for not more than three
years.

Registered Mail—See sections 20, 21, 22, and 36,
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Rural Mail Boxes—Persons desiring the rural delivery
service must erect, at their own cost, boxes conforming to
Department regulations and af)prov_ed by the Postmaster-
General. Copies of the Rural Delivery Box Regulations
and list of approved boxes may be had upon application to
the Department. Lists of approved boxes may be seen at
rural delivery post-offices.

Special Delivery.—See section 19.
Stamped Envelopes.—See section 18.

SECTION 18—MISCELLANEOUS INFORMATION CON-
CERNING POSTAGE STAMPS, POSTAL CARDS,
AND STAMPED ENVELOPES.

1. Only the kinds and denominations of postage-stamped
paper for which there is demand are kept on sale at the
smaller post-offices.

2. No_postage-stamped paper is sold by the Department,
direct; it must be bought of postmasters.

3. The Post-Office Department does not buy canceled
postage stamps.

4. The Department can not furnish information as to the
value of rare stamps over their face.

5. Stamps cut or otherwise severed from postal cards,
embossed United States stamped envelopes, or newspaper
wrappers are not redeemable or good for postage.

6. Internal-revenue stamps are neither good for postage
nor redeemable by the Post-Office Department.

7. Postage Stamps.—The Department issues postage
stamps of the following denominations: 1, 2, 3, 4, 5, 6, 8, 10,
13, 15, and 50 cent, 1 dollar, and 10-cent special delivery,

8. All postage stamps issued by the United States since
1860 are good for postage.

9. Postage stamps that are mutilated or defaced are
not good for postage; but letters, numerals, or other
marks or devices may be perforated or punctured in
postage stamps for identification only, but not for adver-
tising. The punctures or perforations shall not exceed one
thirty-second of an inch in diameter, and the whole space
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occupied by the identifying device shall not exceed one-
halt inch square.

_10. Postage stamps are neither redeemable from the pub-
lic nor exchangeable for those of other denominations or
for any other stamped paper.

11. Postage stamps should not be used for making re-
mittances. They may be lost or may adhere in transit, and
such use tends to disorganize the proper equalization of
postmasters' compensation under the law. Ample registry
and money-order facilities are provided for the safe trans-
mission of money by mail. (See sections 20 to 24.)

12. United States postage stamé)s are good for postage
in Guam, Hawaii, Porto Rico, and Tutuila, but not in the
Philippine Islands or in the Panama “Canal Zone.” Post-
age stamps of the Philippine Islands or Canal Zone are not
good for postage or redeemable in the United States.

13. Postage-due stamps are used by postmasters to wit-
ness the collection of postage on short-paid matter. These
stamps are not good for prepayment of postage and are
not sold to the public,

14. Books of Postage Stamps.—One and two cent postage
stamps bound in book form are on sale at post-offices at
an advance of 1 cent per book over the postage value, as
follows:

Book of twenty-four 1-cent stamps, price 25 cents.
Book of twelve 2-cent stamps, price 25 cents.

Book of twenty-four 2-cent stamps, price 49 cents.
Book of forty-eight 2-cent stamps, price 97 cents.

15. Postal Cards are furnished at the postage value rep.
resented by the stamp impressed thereon.

16. Single postal cards for domestic and foreign corre-
spondence are furnished at 1 cent and 2 cents each, re-
spectively, and double (reply) postal cards at 2 and 4
cents each, respectively. (See also section 6.

17. Domestic single cards are furnished in sheets of
60 each, when so desired, for printing purposes.

18. Uncanceled and unserviceable postal cards, not
treated by any process of coating, may be redeemed in.
postage stamps or- other stamped paper only, at 75 per cent
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of their face value, when presented by the original pur-
chaser. (See paragraph 23.

19. United States Stamped Envelopes.—The Department
issues twelve different sizes of stamped envelopes, the
smallest 2% bfy 5%, the largest 4% by !f% inches, in three
qualities and five colors of paper, as follows: First quality,
white and amber; second quality, buff and blue; third
g\ualgty, manila. The denominations are 1, 2, 4, and 5 cent.

diagram of sizes and schedule of prices may be con-
sulted at any post-office.

20. Stamped newspaper wrappers are issued in 1-cent,
2-cent, and 4-cent denominations, and in three sizes.

21. When stamped envelopes are purchased in lots of
500, or its multiple, of a single size, quality, and denomina-
tion, the Department will, upon request through the pur-
chaser’s post-office, print his return card without extra
charge. eturn cards are not printed on newspaper
wrappers or postal cards.

22. Unused stamped envelopes and newspaper wrappers,
when presented in a substantially whole condition, will be
redeem ;d by postmasters at their face value either in
postage stamps, stamped envelopes, or postal cards, but
stamped envelopes bearing a printed return card will be
redeemed only from original purchasers.

23. An “original purchaser” is one who purchased the
stamped envelopes or J)ostal cards at a post-office. Post-
masters are authorized to refuse redemption of stamped
envelopes or postal cards purchased at post offices other
than their own, or which bear a return card or printed ad-
dress other than that of the person offering them for re-
demption, unless satisfied that the person presenting them
is the original purchaser.

24. International Reply-Coupons are sold at G cents each,
for use in sending abroad for return postage. Reply-
coupons issued by other countries are redeemable at
United States post-offices in |postage stamé)s to the value
of 5 cents for each Reﬁy-coupon. ee section 28
for a list of countries which have entered into the arrange-
ment for exchange of the Reply-coupons,
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SECTION 19.—SPECIAL DELIVERY.

1. A special-delivery stamp, or ten cents’ worth of ordi-
nary stamps in addition to the lawful postage, secures the
immediate delivery of any piece of mail matter at any
United States post-oiiice within the letter-carrier limits ot
a city delivery office and within a mile limit of any other
post-office. ~When ordinarP/ stamps are used to obtain
immediate delivery of mail the words “Special Delivery”
must be written or printed on the envelope or covering.

2. Hours of delivery: From 7 a. m. to 11 p. m. at city-de-
livery offices, and from 7 a. m. to 7 p. m. at all other offices,
or until after the arrival of the last mail at night, provided
that be not later than 9 p. m. Special-delivery mail must
be delivered on Sundays as well as on other days, if post-
office is open on Sundays.

3. If special-delivery matter fails of delivery because
there is no person at the place of address to receive it,
the matter is returned to the post-office and delivered in
the ordinary mail.

4. Special-delivery matter may be forwarded, but is not
entitled to special delivery at the second office of address
unless forwarded on a general forwardin% request before
attempt at delivery has been made at the post-office of
original address.

5. A special-delivery stamp does not give a piece of
mail matter any other security than that given to ordinary
mail matter.

6. Rural letter carriers are required to deliver special-
delivery mail at the residences of patrons of their routes
if they live within % mile of the routes. Special-delivery
matter addressed to patrons of rural delivery who reside
more than % mile from the routes will be placed in the box
of the addressee in the same manner as ordinary mail.

REGISTRY SYSTEM.
SECTION 20.—VALUABLE MATTER SHOULD BE REG-
ISTERED.
REGISTRY FEE, 8 CENTS.

1. Registered mails reach every post-office in the world.
The system provides for special care and correct delivery.
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2. In case of its loss, the sender or owner of a registered
article prepaid at the letter rate of postage, mailed at, and
addressed to, a United States post-offlce Is indemnified for
its value up to $25. Parcels prepaid at the letter rate
Should be sealed.

3. In case of loss of a registered article mailed in or
addressed to a foreign country embraced in the Universal
Postal Union, excegt Parcel-Post mail, and except in case
of force majeure, (beyond control) the sender, or at his re-
quest the addressee, is entitled to indemnity for its value
up to 50 francs, or its equivalent in United States money.

4. All valuable letters and parcels, as well as those with-
out intrinsic value, the correct delivery of which is of im-
portance, and those for which the sender desires the ad-
dressee’s receipt, should be registered. It is enjoined upon
postmasters and post-office employees to encourage the use
of the Money Order and Reglstrg Systems. They should
recommend to the public that Postal Money Orders be
used, whenever available, instead of cash, for remittances
by mail, and when Postal Money Orders are not available,
that money should be sent by registered mail, and that
all other valuable mail matter should be registered so that
it may be kept under special supervision and insured, to
the_lextent of the indemnity afforded, against loss in the
mails.

5. The registry fee is 8 cents for each separate letter or
parcel, in addition to the ﬁostage, both to be fully Pre;]J_aid
with postage stamps attached to the letter or parcel. Two
or more letters or parcels cannot be registered as a single
piece unless inclosed in one envelope or wrapper.

6. Any piece of mailable matter may be registered at any
post-office or station thereof, and by any rural carrier. In
residential districts of cities, letters and packages of first-
class matter that are not cumbersome on account of size,
shape, or weight can be re%istered by letter carriers at the
house door as safely as if brought to the post-office.

7. In order to have a letter or parcel registered, it must
bear in serviceable stamps the necessary postage and reg-
istry fee (or money sufficient therefor must be handed to
the “carrier, if registration be by carrier), must be legibly
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and correctly addressed, bear upon the enveloge or wrap-
per the name and address of the sender, and the enveloRe
or wrapper must be of such strength as to safely carry the
contents in the mails without breaking under ordinar

conditions. It should be handed to the postmaster, cler

or carrier, who will give a registration receipt to the
sender. Letters or |parcels intended to be sent in the
registered mails should not be placed in street letter boxes
or in the ordinary mail drops at the post-office.

SECTION 21.—THE ADVANTAGES OF REGISTERING
MAIL MATTER.

1. A receipt is given to the sender for every piece regis-
tered.

2. A second receipt from the addressee or hia authorized
agent, acknowledging delivery, is returned to the sender
without extra charge. This™ receipt is, under the law,
prima facie evidence of delivery.

Note—If the article is addressed to a foreign country no
receipt showing delivery is returned to the sender unless
the words “Return Receipt Demanded” are written,
stamped or printed aoross the face of the letter or parcel.

3. Registered matter is handled under special conditions
and by bonded employees, and is the object of extraor-
dinary care from the moment it is registered. A chain of
records and receipts from the point of mailing to the
point of delivery admits of the tracing of registered mail.

4. City letter carriers deliver registered matter at the
houses or places of business of addressees, and rural car-
riers do likewise, unless the houses or places of business
are more than one-half mile from a rural route. When
the houses or places of business are more than one-half
mile from a rural route, the rural carrier leaves a re?istry
notice for the addressee in the rural mail box If deliver
cannot be effected at the box or on the route. The ad-
dressee, or his duly authorized agent, may then receive the
mail at the box on the carriers’ next trip or call at the post-
offlce for the same after its return by the carrier.
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5. In case of loss of registered mail for which indemnity
is paid, application for indemnity should be made to the
postmaster, either at the office where the piece was mailed
or at the office of its address giving particulars of registra-
tion and a description of the contents of the piece when
practicable (see section 20, paragraphs 2 and 35)

SECTION 22.—RULES OF THE REGISTRY SERVICE.

1. Registered mail is deliverable only to the addressee
or upon his -written order, or to the person in whose care
it is addressed or to such person other than the addressee
as the sender may direct in a written order transmitted
through and verified by the mailing postmaster. The
sender may, however, restrict delivery to the addressee in
person by indorsing upon the envelope or wrapper the
words “Deliver to addressee only.” The words “Personal”
or “Private” do not so restrict delivery. Persons applying
for registered mail, if unknown, will be required to estab-
lish their identity.

2. Registered mail may be forwarded upon the -written or
telegraphic order of the addressee—first-class matter im-
mediately and without extra charge; other matter upon
prepayment of the postage chargeable by law for forward-
ing. No additional registry fee Is chargeable for forward-
ing or returning registered matter which has not once
been properly delivered.

3. Undelivered registered mail is returned to the sender’s
address after thirty days; or such other period, not less
than three nor more than ninety days, as may be slg)eu-
fied in a return request on the envelope or wrapper. First-
class matter is returned without extra charge for registry
fee or postage, other matter upon prepayment of the re-
turn postage.

4. When the sender of registered mail desires to re-
claim or recall it, at any time before its delivery, applica-
tion for this purpose must be made to the maliling post-
master.

(See also Delivery of Mail Matter, section 11.)
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POSTAL MONEY ORDER SYSTEM.

SECTION 23.—ADVANTAGES OF THE SYSTEM.

The primary object of the Postal Money Order System is
to offer to the public a safe, cheap and convenient method
of making remittances by mail. )

It is enjoined upon postmasters and post-office employees
to encourage the use of the Money Order and Registry Sys-
tems. They should recommend to the public that Postal
Money Orders be used, whenever available, instead of cash,
for remittances by mail, and when Postal Money Orders
are not available, ‘that money be sent by registered mail;
.and that all other valuable mail matter be registered so
that it may be kept under special supervision and insured,
to the extent of the indemnity afforded, against loss in the
mails.

It is now the policy of the Department to require the
transaction of postal  money order business at all post-
offices where introduction of the system is practicable.

SECTION 24.—MONEY ORDERS, HOW OBTAINED.

APf)Iication.—The process of obtaining a money order is
to fill in a simple form, called an “application,” which
form is furnished free of charge, and to present such appli-
cation at the money order branch of the post-office, or
one of its stations, where, upon payment of the sum to be
sent and of the small fee exacted, a money order will be
drawn for any desired amount from one cent to $100 pay-
able at anx money order office in the United States desig-
nated by the applicant. When a larger sum than $100 is to
be sent, additional orders may be obtained. There is no
limit to the number of money orders which may be sent
by one remitter in one day to the same payee. If the
applicant resides on a rural delivery route, application may
be made throu?h the carrier, who will furnish the form
tnerefor. In all such cases a receipt for the amount is
given the remitter by the carrier.

At all of the larger post-offices, those of the first, second,
and third classes, and at many of the smaller ones, In-
ternational money orders may also be obtained payable in
almost any part of the world reached by the mails.

1 Jentification.—The person who presents an order for
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payment must be prepared to prove his identity, unless he
Is "already known at the post-office. In a city, where the
holder may not be personally known at the main office,
the requirements re%ardiné; identification may be complied
with by presenting the order at a station, where it will be
cashed if the holder is known or satisfactorily identified.
Money orders may also be deposited in bank for collection.
In case of payment to the wrong person the Department
will see that the amount is made good to the owner, pro-
vided the wrong payment was not brought about through
fault on the part of remitter, payee, or indorsee.

Power of Attorney.—A money order may be paid upon a
written order or power of attorney from the payee, as well
as upon his indorsement.

Indorsements—More than one indorsement on a money
order- is prohibited by law. One or more additional names,
however, may be written upon the back of orders for pur-
pose of identification of payee, or guaranty of genuineness
of signature of the payee or indorsee. But if the holder
is the second or any subsequent indorsee, to obtain the
amount he must surrender the order and make application
for a duplicate or a warrant to be issued in place thereof
by the Department. The stamp impressions which banks
ordinarily place upon money orders left with or sent to
them for collection are not regarded as indorsements trans-
ferring ownership of the orders or within the meaning of
the statute which prohibits more than one indorsement.

Repayment.—A domestic order may be repaid at the
office of issue within one year from the last day of the
month of its issue. Repayment of the amount of an in-
ternational order may also be effected after the consent
of the country drawn on has been obtained.

Invalid Orders—A domestic order which has not been
paid or repaid within one year from the last day of the
month of its issue is invalid and not payable. The owner,
however, may obtain payment of the amount thereof by
making application, through the postmaster at any money
oraer office, to the Department, for a warrant for the said
amount. The invalid order, if in the owner’s possession,
must be forwarded with the application.

Lost Orders,—In all cases of lost domestic orders the
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remitter, payee, or indorsee may make application, throu%h
either the office at which the "original was issued or the
office on which the original was drawn, for a duplicate to
be issued in lieu thereof within one year from the last day
of the month_of issue. ) ]

No charge is made for the issue of a duplicate order, or
for the issue of a warrant for the amount of an invalid
order.

MONEY ORDER FEES.

Fees for Monez| Orders payable in the "United States
(which includes Hawaii and Porto Rico) and its posses-
sions comprising the Canal Zone (Isthmus of Panama),
Guam, the Philippines, and Tutuila, Samoa; also for orders
E'ayable in Bahamas, Bermuda, British Guiana, British

onduras, Canada, Cuba, Newfoundland, at the United
States postal agency at Shanghai (China), and in certain
islands in the West Indies.

For sums not exceeding $2.50.....cccvwwremmmrrrsenens 3 cents
Over $250 to $5...cinn. . 5 cents
Over $5 to $10.... ... 8cents
Over $10 to $20...... ... 10 cents
Over $20 to $30..... ... 12 cents
Over $30 to $40.... ... 15 cents
OVver $40 10 $50.....iiisssss s 18 cents
Over $50 to $60...... ... 20 cents
Over $60 to $75.... ... 25 cents

OVEr $75  10S100........iieriinssiies s ssssssssssssnnns 30 cents

FOREIGN.

Fees for Foreign Money Orders when payable in Apia,
Austria, Belgium, Bolivia, Chile, Costa Rica, Denmark,
Egypt, Germany, Hongkon?, Hungary, Japan, Liberia,
Luxemburg, Mexico, Netherlands, New Zealand, Norway,
Orange River Colony, Peru, Portugal, Sweden, Switzerland,
and Transvaal.

For sums not exceeding $10..........nnnn 8 cents
Over $10 to $20 10 cents
Over $20 to $30 . 15 cents
Over $30 to $40 .. 20 cents
Over $40 to $50........ 25 cents
Over $50 to PO O.,.,, . s 30 cents
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Over $60 to $70. ... 35 cents
Over $70 to $80... 40 cents
Over $80 10 $90.....cosi s 45 cents
Over $90 to $100........ 50 cents

WHEN PAYABLE IN CAPE COLONY, FRANCE, GREAT
BRITAIN, GREECE, REPUBLIC OF HONDURAS,
ITALY, NEW SOUTH WALES, QUEENSLAND, RUS-
SIA, SALVADOR, SOUTH AUSTRALIA, TASMANIA,
AND VICTORIA.

For sums not exceeding $10..........mmmrinenns 10 cents
Over $10 to $20....cvcvvrrrionnn. ... 20 cents
Over $20 to $30. ... 30 cents
Over $30 to $40. ... 40 cents
Over ;40 to $50. ... 50 cents
Over $50 to $60. ... 60 cents
Over $60 to $70. . 70 cents
Over $70 to $80. ... SO cents
Over $80 to $90..... .. 90 cents
Over $90 t0 $100.......iisssssssssssssssssessssssssssens 1 dollar

Note—It should be understood that these tables are
subject to change, it being the aim of the Department to
make reductions .whenever conditions warrant such action.
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ALPHABETICAL LIST OF ARTICLES IN DOMESTIC
MAIL MATTER AND RATES OF POSTAGE.

Note—A complete alphabetical list of mailable matter
could not be furnished within the limits of a publication of
this kind. This list contains only the articles most fre-
quently dispatched in the mails.

DOMESTIC RATES OF POSTAGE.

First-class (sealed or unsealed), 2 cents for 1 ounce or
fraction.

Second-class (unsealed transient), 1 cent for each 4
ounces or fraction.
_ Third-class (unsealed), 1 cent for each 2 ounces or frac-
tion.

Fourth-class (unsealed), 1 cent for 1 ounce or fraction.

Article.

Advertlsm cards combi cPed with po tc%rds see section?)
ertlsm sngns Erlnte on materla other than paper.......

ums adto n .............................
A ums, al to% IB witl wrmng .......
Albl ums p ot

Arcnltectura, ge5|

Architectural designs, containing writing {see Drawings).
Artificial flowers.. ...y
Assessment notlces wholly in"print..
Assessment notices, partly'in writing

Bagga echecks met Lo
rapping,” section 13

Ills Wbmlel/or ar}(l in'writing...

Blank accii .....................

B s W|th written entries..

,m matter in point rmt orr

unsealed (see section

................................................................... 3d
otamfgls ecimens no susceptible of bemlg 4th
Bulbs peCIaI rate o posta e see sectio 10)... 4th
Calen ars, printed on .3
ars rinted on aerla i
....... 4th.
1st
4t
..................... 4th.

Cards, Christmas, Easter, etc., printed on faterial oifer than paper. 4th
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Article. Class

Cards, V|S|t|ng bearlng wrltten names %s.
gertl f ates "blank 3d.
1st.

Certificates, fllleg out In ertmg

eck books . 3d.
CRECKS, DIANK. ...c..veoroseosmsoes s soertoons +enemsssensoesoesmiomioiess oo 3d.

Checks, in writing, canceled or uncancel Ist»
Chestnuts for special rate see sectlon 10 . 4th.
romos rinted on pape . gg

Cl cullﬁrs rr{)rlgted (ssee:1 sg(r:tlccl)ln 8|)n % gd'
EIJ%R SRriples GFohaPel CIPPINGS). - .
Com nholders. Card, Bk -4t
Crayon pictures or drawings, fr . A4th.

uts, wood and metal........o. ..ot v, .4
Cutting? of plants or trees (for special rate see section 10}..

Daguem o
Designs, wi
Diplomas, bla
DlJ)Iomas filled out In wrltmgi .
Drawin en or pencil out writing, framed or unframed)...... 4th.
Drawings Ia s containing written” 'words, letters or figures
indic |ng 5| , Price, dimensions, etC........cccuvierrueerererieeeesieienns 1st.
Electrot AteS......coo..coon. . . Ath
Engravi hen framed.............c.ocoovvniiniinnnee. 4th.
Engravin sand Wood cuts, im essmns from, 3a.
Engravings and wood cuts on wood or metal ase e, A0
Envelopes, printed or unprinted, mailed in bulk..... o 4t
FIour samples of ﬁee Sfctlon 10).s s .. 4th
Elowers, cut or artificial............... .. 4th.
Fruit, dried............ccoo... 4th.
Geologlcal SPECIMENS. ...yt ceersieeiensises 4th.
Grain, samples of (for special rate see section 10).. 4th.

Herbs, dried...
Honey, in com

Insects, dr ed
Invnatlons printed or engraved, containing no other writing than
date and hame and addréss of person addressed and sender-..... 3d.

Labels, written,
Letterpress ci Vg
LI%:JI S (see

Liguors, ar]dent

ies of handwritten or tygewrltten matte
Bng of mall matter; section 13).....
nots, spirituous, of malt, unmailabie

LItNOGraphs. ... i i e 3d.
Magazines or newspagers mailed by the gubl*c see second-class
atter, section? ent for eac 4ounce 2d,
Manuscript or typewritten cop g without proof-sh eets e ISE
Manuscript copy, accompanied with proot-sheets............ cocceee s e 3d.
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Article. Claes
aps, printed on CIOth........ .. vvs e eeiriiesiisiiese sareeae 4th.
MaBs Br‘nte on paper, Wi h the necessary mountlngs 3d.
Medals oins s ath.
Merchandlse samples of. 4th.
MBLAIS oo i
Y o S TS 35?
Newst;t)aper clippings, with name and date of paper stamped or
written in.. ,
News Ipers or magazines, mailed"! bg ‘the” publlc see second-class
section 2), T cent for each 4 dunces or fraction..... .......... 2d,
Nuts in natural state (for special rate see sectlon 10) ........................ 4th.
Palntm s framed or unframed. ﬁﬂ
Pa erns rln't'e'd"()'r“l'jri“'r'in't'é' .. ath.
oto raj pllc neé;uatlvg lass o 4th.
Photogr (F s, mounte unmounte 3d.
ans archltectural deS| NS, PLINTEd. .., oo e 3d

P ants or propagating purposes (for speC|aI rate ‘see section 10)...... 4th.
Postage stamps, cancéled or. uncal
Post cards, ;ﬁ) nted ésee section 7)
Posters rinted

Posters, printed n pap 3d.
Prltcenlslsts prlnted contalnlng written figures changing |nd|V|duaI 1t
Price lists, wholl FINE. oo eeeeneeoneesees e s oeseeseeeseessesseereon 3%’
Prlnted matter 0 terial other than paper... 4th.

Printing, SampleS OF ... ......coooieuiiiiiiis « e s e, 3d.

Proof-shieets, prlnted corrected, with or without manuscript. 3d.
Receipts, printed, with written S|gnatures .................................. 1st.
Recelpts artially printed, with Writing...... . 1st
(for special rate see’section 10)... ... 4t

Rulers WOO BN OF MELAl......ooiiii i e e 4th.
% .

hort and of Sten 1st.
0ap (see sectlson 139 4th,
Ta s blank ............................................................................................ 4th.
glve ............................................................................................. 4th.
Typ ritten matter, orlglnal letterpress, and manifold copies thereof 1st.
Valentines, 3.
Valentines, 4th,

WARIL PAPET ...ttt 4th.
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FOREIGN MAIL MATTER AND RATES OF POSTAGE.

SECTION 25.—CLASSIFICATION.

Articles for or from foreign countries (except Canada,
Cuba, Mexico, and the Republic of Panama) are classified
as “letters,” “post cards,” “printed matter,” “commercial
or_business papers,” and “samples of merchandise.”

This is known as the “Postal Union” classification of
mail matter. There is no provision in the Postal Union
mails for merchandise other than samples. See *“Parcel
Post,” section 37) A package of merchandise sealed and
prepaid in full at the letter rate is, however, transmitted
In the Postal Union mails to destination as a “letter.” The
right of its entry into the foreign country is determined by
the administration of the country of destination.

Prohibited articles _ﬁsee section 27.) if mailed sealed
against inspection, will not be delivered, although they
reach their destination.

_Note.—Mail matter for Hawaii, Porto Rico, the Philip-
pines, the Island of Guam and Tutuila, the “Canal Zone,”
and the City of Shanghai, China, is subject to the domestic
rates and conditions. (See section 1.)

SECTION 26.—CANADA, CUBA, MEXICO, AND PANAMA.

Articles of every kind or nature which are admitted to
the domestic mails of the United States will be admitted
under the same conditions to the malls for Canada, Cuba,
Mexico, and the Republic of Panama, except that com-
mercial papers and bona fide trade samples (including
samples of liquids and fatty substances) are transmissible
in the regular mails at the postage rate and subject to the
conditions applicable to those articles in Postal Union
mails. Packages of printed matter—other than second-
class matter and single volumes of printed books—the
weight of which exceeds 4 pounds 6 ounces are excluded
from mails for Canada, Mexico, Cuba, and the Republic of
Panama. Sealed packages, other than letters in their
usual and ordinary form, are unmailable to Canada, Cuba,
Mexico, and the Republic of Panama.

The postage rate applicable to second-class matter for
Canada, is one cent for each 4 ounces or fraction of 4
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ounces. The rate applicable to plants, seeds, etc., is one
cent an ounce or fraction of an ounce.

SECTION 27—PROHIBITED ARTICLES.

The transmission of the following articles is absolutely
prohibited in the mails for_ foreign_countires under any
circumstances, viz, publications which violate the copy-
right laws of the country of destination; packets (except
single volumes of printed books, for Mexico, Canada, Cuba,
the Republic of Panama, Shanghai, and Salvador, and
second-class matter for Canada, Cuba, Mexico, the Re-
E)ubllc of Panama, and Shanghai) which exceed 4 pounds

ounces in weight; poisons; ge)ijplosn/_e or inflammable
substances; live or dead (not dried) animals; insects (ex-
cept bees) and reptiles; fruits and vegetables which
quickly decompose, and substances which exhale a bad
odor; Iottegy tickets or circulars; all obscene or immoral
articles, and all articles which may destroy or damage the
mails or injure persons handling them and letters or
packages containing coin, gold or silver substances, jewel-
ry or precious articles. This prohibition against coin,
etc., does not apply to Canada, Cuba, Mexico, the Repub-
lic of Panama, Shanghai, or those countries whose legisla-
tion does not prohibit their circulation in their domestic
mails. So far as this Department has been advised, the
conditions prescribed prevent the forwarding of the ar-
ticles referred to in the mail for any country of the Postal
Union except Canada, Colombia, Cape Colony, Denmark,
Germany and the German Protectorates, Great Britain and
certain British Colonies, Luxemburg, Peru, and Siam.

SECTION 28.—RATES OF POSTAGE.

The rates of postage applicable to all foreign countries,
other than those above mentioned, are as follows: c
ents.
Letters, for the first ounce or fraction of an ounce*.... 5
And for each additional ounce or fraction of an ounce 3
Single postal cards (including souvenir cards), each....
Double postal cards, each
’|etters for England, Ireland, Scotland and Wales ger ounce, 2 cents,

and letters for Germany by steamers Bailing for Germany direct, per
ounce, 2 cents.
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Printed matter of all kinds, for each 2 ounces or frac-
tion of 2 ounces...........ccocoussun. 1
Commercial papers for the first 10 ounces or less....... 5
And for each additional 2 ounces or fraction of 2

...................... 1
Samples of merchandise, he first 4 ounces or less.. 2
And for each additional 2 ounces or fraction of 2
ounces
Registration fee in addition to postage.........nn. 8
A “reply coupon” may be purchased (price 6 cents)
at post-offices, which upon presentation at a post-office in
either of the countries named below will entitle the person
presenting it to receive (without charge) a postage stamp
of that country equivalent in value to a 5-cent United
States postage stamP. By this arangement a.person in the
United States can furnish his correspondent in either of
said countries with a postage stamlla_ with which to prepa
postage on a reply to his letter. The countires in whic
the reply-coupon is valid are—

Austria and the Austrian post oilices
Levant.

British North Borneo, CYE{Jrus,
Istands

in the Le Falkland _Islands, Fiji
Belgium. i Gambia, British Guiana, Orange
Bosnia-Herzegovina River, Southern legerla, St. Hel-
Buh;arla. ena, Sarawak, ZanZibar.
Chill: Greece.

Corea._.

Costa Rica.

Crete.

Cuba. i i i

Eenmtark andjthe DanishWest Indies.

France, the French post offlcest h|n
e

China andI Morocco, an
French Colonies except Madagas-

car and_ dependencies, Moyen
CO']%O’ Guadeloype and French
settlements in India.

Germany, the German Protectorates
and German osﬁ offices in Africa,
Asla,_and Australasia. .

Great Britain and the British Colon-
les, but pot in the West Indies, ex-
cept Bahamas; nor in Bermuda,

The postal conventions do

but it 1s held that a package

letter rate has been prepai
sender to be sent as a letter;

Haiti
Honduras (Republic of).
Hungal

Italy”and the Italian Colonies, .
.]aga_n and Japanese post offices in

hina and Manchurla.
Luxemburg.

exico.
Metheﬁands, Netherlands Guiana,
gpvc\jlathe Netherlands Indies.

Roumania,
Siam.
Spain.

Sweden,

Switzerland.

Tunis.

not define_the term “letter,’!
upon which postage at the

in full was intended by the
and’when it does not contain
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prohibited articles is required to be considered and treated
as a “letter.” Consequentlg packages addressed to forel?_n
countries, except Canada, Cuba, Mexico, and the Republic
of Panama (see section 26,) which are fully prepaid at the
rate of postage applicable to letters for the countries to
which the packages are addressed, are allowed to be for-
warded by mail to their destinations, even though they
contain articles of miscellaneous merchandise which are
not sent as bona fide trade samples.

Note—Articles, whether sealed or unsealed, which ap-
pear to contain dutiable matter, on their arrival at the
exchange post-office of the country of destination, will be
inspected by customs officers of that country, who will levy
the proper customs duties upon any article found to be
dutiable under the laws of that country and not prohibited
transmission in the mails.

SECTION 30.—UNITED STATES POSTAL CARDS.

The United States international 2-cent single and 4-cent
(r_eﬁlyt) postal cards should be used for correspondence
with “foreign _countries, except Cuba, Canada, Mexico, the
Republic of Panama, and Shanghai, to which the domestic
single and double 1-cent cards are mailable; but when
these cards can not be obtained, it is allowable to use the
United States domestic 1-cent single and 2-cent (reply)
postal cards with 1-cent United States adhesive postage
stamps attached thereto. ] ) )

By special arrangement with the Canadian Post-Office
Department, Canadian postal cards mailed in the United
States bearing United States [i')ostage stamps (domestic
rate,) and Unjted States postal cards mailed in Canada
bearing Canadian postage stamps, are transmissible in the
mails and deliverable without further charge.

Post Cards.—Private mailin? cards are transmissible to
foreign countries at the rate of 2 cents each, provided they
conform to the conditions prescribed for similar cards in
our domestic mails. If entirely in print and bear no per-
sonal message they may be sént at the rate of one cent
each. They are not required, however, to bear the words
“Post Card” at the top of the address side. (See Post
Cards, section 7)) To Canada, Mexico, Cuba, Republic of
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Panama, and Shanghai, they may be sent at a rate of 1
cent each.

Postal cards and post cards must be composed of card-
board or stiff paper, and must not be larger than 5 35 x
3 35 inches, nor smaller than 4x2 3-4 inches. They may
bear a message on tho left-hand half of the address side,
and a picture on very thin paper may be pasted on them.

Note—"“Reply” post cards (private mailing cards) are
unauthorized, and therefore unmailable as such.

SECTION 31.—PRINTED MATTER.

_Rate of postage, 1 cent for each 2 ounces or fraction.
Limit of weight, 4 pounds 6 ounces Limit of size, 18
inches in any direction, except that "rolls” may measure
30 inches in length by 4 inches in diameter.

Includes newspapers and periodical works, "books
Btitc’.ed and bound, pamphlets, sheets of music, visiting
earns, address cards, proofs of printing with or without the
ma.nuseript relating thereto, papers with raised points for
the use of the blind, engravings, photographs, and albums
containing photographs, pictures, drawings, plans, maps,
catalogues, prospectuses, announcements and notices of
various kinds, whether printed, engraved, lithographed, or
a_utogrthe_d and in general all impressions or reproduc-
tions obtained upon paper, parchment, or cardboard, by
means of printing, engraving, lithographing, and autograph-
ing, or any other mechanical process easy to recognize,
except the copying-press and the typewriter.

Facsimile copies of manuscript or tyﬁewriting obtained
by a mechanical process (polygraphy, chromography, etc.)
are assimilated to "prints;” but in order to pass at the re-
duced postage they must be mailed at the post-office win-
dow, and in the minimum number of 20 perfectly identical
copies. (Permissible additions, etc., see section 34)

SECTION 32.—COMMERCIAL PAPERS.

Rate of postage, for the first 10 ounces or less, 5 cents;
and for each additional 2 ounces or fraction of 2 ounces,
1 cent. Limit of weight, 4 pounds 6 ounces. Limit of size,
same as for prints. )

Includes ail instruments or documents written or drawn
Wholly or partly by hand, which have not the character
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of an actual and personal correspondence, such as papers
of legal procedure, deeds of all kinds drawn up by public
functionaries, waybills or bills of lading, invoices, the
various documents of insurance companies, copies of or
extracts from deeds under private signature, written on
stamped or unstamped paper, scores or sheets of manu-
script music, manuscript of books or of articles for publi-
cation in periodicals, forwarded separately, original and
corrected tasks of pupils, excluding all comment on the
work, etc. (Permissible additions, etc., see section 34)

SECTION 33—SAMPLES OF MERCHANDISE.

Rate of postage, for the first 4 ounces or less, 2 cents;
and for each additional 2 ounces or fraction of 2 ounces,
1 cent. Limit of weight, 12 ounces. Limit of size, 12 x 8 x 4
Inches. (See Parcel Post, section 37)

Packages of miscellaneous merchandise in the regular
mails for foreign countries éexcept_ Canada, Mexico, Cuba,
the Republic of Panama, and the city of Shanghai, China)
are restricted to bona fide trade samples or specimens hav-
ing no salable or commercial value in excess of that
actual(ljy necessary for their use_as samples or specimens.

Goods sent for sale, in execution of an order, or as gifts,
however small the quantity may be, are not admissible at
the sample rate and conditions.

Pairs of articles, such as gloves, shoes, etc., but not such
as suspenders or drawers, are not transmissible by mail
to foreign countries as “samples of merchandise,” but one
article of a pair may be so transmitted.

Samples of merchandise must conform to the following
conditions:

(1) They must be placed in bags, boxes, or removable
envelopes In such a manner as to admit of easy inspection;
(2) they must not have any salable value nor bear any
manuscript other than the name or profession of the
sender, the address of the addressee, a manufacturer’s or
trade mark, numbers, prices and indications relating to
the weight or size of the quantity to be disposed of, and
words which are necessary to precisely indicate the origin
and nature of the merchandise; (3) gackages containing
samples must not exceed 350 grams (12 ounces) in weight,
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or the following dimensions; 20 centimeters (12 inches
in length, 20 centimeters (8 inches) in breadth, and 1
centimeters $4 inches) in depth; except that when in (he
form of a roll a package of samples may measure not to
exceed 30 centimeters (12 inches) in length and 15 centi-
meters (6 inches) in diameter.

Samples of liquids, fatty substances, and powders,
whether coloring or not (except such as are dangerous, in-
flammable, explosive, or exhale a bad odor), and also live
bees, specimens of natural history, and articles of glass are
admitted to the malls, provided™ they conform to the fol-
lowing conditions, viz: (1) Liquids, oils, and fatty sub-
stances which easily liquefy must be placed in thick glass
bottles hermetically sealed; the bottles must be ﬁlaced in
a wooden box, which can be opened without withdrawing
tacks, nails, or screws, containing sufficient spongy matter
to absorb the contents if the bottles should break; and
this w ;oden box must be inclosed in a case of metal or
wood with a screw top, or of stron? and thick leather, in
order that it may be easily opened for examination of the
contents. If perforated wooden blocks are used meas-
uring at least 2% millimeters (one-tenth inch) In the thin-
nest part, sufficiently filled with absorbent material and
furnished with a lid, it is not necessary that the blocks
should be inclosed in a second case. (2) Fatty substances
which do not easily liquefy, such as ointments, resin, etc.,
must be inclosed in a box or bag of linen, parchment, etc.,
and then placed in an outside box of wood, metal, or
strong, thick leather. (3) Dry coloring powders, must be in-
closed in sacks of leather, gummed canvas, or strong oiled
paper; and dry powders not coloring, in boxes of metal,
wood, or pasteboard. The sacks or boxes must be inclosed
in a cloth or parchment bag.

Samples of articles composed of glass or other fragile
substances must be packed so as to preclude the possibility
of Injury to postal employees or the correspondence, in
case the articles should break.

Packages containing articles of merchandise may be sent
to Canada, Mexico, Republic of Panama, Shanghai, and
Cuba, at the postage rate, and subject to the conditions ap-
plicable to “fourth-class matter” in the domestic mails.
(Permissible additions, etc., see section 34.)
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SECTION 34.—PERMISSIBLE ADDITIONS AND IN-
CLOSURES.

Packets of printed matter, commercial papers, and
samples must not contain any letter or manuscript note
having the character of an actual and personal correspon-
dence, and must be made up in such manner as to admit
of being easily examined. The following manuscript addi-
tions may be made to “prints:” The name, business, and
residence of the sender; to visiting cards, the title and
address of the sender, and congratulations, thanks, etc.,
not to exceed five words; the date of dispatch; the neces-
sary correction on proofs of printing, and the “copy” may
be Inclosed with the proof; correction of errors In print-
ing other than proof; the erasure and underscoring of cer-
tain words; the insertion or correction of figures in price
lists, advertisements, trade circulars, and prospectuses;
the insertion of the name of the traveler, the date and
place of his intended visit, in notices concerning the trips
of commercial travelers; the dates of sailing on notices
relating to the sailing of vessels; the name of the person
invited, the date, object, and place, on cards of invitation
and notices of meetings; a dedication on books, journals,
photographs, Christmas and New Year's cards; fashion
plates, maps, etc., may be painted; to cuttln?s from jour-
nals, the title, date, number, and address of the journal
from which they were cut may be added; and invoice may
be attached to the article to which it relates.

Manuscript additions other than those above indicated,
and those which would deprive the print of its general
character and give to it that of individual correspondence,
are prohibited upon “prints.”

It is permitted to inclose in the same package samples of
merchandise, prints, and commercial papers, but subject to
the following conditions: (1) That each class of articles
taken singly shall not exceed the limits which are ap-
plicable to it as regards weight and size. (22 That the
total weight of the package must not exceed Z kilograms
(4 gounds 6 ounces), (3) That the minimum charge shall
be 5 cents when the package contains commercial papers,
and 2 cents when it consists of printed matter and samples.



49

SECTION 35—MISCELLANEOUS CONDITIONS AF-
WEF%ICI:EENG MATTER MAILED TO FOREIGN COUN-

1, Prepayment of Postaé;e.—Ordinary letters for an% for-
eign country (excet Canada, Mexico, or the City of Shang-
hai, China) will be forwarded whether any postage is pre-
paid on them or not. All other matter must be prepaid
at least partially.

2. Unmailable” Matter.—All articles prohibited from
domestic mails are also excluded from circulation in the
mails for or from foreign countries. (See Prohibited Arti-
cles, section 27, Samples of Merchandise, section 33.)

3. Wrapping—AlIl matter to be sent in the mails at less
than the letter rates of postage must be securely wrapped
and so that it can be easily examined at the office of de-
livery, as well as at the mailing office, without damaging
the wrapper. (See Samples of Merchandise, section 33)

4. Postage Due—The_letter “T” stamped upon the wrap-
per of an article received in the mails from a foreign
country indicates that it was considered in that country
as not fully prepaid and that additional postage is to be
collected on delivery. An “O” at the side of the postage
stamp indicates that the stamps were of no value for pre-
paj inent of ﬁostage in the country in which the article was
mailed. Wholly unpaid letters, and |nsuff|0|entlg paid
articles of all kinds are liable to a charge of double the
amount of the deficient postage which amount is indicated
by the stamp “Due — cents” or “U. S. charge to collect —
cents” impressed thereon at the United States exchange
post-office which received the article from abroad, and is
required to be collected by the postmaster who delivers the
article, and who should “affix thereto postage-due stamps
of the value of the amount collected.

In the case of unpaid letters or short-paid matter of any
kind the deficient postage will be collected by the post-
master by whom the article is delivered. .

5. Forwarding—Mail matter of all kinds received from
any foreign country, including Canada, Mexico, Cuba, and
the Republic of Panama, is required to be forwarded at the
request of the addressee, from one post-office to another,
and—in the case of articles other than parcel-post pack-
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ages—to ang/ foreign country without additional charge for
postage. (See Postage Due, section 35)

6. Return.—Letters and other articles of apparent value,
if undeliverable, are required to be returned, without extra

Charge. SECT|ON 36—REGISTERED MATTER.

Letters and other articles (except Parcel-Post packages
for France, Great Britain, Barbados, The Netherlands, and
Uruguay, addressed to foreign countries, if admissible to
the Postal Union mails, may be registered under the same
conditions as those addreSsed to domestic destinations.
The registry fee in every case is eight (8) cents, in addi-
tion to lawful postage, and both must be fully prepaid.
(See Registry System, sections 20 to 22.)

Delivery—Registered articles addressed to or received
from foreign countries are delivered according to the rules
of the country of address. ]

Return Receipt—If a registry return receipt from the
addressee is desired, a demand therefor as “Return receipt
demanded,” must be written or stamped by the sender
upon the face of the envelope or wrapper.

Indemnity.—In case of loss of a registered article mailed
in or addressed to a foreign country embraced in the Uni-
versal Postal Union, except Parcel-Post mail, and except
in case of force majeure (beyond control), the sender, or
st his request the addressee, is entitled to an indemnity for
its value up to 50 francs, or its equivalent in United States

Money. SECTION 37—PARCEL POST.

Admissible Matter—Packages of mailable merchandise
may be sent, i unsealed packages, by “Parcel Post” to
the following-DE ied countries:

Australia. Erance. Newfoundland.
Austria. German¥_. . Nicaragua.
Bahamas. Great Britain. Norway.
Barbados. Guatemala. . . Peru.
Belgium. Honduras BrItISh%. Sweden.
Be{muda. Honduras ERepubI c of).  Salvador. .
Bolivia. . Hongkong, a The Danish West Indies.
British Guiana. Ital%. i The Netherlands.,
gh le. . «Jarmaica Trinidad, including To*
olombia. apan, bago.
Bosta Rt(ca. Leeward Islands. Uruguay.
enmark. Venezuela.

Mexico.
Ecuador. New Zealand. Windward Islands.
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_a Parcel-Post packages addressed for delivery in the
cities in China named in U. S. Postal Guide, are mailable
at the postage rate and subject to the conditions ap-
E'hcable to Parcel-Post packages addressed for delivery at

ongkong.

b Parcel-Post packages addressed for delivery at any
post-office in Formosa or Korea; and the places in China
and Manchuria named in U. S. Postal Guide, are mailable
at the postage rate and subject to the conditions applicable
to Parcel-Post packages addressed for delivery in Japan.

Postage Rates—Postage must be prepaid in full by
stamps affixed at the rate of 12 cents a pound or fraction
of a pound. Registry fee 8 cents in addition to postage.

Registration—The sender of a parcel addressed to any
of the countries named in the table at the head of this
section, except Barbados, France, Great Britain, The Neth-
erlands and Uruguay, may have the same registered by
payln%a registry fee of 8 cents, and will receive the “Re-
turn Receipt” without special charge therefor, when en-
velope or wrapper is marked “Return Receipt Demanded.”

Place of Mailing—Matter intended for Parcel Post must
not be posted in a letter box, but must be taken to the post-
office and presented to the postmaster, or person in charge,
fcr inspection.

Letters Prohibited—A letter or communication of the
nature of personal correspondence must not accompany, be
written on, or inclosed with any parcel. If such be found,
the letter will be placed in the mails if separable, and if
the communication be inseparably attached, the whole par-
cel will be regected. If, however, any such should inad-
vertently be forwarded, the country of destination will
collect upon the letter or letters double the letter rate of
postage prescribed by the Universal Postal Convention.

For other conditions governing the transmission of ar-
ticles bg Parcel Post see the current issue of the U. S.
Official Postal Guide.
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THE REGISTRY SYSTEM.

UNITED STATES REGISTERED MAILS GO TO EVERY
POST-OFFICE IN THE WORLD.

All valuable letters, and parcels with valuable contents,
should be registered.

The registry fee is 8 cents in addition to postage, foreign
or domestic rate.

Letters and parcels may be registered at any post-office
or station thereof, and by rural carriers. Letter carriers
in residential districts of cities will register letters, and
packages of first-class matter that are not cumbersome on
account of size, shape, or weight. A receipt is issued to
the sender of every article, and in addition thereto an
acknowledgment of delivery is returned to the sender with-
out extra charge, for all articles addressed to domestic
destinations, and those for foreign destinations upon which
the senders have placed the words “Return Receipt De-
manded.”

Without extra cost, every registered letter (or sealed
parcel prepaid at the letter rate) mailed at, and addressed
to, anP/ United States post-office, is insured against loss for
its value up to $25, and every registered article mailed at a
United States post-office addressed to any foreign country
embraced in the Universal Postal Union is insured against
loss, except Parcel-Post mail, and except in cases beyond
control, for its value up to 50 francs or Its equivalent in
United States money.

The registry system provides for special care and cor-
rect delivery.

(See sections 20, 21, 22, and 36 for information in detail.)



POSTAL MONEY ORDERS.

Money can be sent without danger of Joss at low rates
to all parts of the United States and its possessions as
well as to foreign countries by means of Postal Money
Orders.

It is recommended that Postal Money Orders be used,
whenever available, instead of cash, for remittances by
mail.

The system is safe, simple and economical.

Absolute Security—Money represented by such orders
is held by the Post-Office Department, and is thus safely
kept.

Repayment—The amounts of the orders will be re-
funded at any time within one year from the last day of
the month of issue upon their presentation by the owner
at either the office of issue or the office of payment.

Duplicates.—If the original orders are lost or destroyed
the Department will issue duplicates thereof without
charge, provided that not more than one year has elapsed
from the last day of the month of issue.

Warrants.—It is desired that orders be presented for
payment within three years from the date of issue. If
presented after the lapse of more than one year from the
last day of the month of issue, they will be paid by means
of warrants on the United States Treasury. The Post-
Office Department thus insures $100 for a fee of 30c.

Certificates of Deposit—Original orders held for savings
are practically certificates of deposit, and all that is re-
quired of the purchaser is that he exercise ordinary care
in the preservation of such orders.
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