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GENERAL INSTRUCTIONS FOR AGENTS.

InTRODUCTION.

Tue Imperial Post Office was inaugurated by Imperial Edict in 1896. During the early
years of its existence its services extended only to treaty ports; in later years it has spread
rapidly over the whole Empire, so that now postal communication is maintained between
practically every fu, chou, and hsien city and a great number of smaller towns.

For postal purposes, China is divided into districts and sub-districts, each having a
Head Office or a Sub-Head Office, with Branch Offices, Inland Offices, and Postal Agencies
subordinate to them. These are defined as follows :—

District Head Offices control the Offices of districts.

Sub-District Head Offices control the Offices of sub-districts.

Branch Offices are subordinate to Head Offices or Sub-Head Offices and have steam
communication.

Inland Offices are the same as Branch Offices, but they have no steam communi-
cation.

Postal Agencies are subordinate to a Head, a Branch, or an Inland Office; they
transact all kinds of postal business, except money orders, parcel insurance,
trade charges, and express letters.

In addition, there are Sub-Offices, Box Offices, and pillar-boxes.

The Directorate General of Posts is at Peking. The heads of the various districts are
Postmasters of different grades. Branch and Inland Offices are in the charge of Clerks; and
Postal Agencies are directly controlled either by a Head, a Branch, or an Inland Office.

As, of late, Agencies have greatly increased in number, a book of definite working instruc-
tions for the efficient training of Agents has become necessary, and accordingly the present
volume is now published for their guidance. Its contents must be read in conjunction with
the “Postal Guide” and the additional instructions issued from time to time by the Postmaster
General and the Postmasters.

I—GeENERAL REMARKS.

1.—Agencies are placed under the management of respectable, trustworthy, and properly
guaranteed merchants and shopkeepers only, the person at the head of the business being always
the responsible Agent.

2.—Shops to be selected for Agencies must be conveniently situated, and, as often as
possible, on the main street and in a busy part of the town.
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8 INSTRUCTIONS FOR AGENTS.
3.—The Agent must assign a particular part of his shop for postal work exclusively.

4.—On his appointment, every Agent will receive a License, [/.—91 = B.—31 ], signed by
the head of the district, which he will retain as his authority for doing postal business. He will
also be given a supply of postage stamps, “ Postal Guides,” forms, standard weights, a date
stamp and stamping ink, a letter-box, a notice board, a signboard, and certain notifications.

5.—The appointment of the Agent is notified formally to the local authorities by the
Postmaster. '

6.—The Agent is responsible for all the postal operations of his assistants. If losses occur
through lack of supervision, carelessness, or dishonesty on the part of his assistants, he is liable
to pay an indemnity.

7.—Agents must be secured by at least two substantial shops for a sum of not less
than $200.

8—Should a guarantor remove his domicile, cease doing business, or die, the Agent
concerned is to report the facts to the controlling Office and have his bond amended.

9.—If an Agent wishes to resign his postal duties, he must give one month’s notice;
he may not discontinue his postal functions before receiving official permission to do so.

10.—The Agent is to report all important occurrences to the controlling Office, in letters
numbered in series.

11.—Letters from the controlling Office, other Offices, officials, and the public are to be
properly registered and filed, aud, when necessary, replied to at once.

12.—All Service matters are strictly confidential.

13—Agents are not allowed to make use of tiger-board notices outside their shops on
the strength of their acting as Postal Agents.

14.—Agents are to exhibit conspicuously in their shops and at important places in their
locality the notices they receive for that purpose.

15.——The following notifications are to be posted conspicuously at the Agency:—

Tariff of Postage (kept up to date).

Postal Rate of Exchange.

Mail Time Table.
These should be renewed when worn out. Similarly, a postal map of the district is to be
exhibited for the guidance of the public.

16—The public should be treated with respect, particular care being taken that they are
not overcharged, and that their complaints and inquiries are promptly attended to.
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17.—Agents must do all in their power to improve and develop postal business; they
must hasten delivery and do everything they can to facilitate the posting of their customers
letters. When possible, they should collect letters from the public.

18.—Agents must have no trouble with the local officials. They must remember that the
Imperial Post Office is a Government institution and that they themselves are Chinese; they
must not forget the respect they owe, as such, to their officials. On no account are they, under
cover of the Imperial Post Office, to refuse to pay taxes or to further their own interests.

1I.—O¥ricE PRACTICE.

(a.) Office Hours.

19.—The Agency is to be open every day for postal work during the hours observed by
local shopkeepers for ordinary business.

(b.) Postage Stowmps.

20—As proof of payment of tariff postage, stamps are affixed to all classes of mail
matter.

21.—There are at present 17 different denominations of postage stamps and post-
cards, namely: 4 cent, 1 cent, 2 cents, 3 cents, 4 cents, 5 cents, 7 cents, 10 cents, 16 cents,
20 cents, 30 cents, 50 cents, 1 dollar, 2 dollars, 5 dollars; and posteards, single and double
(reply paid), at 1 cent and 2 cents respectively.

22.—Agents are supplied with postage stamps and posteards by the controlling Office ac-
cording to requirements. They must send each moon a requisition, on form [[—61 = C.—146x],
for the approximate quantity needed for the following moon. Requisitions are to be forwarded
in ample time to prevent stocks from running short.

23—The stamps requisitioned for are sent by the controlling Office in a closed packet,
which on arrival is to be opened and checked immediately, and an acknowledgment of receipt,
on form [1.—61 = C.—146x], returned at once to that Office.

24.—Postage stamps are sold for ready money: no accounts may be kept for the public.
Once sold, stamps are not taken back or exchanged.

25—When subsidiary coins are tendered for the purchase of stamps, a make-up may
be required, its amount being fixed by the controlling Office, according to the market rates.
Agents are forbidden to make profits on exchange. The official rates should be notified to the
public (vide § 15).

26.—Agents are forbidden to deal in old postage stamps, and are to see that none of their
assistants infringe this rule.
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27.—If articles having affixed to them washed stamps or stamps already obliterated
should be detected while passing through the Post Office, the full particulars of the case are
to be reported to the controlling Oflice. Special attention is to be paid to this matter.

28.—An Imperial Edict fixes the penalty for misuse of postage stamps and detention of
* letters as follows:—

“ Counterfeiters of postage stamps and postcards will be considered as in the same
category with thieves— punishable with banishment up to 3,000 [4, in propor-
tion to the loss involved. The penalty will be diminished one degree in the
case of offenders not guilty of more than washing old stamps and using them
over again, and an additional degree in the case of accessories and deliberate
users of stamps or cards known to be spurious or washed.

“Postal employés guilty of suppressing public or private mail matter
of any kind will be considered as in the same category with I Chan couriers
suppressing Government despatches, for whom the penalty is 60 blows, aug-
mented one degree for each additional despatch up to the limit of 100 blows,
and, where the covers are of a confidential nature relating to military affairs,
is not computed on the basis of the number suppressed, but extended to
banishment for one year, liability to severer treatment being incurred when
there is deliberate attempt to suppress.”

In conformity with the new laws, the above penalties arc now commuted : perpetual and
temporary banishment are replaced by confinement with hard labour; and flogging, by fines.

29.—Stamps have a monetary value, and should be kept with particular care in safe
places, Should any loss occur, the Agent will be held responsible.

(c.) Protection of Mail Matter.

30.—The inviolability of mail matter is a universally established law. It is a fundamental
principle of postal business, and therefore enjoys the protection of the Imperial Government.

Opening of vovers 31.—Except postal packets addressed to himself, an Agent must never open any closed

forbidden.
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cover passing through the Post Office. Agents are forbidden to give to outsiders any inform-
ation regarding mail matter passing through their hands. Opening mail matter is heavily
punished by law. '

32—The “Postal Guide” states that it is forbidden to send certain articles by post
(“Postal Guide,” § 16). An Agent, however, is not to open any article of mail matter; but when
he meets with a suspicious article passing through the Post Office, he is to detain it and report
the case to the controlling Office for instructions.

33.—Should local officials, at any time, request Agents to hand over mail matter con-
nected with criminals, they will act in accordance with the special T“wung-yi issued on the
subject and report the matter in full to the controlling Office.
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34.—As to inland Customs and Likin formalities for dutiable articles, Agents are to act
strictly in accordance with the instructions given on that subject by the controlling Office, in
order to safeguard the Government’s revenue and to avoid delay to mail matter,

35—Mails carried overland by couriers must always be placed in the official mail bags,
in order to avoid any question being raised at Likin barriers, etc., en route. The use of mail
bags for the carriage of private articles is strictly forbidden and will entail severe punishment.

36.—In the case of a courier being robbed on the road, it should first be made certain
that a bond fide robbery has taken place, after which the assistance of the local official should
be requested, and a report of the circumstances immediately sent to the controlling Office.

37.—The mails must be protected from rain, and couriers are to be provided with oilcloth
for that purpose. If they have none, Agents should inform the controlling Office.

38.—All mails, and particularly registered articles and parcels, are to be securely locked
up at night.

(d) Tariff.

39.—There are six different classes of mail matter: (1) letters, (2) postcards, (3) news-
papers, (4) books and printed matter, (5) commercial papers, and (6) samples. Parcels may
also be transmitted by post.

40.—All mail matter posted at Agencies must be fully prepaid according to the rates
given on the Tariff of Postage.

41.—Books, printed matter, commercial papers, and samples must be posted in unsealed
packets, open to inspection, and they must not contain letters.

42.——Cdrrespondence for foreign countries pays postage according to tariffs III, IV,
and V, the rates of which have been fixed by the Universal Postal Union or by special
agreements with the countries concerned.

43—The registration fee for all Union countries is 10 cents, except for Japan, for which
country it is 7 cents,

(e.) Receiving Mail Matter from the Public.

44.—Mail matter and parcels posted at Agencies must be fully prepaid. The postage
stamps must be cancelled as soon as an article is received. Agents are not permitted to affix
stamps for senders. Senders should be told that letters insufficiently prepaid and dropped into
the letter-box are liable to detention and delay. If an insufficiently prepaid letter be found
in the letter-box, it is to be forwarded to the controlling Office to be dealt with.

Customs and
Likin formalities.,

Overland mails
by courier.

Robbery of mails.

Oilcloth,

Safekeeping of
mails,

Classes of mail
matter,

Full payment of
postage.

Certain articles
must be open to
inspection.

Rates on corre-
spondence to
foreign countries,

Registration,

Posting of mail
matter,



Obliteration of
stamps,

Mail matter
awaiting de-
spatch,

Registration :
single and with
AR,

Inspection of re-
gistered articles.

Issuing of receipts.

Posting of parcels.

Packing of parcels,

Valuable parcels.

Weight of parcels,

Closing muils.

12 INSTRUCTIONS FOR AGENTS.

45—I1t is forbidden to date-stamp mail matter with any other ink than that supplied
for the purpose by the controlling Office. Each postage stamp should receive one full and
distinet impression of the date stamp, so as to prevent any washing for fraudulent purposes.
The impression should be clear and readable.

46.—All postal packets awaiting despatch are to be placed in a special drawer or in
separate pigeon-holes, according to their place of destination.

47.—All classes of mail matter may be registered on payment of the registration fees
specified in the Tariff Table. Registration consists in giving a numbered receipt to the
sender, in placing the same number on the article registered, and in recording that number
on a special Letter Bill. On payment of a further fee, an Acknowledgment of Receipt (A.R.),
form [[-—5a = D.—6z], is made out and sent along with the registered article to its des-
tination, where the receipt is signed by the addressee and then returned by the Office of
destination to the sender.

48.—Before accepting an article for registration, the Agent must see that it is enclosed in
a strong cover securely fastened, that the envelope does not show any trace of having been
opened and reclosed, that the names and addresses of the recipient and sender are written on
the envelope, and that the postage and fees are fully prepaid.

49.—When issuing a receipt for a registered letter, it is important to have the sender’s
name and address clearly recorded on the butt, so that the letter can be returned to him in case
of non-delivery. The Agent is legally responsible for the signature on the receipt. No chop
representing the Agent’s signature can be used on such documents: they must bear his own
written signature.

s0—Parcels are dealt with like registered articles. They are accepted against receipts
and entered, one by one, on the Parcel Way Bill, [/.—410 = D.—55]. In addition, they must
be accompanied by at least one Custorns Declaration, [I.—40 = D.—53].

s1.—Parcels must be securely packed by the senders, so as not to get broken in trans-
mission. If not well packed, they are to be refused.

52.—Only parcels of less than $30 in value may be accepted at Agencies.

53.—Parcels may be accepted for all places in China where an Imperial Post Office is
established. If posted or addressed to a non-steam-served Agency, the weight must not exceed
3 kilos.; but if posted at a steam-served Ageucy, to be transmitted the whole length of the
journey by steamer or train, a parcel may weigh as much as 10 kilos.

(f.) Despatching Mails.

54.—Agents are not supplied with new ready-made paper bags. Small mails are to be
wrapped in old envelopes carefully preserved for that use, or in sheets of strong fibrous native
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paper folded cornerwise and secured with paste, after the manner of the min-chii. When the
business of an Agency increases beyond the convenient use of paper wrappers, the Agent will
be supplied from the controlling Office with a few cotton or canvas mail bags, as circumstances
may require.

Mails are despatched at definite times, in accordance with the Mail Time Table,
[I.—21a = D—22x] (§ 15); there must be no irregularity. When the proper time for
closing a mail has arrived, all the mail matter which has accumulated since the last despatch
is to be sorted and placed in mail bags, mail paper bags, or paper wrappers, as may be necessary.
These are then addressed to the Offices of destination, care being taken that they are not
misdirected. The contents of each mail packet is marked on the Letter Bill, [Il—1¢ = D—12],
which is numbered serially and made out in duplicate; one copy is placed in the mail bag or
cover, the other being retained in the Agency. The bag is then securely tied up and sealed
with wax, and handed to the courier, to whom is given a Courier Way Bill, duly filled in, as
indicated on form [I.-—84 = D.—24x]

55.—Registered articles are enclosed, with their Registered Letter Bills, [/.—2 ¢ = D.—4 2],
in special envelopes or wrappers, in which they are placed in the sequence of the entries on the
Bills, in order to allow of easy checking at the Office of destination. When parcel mails are
closed, care should be taken that the light parcels are placed on the top. Registered mails should
always be enclosed in the bag containing the ordinary Letter Bill. When registered mails or
parcel mails are enclosed in the ordinary mail bag, the numbers of the Registered Letter Bills
and Parcel Way Bills, [I.—41a = D.—55 2], should be mentioned on the Letter Bill, to expedite
reference and tracing. Further, special precaution is to be taken that all mails for inland places
carried overland by couriers are protected by oilcloth. Before closing the mail, the Letter Bill
must be carefully checked. A date stamp must be impressed on the face of all mail packets, to
enable the receiving Office to distinguish clearly the name of the Office of origin.

56.—Mails sent by train, steamer, or steam-launch must be forwarded as local conditions
admit; but the greatest care should be taken that they are handed over to a trustworthy man
and that a proper receipt is obtained in every case.

(g.) Arrwal of Muails.

57.—When mails arrive from other Offices, it is the Agent’s first duty to inspect the
seals, to see that the bags have not been tampered with.

58.—The Agent will then take the Courier Way Bill and carefully check the entries
thereon.

39.—If the Way Bill be in order, the Agent will begin to open the mail bags and check
the contents with the enclosed Letter Bills. Any errors discovered are to be reported, by
Verification Certificate, [[.—36 = D.—172z], at once to the last Office of transmission and to
the controlling Office.
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60.—The serial numbers on all Bills (Letters, Registers, and Parcels) perform an important
function. A missing number shows that a mail has gone astray, unless there be a mistake in
the numbering of the Bills. Every such case of a missing number is to be reported at once to
the last Office of transmission, with a request for a duplicate Bill and inquiry, and also to be
notified to the controlling Office.

61.—Failure to report missing articles immediately on the arrival of the mail will be
construed by transmitting Offices as indicating their safe arrival. If not recovered, such articles
will be considered as lost through the negligence of the receiving Office.

62.—Special care must be taken of registered and parcel mails on their arrival. Their
contents should be carefully checked, item by item, with the corresponding entries in the en-
closed Registered Letter Bill, [.—2a = D.—4z], and Parcel Way Bill, [I.—41a = D—55a],
missing articles being reported at once (vide §§ 59 and 61).

63.—Any parcels arriving damaged should be accurately weighed and the result noted
down on the Bill. It should then be repacked carefully, and the last Office of transmission at
once notified.

64.—Mails in transit should be safely stored, and despatched by the first opportunity,
light and heavy mails being distinguished in accordance with the Postmaster’s instructions.

65.—Surplus empty bags must be returned immediately to the Offices to which they
belong: they should not be used for forwarding mails to a third Office.

(b.) Delivery of Mail Matter.

66.—After being checked, all mail matter is date-stamped on the back. Mail matter
intended for local delivery must be delivered promptly. When an article is received which is
difficult to deliver, the Agent must not be too ready to return it, but should make all possible
inquiries. Only when these inquiries are fruitless may it be considered undeliverable. If the
addressee lives at a distance, the Agent should try to have it delivered through some local shop
or private person.

67.—When handing over taxed correspondence, which arrives in a separate packet ac-
companied by form [[—101a = C.—j5a], the exact amount due, as indicated by postage-due
stamps on the face of the cover, will be collected from the addressee. ‘

68.—No other fees, such as wine money, are to be collected from addressees. The Agent
is responsible for any infringement of this rule by his letter-carriers.
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69.—Particular care must be taken that registered articles and parcels are delivered
to the right persons. They are to be delivered only against a proper chop and signature on the
receipts. When such articles have all been delivered, the receipts referring to them are to be
attached in their proper order to the Registered Letter Bill and Parcel Way Bill, as may be
necessary, thus allowing of easy later reference in case of inquiry. Agents should keep these
receipts carefully : none should be lost.

70.—When delivering an article with an Acknowledgment of Receipt, that document
must be properly signed by the addressee, and returned by the first mail to the Office of origin,
where, in turn, it is to be speedily delivered to the sender.

(i) Undeliverable Articles.

71.—Any article that cannot be delivered is to be exhibited in the Agency, and if un-
claimed after one month, should be returned to the Office of origin. Undeliverable registers
and parcels must be returned under Registered Letter Bill and Parcel Way Bill respectively.

72,—Articles which are sent back from other Offices as undeliverable must be returned to
the sender; and in the case of registers and parcels, proper receipts must be obtained. If a
cover cannot be returned, it is to be exhibited for one month, and if still unclaimed, is to be
sent to the controlling Office.

73.—An undeliverable article is never to be opened or destroyed by an Agent.

( }) Withdrawal and Redirection of Mail Matter.

74—An application for the withdrawal of mail matter by the sender must be referred to
the controlling Office. In the meantime, if the article has not yet been despatched, it should be
detained pending arrival of instructions. Requests for redirection of articles are to be written
by addressees on the Service form [/.—82a = D.—179«], and should be complied with.
doubtful cases, the matter should be referred to the controlling Office.

In

(k) Inguiries.

75—1It happens frequently that inquiries regarding a registered letter or a parcel are
made after a long interval of time. If the Letter Bills and receipts have not been kept in a
careful and orderly manner, it will be difficult to reply satisfactorily to such inquiries. If a
receipt is lost and delivery cannot be proved, the Agent is responsible to the sender or addressee
for the amount involved. All inquiries received from the public must be passed on to the
controlling Office.
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76.—Whenever an inquiry is received from another Office, either by Verification Certi-
ficate, [I.—36 = D.—172 ], by Application for Missing Mail Matter, [I.—86 ¢ = D.—180], or by
letter, the reply should be exhaustive and prompt: it must state the date of delivery, and be
accompanied by a copy of the chop and signature on the receipt kept in the Office.

77.—Should an Agent be notified that a registered article or a parcel posted at his
Agency has been lost, whether by force majeure or by other cause, he will immediately inform
the sender that “Registered cover (or parcel) No. , posted on , addressed ——, has
been lost accidentally.”

III.-ARCHIVES AND REcorps.

78.—Archives should be kept in such a manner as to allow of easy reference. All books
when completed must be marked and numbered, and ordinary Letter Bills, Registered Letter
Bills, Parcel Way Bills, receipts, etc., must be periodically bound and properly filed. Particular
care must be taken of the receipts of registered articles and parcels. Archives are to be kept for
three years. On no account are Office documents to be destroyed without authority. It would
be a serious offence to dispose of them as waste paper.

79.—Agents are to keep a duplicate copy of all reports, statistics, accounts, letters,
etc., sent out from their Offices, and to file carefully all instructions from the Head Office
and controlling Office.

IV .—STATISTICS.

80.—Statistics are rendered in accordance with instructions from the controlling Office.
At the end of the moon outgoing and incoming Letter Bills are summed up, and the results
entered on the statistical forms in the way described below : —

Received,: are the totals of both “Original” and “Transit” columns of the incoming
Letter Bills.

Despatched : are the sum of the articles found in the “Original” column of the
outgoing Letter Bills.

In Transit: are the sum of the articles shown in the *Transit” column of the
outgoing Letter Bills only.

Agents should be careful to keep the statistics in the above manner, as otherwise confusion
will arise.
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V.—ACCOUNTS.

81.—The receipts of an Agency consist of the proceeds of the sale of stamps and
publications. The only payment, as a rule, is the Agent’s salary, which is fixed by the
Postmaster.

82.—Agency accounts are to be rendered on the proper Service form, [C.—151z], and
made out in triplicate by the Agent every moon, one copy being retained by himself and the
other two submitted to the Clerk-in-Charge, who will keep the second copy and forward
the third to the Head Office, in support of his own accounts. These forms are always to be
signed by the Agent and certified correct by the Clerk-in-Charge (see Appendix, («) and (b)).

83.—Every Agent is given a fixed advance of ordinary stamps from the Head Office,
the amount being determined by the Postmaster. A receipt is obtained and kept on file
by the District Accountant.

84—Publications are issued for sale on the same principle, the fixed advance in this
case being, perhaps, only nominal.

85.—Thereafter the Agent has to buy his further supplies from the controlling Office,
i.e., he will, as specially directed, remit to the Clerk the proceeds of whatever stamps and
publications he has sold, and the Clerk will return to him the same amounts, so as to make
up the totals of what had been advanced to him originally.

86.—An Agent thus always shows the same amount of stamps and publications on
hand, but never any cash balance. The portion of the receipts which an Agent uses to pay
his expenses cannot be remitted, but the Clerk-in-Charge will also refund this amount in

stamps when duly brought to account.

87.—If an Agency is not self-supporting, it will make no remittance, and the deficit
on its working will have to be made good by the Clerk in eash. For such grants, Agents
receipts must be produced.

88.—The grand totals of receipts and payments must always balance.

89.—Should the Agent control a Box Office, it is necessary to record the Box Office
sales and the commission to the holder, calculated on the mail matter collected (see form

[D.—3]).

go.—Agencies collect postage due on unprepaid and insufficiently prepaid mail matter
on behalf of controlling Offices which affix the postage-due stamps. The money collected
is therefore to be remitted separately to the controlling Office, together with the form
{Il.—1010 C.—5 x], and does not affect the Agents accounts.

The particulars called for in the accompanying pro formd Accounts, [C.—151 2], are,
however, required and are to be carefully recorded moon by moon.

2

Receipts and
payments,

Method of ren-
dering accounts.

Fixed stamp
balance.

Publications.

Supplies to be
bought from con-
trolling Office.

No cash balance
to be shown,

Grants to Agen-
cies,

Receipts and
payments always
balance,

Box Office trans-
actions 1o be
shown,

Postage due col-
lected on behalf
of controlling
Offiee,



18 INSTRUCTIONS FOR AGENTS.

Statisti%s oi(" ]mzlxil g1.—Certain particulars regarding mail matter dealt with are also called for on the
matter handled . . . 0,
to be supplied  Same form, and are to be correctly filled in every moon. The figures are required in addition
every moon with . _ . . X .
noconnts, to the regular quarterly statistics. Any striking increases or decreases are to be explained

by notes.
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Pro formd. APPENDIX (4).

[C—1512]

19

For Hsvanw T'one, ... Year, . . .. ... Moon
Fixed Advance from Head Office :—Ordinary Postage Stamps.......... % 50.00 Recrirrs. PayMENTS.
$ ] ¢ B e
To Stamps sold at Agency during Moon ... 30 | oo
,» Publications sold at Agency during Moot..........o. 50
By Agent’s Salary ...ooooiiiiin e 15| oo
B O T AT +esenneesnreaneensanansoeesnnssnerrresarensness $ 30 50 15 [o%)
To Grant from Inland Office to meet Deficit, ..coviviiii i
By Remittance to Inland Office Surplus of........ o MoOOn i i5 | 50
GRAND TOTAL it cirrennnes L8 30 ] 50 36| 50
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of

,,,,,,,,,,,,,,, e Clontrolling
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Pro formd. APPENDIX (1).

[C.—1514]

................................................................. POSTAL AGENCY.

AGENCY ACCOUNT.

For HsvaAN TUNG,.....cc.......... Year, .. Moon.
Fixed Advance from Head Office:—Ordinary Postage Stamps ......... % 10.00 Rpcuives. | PAYMENTS,
Puoblications.........ccovvvnenirininnns 5 1.00 S _
8 o #® ‘
To Stamps sold at Agency during Moon ....cvvvriiiniiiiienen s 5| oo
,» Publications sold at Agency during Moon c...ovnvei i 20
By Agent’s Saliry covviiniiiiinni e e 10 00
TOTAL vevurenrenrrneiitcnvecrisinseerreomsnseaesssdh 5] 20 10| 0o
To Grant from Inland Office to meet Deficit..niviiiniinnneriiiins, 4| 8o
By Remittance to Inland Office Surplns of ... CMoon ceiiin e
Guranp ToraL ......cooviiiiiiniiin 8 10| 00 10| oo
Particulars of P.D.S. Mail Matter :—
Remitted to 1.0. : P.D.S. collected at Agency on Mail Matter delivered.................. %o0.70
Returned to 1.0. : Undeliverable Mail Matter..o..ooeoeriiiviiiniiniiiiniiieenvevienne, $»0.30
P.D.S. Mail Matter in hand at Agency......covviveiiiiiiiiiiiiiiinee v ve e » 0.50
MAIL MATTER DEALT WITH.
i NUMBER OF
P ULARS. ORDINARY REGISTERED HLS. Crosep Maitrs
ARTICULAR MaiL MATTER, ‘ ARTICLES. Pancits (Bags or Covens)
IN TRANSIT,
Received ..ovvnsvuinirninienicniinininnnines. |
Despatched
In transit ccoerniininerceiennnnnneeeen ;
I
Certified correct, — Prepared by 1
Date 0‘?1;&”1[) Date Stamp
O P RV C«mh‘nlling . . of
3 ’ ; Lo, Agency.
Clerk in charge of Controlling Inland Office. - Postal Agent.
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GENERAL INSTRUCTIONS FOR CLERKS-IN-CHARGE.

INTRODUCTION.

Trr Imperial Post Office was inaugurated by Imperial Edict in 1896. During the early
years of its existence its services extended only to treaty ports; in later years it has spread
rapidly over the whole Empire, so that now postal communieation is maintained between
practically every fu, chou, and hsien city and a great number of smaller towns.

For postal purposes, China is divided into districts and sub-districts, each having a
Head Office or a Sub-Head Office, with Branch Offices, Inland Offices, and Postal Agencies
subordinate to them. These are defined as follows:—

District Head Offices control the Offices of districts.

Sub-District Head Offices control the Offices of sub-districts.

Branch Offices are subordinate to Head Offices or Sub-Head Offices and bave steam
communication.

Inland Offices are the same as Branch Offices, but they have no steam communi-
cation.

Postal Agencies are subordinate to a Head, a Branch, or an Inland Office; they
transact all kinds of postal business, except money orders, parcel insurance,
trade charges, and express letters.

In addition, there are Sub-Offices, Box Offices, and pillar-boxes.

The Directorate General of Posts is at Peking. At the head of the various districts are
Postmasters of different grades. Branch and Inland Offices are in the charge of Clerks; and
Postal Agencies are directly controlled either by a Head, a Branch, or an Inland Office.

As Clerks-in-Charge have to attend to very important duties, a book of definite working
instructions for their efficient training has become necessary, and accordingly the present
volume is now published for their guidance. Its contents must be read in conjunction with the
« Postal Guide” and the additional instructions issued from time to time by the Postmaster
General and the Postmasters.

I-—GENERAL REMARKS.
1.—When a Clerk is appointed to open an Office, of which he is subsequently to take
charge, he should pay attention to the following points. He is provided with a Letter of Ap-
pointment, [I.—65 = B.—19a], signed by the Postmaster, and a letter of introduction to the
territorial official concerned. On arrival at the place designated, he should call on the terri-
torial official, present his letter, and explain the purpose for which he is sent. ~ As it is of great

Opening an Office.
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importance to secure official goodwill at the start, it is advisable to ask the Magistrate’s advice
as to the best locality for the new establishment. He should then rent a building in a busy
neighbourhood, preferably a shop, if possible in the main street. The building is to be fitted to
suit postal requirements, and the necessary furniture must be bought after previous consultation
with the Head Office. A plan of the building, together with a list of the furniture purchased,
showing cost, should be forwarded to the Head Office, a copy being retained by the Clerk. A
staff of letter-carriers, couriers, etc., will be engaged in accordance with the Postmaster’s instruc-
tions; and the Office will be opened only when everything is ready to start business. The Clerk
should make friends with the bankers, merchants, shopkeepers, and the public in general; and
advertise widely in the neighbourhood that an Imperial Post Office has been established there, by
distributing tariffs and special notices explaining the postal system.

2.—When a Clerk is sent to-take charge of an Office already established, he will receive,
before starting, a Letter of Appointment, [/.—65 = B.—19«], and a letter to the territorial official
concerned. When about to take over charge, he is carefully to count the stamps and money,
“ Postal Guides,” express slips, money orders cashed, etc. He should balance the Journal of re-
ceipts and payments as well as the special accounts, viz., Ordinary Stamps, Postage-due Stamps,
Express Slips, and Publications. The money, stamps, and publications in stock must correspond
with the totals shown in the Journal and accounts. e must check the inventory and inspect the
furniture he is taking over, noting down and reporting to the Head Office anything that is not
in order. He is to examine the archives, to see that all postal documents are in order and
that none are missing. Particular care must be taken with the receipts for registered articles
and for parcels; for if, after having taken over charge, anything is found missing, he will himself
be held responsible. If any part of the cash balance is stated to be deposited in a local bank,
the cash itself must be produced, checked, and subsequently placed, by the new Clerk, in the
same or in another bank. If the accounts show that a remittance has been sent to the Head
Office and the receipt has not yet been returned, the Clerk is not to take over charge until
the receipt is to hand. If it is overdue, he is immediately to notify the Head Office and ask
that the receipt be sent promptly. The outgoing Clerk is not permitted to take away any part
of the cash balance on the plea that he takes it to the Head Office as a remittance.

3—Having once taken over charge of an Office, the new Clerk is responsible for the
work of that Office, for the doings of his subordinates, for the stamps and money, and for the
furniture and Office materials. Stamps and money must be securely locked up at night.

4.—1It should be a Clerk’s first object to make his Office and the Agencies under him pay.
It is not only his duty to carry on the work correctly, but he must constantly aim at improve-
ments and train his men so that they may all work with the same purpose—for the good of the
Service. Assistant Clerks, sorters, letter-carriers, and couriers are all much concerned in the
progress of the Office, and they should all be good men. One bad man is enough to spoil the
whole staff. It is therefore the Clerk’s duty to get rid of undesirable men. He is also to shape
his own conduct so as to set a good example to his subordinates and reflect credit on the Office.
The Clerk’s local reputation is of great importance: if it is bad, the confidence of the people in
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his Office will suffer; if good, people will rely on the Post Office. He should exert himself and
push forward postal business. He should not sleep behind the counter and wait for the public
to come to him. The Post Office is just like a commercial firm and the Clerks-in-Charge are the
agents. In a business firm no agent is retained who does not show any energy and is unable
to advance the business, or who causes the firm to lose money year after year. He is replaced
by a more energetic man, and by one possessing the proper commercial spirit. The new Clerk
should not take it for granted that nothing can be altered or improved in the system he
has inherited from his predecessor. Any possible improvements and extensions should be
energetically taken in hand. The Clerk is to use his postal knowledge and experience and
to apply postal rules, and particularly is he to use his common-sense and intelligence.

5.—A Clerk-in-Charge and bis staff are forbidden to smoke opium, gamble, drink, or lead
immoral lives. Indulging in any of these vices will entail immediate dismissal. If he knows
of any of his staff to be guilty of such misbehaviour, it is his duty to report them. If he
screens his men and it is discovered that he has been doing so, he will be held as guilty as they.
Neither the Clerk nor any of his subordinates are allowed to engage in lawsuits or to send
articles to newspapers without special permission. A Clerk is not allowed to hold any other
employment or to engage in work incompatible with the due and faithful performance of his
postal duties,

6.—A Clerk is not allowed to absent himself from his duties without permission from the
Head Office, nor is he allowed to grant leave to his subordinates, except in cases of emergency,
and then he must at once report the circumstances. He is to live on the premises, where he
and his assistants must be constantly in attendance during working hours, and take their meals
at fixed times in turn.

7.—Leave will be granted only when Service requirements permit, and to those who are
punctual, diligent, and successful in their work.

8.—Postal employés frequently absent on sick leave are liable to be discharged as unfit
for employment, or will have, at the Postmaster's discretion, their salaries reduced during
the time of their absence.

0.—Any employé wishing to petition the Postmaster General must do so through his
immediate superior. Nobody may petition for promotion: that comes as a result of satisfactory
work and long service, not through asking.

10—One of a Clerk’s most important duties is to see that the couriers in his section
run according to schedule time. He should study the times and see whether acceleration is
possible. The lines are to be improved, and need not necessarily be arranged as they were when
he took charge of the Office.

11.—There should be no bickering and fault-finding between neighbouring Offices. If a
fault committed by another Office be discovered, a Clerk is to try first of all to rectify it so
that the Service and the public do not suffer. If the mistake is of sufficient importance, he
may report it to the Head Office; but he should not provoke quarrels with Clerks-in-Charge of
other Offices—that will only result in the changing of both.
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12.—If there is no Inspecting Clerk specially appointed to supervise the postal es-
tablishments of his neighbourhood, the Clerk should train one of his staff to go round to
his Agencies teaching and inspecting.

13—Clerks are to treat official matters as strictly confidential, and they are to require
their subordinates to do the same.

14.—FEconomy must be studied in all things and Office material must not be wasted.

IL.—O¥ricE PRrRACTICE.

(a.) Office Hours.

15—The Post Office is to observe the same working hours as local business shops—
generally, from daylight till dark; but local circumstances may demand that it be kept open
till a later hour. On Sundays and foreign holidays, the Post Office is to be open as usual.

16.—If local circumstances permit, the Office may be closed on New Year's Day entirely
and during part of the last day of the year, the 2nd and 3rd day of the New Year, the sth day
of the 5th moon, the 15th day of the 8th moon, and the Emperor’s Birthday. The hours during
which the Office is to be open on these days will be arranged according to local requirements by
the Postmaster and notified to the public in advance. Couriers should not run on New Year's
Day. Where there is a daily courier service, mails need not be despatched during two days;
where there is a service on alternate days, one mail may be held over, so that each courier may
have two full days rest.

(b.) Stamps.

17.—As proof of payment of tariff postage, stamps are affixed to all classes of mail
matter.

18—There are at present 17 different denominations of postage stamps and posteards,
namely: 1 cent, 1 cerit, 2 cents, 3 cents, 4 cents, § cents, 7 cents, 10 cents, 16 cents, 20 cents,
30 cents, 50 cents, 1 dollar, 2 dollars, 5 dollars, and postcards, single and double (reply paid), at
1 cent and 2 cents respectively.

19.—Stamps should be requisitioned for, from the Head Office, not oftener than once a
month, and sufficiently in advance to prevent stocks from running short. The requisition is
made on form [I.—61 = C.—146 2], certain words being crossed out as required.

20.—When a packet of stamps arrives from the Head Office, the Clerk is immediately to
call a witness, and open the cover and check its contents in his presence. The acknowledgruent
of receipt is then at once to be sent to the Head Office on form [/ —61 = C—1462].
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21.—Postage stamps are sold for ready money, and it is not allowed to keep accounts
with the public. Once sold, stamps cannot be taken back or exchanged. Postal employés are
forbidden to affix stamps for the public.

22.—When subsidiary coins are tendered for the purchase of stamps, a make-up may be
required ; its amount is fixed by the Head Office, according to the market rates, and the Clerk
is not permitted to make profits on exchange. The official rates should be notified to the public
(vide § 167).

23.—All postal employds are forbidden to deal in old postage stamps, and the Clerk is
to see that none of his subordinates infringe this rule.

24.—1f washed stamps, or already obliterated stamps, are discovered on original mail
matter, the Head Office is to be notified at once.

25—An Imperial Edict fixes the penalty for misuse of postage stamps and detention of
letters as follows :—

“ Counterfeiters of postage stamps and postcards will be considered as in the same
category with thieves—punishable with banishment up to 3,000 li, in propor-
tion to the loss involved. The penalty will be diminished one degree in the
case of offenders not guilty of more than washing old stamps and using them
over again, and an additional degree in the case of accessories and deliberate
users of stamps or cards known to be spurious or washed.

“Postal employds guilty of suppressing public or private mail matter
of any kind will be considered as in the same category with I Chan couriers
suppressing Government despatches, for whom the penalty is 60 blows, aug-
mented one degree for each additional despatch up to the limit of 100 blows,
and, where the covers are of a confidential nature relating to military affairs,

is not computed on the basis of the number suppressed, but extended to

banishment for one year, liability to severer treatment being incurred when
there is deliberate attempt to suppress.”

In conformity with the new laws, the above penalties are now commuted: perpetual and
temporary banishment are replaced by confinement with hard labour; and flogging, by fines.

26.—Stamps have a monetary value, and must be kept with particular care in safe places.
Should any loss occur, the Clerk will be held responsible. -

(c.) Protection of Mail Matter.

27.—The inviolability of mail matter is a universally established law. It is the fun-
damental principle of postal business, and therefore enjoys the protection of the Imperial
Government.

3
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28.—A closed article of correspondence is never to be opened, nor is it permitted to give
to outsiders any information regarding mail matter passing through the Post Office. Opening
mail matter is heavily punished by law.

29.—The “Postal Guide” states that it is forbidden to send certain articles by post
(“Postal Guide,” § 16). Articles of mail matter are, however, never to be opened by a Clerk.
If be should suspect that any article posted at his Office contains forbidden matter, he will
request the sender to open it in his presence; and should his suspicions be confirmed, the article
must be refused. If an incoming postal packet, broken in trapsit, discloses contents of a
forbidden nature, the addressee should be asked to come to the Office to have it opened and
examined in his presence. ‘The facts are then to be reported to the Head Office.

30—Should the local officials, at any time, request the Clerk to hand over mail matter
connected with criminals, he will act in accordance with the special T*ung-yii issued on the
subject and report the matter in full to the Head Office.

31.—As to Inland Customs and Likin formalities for dutiable articles, the instruetions
given to the Clerk on that subject by the Head Office must be strictly followed, in order to
safeguard the Government’s revenue and to avoid delay to mail matter.

32.—Mails carried overland by couriers must be placed in the official mail bags, in order
to avoid any question being raised at Likin barriers, etc., en route. The use of mail bags for
the carriage of private articles is strictly forbidden and will entail severe punishment.

33.—Couriers are not allowed to carry unfranked mail matter: any infringement of this
rule will be heavily punished.

34.—In the case of a courier being robbed en route, the Clerk is immediately to notify
the local official concerned, at the same time requesting him to arrest the robbers and to

assist in recovering the mails. He is also to report to the Head Ofiice and the other Offices
concerned.

35—The mails must be protected from rain, and couriers are to be properly provided
with oilcloth for that purpose; if they have none, the Clerk should apply to the Head Office.

36.—All mails, and particularly registered articles, parcels, express letters, money orders,
etc., are to be securely locked up at night.

(d.) Tarif.

37.—The Clerk should be well versed in all tariff rates of postage and the rules regarding
the various classes of ordinary and registered mail matter, ordinary and insured parcels, and
money orders,

38.—When weighing mail matter, gramme weights are to be used exclusively. For the
convenience of the public, the equivalents are given in K‘u-ping taels in the Chinese version
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of the Tariff Table; and the Clerk should be prepared to answer queries regarding these two
standards. In case of dispute, however, the actual weight in grammes is to decide, the gramme
being the recognised standard.

39.—The unit weight for letters, domestic and international, is 20 grammes, with the
exception of letters from and to Japan, Korea, and the Leased Territory of Kwantung,
Hongkong, and Macao, for which places, under special conventions, the unit remains at
15 gramimes.

40.—All mail matter handed in at the Post Office must be fully prepaid.

41.—Books, printed matter, commercial papers, and samples must be posted in unsealed
packets open to inspection, and they must not contain letters.

42—Correspondence for foreign countries pays postage according to tariffs III, IV,
and V, the rates of which have been fixed by the Universal Postal Union or by special
agreements with the countries concerned.

43.—1It is forbidden by postal regulations to send packets of international letters or single
letters bearing foreign stamps from inland places to treaty ports for the purpose of having these
letters posted at the foreign domestic rates at Union Post Offices, and also to forward packets
of letters from treaty ports to inland places. Should such packets be presented for posting,
they are to be refused; and if found after posting, they are to be returned to the senders
or, if the senders are unknown, to the Head Office, with explanations. In no case are these
packets or covers to be opened.

(e.)) Receiving Mail Matter from the Public.

44.—1t is imperative that any person coming to the Office to post mail matter be quickly
served. Unnecessary formalities must be avoided. The articles presented are to be weighed
at once and the sender informed of the amount of postage to pay.

45—Mail matter and parcels posted at the Office must be prepaid in full by affixing
postage stamps to each article. If an insufficiently prepaid article is found in a letter-box,
it is to be forwarded to the Head Office for assessment of the postage due. Senders should
be told that such letters are liable to detention and delay.

46.—Senders of mail matter are to be induced to use, as much as possible, the proper
denomination of stamps. Affixing several stamps of small value to an article should be
discouraged.

47.—When an article is posted, the stamps on it must immediately be date-stamped
one by one. Another clear impression of the dater must be placed on the address side of
the letter or article, to record the date and place of posting. Chinese postage stamps on
international mail matter are to be obliterated with foreign daters. Occasional scrutiny of the
stamps affixed to correspondence in transit should be made, in order to prevent washed and
fraudulent stamps being used.
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48.—The Clerk is to see that the date stamps are kept clean and that proper ink is
used: China ink for this purpose is forbidden.

49.—Under no circumstances are cut stamps to be used or recognised on correspondence.

so.—Union postage stamps have no value on correspondence posted at an Imperial
Post Office. Mail matter so franked must be treated as unpaid, but care must be taken not
to cancel Union postage stamps.

5s1.—All classes of mail matter may be registered by payment, in accordance with the
tariff rates, of a special fee. They are registered in order to safeguard them from loss and
to keep them on special record from the moment of posting until their final delivery to the
addressee. This work of registration is therefore of very great importance and requires the
utmost attention to be given to it. In an Office where there is no Assistant Clerk, the Clerk
himself must personally deal with the registered mail, and not leave it to the lower employés.

52.—Before accepting any article for registration, the Clerk must ascertain that it is
enclosed in a strong cover securely fastened, and that the envelope does not show any trace
of having been tampered with. In the case of articles other than letters, he is also to see
that they are not closed in such a way as to prevent inspection. Every such article must be
completely and legibly addressed, the postage and fees prepaid in full, and the name and address
of the sender written on the envelope.

53—The Clerk having satisfied himself that everything is in order, the article may be
accepted. He will then prepare a receipt—with a carbon eopy,—on which must be stated the
nature of the article: “letter,” “ paper,” “book,” etc. He should first write in the name and full
address of the recipient, then number and date-stamp it, and sign the receipt. The receipt
is next handed to the sender, who should be requested not to leave the Post Office without it.
The Clerk is legally responsible for the signatures on receipts. No chops representing his
signature are to be used on registration documents: they must bear his written signature.
The registration number of the article must be the same as that on the receipt. The carbon
receipt prepared by the Office of origin must be pasted to tbe article and go forward along
with it. The counterfoil on the Receipt Book must give the same particulars, but, in addition,
must also bear the sender’s name and address, so that it may be returned to him in case of
non-delivery.

54.—On payment of a special fee (vide tariff), the sender is entitled to an Acknowledgment
of Receipt from the addressee. This is made out on form [[.—5a = D.—6x] at the Office of
origin and accompanies the registered article to its destination, where it is signed, on delivery,
by the addressee and returned to the Office of origin, and thereafter delivered to the sender.
Linguist Clerks-in-Charge are to translate all Acknowledgments of Receipt for articles addressed
to foreign countries. Non-linguist Clerks-in-Charge are to send them for translation to the
Office appointed by the Postmaster.

55.—Parcels are dealt with like registered articles. They are accepted against receipts.
Each parcel must be accompanied by at least one Customs Declaration. There are three kinds
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of parcels: (1) ordinary, (2) insured, and (3) parcels with trade charges. Detailed rules re-
garding the acceptance and treatment of these three classes will be found in the “ Postal Guide.”
The sender of a parcel may apply for an Acknowledgment of Receipt.

56.—Parcels must be securely packed, so as not to get broken in transmission. If

insufficiently packed, they must be refused.

57.—Parcels may be accepted for all places in China where an Imperial Post Office is
established. If posted at an Inland Office, no parcel may exceed 3 kilos.; but if posted at
a steam-served Office, to be transmitted the whole length of the journey by steamer or train,
parcels may weigh as much as 10 kilos.

58.—Parcels for foreign countries may be accepted at steam-served Branch Offices only,
subject to special regulations drawn up by the Postmaster.

50.—Parcels containing goods of less than $30 in value may be accepted as ordinary
parcels and can be sent to any place where an Imperial Post Office functions.

60.—Domestic parcels containing gold or silver ware, jewellery, precious stones, or any
goods of a value of $30 and more, can be posted at, and accepted for, only a limited number
of places (sec “ Postal Guide,” Part III, List No. 1). All such parcels must be insured.

61.—Should any person wish to forward an insured parcel to a place not connected by
steam service, he must be informed that the responsibility of the Imperial Post Office as regards
insurance extends only to the last steam-served Office, and that further transmission is at
his own risk,

62.—Parcels with trade charges may be exchanged between all Offices mentioned in the
“Postal Guide,” Part III, List No. 1. The value to be recovered may not exceed $200. In addition
to the postage, a fee of 2 per cent. of the declared value and a bank charge are to be collected.
The rate of the bank charge on such parcels is to be the same as that on a money order sent
from the Office of destination of the parcel to the Office of origin of the parcel. The amount
of the value to be refunded, the trade charge fee, and the bank charge are to be separately
entered on the receipt handed to the sender. )

63.—A special label, forms [I—74 = D.—198] and [I.—75 = D.—199], must be affixed
to insured parcels and parcels with trade charges respectively.

(£) Despatch of Muails.

64.—Small mails are, as much as possible, to be wrapped in old envelopes carefully
preserved for that use or in sheets of strong fibrous native paper, folded cornerwise and secured
with paste, after the manner of the min-chii. Mail matter is to be placed in ready-made paper
mail bags only when the number of articles dealt with and the time saved in closing the mail
justify the use of these expensive covers. As the business of the Office increases, the Clerk will
be supplied with cotton and canvas bags, as circumstances may require.
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Mails are despatched at regular times, in accordance with the schedule notified to the
public; there must be no irregularity. When the time for closing a mail arrives, all mail
matter which has accumulated in the Office since the last mail was despatched is to be sorted
and put into bags or covers addressed to the Offices of destination. care being taken that no mis-
sorting takes place. Letters addressed to the place to which the mail is to be closed must be made
up in a special bundle or bundles, in order to accelerate their delivery at destination, and those
for further transmission must be made up in bundles labelled “ Forward,” [/.—8 = D.—196].
If the Clerk has any doubt as to the name of a place, it is always safe for him to refer to the
“List of Post Offices” and the postal maps. All letters should be neatly packed and securely
tied with string, so as to avoid being torn or mixed with other mail matter. The Clerk
should attach to each bundle of letters a piece of paper giving the number of “original”
letters (7.c., those from his own Office) and “in transit” letters (i.e., those from other Offices).
When an Assistant Clerk or sorter deals with the sorting and closing of mails, a * Mistake”
label, form [/.—72 « = D.—206 z], signed by him, is to be placed in each bundle.

65.—The contents of each bag or cover is entered in the Letter Bill, which is numbered
serially and made out in duplicate, one copy being placed in the bag or cover, the other being
retained in the Office. Letters, “original” and “in transit,” must be carefully distinguished
and mentioned in the Letter Bill, particularly during the statistical period. Should letters or
covers be despatched in a damaged condition, a note to that effect is to be entered in the
Remarks column.

66.—All the registered articles received from the public, as well as those “in transit,”
are to be entered in the outgoing Registered Letter Bill. No blanks should be left between
the entries, and a diagonal line must be drawn from the last item across the Bill to the place
for signature. When the time for closing has come, the Bills should be carefully checked, and,
if everything is in order, the Clerk must sign the Bills and also obtain the signature of the
Assistant Clerk; if there be no Assistant Clerk, he is to let the t‘ingch‘ai witness the correctness
of the mail. The total number of registered articles in the mail should always be given on the
last sheet. Articles should be tied up, in bundles of 20, in the same order as they are entered on
the Bill, and each sheet should be placed a]on;; with its respective bundle of articles, to facilitate
checking at the other end. In the presence of a witness, the bundle or bundles must be put in
a bag or cover, properly fastened, sealed and labelled, with the address of the Office of destination
and the number of the mail indicated.

67.—When a registered article is accompanied by an Acknowledgment of Receipt, the
remark “ A.R.” is to be entered against the entry relating to it.

68.—When parcels are enclosed in a mail, bulky parcels or heavy packages must not be
put together with parcels of a lighter kind, so as to avoid the latter being crushed by the former.
The smaller parcels must be wrapped up together in strong paper tied with string. Insured
parcels or parcels with trade charges must be packed with special care, to prevent their being
damaged. Where practicable, baskets must be used instead of bags for the transmission of
parcels. No parcel whatever can be sent separately, i.., outside the LP.O. bags or baskets.
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Each LP.O. bag or basket must bear a label with the words “ Parcel Mail No, )’ stating
the names of the despatching and receiving Offices.

60.—The Parcel Way Bill, [[—41a = D.—552], is made out, in duplicate, somewhat Parcel Way Bill
in the same way as the Registered Letter Bill, [.—2a = D.—4z]. The copy which is sent to
the Office of destination is, however, not enclosed in the parcel mail, but forwarded under
a registered cover, which must be officially sealed.

7o.—Letter Bills, Registered Letter Bills, and Parcel Way Bills are to be numbered in N}ﬁmbel“ing of
separate series, beginning with No. 1 every year. o
71.—Parcels are not correspondence: they form a separate category of postal articles g’aflcell mi*ii: uot
. . ;1 . . o delay letter
subject to special treatment. Should an unusually heavy mail of letters and parcels be received, muails, v
the letter mails are to be forwarded at once, the parcel mails as soon as possible afterwards;

under no circumstances may letter mails be delayed to enable parcel mails to be forwarded.

72.—The number of the Registered Letter Bill or Parcel Way Bill, etc., of the registered (lj“fi!;lfﬁﬁtlrsmkiug up

or parcel mails enclosed in the ordinary mail bag should be mentioned on the Letter Bill, so as to '
permit of easy reference and tracing. Further, special precaution is to be taken that all mails

for inland places carried overland by couriers are wrapped in oileloth. Before closing the mail,

the Letter Bill must be carefully checked and nothing omitted. The date stamp must be im-

pressed on the face of mail covers, to enable the receiving Office to easily recognise the name of

the Office of origin, as the seal on the flap may not be legible or may have dropped off.

Registered mails should always be enclosed in the bag containing the ordinary Letter Bill.

73.—Mail bags, as well as the separate parcel bag or basket, if any, are tied up, securely Closing of mails.
sealed and properly labelled, and then despatched. It is advisable to close the mails in the
presence of a witness. The date stamps, after use, should always be locked up.

74.—For mails handed to couriers, a Courier Way Bill (P‘aitan), [I.—84 = D.—24x], bDespatghingmails
must be prepared, which is to be filled in and date-stamped by every postal establishment y couier
en route. 'The Clerk must, as far as possible, ensure the punctual despatch of each mail courier.

75—Mails sent by train, steamer, steam-launch, or junk must be forwarded as local }Destpat:chinglma{ils
., . - Y ram or boat.
conditions admit; but the greatest care should be taken that they are handed over to a trust- v
worthy man, and that a proper receipt is obtained in every case.

(g.) Receiving Mail Matter from other Offices.

76.—0n the arrival of a mail, the Clerk should, first of all, take the mail Bills or Inspection of bags
Pigitan and ascertain whether the number of bags, ete., handed to the Office correspond to or baskets:
the entries thereon. If these are in order, he should then inspect the seals and fastenings of
each bag, basket, ete., and having satisfied himself as to the good condition of the mail, he is to
commence opening it, one bag at a time. Letter Bills or Parcel Way Bills must be searched
for, and the contents of the mail checked with the particulars given.
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77.—Whenever practicable, two employés should be present at the opening of a mail.

In the event of any discrepancy between the Bill and the articles of mail matter received,

the second employé will verify the contents of the mail and countersign the Verification

Certificate.

78—When a registered mail is concerned, the greatest care must be exercised in
opening it. The mail (bag or cover) and fastenings should first be examined in the presence of
another employé. If everything is intact, the mail may be opened and each registered article
checked with the entries in the Registered Letter Bills, the articles for local distribution
being separated from those “in transit.” The same procedure is to be followed when opening
parcel mails. If any article be missing, the Office of origin must at once be communicated
with, and the matter reported to the Postmaster.

79.—When an error or discrepancy is found, a Verification Certificate or memorandum
is to be despatched to the Office of origin by the first opportunity. The absence of a Verifi-
cation Certificate or memorandum is regarded as evidence of the due receipt of the mails and
their contents.

Should a registered letter be found which has not been entered in the Registered Letter
Bill, a Verification Certificate or memorandum is to be sent to the Office of origin, giving full
particulars of the article in excess, which must be entered in the Letter Bill from which it
has been omitted.

When any mistake is detected, the necessary correction on the Letter Bill must at once
be made, care being taken to strike out the erroneous entry in such a manner as to leave it
-legible. When cancelling entries or making corrections on Registered Letter Bills or any other
postal document, the Clerk must not omit to initial such cancellation or correction.

8o.—Letter Bills, Registered Letter Bills, and Parcel Way Bills are not sent back or
acknowledged. When filing them away, the number of the Bill previously received must always
be looked up, to see whether the Bills are in consecutive order; and if a number is missing,
the Office of origin must be notified of this fact with as little delay as possible.

81.—Should a mail be received not accompanied by a Letter or Parcel Bill, a new Bill
for the contents found in the mail must be prepared. This Bill, copy of which must be retained
by the Office for future reference, is to be sent by the first opportunity to the Office of origin of
the mail concerned.

82.—Should any article of mail matter be received torn or broken, it must be immediately
reclosed with the “Officially Sealed” label, form [I.—10 = D.—197). The date stamp is to be
impressed on the label, and a remark on such a repacked article is to be entered, “Received
broken: repacked by such and such an Office,” and the remark must be initialled.

83.—Empty bags and parcel baskets are to be returned to the Office of origin by the first
opportunity. They should not be used for forwarding mails to other Offices.
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84.—Mails received for transmission must be dated and checked immediately on arrival
and forwarded by the very first opportunity; no transit mails are allowed to accumulate and
remain in the Office longer than absolutely necessary. Transit mails, ic., mails addressed to
another Office, should never be opened by intermediate Offices.

85.—Creat care must be exercised with transit mails. As they generally contain
registers, they should not be left lying about in the Office, but should be kept in a safe place
and despatched by the first opportunity, light and heavy mails being distinguished in ac-
cordance with the Postmaster’s.instructions. In order to ensurc this, it will be well to enter
“in transit” closed mails, as soon as received, on the outgoing TLetter Bill, and at the same
time to enter the number of this outward Letter Bill and the date of transmission in the
incoming Letter Bill under which the closed mails were received. Besides, a record must
be kept of all transit mails received, and, when despatching mails, entries of “in transit”
closed mails must be checked, in order to make sure that all closed mails have been transmitted.

86.—1If a transit mail reaches the Office broken or damaged, its contents must be checked,
and, if found correct, a remark must be made on the Letter Bill which accompanied the mail,
to the effect that the mail was received broken and that it has been repacked and reclosed
in the Office. Should, however, anything be found missing from the mail, a thorough search
must be undertaken, and, if this proves futile, the Offices of origin and destination informed
of the fact.

(h.) Delivery of Muwil Matter.

87.—The date stamp having been applied to the back of all postal articles received
from other Offices, the latter are to be sorted, and those for local distribution handed to the
letter-carriers and delivered by them with the greatest expedition. A book should be kept,
showing the number of ordinary letters handed to each letter-carrier and the time of his leaving
the Office and of his return.

88.—The delivery of mails is one of the most important branches of the work, and every
endeavour should be made to accelerate it. After arrival, correspondence and other articles
should never be kept in the Office longer than is required for sorting.

89.—If the delivery radius be sufficiently large, it must be divided into sections, and
letter-carriers should be designated to serve in each or several of them.

go.—The Clerk should not omit to examine the letter-carriers pouches on their return,
to make sure that all mails entrusted to them have been delivered. Should it be found that
some men take a longer time to deliver than is regularly allowed, the matter should be looked
into, and when there is no valid excuse for the delay, they should be reported to the Head
Office. (In order to check the delivery of ordinary letters, the addresses of a few covers may
be copied, without the knowledge of the letter-carriers, before they leave the Office. A Delivery
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Inspector or a trustworthy employé should then be sent out to ascertain whether the letters
have been delivered, and any irregularity which he may discover must be carefully investigated
and reported to the Head Office.)

91.—The Clerk should arrange and watch the delivery of registered articles with the
greatest care. He should enter all registered articles for local delivery in a hook kept for
that purpose, give them a consecutive number, and record both the registered number of
the article (Office of origin) and the date of arrival. On the recipient’s receipt, the local
registration series number and Office-of-origin number should. be mentioned. This done, they
should be sent out for delivery by the letter-carriers. (The letter-carriers are to be instructed
that they must not let registered articles leave their hands before obtaining a receipt, duly signed,
by the addressee. In the case of articles with Acknowledgment of Receipt, the addressee is to
be requested to sign the A.R., which is then to be returned to the Office of origin by the first
mail) On the return of the letter-carriers, the Clerk must immediately obtain from them the
receipts for the articles which were handed to them. He should then check off the entries in
the book, inserting therein the date of delivery. He must be careful to examine each receipt for
a registered article and satisfy himself of the genuineness of the chops or signatures. In case
of misdelivery, he will be held responsible.

92.—These receipts must be carefully preserved and kept securely attached to their
Registered Letter Bill in serial order. If the Clerk daily examines his book of registered
articles delivered, he will have a check on the work of his letter-carriers and be able to insist
upon the prompt return of the receipts or the registered articles. Under no circumstances may
postal articles remain overnight in the custody of letter-carriers.

93.—The report from a letter-carrier that an article of registered mail matter cannot be
delivered must not be accepted as satisfactory, whatever the reason he gives; in every case a
Delivery Inspector or another trustworthy employé should be sent to verify the statement.
Every attempt should be made to deliver mail matter.

94.—An Acknowledgment of Receipt is an important document, specially paid for, and
should be delivered promptly to the sender as soon as it is returned from the Office of destination,
If the Acknowledgment of Receipt and its butt is filled in with every detail called for on the
form, there will be no difficulty in returning it to the sender. The butts of Acknowledgments of
Receipt should be inspected periodically, say, every three days, and if there be any document
overdue, the Office of destination is to be notified. If a second and third reminder has no
effect, the matter must be fully reported to the Postmaster. The greatest care must be taken
to return Acknowledgments of Receipt to the Office of origin by the first mail,

95.—Registered articles arriving unpaid or insufficiently prepaid are to be delivered to
the addressees in the ordinary way and without further charge, or forwarded to destination if
discovered en route; the Office which receives an article in this condition is to report the case by
means of a Verification Certificate, [{.—36 = D.—172z], to be sent to the Office from which the
article was received. If there is an error, the employé concerned is at fault, but that is no
reason why the public should suffer delay.
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06.—When a registered letter for local delivery is received in a damaged condition or
showing signs of having been tampered with, the addressee should be asked to take delivery
of it in the Post Office and to open it in the Clerk’s presence.

97.—Special care is to be taken in the delivery and transmission of official gazettes
(kuan pao) and official despatches. The despatching and receiving Offices are to record their
movements and. to mention them specially in the Letter Bills, and deliver them against
receipt or in chit book. Officials will frequently not give personal receipts for registered articles,
but issue yamén shoudyn & in such cases this should suffice.

98.—In large towns particular attention should be paid to local letters. They should be
delivered with great expedition, in order to encourage the public to make use of the local post.

99.— According to the “Postal Guide,” -a parcel is not delivered at the recipient's address,
and he should be invited to take delivery of it at the Post Office. If the addressee is a
well-known customer of the Office, and if the organisation of the delivery staff permits it,
parcels may be sent to the addressee’s domicile. Whether handed over at the Post Office or at
the addressee’s domicile, a receipt should always be obtained, care being taken that the parcel
is delivered to the proper person. In case of misdelivery, the Clerk will be held responsible.
Before delivering a parcel, the Clerk must make sure that all Customs and Likin formalities
have been complied with, as notified to him by the Postmaster. A parcel suspected to contain
any forbidden article should be opened by the addressee at the Post Office. If the Clerk’s
suspicions prove correct, he will detain the parcel and report to the Postmaster for instructions.
Insured parcels and parcels with trade charges should always be taken delivery of at the
Post Office.

100.—Parcels with trade charges should not be handed over to the addressee until the
amount to be refunded to the sender has been paid. The Clerk will then remit the amount
by the first opportunity to the Head Office, and supply all particulars necessary to enable the
Head Office to inform the Office of origin.

(i) Undelivered Articles.

1o1.—A list of “Undelivered Mail Matter” must be exhibited for one month in a con-
spicuous place in the Post Office. The list may be advertised in the local newspaper, provided
no expense is incurred.

102.—To each article of undelivered mail matter, a form, [/.—69 = D.—156a], must be
attached, on which must be indicated the cause of non-delivery, such as “ Refused,” “ Unknown,”
« Insufficiently addressed,” etc., and on this slip the date stamp must be impressed. After
advertising undeliverable mail matter for a month, it is to be sent to the Head Office to be
dealt with. Likewise all undelivered correspondence, which cannot be returned to the senders,
is to be exhibited for one month, and if still unclaimed, is to be forwarded to the Head Office,
to be sent to the Returned Letter Office.
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103—Undelivered registered articles are to be treated as follows :—

(«.) When any registered article or an article of official correspondence cannot be
delivered, the fact is at once to be brought to the notice of the Officer in
charge, and the causes of non-delivery verified and recorded.

(b) A statement of these causes is at once to be drawn up on form [[.—141 ¢ =
D.—15g ], and posted forthwith to the Office of origin, the article being
detained pending reply.

(¢.) On receipt of this statement at the Oflice of origin, an inquiry is imme-
diately to be made from the sender, his instructions noted down on form
[[—142a = D.—160%], and, on payment by him of an additional fee
of ¢ cents, the article is to be posted back to the Office of destination.

104.—Registered articles when returned to the Office of origin are to be treated like
original registered articles. They are to be handed back to the sender, against proper receipt.

105.—The treatment of undelivered or unclaimed parcels is minutely explained in the
«Postal Guide,” §§ 116-119. The procedure is similar to that stated above for registered
articles. (Note, however, that the sender has to pay return postage on parcels returned as
undeliverable, which is equal to the postage originally paid.) Parcels returned to the Office
as undeliverable, after the necessary interval has passed, are to be seut for sale to the Head
Office.

106.—Non-delivery should be a rare occurrence. The Clerk and his staff should do their
utmost to discover the proper recipient, and no effort should be spared to find the senders
of redirected articles,

() Withdrawal and Redivection of Postal Avrticles.

107.— Application for the withdrawal of mail matter must be made by the sender on
form [[.—53« = D.—177 «], and must be immediately complied with. The necessary search for
the article should not, however, on any account delay a mail or retard the work of the Office.

108.—If it is desired to intercept an article already despatched, the form [/.—54a =
D.—178 2] must be prepared by the Clerk and sent in a registered cover to the Office of destination
or transit, as the occasion demands. This form should be endorsed, in red, “ Correspondence
recalled.” In every case the form should be accompanied by a facsimile of the cover claimed.

109.—If an applicant desires a telegram to be sent, he must pay all charges incurred.
The Clerk will then telegraph, clearly and concisely, a proper description of the article and any
further particulars desired by the applicant. Form [l.—3540a = D.—1784]), filled in as stated
above, must follow.

1 10—Whenever it is not practicable to carry out the wishes of an applicant for with-
drawal, a full statement must be made to the Postmaster.
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111.—When an article is returned, the applicant is to give a receipt for it on form
[I.—53a = D—177 2], which is to be kept on file.

112—A request for the redirection of an article is to be written by the addressee on
form [I.—82 & = D.—179 ], and should, if feasible, be complied with. Requests for redirection
by telegram should, as a rule, not be entertained. In all doubtful cases the Clerk should apply
for instructions to the Postmaster.

(k.) Inquiries.

113.—1It frequently happens that inquiries regarding a registered letter or parcel are
made after a long interval of time. If archives have not been properly kept and receipts not
carefully filed, it becomes impossible to reply satisfactorily to such inquiries. If a receipt is lost
and delivery cannot be proved, the Clerk will be held responsible to the sender or addressee for
the amount involved.

114.—In the case of an inquiry for a registered letter or parcel, a fee of 5 cents is to be
collected from the sender when the inquiry concerns an article addressed to a place in China,
and 10 cents if it concerns an article addressed to a Union country, provided, in both cases, an
Acknowledgment of Receipt has not been despatched with the article concerned. (If the article
is proved to be lost, the fee so charged will be refunded.) An Application for Missing Domestic
Mail Matter, [[.—86« = D.—180z] (“tracer”), is then to be prepared and despatched to the
Office of destination, or to the nearest transmitting Office, following the same route as the article
under inquiry. One “tracer” is not to cover inquiries for more than one article.

115.—When an inquiry or “tracer” is received from another Office, the reply should be
clear and prompt. The Clerk should state the date of delivery and send a copy of the chop or
signature on the receipt held in the Office.

(1) Loss of Mail Matier and Parcels.

116.—Whenever a registered cover or parcel is lost, whether through force majeure or
other circumstance, the Office of destination is to notify the Office of origin, as soon as it has
established the fact that the loss is irremediable, and the Office of origin is immediately to
inform the sender that “ Registered cover (or parcel) No. , posted on such and such a date
to such and such a person (giving full address), has been lost accidentally.”

117.—When a registered article or parcel is lost and the Offices of origin and destination
are unable to fix the responsibility for this loss, the passage of the article concerned through the
Offices en route is to be properly determined. If the loss is due to negligence, the indemnity
payable by the Post Office will not be defrayed from postal funds, but will be paid by the
responsible employés at all Offices (origin, transmission, and destination) which have handled
the mail. (This shows the necessity of examining carefully the bags, string, and seals before
taking delivery of mails.)
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112.—The loss of a postal article despatched by, or addressed to, bis Office must be
reported by the Clerk-in-Charge to the Postmaster as soon as the fact is discovered.

119.—1f an article is lost through the carelessness or fault of an employé of the Office, the
Clerk must take immediate steps to ensure the proper refunding of the amount involved by the
responsible employé or his guarantors. He should not wait, in such a matter, for instructions
from the Postmaster, but act on his own initiative. If necessary, he may apply, in the proper
manner, for the assistance of the territorial officials.

120.—If mails or postal articles are robbed or stolen, the Clerk should take all means in
his power to ensure their recovery. He should at once report the facts to the Postmaster, in
urgent cases by telegram, and, if necessary, request the prompt assistance of the territorial
officials.

(m.) Taxed Mail Matter,

- 121.—Mail matter requiring postage-due stamps will generally arrive at an Inland Office
from a Head Office, and the amount to be collected will be indicated in blue pencil. Postage-
due stamps to that amount are then to be affixed, the value of which must be collected from
the addressee.

122—If the article is addressed to an Agency, the necessary postage-due stamps are
affixed by the Inland Office, and the article is forwarded to the Agency with form [/ —101 0=
C—s5x]. The Agent should then collect the amount and forward it to the Inland Office at the
end of the moon, after having entered it on his Journal as a receipt and payment.

123.—Whenever postage-due stamps have been affixed to mail matter which is subse-
quently refused or cannot be delivered, the Clerk should forward the article to the Head Office,
with form [/.—101 ¢ = C.—52] in duplicate; one copy will be returned to the Inland Office, in
support of the amount of stamps cancelled.

124.—Taxed mail matter which is redirected to a new address is treated as a new case,
the word “Cancelled ” being marked on the postage-due stamps already affixed; but care must
be taken to obtain the Head Office acknowledgment, as in the preceding rule.

(n.) Money Orders.

125.—Whenever a money order is applied for, the Clerk must first make sure that the
intended paying Office is mentioned in List No. 2 or No. 3 of Part III of the “Postal Guide” and
that the value demanded corresponds to its official status. If everything is correct, he should re-
quest the applicant to fill in the Memo. of Particulars, [I.—16 = D.—134] or [/—16 a = D.—134 x].
The applicant having paid the amount to be remitted, plus fees and bank charges, the particulars
are to be transferred to the money order butt, money order, and Money Order Advice, form
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[I—34 = D.—139]or [[.—34 a = D.—139 z]. (When several money orders are issued to the same
person, each must bear full particulars, and the words meaning “same as above” must not
be used) Stamps representing the amount of the money order are to be firmly fixed in such
a way that the bottom halves of the stamps are on the Money Order Advice. Only stamps
representing “fees” and “bank charges™ are to be cancelled, and the money order part must
be handed to the remitter. Signatures must be written with pen and ink (initials, chop, or
pencil signatures are not allowed).

126.—The remitter is always to be asked whether he wishes to have an “ Acknowledg-
ment of Payment,” for each of which an extra fee of 10 cents is charged.

127.—Every money order must bear two numbers—the series and the Office number.
The first is to run from 1 onwards for every money order issued, while the second runs from
1 onwards for each Office separately ; both numbers will start anew at the beginning of each year.

128—The quarter of the year (ist, 2nd, 3rd, or 4th) in which a money order is issued
should be stamped on the top of the form.

129.—The Money Order Advice, with its receipt, is to be forwarded to the paying Office on
the day of issue and by the fastest route.

130.—KEach trapsaction is to be carefully recorded, on the day it takes place, in the Re-
gister of Money Orders Issued, [/.—31¢ = D.—137 «]; the issuing Clerk is to initial each entry.

131.—Money Order Advices are to be entered, on arrival, in the Register of Money
Orders Cashed, [I.—32a = D.—138 ], and kept in a safe place, each entry being initialled by
the Clerk who is responsible. To these particulars must be added the date on which the money
order is cashed. The paying Office receipt is to be at once filled in, signed, date-stamped, and
redirected, on the day of arrival, to the issuing Office.

132.—When a money order is presented for payment, the Money Order Advice must
be carefully compared with the money order. Unnecessary formalities are, of course, to be
avoided, and if the applicant is well known, no special inquiry need be made, the money being
paid at once to the payee himself or to his authorised representative; but when the payee is
an unknown person, he is to be asked—

(a.) The name and address of the remitter: these should be the same as those borne
on the Advice.

(b.) To produce the registered envelope which brought the money order: the re-
gistration number on this envelope must be the same as that on the corre-
sponding receipt, which should be on file in the Office. The receipt must be
looked up before payment is made, to see if the signature on the receipt agrees
with the signature on the money order. Both envelope and receipt should
bear the same address.
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133—The double verification being satisfactory, the money order may be paid; but
where doubt exists, payment is unhesitatingly to be stopped and the payee requested to
establish his identity by documents or by witnesses.

134.—1f an “ Acknowledgment of Payment ” is required, [I.—35 @ = D.—1402], it must
be made out by the paying Office, signed by the Clerk-in-Charge, and posted to the issuing
Office, whence it is at once to be sent to the remitter.

135.—Money orders have been presented for payment on which halves of one or more
stamps representing the value were missing. Unless the proper missing halves can be produced,
payment is to be withheld pending reference to the Head Office,

136.—Advices of money orders remaining uncashed at the end of the six months limit
are to be returned to the issuing Oftice. When a Money Order Advice is returned to an Office,
its amount, minus charges, is to be refunded to the original remitter. If the remitter eannot
be found, the money order will be kept in suspense for another period of six months, at the
expiry of which, if no claim be made, the documents are to be sent to the Head Office.

137.—When registered covers alleged to contain money orders are reported lost, the
Head Office and the Office of origin are to be immediately communicated with and steps taken
to cause the cancellation of those documents at the Office of destination, and also the issue of
duplicates at the Office of origin. Such duplicate money orders are issued free of charge and
bear no stamps.

138.—Bank charges on money orders are fixed periodically by the Postmaster and are to
be exhibited on the notice board in a conspicuous place in the Post Office. 'When the Post Office
rates are at par with, or lower than, the bank's rates, the Postmaster is to be immediately
acquainted with the fact, so that the rates may be regulated.

130.— Whenever an abnormal demand is made for money orders on any one place, the
fact should be communicated to the Postmaster, together with any information concerning the
cause of such demand.

(0.) Express Letters.

140.—Express letter facilities are intended for busy and important trade centres. The
names of all Offices open to the Express Letter Service are given in List No. 4 of Part III of the
“Postal Guide.” :

141.—At places where the Express Letter Service functions efforts should be made to
induce the public to avail of its facilities as much as possible. Not only may express letters be
posted at the Office, but they are also to be collected from all sorts of business men—shop-
keepers, bankers, ete.—by the specially trained and guaranteed collectors, each of whom should
have defined for him his own section and the places therein which he must visit daily at fixed
hours. As an incentive to intelligent and industrious work, a commission of 1 cent per letter is
issued to him, which is calculated from the butts of the Express Letter Slip book. Collectors,
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while on their rounds, should wear uniforms, with a special badge on the left arm. Each man is
to be provided with a book of Express Letter Slips and ordinary stamps; and for each slip
detached from his book he must produce one express letter at the Post Office.

142.—The slips consist of three parts, A, B, and C. Part Cis, at the time of posting, to
be date-stamped and given to the sender. Express Slips are serially numbered and marked
with certain characters, of which a special set is allotted to each Express Office. Each em-
ployé or collector selling these slips should be given one character. Express Delivery Slips
are requisitioned for on form [/.—61 = C.—146 ], like ordinary stamps.

143—When express letters are posted at the Office window or handed in by collectors,
the character and number of the slips affixed should be entered, according to the various des-
tinations, on the Express Letter List, [/.—122 = D.—17], prepared in triplicate. Two copies
of each List, with the letters it covers, are enclosed in an express cover marked with a
green X, each addressed to its proper destination and sealed in the usual way. Finally, when
an express mail is about to close, an Express Letter Bill, [/.—123 = D.—18), is made out, in
duplicate, summing up all the Lists (original and in transit), according to their numbers and
origin, one entry for each List. A carbon copy of the Bill is to be retained at the Office,
and the other copy accompanies the mail.

144.—The following rules are to be carefully observed :—

(«.) Between treaty ports and steam-served places, “express” mails may be
carried outside the ordinary mail bag.

(h) Along all courier lines, the “express” bag should be enclosed in the
ordinary bag, the “tag” of the bag containing it being marked in such a
manner that it will be readily picked out for first opening.

145—When an express mail arrives, the (lerk is to see that the sorting and distributing
are performed as speedily as possible. When serving out the letters, he should write, by the
side of each List No. on the Letter Bill, the name of each sorter to whom a List and its letters
are handed.

Sorters of express letters must be specially guaranteed men. They receive 1 cent com-
mission for each letter handled. Sorters arrange letters according to each distributor’s beat
and keep part B as their check over delivery.

146.—Employés who distribute express letters are called “distributors,” and must also
be specially trained and guaranteed men. They wear uniforms, and have their fixed delivery
sections. Care must be taken that they deliver their letters with the utmost despatch. For
each letter delivered, they receive a commission of 1 cent. As a proof of delivery, they must
return to the sorters the remaining parts A receipted by the addressees, which they exchange
against the corresponding parts B; commissions are calculated from these. Undelivered letters
are returned, with explanations. Sorters. bring back parts A of the delivered letters, and
also the undelivered letters, with corresponding Lists, to the Clerk, who will then carefully check
all the documents, and see for himself that all the letters are aceounted for,
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Ret:xrxix;g of 147.—All parts A are then pinned to one of the carbon copies of the inward Lists. These
HArLs o} ce - . - i .
o origin, carbon copies are entered on a new List, with the same numbers they bore at the Office of origin.

If there are any undelivered express letters, they should be sent back with the return mail, each
letter being attached to the original inward List, with a note explaining its non-delivery. The
return mail is then sent back to the Office of origin by the first opportunity.

148.—1In case of an inquiry, the sender must produce part C of the Express Slips and the

Clerk will show him part A signed by the addressee or the explanatory memo. concerning
the letter. .

149.—Undelivered express letters should be returned to the senders by the distributors
as soon as possible after arrival and in the same way as original express letters. No commission
is, however, paid on such letters.

(p) Clubbed Mails.

" Acceptance. 150—Clubbed packets may be accepted by all Inland Post Offices from registered native
o letter hongs for transmission, if addressed to other registered hongs.

. Franking. 151.—All clubbed mails must be franked according to the rules, and they must be paid
' for in cash at the Post Office window.

Forwarding. 152.—All clubbed mails are to be recorded and forwarded under Clubbed Mail Way Bill.
e The ordinary Parcel Way Bill, [I—41a = D.—552], should be used for the purpose, by altering
the heading “ Parcel ” into “ Clubbed Mail.”

';';,fi}??’eﬁvav 153—Clubbed packets are not to be delivered to hongs: they must be called for by
S their agents.

(q.). Special Treatment of certain Anrticles.

Ayﬁiﬂeﬂ',f"Qn R 54.—Articles “On Postal Service ” should always be treated and forwarded like registered
o Poatal Service.” .
ey articles,
Yamén corre: '/,flxsys.»fRuler 21 states that stamps must not be issued without payment. If, however, a

spondence yaménwhwh sends its official correspondence through the Imperial Post Office should request
the Clerk to keep an official account to be settled periodically, permission to grant such a -
privilege may be applied for from the Postmaster.

Yamén corre- Official correspondence to and from the Metropolitan Boards and High Provincial
spondence to and e

from Metropolitan Official ' if not registered, be handled with extra care. A special record is to be
Boards. kept of all such covers, in order to facilitate inquiries. When loss or non-delivery occurs, the
circumstances are at once to be reported to the Postmaster and to the Office of origin.
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157.—If the Clerk be requested by an editor to register his newspaper, he should obtain
from him all the necessary particulars, and ask him to produce a certificate from the com-
petent authority, stating that his paper may be granted postal transmission according to the
Press Laws, after which the Clerk must refer the matter to the Postmaster.

158.—1If a subscription for an official gazette ( kuan pao) is tendered, the matter must be
referred to the Postmaster for instructions.

159.—If the Clerk meets with any articles, letters, parcels, papers, etc., which he suspects
contain unmailable matter or articles forbidden by law, he should detain them and report to the
Postmaster for instructions.

160 —Should an express. letter ac 'dem;ally arrive at a non-Express Letter Office, it is to
' In. such a case, however, a Verification Certificate must

11L.—OrricE, ARCHIVES, AND RECORDS.

161.—1If the Office is not well situated or the building is not suitable, the Clerk should
be on the look-out for better accommodation and report to the Postmaster as soon as he
finds such. '

162.—All Post Office property should be kept clean and in good repair, and should not
be allowed to become disreputable in appearance.

163.—If any article of furniture is required, or if any expense beyond that regularly
allowed is to be incurred, authority must first be obtained.

164.—The Clerk is required to keep an inventory of all furniture belonging to the
Office, for which he will be held responsible. He will be called upon to make good any article
damaged or missing.

165—No claim for loss resulting from burglary will be entertained, unless the Clerk
can prove that it was in no way caused by carelessness. In case of a bond fide burglary, he
should immediately report the matter to the police or the local official and to the Postmaster.

166.—No person is to be admitted into the Post Office, except on postal business, and, in
this connexion, Clerks should note that Imperial Post Offices are not tea shops, where friends
and relations can meet to discuss the affairs of the day. The Post Office is not to be used for
any purpose other than the transaction of postal business, and the Clerk is strictly forbidden to
exhibit any other signboards than those supplied to him by the Head Office.

167.—The Clerk is not allowed to put on the notice board or otherwise issue to the public
any notification, without first obtaining the authority of the Postmaster. Notifications received
from the Head Office he will exhibit on the notice board in a conspicuous place. At the
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entrance to the Office should be posted up notices of the hours of business, the rates of postage,
the rates for money orders, and the rates of exchange, when mails are despatched, etc., and these
should be renewed when they are worn out.

168.—The weighing scales are to be kept in good order and should be frequently tested.
The date stamps must be clean, and only the stamping ink sent for the purpose of cancelling
stamps may be used. The Clerk is not permitted to use any other chops or seals than those
sent to him and authorised by the Head Office. Chops are never to take the place of his
signature on postal documents.

169.—Archives are to be kept in such a manner as to allow of easy reference. All
record books when completed must be marked and given yearly numbers, and placed on
proper shelves or in cupboards. The Clerk is to be particularly careful with the receipts for
registered articles and parcels. All archives are to be kept for three years, after which term
authority must first be obtained before they are burnt. It would be a serious offence to dispose
of them as waste paper.

170.—The Clerk is to enter, in three separate manuscript books, copies of all his corre-
spondence sent to the Head Office, to other Post Offices, and to the public. Circular Instructions
and all communications received from the Postmaster, from other Offices, and from the public
must be carefully registered and neatly filed, and no number or document should be missing.

171.—The Lists of Post Offices, Money Order Offices, Trade Charge Offices, Steam-served
Offices, etc., are to be kept up to date, additions being made whenever notices of any change
are received,

172—The Postal Atlas of China, maps of the district, ete., must be kept at hand for easy
reference. The postal map of the district, always to be kept up to date, is to be hung up, so
that it may be seen by all who come to post mails.

173.—A book must be kept to record the postage stamps issued to Postal Agencies and to
Box Offices, giving each denomination of stamp, total value, date of forwarding, and number
of Registered Letter Bill by which sent; and the receipts for the same must be carefully filed.

, 174.—The Clerk is to keep, on special forms supplied by the Postmaster, separate records
of registered articles, parcels, express letters, and of money orders issued and cashed, etc,, the
totals of which are to be reported periodically, in accordance with the Postmaster’s instructions.

1751t is the Clerk’s duty not to allow his cash balance to accumulate, and he is to
remit to, or call the attention of, the Head Office to any unnecessary cash balance he may have
in hand. Any large sum of official money kept by him will be at his own risk. The money
should be kept in a trustworthy bank or shop.

176.—1t is.not allowed to transfer official funds from one cash shop to another without
first obtaining permission to do so from the Postmaster, except in a case where the sudden
failure of the bank or the cash shop is anticipated.
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177.—The security bonds of couriers and letter-carriers are kept by the Clerk. He is
personally to verify the securities when the documents are first handed to him, and, later on,
once a year, during the 12th moon, he is to report to the Head Office. Having testified to the
correctness of the securities, he is personally responsible (vide § 181).

178.—He is, besides, to keep a Staff Record Book, giving the name, age, date of appoint-
ment, and last promotion of each employé; and, under the heading of “remarks,” subsequent
promotions, leaves, fines, reprimands, etc. (vide § 180).

IV.—STAFF.

179.—The Clerk should treat the staff with fairness and justice. He should listen to
just complaints and see that the employds all work together willingly and well. He is allowed
to write suggestions for the improvement of their condition. He should encourage good men.
He should show no pity to unworthy men, nor hesitate to report them for discharge. If
ignorant and careless men make mistakes in Office work, he is himself held responsible.

180.—A record of the staff should be kept, leaving one page for each man. On this page
his merits and demerits discovered during the year must be entered, on the strength of which
promotion and good-conduct pay are to be determined. At the end of the quarter, or whenever
called upon to do so, the Clerk will summarise a report of his staff under the following headings:
name, date joined, date of last promotion, pay, good-conduct pay, proposed pay, remarks. The
« remarks” column is to be filled in with a summary of the notes in the book. Unsatisfactory
men may be recommended for discharge at any time, and it is not necessary to wait till the
end of the quarter. Similarly, particularly deserving men, under special circumstances, may be
proposed for increase of pay at other times than at the end of the quarter.

181.—On joining the Service, each employé below the rank of Clerk is to be secured by
local shops, according to the prescribed form, [/.—15 = B.—32 #). The amount of security
is fixed as follows: $50 for men drawing $g or less; $75 for those drawing from %9 to $12;
and $100 for those drawing over $12. It is, however, simplest to fill in the full security of
%100 when first joining the Service.

182.—FEach employé below the rank of Clerk is to deposit $1 of his monthly pay until
the sum reaches $30. Three months after resignation the security cash deposit will be re-
funded. Security bonds are returned six months after an employ¢ leaves the Service. The
Register of Security Deposits, [[.—146 = C.—197 «], must be kept in good order.

183.—Dilatory couriers will receive neither promotion, good-conduct pay, nor New Year
gratuities.

184.—A courier who has been detected smuggling articles of merchandise in the mails
must at once be dismissed and the circumstances reported to the Postmaster.
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185.— Couriers and letter-carriers who wish to resign must give a month’s notice; other-
wise, they will forfeit their cash deposits.

186.—The couriers should report direct to the Clerk when they arrive with the mails,
and the Clerk should get into personal contact with them. Couriers and letter-carriers should
not be permitted to deal only with the office boy and assistants.

187.—Couriers should be instructed how to act when they are stopped by bad characters
en route. They are not to abandon the mails and run away, but must explain that their bags

- contain nothing of value, only letters and papers. If their mail bags are actually opened and

the contents or part of the contents stolen, the couriers are at once to report to the nearest
Post Office or Postal Agency, whose duty it will be to appeal immediately to the local official.
It happens spmetimes that couriers themselves open the mail bags and plead having been
robbed. The Clerk is therefore to be on his guard when robberies are reported, and he is to
make sure that the courier has not made a false statement.

188.—Deserving employés below the rank of Clerk are given New Year gratuities after
three years satisfactory service. At the end of the year the Clerk is therefore to report to the
Head Office, with his own recommendation, the men on the staff due for gratuities.

189.—When a Clerk is authorised to engage a man, he is to examine him to see whether
he is qualified for a postal appointment and physically fit. No one who has not completed
his 18th year is to be admitted into the Service; and it is not allowed to engage men, es-
pecially for the positions of letter-carriers and couriers, whose age is above 30. Good character
and reputation are essential for employment in the Imperial Postal Service.

190.—When appointing an employé, a Memorandum of Particulars should be forwarded
to the Postmaster, specifying : name, age, date of birth, birthplace, family home, whether single
or married, titles, date of appointment, and monthly salary. In the case of a mail courier,
the line on which he is employed must be added. The number, rank, and pay of all subordinate
Inland Office employés are fixed by the head of the district.

191.—The staff is to be paid at the end of each moon, and no money is to be advanced
to any employé.

192.—The Clerk is strictly forbidden to receive payments or presents or to raise subserip-
tions from his staff or from outsiders for his own benefit. Violation of this rule not only entails
instant dismissal, but will call for punishment at the hands of the local officials.

193.—The Clerk is to see that the lower employés do not extort “ wine money ” from any
of the public.

194.—Postal Agents and Box Office Agents under a Clerk’s control are to be instructed by
him in their work, and he is to see that they perform their duties properly. He should, however,
always remember, whenever he speaks or writes to them, that they represent the Imperial Post
Office of their own free will, and are not ordinary postal employés. He should treat them with
civility and encourage them in their efforts to serve the interests of the Imperial Post Office.
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V.—RELATIONS wITH THE PusLic.

195.—Polite treatment of the public by the Clerk and his subordinates is essential to
the progress and success of postal business. The Clerks should always act so as to win the
confidence and esteem of the letter-writing people.

196.—The Clerk is strictly forbidden, under penalty of dismissal, to take advantage of
his official position to interfere in the private affairs of the people around him.

197.—The Clerk should keep on good terms with the merchants, and when opportunity
offers, he should make them understand that the Imperial Post Office is an institution established
by the Government to serve the interests of the people. He should explain to them its rules,
the advantages and safe working of the postal system, and persuade them that the transmission
of correspondence by the Imperial Posts is the quickest and safest. He should find out what
merchants are still dealing with private letter hongs, and try to secure their correspondence by
competing with these hongs.

198.—There should be no quarrels with the public. Acts of incivility on the part of
postal employés will be severely punished. When answering inquiries, the Clerk, if necessary,
should make sure of his statements by referring to the “Postal Guide,” “ Lists of Post Offices,”
tariffs, etec.

199.—All possible explanations may be given by the Clerk to the public regarding the
time of departure of mails, the time occupied in transmitting mails, the tariff of postage, the
rules of the Post Office, etc.; but information about public affairs gained in the discharge of his
duties must be kept secret. What may appear the most harmless information, such as the
names of senders or addressees of letters, may not be divulged, under penalty of dismissal

200.—Any complaint from the public, such as non-receipt of postal articles, abstraction
of contents of letters, delay to mail matter, misconduct of any member of the postal staff,
must be immediately and carefully looked into, and the result of the inquiries reported to
the Postmaster. "

likely to help the public should be given, such as
of letters, prompt délivery of mail matter, and placing
The Clerk should always endeavour to

201.—Every reasonable facility
lengthening of Office hours, collection
of Box Offices or letter-boxes at convenient places.
ascertain the postal needs of the public.

VI—ReLations wiTH TERRITORIAL OFFICIALS.

202.—1It is the Clerk’s duty to be on correct terms with the local officials. He should
remember that the Service he belongs to is a Government institution, and being himself a
Chinese subject, he must render due respect to the officials of his country.
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203.—He should also take particular care that the Agents under him do not, under cover
of the Imperial Post Office, further their own interests. 1f it should happen that an Agent
refuses to pay taxes because he is an Agent of the Imperial Post Office, the Clerk is to replace
him at once, to Write to the territorial official concerned, and to report to the Head Office.

204.—The Clerk should always try to satisfy the expressed wishes of the officials re-
garding postal routine. Should he receive any request, either verbally or in writing, from a
local official to do other than the ordinary business prescribed in the “Postal Guide,” it will
invariably be his duty to reply that he has reported to the Postmaster for his decision.

205—When officials complain about any irregularity or about the conduct of a postal
employé, the Clerk should courteously reply that the matter will be investigated and fully
reported to the Postmaster.

206—He should try to secure the sympathy of the local officials for the Imperial Post
Office. When handling yamén covers, no irregularity should occur. Although free postage
cannot be granted to official correspondence, procedure may be simplified; and he should
suggest to the Postmaster what special facilities could be afforded, under local conditions, to
this important class of mail matter.

207.—The Clerk should not be too ready to worry the officials with troubles in connexion
with postal operations. He should try to obtain satisfaction by his own means, and let his chief
aim be, where loss occurs, to recover the mails and moneys. Punishment of offenders is only of
secondary importance. When referring burglaries, robberies, etc., to officials, he should write
brietly, stating the simple facts, and, if possible, call in person on the official concerned.

~ 208.—Communications with the officials should be written in the name of the Imperial
Post Office. Copies of all correspondence sent to and received from the officials should be
forwarded to the Postmaster with the Monthly Reports of Occurrences.

VII.—RELATIONS WITH THE POSTMASTER.

209.—The Clerk should always keep the Postmaster informed of any -interesting events
that may happen in his neighbourhood. Any suggestion offered by the public or by his sub-
ordinate Agents, any complaint or claim for missing correspondence, loss of mails, ete., is, after
full investigation, to be reported to the Postmaster.

210—Any queries from the Head Office or any matter specially entrusted to him by the
Postmaster should be attended to as soon and as fully as possible. The Clerk’s reply should be
an exact answer to the subject he was instructed to study, and should never be unduly delayed.
If the investigation of a certain case is likely to take a long time, he should first acknowledge
the Postmaster’s letter.

211.—Communications sent to the Head Office should, as a rule, be written in the
form of official letters, be as brief as possible, and be numbered in series. While the language
should always be respectful, complimentary parlance should be avoided. Each letter should only
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refer to one subject. Office copies of all correspondence to the Head Office are to be entered
chronologically in a manuscript book, which is to be labelled *Letters to the Postmaster.”
All communications to the Head Office should be addressed to the Postmaster only. In
personal matters, such as an application for leave for himself, etc., the Clerk should write in
the form and style of a petition. Petitions to the Postmaster from employés on his staff
should be forwarded with an accompanying letter from himself. Grass characters are mnot
allowed in communications with the Head Office.

212.—In very important cases the Clerk may communicate by telegraph. The message gele%rg%smthe
must be short and clear in meaning, and a copy of it is to be forwarded to the Head Office et Te.
by the first mail.

213.—The following periodical reports are to be sent to the Postmaster :— Periodical reports,

Decadal.
(@) Courier Way Bills, with statement of delays, ete.
(b.) Statement of Stamp and Cash Balances, [I.—148 = C.—154z].

Monthly.
(c.) Report of Occurrences (vide § 214).

(d.) Accounts and Summary, with vouchers (se¢e Appendices Nos. 1 to 6).

Quarterly.
(e) Domestic statistics: forms [I.—97a = D.—2422], [[.—98a = D.—2432],
[I—~99a = D—244 ), and [[—r1000 = D.—2452]}.

(f) Staff record, with recommendations for promotions of lower employés.

Yearly.
(9.) Statement of employés eligible for gratuities.

Clerks failing to forward their reports and returns in due time will be punished.

214.—At the end of each moon a Monthly Report of Occurrences should be forwarded to Monthly Report
the Postmaster, dealing with the following subjects:— of Occurrences.
(a.) Staff: giving all movements, changes, absences, etc.
(b.) Mails: mentioning delays, damages, losses, etc.

(c.) Work: showing progress made and the extension undertaken, ameliorations in
mail services, suggestions for improvements, etc.

(d.) Various: complaints, difficulties, and unusual or noteworthy events.
(e.) Local news: any interesting events that have happened in the district.
(f.) Balance on the last day of the moon.
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The other documents which are to accompany this Monthly Report are:—

(a.) A statement showing the amount of ordinary stamp sales during the moon,
money order fees, bank charges, postage-due collections, ete.
(b) A statement of mails received and despatched during the moon.

(¢.) A statement of mnail matter posted for local delivery, and collected from letter-
boxes, pillar-boxes, Box Oftfices, ete.

(d.) A statement of express letters received and despatched, should the Oflice be an
Express Delivery Office.

(e.) Copy of correspondence with officials.

The above tables are to be comparative, that is to say, the figures for the previous moon
must appear side by side with the figures for the moon covered by the statonient, so that they will
show at a glance what progress or otherwise has been made in receipts and working operations.

215.—Requisitions for money, stamps, stationery, uniforms, mail bags, date stamps, ete.,
must be made in ample time, so that no articles may run short. Whenever a supply is received
from the Head Office, its receipt should be acknowledged at once by memorandum.

216.—The Postmaster has no means of controlling, day by day, the affairs of Offices
inland ; he has therefore to rely on the fidelity of the Clerk. Occasionally, however, and at
unexpected times, he will send Inspectors to verify the doings, accounts, ete., of such Offices.
Inspectors will be provided with Letters of Authority, duly sealed and signed, on production of
which the Clerks will immiediately place themselves under the orders of the bearers and produce
their accounts, etc.

V1L, —STATISTICS.

217.—During the 2nd, sth, 7th, and 10oth moons of each yecar the Clerk is to take
domestic statistics, and render them to the Head Oflice, as soon as completed, on forms
[[—97a = D.—242x),[1.—98«a = D.—243], [[.—99w = D.-—244.x], and [[.—100u = D.—245z];
and if the Express Service has been established in his place, a return of express letters is to
be included. He should multiply the result of the month by three for an ordinary quarter, and
by four when an intercalary moon occurs. Great care must be exercised in recording correct
figures during the statistical period. They are first to be daily collected on loose sheets. For
ordinary mails, the following procedure should be adopted :—

(«) Mails Received.—The inconving Letter Bills, [I.—1 ¢ = D.—1 ], should be taken,
and the total number of articles of each category of mail matter entered in
both columns will be “ Mails Received.”

(b.) Muils Despatched—The ovutgoing Letter Bills should be taken, and the figures
under the column “ Original” will be *“ Mails Despatched.”

(¢) Mails in Transit—The outyoing Letter Bills should be taken, and the figures
in the column * In Transit” will be “ Mails in Transit.”
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For registered articles, the procedure is as follows :—

(@) Registers Received.—The incoming Registered Letter Bills should be t;aken, a,nd E

the total number of articles entered thereon will be “ Registers Received.”

(b.) Registers Despatched.—The oulgoing Registered Letter Bills should be taken
and the registered articles posted at the Office will be “ Registers Despatched.”

(c.) Registers im Tramsit—The outgoing Reglstered Letter Bills should be taken, and
the registered articles originating at other Offices will be “Registers in Transit.”

Of the above articles, those having Acknowledgments of Receipt should be counted, and
the numbers entered in the respective columns.

The figures for the parcel statistics are obtained from the Office records, [/.—43 = D.—64]
and [I.—44 = D.—65]. In the case of “parcels despatched,” only the amount collected (re-
covery fees, etc.) need be given.

For clubbed packets, the same procedure as for parcels should be followed.

Letters posted at the Office for local delivery must be specially recorded during the sta-
tistical period, and the total, multiplied by three, or by four if there is an intercalary moon in
the quarter, is to be entered in form [/.—100 = D.—245] and added to the figures in the
« Ordinary Mail Matter Received” return. The number of articles collected from Box Offices,
pillar-boxes, etc., are obtained from special records. The figures for the «Express Letter
Return” are easily obtained from the accounts. Each newspaper, whether passing through
singly or in bulk, must be counted as one article.

218.—Mail matter, etc., dealt with by Agents should be shown separately in the return.

219.—All the working sheets, which show how the different totals have been arrived at,
must not be destroyed, as they may be called for by the Head Office for inspection. If it is
proved that false statistics have been submitted, the Clerk will be severely punished; likewise,
failure to forward to the Postmaster in due time his returns will entail a fine.

220.—If there is a falling off in the returns, as compared with figures for the previous
quarter, the Clerk is to give the reason for such decrease; likewise, if there is a notable increase,
attention must be drawn to the matter and some explanation offered.

IX.—ACCOUNTS.

221.—Before taking over charge of an Office, a Clerk will see that the Office Journal,
[I.—59 = C—144 ] (Appendix No. 1), has been brought up to date and closed. In company
with the vacating Clerk, he will then carefully examine and verify all books and vouchers
connected with the accounts. When he is satisfied that all receipts and payments are duly

accounted for and that the balance is in order, both Clerks will sign the Journal, [1—59 =

C.—144 ), one as having “ Handed over as above” and the other as having “Received as above.”
A statement showing how the balance is made up and an inventory of postal property are to be
similarly signed and forwarded to the Head Office, and duplicates filed with- the Office accounts.
The Security Cash Deposit Account should also be verified and signed by both men.
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222—In the preparation of Inland Office accounts, accuracy is of the first importance,
but neatness and clearness should also be aimed at. Erasures are not allowed. In case of any
correction being necessary, the original figure is to be neatly struck out, so that it remains
recognisable, and the correct figure is to be written above it and initialled. The proper forms
provided for accounts are to be used.

223—The Clerk in charge of an Inland Office is to keep in the Journal, [[—359 =
C.—144 ), in Chinese and by the Chinese moon, a daily account of moneys, stamps, etc.,
received and the payments made by him. It is to be so kept that if a line be drawn
across it at any moment and payments deducted from receipts, the difference will represent
the total balance in hand made up of cash, stamps, postage-due stamps, express slips, and
publications. The Journal is to constitute a permanent and continuous record of all the
receipts and payments of an Office and will be the basis for all inspections of Office accounts.
It should therefore be written up and kept with great care. When balanced at the end of each
moon, it is always to be certified correct by the Clerk-in-Charge.

The first entry on the 1st day of the moon must be the balance in hand from the
preceding moon, of—

(«.) Cash (in Office and bank),
(b.) Postage stamps, postage-due stamps, express slips, and publications.

The various receipts and payments are to follow, each entry being made on the day and in the
order of its actual occurrence.

The entries are to be numbered consecutively in the column provided for the purpose,
the series beginning anew each moon.

In the receipt column the most important entries will be the grants, stamps, publications,
etc., received from the Head Office. Stamps, publications, etc., being the equivalent of dollars,
it is unnecessary to enter in the Journal the moneys received from the sale of these.

224.—Every receipt and payment must be supported by a voucher, in duplicate,
recording the particulars of the transaction. These vouchers are all to be marked by the Clerk
with the number of the corresponding entry in the Journal: some vouchers, such as Pay Sheets,
may bear several numbers. The vouchers for stamps, postage-due stamps, express slips, and
publications will be the usual stamp accounts or statements.

Recurring payments, such as salaries, petty cash, allowance, etc., may be made regularly
by the Clerk in virtue of his standing authority, and they will be supported by the signed Pay
Sheets or receipted bills. Money orders cashed will be supported by the actual certificates and
by a copy of the Register of Money Orders Cashed, [[—32a = D—138z]. (These need not be
entered up daily: one entry at the end of the moon will be sufficient, the cancelled money
orders being treated as cash until brought to account.)

All money transactions for which the Clerk has no standing authority should first be
sanctioned by the Head Office. If that is impossible, they must be reported for approval
immediately (see § 269).
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For all moneys received apart from the usual sales, the Clerk is to make out a concise
statement, in duplicate, giving (1) date, (2) from whom received, (3) particulars of transaction,
and (4),amount. This is to be certified by the Clerk and sent to the Head Office, where, after
examination, it will be initialled by the Officer in charge of inland work. It will then be
returned to the Clerk, the original copy to be submitted with his accounts for the moon and
the duplicate to be filed in his Office.

Similarly, after a payment other than one for which the Clerk has standing authority
has been sanctioned and made, the receipted bill, in duplicate, should be sent to the Head Office
to be initialled, and then returned in like manner. Should the bill not give sufficient informa-
tion regarding the payment, the Clerk is to add a note on it supplying the missing particulars.
Every payment voucher should make the following points clear: (1) date of payment, (2) to
whom paid, (3) for what paid, and (4) amount.

225.—1It is the duty of Clerks-in-Charge to refund all money received from Agencies in
the form of stamps or publications, the amounts being treated as sales at the Agencies. It
must be remembered, too, that an Agent’s account is a voucher for the Agent’'s payments for
the moon, and, on receipt of it, the Clerk should also refund the equivalent of such payments.
Only if an Agency is not self-supporting will it be necessary to make this refund, or part of it,
in cash.

226.—At the end of the moon all the Agents accounts, [C—1512] (Appendix No. 4,
(e) and (b)), are to be summarised by the Clerk on the proper Service form, [C—i1524]
(Appendix No. 5), and the total payments entered in his Journal (Appendix No. 1). The
receipts are not entered in the Journal, as they have not affected his total balance: what he
received in cash he refunded in stamps or publications.

227.—Before finally closing the Journal, particular care must be taken to see that its
balance agrees with the total of the balances of the various stamp accounts, etc., together with
the actual balance in cash.

228.—For the actual rendering of accounts, however, the Journal is not to be used. At
the same time, unless Postmasters give instructions to the contrary, a certified copy of it in
flying sheets is to accompany the accounts each moon.

229.—For rendering the accounts, the “Inland Office Summary of Cash Receipts and
Payments,” [C—156a] (Appendix No. 6), is to be used. This form is to be prepared in
duplicate and one copy submitted with the originals of the various stamp accounts, statements,
Agents accounts with Summary, receipt and payment vouchers, etc. When completed, the
Summary shows all cash receipts and payments conveniently classified and gives the total under
each heading. Unlike the Journal, it gives the actual sale of stamps, etc., and only shows the
balance of cash.

230—In order that the various entries in the Journal may be rendered under thelr
proper heading in the Summary, Clerks, when sending vouchers to the Head Office for ap-
proval, will mark on them, in addition to the number of their entry in the-d ournal mentioned
above, the particular heading under which they propose to enter bhem 1 , fSummary, and
this will be checked before the voucher is returned. '
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231.—Security cash deposited is not to be entered in the Journal or Summary: it is to
be forwarded to the Head Office under a special statement (see § 267).

232—A set of pro formd Accounts is attached (see Appendices Nos. 1 to 6).

233—When accounts are sent to the Head Office, the Officer in charge of the Inland
Desk is to see that no entries are omitted and that all vouchers and Summaries are correct
and have been signed or initialled by him as such.

234.—At the end of each quarter a Certificate of Cash Balance, [ —128 = Os—155}in
duplicate, is to be forwarded with the accounts. g

The “ Certificate of Balance” sent to the Head Office with the quarterly accounts, being
a document of prime importance, must be carefully prepared, and may contain no erasures.
When part of the money is kept in the bank, the Certificate must bear the banker’s chop.

Every Certificate is also to bear the imprint of the Office dater.

235.—Should the expenditure of the Office exceed the total of the receipts, a grant
sufficient to meet probable demands may be applied for in due time from the Head Office.
The application should be accompanied by a statement showing the totals of receipts and
payments and balance of cash at the date of applying, the total amount of Money Order Advices
uncashed, and salaries to be paid, etc., which the grant is to cover. Attention should be given
to the money order business during the periods of the principal Chinese festivals, so that
necessary grants may be applied for in ample time to meet demands. -

236—On receipt of the money, the Clerk is to take it at once to the banker to exchange
it or to have the money placed to the credit of the official postal bank account. In either case,
he is to take care to obtain from the banker a statement of the transaction and to attach it to
the Letter of Acknowledgment (second part of form [/.—G0 = C'—145«]), which he is to return
to the Head Office. '

237.—When an Inland Office is instructed to make a transfer of funds to a neighbouring
Post Office, the receiving Clerk is to inform the District Head Office, as soon as the money has
reached him, of the actual amount realised. In such a case, the Office forwarding money will
enter in its accounts the exact amount of the remittance, while the Office recelving the money
will also enter the same amount, and will credit the gain or charge the loss by exchange, and
support the transaction by a voucher.

238.—1It is advisable to strike a daily balance of cash, so that any errors may be readily
discovered and adjusted. The cash balance should be kept at as low a figure as is consistent
with the needs of the Office, the surplus being remitted to the Head Office or to a neighbouring
Office, in accordance with the Postmaster’s instructions. Only small cash balances should be
kept, and these are to be reported every 10 days, i.e., on the 1oth, 20th, and last day of the
moon, to the Head Office on the Balance Slip, [[—148 = C.—154 ]

239.—Remittances should be made by bank draft, as the placing of silver in mail bags
considerably endangers the mails. If a draft is not procurable, special instructions ought to be
asked for before remitting. The Remittance Memo., [[—60 = C—145 @], should in all cases be
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forwarded. The Clerk will be held responsible for the quality of the draft or money remitted
to the Head Office, and will be called upon to make good any shortage or bad coin. Gain and
loss by exchange are to be treated as shown in § 237.

240.—When remittances are to be made, care should be taken not to transact business
through untrustworthy banks, hongs, or shops. Inquiries may be made beforehand at likin
and salt gabelle offices or at the yaméns of civil and military officials, where funds are nearly
always being moved. '

241.—Wherever possible, the greater part of the Office funds should be kept in a
trustworthy bank and a proper pass book obtained.

242.—Stamp requisitions should be made out on form [1—61 = C.—146 ], the words in
the heading which are not required being ruled out. A sufficient quantity of stamps should be
applied for to meet the requirements of the Office and its subordinate Offices for a month or
for a longer period if so instructed by the Postmaster. When stamps are requisitioned for at
times other than at the end of a moon, a note should be added to the requisition showing the
balance of stamps, to enable the Head Office to see whether the amount asked for is in excess
of requirements.

243—Inland Offices with money order status sometimes keep on requisitioning for
fresh amounts of stamps for issuing money orders, without remitting corresponding sums of
money to the Head Office. Funds are not to be allowed to accumulate thus. It devolves on
the Clerk to foresee his requirements, and to remit by the safest means at his disposal the
equivalent surplus funds. The Postmaster is to decide, according to the amount of transactions
at an establishment of money order status, the sums allowed to remain in hand, whether
stamps or cash.

244—Form [I—62 = (O.—147 «] (Appendix No. 2) is used to record in detail the stamp
transactions of the Office. All the particulars it calls for are to be carefully entered. The
Clerk will always keep a supply of postage-due stamps on hand, and affix these to the taxed
covers according to the amount marked in blue pencil by the Head Office, bringing to account
in his Journal whatever sum may be collected from the public either at the Inland Office
or at Agencies. He will collect undeliverable taxed mail matter monthly and forward it,
accompanied by [[—101a = C—5a], in duplicate, to the Head Office. The Head Office will
subsequently return one copy of the form [[.—101« = C.—5:] signed, which document he will
treat as a discharge. Until such discharge is received from the Head Oftice, he will treat all
unpaid postage-due stamps as “balance in hand” (sce [C.-—7 2] (Appendix No. 3)).

235 A statoment showing the anonnt of express husiness should be made out, with the
following headings: (1) balance of slips brought forward, (2) received from the Head Oftice,
(3) total of (1) and (2), (4) sales during the moon, and (5) balance in hand.

246—The Register of Money Ovders Issued, [ 131 @ = D.—137 2], will be the voucher
for the entries of the money order fees and bank eharges.

247 —Form [L—41 = D55 | or [L—41 @ = D.--55 2], t.e., the ordinary Parcel Way Bill,
may “Hrmsasdensn sipporting voucher for insurance fees on pareels, the column headed “ Gross
Weight” being used to record the insurance fee.
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248 —The sale of the English and Chinese versions of the “Postal Guide and Lists of
Post Offices” and maps are to be brought to account under separate headings, using the form
adopted for the statement of Express Delivery Slips.

249—Any gain by exchange. which may accrue to the Office by the purchase or sale of
sycee and cash, or by the difference between the rates of stamps sold and the current market
rate, should be carefully stated upon the supporting voucher, together with such bankers
memos. as are connected with the transaction.

250.—Fines on the staff will be recorded in the “ Remarks” column of the Pay Sheet.
The number of the Postmaster's Memo. authorising the fine should also be quoted.

251.—A copy of the Register of Money Orders Issued is to be forwarded as a voucher.
The amounts of money orders issued, fees, and bank charges are to be totalled on the last page
of the Register. A footnote is also to be entered giving the total number and amounts of
money orders exceeding $10 and not exceeding $10 in value.

252—The name of every person attached to the Office under the Clerk’s control
and drawing postal salary, with the exception of Agents, must appear in the Pay List,
[[.—68a = C.—442a]. The total of salaries should be subdivided as follows: Linguist
Clerks, Non-linguist Clerks, and “Various,” and these three totals entered separately in the
Journal and Summary. The total of salaries paid in the “Various” grade is to include
good-conduct pay, which should be entered in a separate column in the Pay List. In the
“ Remarks” column notes should be made regarding fines inflicted, courier routes, transfers,
new appointments, discharges, promotions, or deductions made from the salary on account
of absence from duty. In all instances, the number of the District Postmaster’s Memo.
giving authority should be quoted. In the event of a fine being imposed, the full salary is
to be entered in the Pay List, but the amount of the fine is to be deducted from the pay
and entered with the ordinary receipts of the Office. If a deduction is made on account of
absence from duty or other reason, only the actual amount paid is to be entered.

253—The total amount only of commissions paid to Box Office Agents, collectors, ete.,
need be entered in the Journal, but a brief summary of such commissions paid out should be
drawn up and attached to the accounts.

254—Full particulars of any loss incurred by the sale of sycee or cash are to be given,
and the bankers memos. connected with the transaction must be attached to the statement.

255.—The Register of Money Orders Cashed, [/.—32a = D—138z], together with the
cashed money orders, will be the vouchers for such payments. The Register should be totalled,
and the numbers and amounts of the orders above and under $ro should be given, as in the
Register of Money Orders Issued, [[—31a = D—137x]. The Office Register should be kept
up to date, as the cashed money orders are liable to be called for at any time during the
moon by the Head Office.

256—All Agency and Box Office accounts are to be carefully checked before beix,
incorporated with the accounts of the controlling Office. They must bear the chep withe
Agency or Box Office concerned and be countersigned by the Clmk—ln—()h&rg@ as having been
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verified. These accounts are to be forwarded to the Head Office with those of the controlling
Office.

257.—Should errors be found, they are to be rectified and the Agency or Box Office
notified accordingly. The accounts are not to be returned for correction; a duplicate of the
amended form should be sent instead.

258.—The decadal reports are important and must be forwarded regularly: form
[I.—148 = O—154z].

259.—The scale of bank charges on money orders will be forwarded periodically by the
District Postmaster. This should be placed in a conspicuous position at the money order
counter,

260.—At the end of each quarter a Return of Money Orders Issued and Cashed is to
come forward on form [I.—80 a = D.—144 z].

261.—Copper cash or subsidiary coins can only be accepted for the purchase of stamps
at the exchange rates fixed by the Postmaster. The scale of rates will be forwarded periodically
and should be placed in full view at the stamp counter.

262.—Stamps are to be sold for ready money only. No accounts with the public may
be kept for the sale of stamps upon credit.

263—The Clerk is to see that the currency for the purchase of stamps at an Agency
corresponds to his own, and that the public are not * squeezed ” in any manner.

A strict watch is to be kept on the real sale of stamps at the Agencies. Instances of
Agents disposing of stamps to be sent to other places to buy books, newspapers, medicines, or
other articles should be brought to the notice of the Head Office.

264.—1In order to show the rate of cash exchange at the end of each moon, the following
note should be added to the Summary :—

Subsidiary Coins

HANGE RATE.
Excuange RaTe per Dollar.

Cash per Dollar.

POSEAY TBEC «envnvrerirnanesssoncrramessrscersmtarsansresesasresssassannsn
MATKEL TAEC.eseessnrsereseienserssssarsresssossssssersvssssarsansstnnsnns

In addition to the above, the Clerk will report the rate to the Head Office as often during
the moon as he may be instructed.

265.—The accounts are to be forwarded to the Head Office as speedily as possible after
the date of closing. The work ofthe District Accountancy is delayed by failure to attend to
this matter.

266—New Year gratuities are not to be paid without the sanction of the Postmaster.
The amount of gratuities is to be entered separately in the J ournal and Summary.

5

Errors,

Decadal reports,

Bank charges on
money orders,

Money Order Re-
turn,

Bale of stamps,

No accounts are
kept with the
public.

Sale of stamps ab
Agencies,

Rates of exchange.

Forwarding
accounts.

New Year gratui-
ties,



SBecurity Cash De-
posit Account,

Repetition of
figures.

Authority to pay.
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267.—The amounts paid in by the “ Various employés” towards the Guaranty Fund are
to be entered in the Deposit Book, form [[.—146 = C.—197 =}, and on the Deposit Card, form
[L—143 = C—1952). The Register of Security Cash Deposits is the Office record of the pay-
ments, and the Deposit Card the employé’s receipt for the amount paid in. That record is to be
balanced at the end of each quarter in the manner prescribed, and forwarded to the Head Office
whenever called for. The sum collected is to be sent to the Head Office with the accounts for
each moon, accompanied by a list giving the names of the employés who have paid (see § 231).
In the event of an employé being discharged, the Deposit Card held by him should be forwarded
to the Head Office after the lapse of three moons from the date of discharge, when the deposit
will be refunded.

268.—The characters [ | are not to be used in lieu of figures in any of the accounts:
figures are to be written in full.

269.—No expenses are to be incurred or payments made outside the usual Office routine
without the special sanction of the Postmaster, unless the occasion is urgent, such as failure of
mail services, etc., when extra expenditure may be incurred and subsequently reported at once
to the Head Office (see § 224).



INSTRUCTIONS FOR CLERKS-IN-CHARGE.

67

Pro formd. APPENDIX No. 1.
[T—59 = C—1442] District.
................................................................. POST OFFICE.
JOURNAL OF RECEIPTS AND PAYMENTS.
For Hsvan TUNG,. .. Year, ... Moon.
Dare No. ov From WHOM RECEIVED Heaping
444444444444444 EN)IR OR PARTICULARS, ReuceIPTS, PAYMENTS, IN
Moon, | ¥4 1o WHOM PAID, SUMMARY.
% c. 3 ¢
..... day | Balance brought forward :—
673 | oo
» 1 50 | 0o .
,,,,,, ” 2 . 6| oo 10
...... » 3 .| Postage Stamps {see Stamp Account).... 600 | 0O
AAAAAA » 4 Postage-due Stamps (sce P.D.8, Account) 2 | oo
..... » 5 Remitbanos oucerereesrsreenrernoiressiicrsen 100 | 00 24
...... » 6 BUIATY . oveveeiicnnrecrsasennee s 60 | oo 1
» 7 N LR 40 | 00 3
»» 8| Agents......cceeennrinns 45 eeseesvessesmmmsessneseaniaesertrasesrarens 25 | oo 4
,,,,, » g | Box Offices........cr...] COmmissions. ...ovooviiiiiiniiiinn e 1| oo 5
5 10 | Contractor....ccocavenns Transport of Mails....c.oniiiiininiians 200 19
______ 2 i1 | Inland Office...........| Coal Allowance............ 1| oo 14
...... s 12 " 1y eeeeseee-e.] Monthly Allowance.... 1| oo 23
...... ” 13 | svrvnrvsnesremranreeeenens] FO POOS it i 60 12
...... » T4 | ervereeenecrnenneenneenns] 300 Sheets Note Paper... 40 12
...... »” 15 | Inland Office...........| Money Orders cashed .. .eeoreiicnariicnnas 300 | CO 22
,,,,,, ” 16 | Various Employés ...| Commissions on Express Mail Matter... 20 6
» 17 | Head Office............ P.D.S. affixed on Undeliverable Mail
Matter (see P.D.S. Account).....consen. 1|30
Torar PAavyMENTS..... 538 | 50
Balance :— Cash: in Office..ccornniernen. e §
in Bank....... X
Po]s)tage, Stamps, :
Eixpress Delivery SIps...o.omp 800
Publications...... resrmasenneans ; 4.00 786 | 50
1,325 | 0O 1,325 | 00

|

Date Stamp.

Prepared and certified correct by

Clerk-in-Charge.
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Pro formd. APPENDIX No. 2.

[L—62=C—1475] e District.
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, POST OFFICE.

POSTAGE STAMP ACCOUNT.

For Hatrany TONG, ... .. Year, .. ...  Moon.
Sorp puriNg Moon

BALANCE RECEIVED . e i} ) BaLaNcE

FROM LAST Mooy, | DURING Moow, Torar, (as pb},ﬂoygt;)le 3 | v &ND oF Moox.
DENOMINATIONS, .
Number. Value. [Number.| Value. [Number| Value. Number.,| Value, [Number.| Value,

Postage Stamps:— C I $ e $ e $ e % | e
4 cent 2 |00 240 1|20 640 3|20 440 2 |20 200 1 oo
I, 19 {oo| 2,400 | 24 {o0ll 4,300 | 43 00 2,800 | 28 (oo} 1,500 | 1§ ;00
2 cents 34 00| 2,400 | 48 (00| 4,100 82l oo] 2,300 | 46 |oo] 1,800 | 36 o0
3 45 loo| 6,000 | 180 joo| 7,500 | 225 00] 5,900 | 177 |00 1,600 | 48 |00

4 5 “ns Py was srs vax e e I yas
5 :, 18 joo| 240 | 12 00 Goo | 30|00 120 6 oo 480 | 24 00
7 7 100 240 | 16 [ 8o 340 | 23 80 180 12 6o 6o | 11 |20
0 23 | oo 230 | 23|00 120 | 12 |00 110 | 11 |0o
6, 8 joo 50 800 20 3 120 30 4 |80
20 6|oo| 40| 8|00 70| 14|00} 35| 7|00 351 700
30 6 {00 20 6|00 10 3 |oo 10 3 00
50, 10 | 0O 20 10 | 00 26 | 10 00
1 dollar, 29 | 00 24 | 24 |oo 53 53 | oo 20| 20 |00 33 | 33 |00
2 dollars.. eras 50 | 00 25 50 | 00 50 | 100 |00 20 | 40 |00 30| 6o oo
5 gy seeessecscees 140 | 00 46 | 230 |00 74 | 37000 40 | 200 |00 34 | 170 |00

Postcards:—

Single, 1 centooennne 200 ool 400 4 00 Goo 600} 200 2 oo} 400 4 00
Double, 2 cents...... 50 1|00 100 2 | o0 150 3100 50 1 oo 100 2 |00
TOTAL coete® leeeverrenns] 400 100 Liinineens 600 | OO [leveninnsnn 1,000 | 0o, S 560 | 00 fereiannnns] 440 | 00

POSTAGE STAMPS SOLD DURING MOON.

HEADING IN - ) . SoLp AT SoLD AT SoLp AT ; .

SUMMARY. PARTICULARS OF SALES. OFFICE. AGENCIES, Box OFFICES. t ToraL.
s |o| 8 || 8 || 8 |¢
b Stamps sold for postage ... .ccoeeniieiines 227 | 00 35 | 0o 20 | 00 282 | oo
c Fees on Money Orders issned.oui.iens 5 20 5| 20
d. Bank Charges on Money Orders issued... 7 8o i 71 8o
I Insurance Fees on Parcels......covoen. verenn 5 oo | E 51 oo
f Money Orders issued..onciniriennes 260 } 0o e i S 260 | oo
POTALucsssrrrensaessnsrnres 505 \ 0o 35 ‘ 00 E 20 }1 00 k% 560 | oo

i i‘
Prepared and certified correct by
Date Stamp,

Clerk-in-Charge.
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Pro formd. APPENDIX No. 3.

[O—72]

Balance from last Moon :—P.D.8. Mail Matter in hand at Inland Office......... $ 1.40
in hand at Agencies .............. » 0,20 2 | 0o
' en route from LO. to Agencies ,, 0.40(

» in Ghest ag per Statement given below ...... » 6,00 |

To P.D.8. received by Inland Office from Head Office, as per Statement given below......
By P.D.S. collected ab Inland Office....uivnrsivereimimmenrmin e rniceanns % 3. oo} 4 / 20

(2] bX ”

8

Agencies and remitted to Inland Office.......ccvervnnenrrnnns , 1.20

Undehverable P.D.S. Mad Matter returned to Head Office from Inland
OB s e vaaransnenenessincnsesentnssasss anaraassaesisnannsonsssennssnestnansstnnsrsnss ,» 0.80 P

» Undeliverable P.D.3. Mail Matter returned to Head Office from Agencies
through Inland Office......... B URUR UL SUREOPOPRPPPI TP 2 050

Balance at end of present Moon :—P.D.S. Mail Matter in hand at Inland Office § 1.20
in hand at Agencies..... ,, 0.90

en route from LO. to 4| 50
Agoncies.....covvvensors )5 020
in Chest, as per Statement given below ,, 2.20

TOTAL. .cvvnrnoninns enssrnaenane erteeearonense S 10 | 0O 10 | 0O

k14 ki ti
L n bl

b4

P.D.S. RECEIVED AND IN CHEST.

P.D.S. In CHEST 4T END | RECEIvED ¥RoM HEsD Orrice| P.D.S, iv CHEST AT END
oF LAST MOON. DURING MOON. OF PRESENT MOON.
DENOMINATIONS,
Number. Value. Nuunber. Value. Number. Value,
$ c $ c. $ e
50 50 10 10 20 20
50 1|00 25 50 30 60
25 1] o0 10 40 10 40
10 50 4 20 & 40
10 1|00 4 40 2 20
10 00 2 40 2 40
.................. 6| 00 Loeiivirevnrninans 2 | 00 levernensninnnannss z |20

Date Stamp.

Clork-in-Charge.
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Pro formd. APPENDIX No. 4 (4).
[O—1ste] s District.
................................................................. POSTAL AGENCY.
AGENCY ACCOUNT.
For HSUAN TUNG,. .., Year, ... Moon.
. Recriprs. PAYMENTS.
Fixed Advance from Head Office ;—Ordinary Postage Stamps ......... % 50.00
Publications cc.sesscvveeesnseceniirnen yy 2,00
- $ ¢ S ¢
To Stamps sold at Agency during Moot..cocoioiviiiin et 30| oo
,, Publications sold at Agency during Moot ...coiiiiiiiniiiiininnnes cereraneenes 50
By Agent’s Salary......... nerrare rarantraseesearanensaresrtnareesar ey et tneneas e 15| oo
30| 50 151 00
15 1 50
30, 30 30 50
Particulars of P.D.8S. Mail Matter :—
Remitted to 1.0, : P.D.8. collected at Agency on Mail Matter delivered .......cocceeeees $o.50
Returned to LO. : Undeliverable Mail Matter...cocveevniarecriaiieiminiinnnrsriscnniees sy 0.20
P.D.S. Mail Matter in hand at Agency ............ petoreaereennseas e sarts e s r TR e ver 3y 0.40
MAIL MATTER DEALT WITH.
NUMBER OF
PARTIC 3 ORDINARY REGISTERED , Cros¥p Mamg
ARTIOULATS Marn MATTER. ARTICLES, PARCELS. (Bags or CoVERS)
IN TRANSIT.
Received ..veviuenninnnnnns rsrens e
Despatched...cmerrriniavennenenniiinnenn,
In transif......... ererrraristanrarrasesess
Certified correct, o Prepared by
Date O%tamp Date Stamp
. O U GO Controlling | s A ,Of
Clerk in charge of Controlling Office. © Lo Postal Agent. gency.
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Pro formd. APPENDIX No. 4 ().
[C—1512] e District.
................................................................. POSTAL AGENCY.
AGENCY ACCOUNT.
For HSUAN TUKG,..erncnn. Year,..... .. ... Moon.
Receiprs. PAYMENTS.
Fixed Advance from Head Office :—Ordinary Postage Stamps......... % 10.00
Publications ....ccsrmeressssnsunsnonee 35 1.00
$ | ¢ $ | e
To Stawmps sold at Agency during Moom. ....ooirriimmiriane 51 oo
,, Publications sold at Agency during Moon...cooe s 20
By Agent’s Salary......oooomeiiiiiiiniieniesinnnaniiine arrrnnernseesernsansenanssress searerane 10| oo
TOTAL «cesrrrnanenrsee ernenven veepsrrrsees verenesssd 51 20 10| 00
To Grant from Inland Office to meet Deficit. ..o iiiniiiniiincriniiicren. 41 %
By Remittance to Inland Office Surplus of oo MOOD e cvveernnsrrnnenensnanersneses -
GRAND TOTAL ceveencenrmrnrerirrrressnisesisnenas $ o} 00 10| oo
Particulars of P.D.S. Mail Matter :—
Remitted to LO. : P.D.S. collected at Agency on Mail Matter delivered ........occoenne $o.70
Returned to 1.0. : Undeliverable Mail Matter.........coeeeee rartrransnnbsiserrresenserasasenn 1 030
P.D.8. Mail Matter in hand ab Agency...cccrvumeereremieiecirainmsmnmaee 1 050
MAIL MATTER DEALT WITH.
H NUMBEI;{ OF
P TLARS. ORDINARY REGISTERED CrLosEp MaILs
ARTICULARS 1 Maie MATTER. ARTICLES. PanceLs. (Bacs or CoVERS)
| IN TRANSIT,
Recelved oereeneiiiininrimeriiinieisnans i
Despatehed......oommrrcrminsienann. |
In transit...... rareatrsennrorernriaragaeiny
Certified correct, _,,__,,_____ Prepared by
Date Stamp Date Stamp
of of
e aer e eas e e r Rt Gomtpolling |« s .

Olerk in charge of Controlling Office. 1.0. Postal Agent.
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Pro formd. APPENDIX No. 5.

[C—1522]
e District.
................................................................ POST GFFICE.
SUMMARY OF AGENCIES ACCOUNTS.
For Hsiran T UNG,...oc Year, ... Moon.

© ) > ?».g B,

z k- =t g # @ P by 28 B, e

& lsza RN - = | 2|35 1C22 ) £¢%

S R = % - = - @ & = ey £g

x122] 3 2 £ 2] = 2 8 |2E| S5 28§

@ e} i =1 = E = 5 et = 2 = ‘;‘9

[ e P & =} © “ - o & o = P

£z 2] % = = o 2 N e8| 25 Ba

AGENCIES. £2 22 : g 5 3 E = 2 | 2= | $2 =2 | Remanks

i EE)] @ & e 2 T E |35 |Eg %k

g = alz| " 5 |lui|3E]|a%

] 2 g Bl 28 Y

it 54 @ =3 ER-ERI-Y

B & = -N -5

P - a
1 g 3 4 5 6 7 g 9 10 11 19 | 13 | 14 15

SelGc|Bel!8c/Bc $c||BelBbe Be Befo|be|Fe B
----------------------------- 50,00, 2.00130:00 ... | 050 ... ||30.50{15.00, ... |15.50430.50] 0.50| ©0.20; 0.40
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 1000 1.00] 5900 .. | o020 4.80] 1000 1000 ... | ... | 10.00] 070, 0.30 0.50

ToraL...8| «. | ... |3500 ... | 070 4.80)40.50]25.00 ... |15.5040.50] 1.20 0.50/ 0.90)

Prepared and certified correct by

Date Stamp.

Clerk-in-Charge.
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Pro formd. APPENDIX

[C—156a]

From Hsitax TUna,. ... Year, ... Moon,.......... Day,
Lerrer Rpecrirrs,
oF e e e : TOTAL,
HpADING. Headings. Particulars.
: % ¢
Balance brought forward from preceding
Moon :—
Cash ﬁ%ﬁfﬁ """""" e # 222 gg As per preceding Moon’s Summary..... 250 00
................... »
. Grants from Head Office....o.ooo.icririneecrin b iiiiesen s e 50 oo
Stamps sold for postage ab Office................ As per Stamp Account......... $227.00
b ” » 5 » Agencies,......... As per Btamp Account and
: l Agencies Bummary .......... 5, 35.00
» » » » Box Offices ........ As per Stamp Account..,......, 20.00 282 00
¢ Fees on Money Orders issued........ocivennnnens As per Stamp Account and Register of
M.O. Issued...coovrercvrrereeneanrinnnns 5 20
d. Bank Charges on Money Orders issued......... ” " »” » 7 8o
A Insurance Fees on Parcels .......ovevenveicnnnnn. As per Stamp Account and Register of
Pareels Forwarded......oocvuveiinnnnn, 5 00
I Money Orders issued.....o.covervronecnsrocronnaenss As per Stamp Account and Register of
M.O. Issned...coueerrrnrnrnnnenn JUSTR 260 oo
g Postage-due Stamps sold ...ccorveeniienniniinnnnns As per P.D.S. Accounib.euneesoreninnns | 4 20
he Express Delivery Slips sold......svreeareraesnnnn As per Statement of Express Delivery
SHPS. . ceencriiiir s ias s s 2 co
i Publications sold ab Office ......ccecovervninnnn ..., As per Statement of Publications$ 0.30
: . s 1w Agencies..................| As per Statement of Publications
. and Agencies Summary......... 4 O.70 1 o0
je Ghain by Exchange.......... weensans rrreernseunas S U
770. Fines on SEaff co.iinirirunrs i casrnnr it e s s s
I Miscellaneous (Receipts which do not come
under any of the above headings) ......oovvns franresemiiiin
GRAND TOTAL .veeeennnnn P LT R ATATLIELD 867 20
Money Order Advices in hand for which Money Orders have not yet been presented for payment, §..............

REMAREKS i

| Prepared and certified correct by

Date Stamp.

Clork-in-Charge,
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No. 6.
..................................... District.
POST OFFICE.
AND PAYMENTS.
to Hstray TONG,.o... Year, Moon, ... Day.
LerTeR PaymeNTs,
oF Toran.
Heapive, Headings, Particulars.
$ c.
1 Linguist Clerks: Salary....cce.ccoeun... exseasesrs| A8 per Pay Lisb....... 6o oo
2 Non-linguist Clerks: Salary......c..oeeevnnnns ”» 33 33 aesrmeseessenesnnes
3 Various Employés: Salary...... rraessaenerensane ” rvexemraierseerarsanene 40 o0
4 Agenbs : Balary....... tevsenmmsararanaenciens ” A_gents &ummary..,.... . 25 00
5 (lommissions to Box Offices...... Voucher No. 9= B 100 niricrrisirarnens 1 oo
6 2 on Express Letters.......ocoevnenss s » 16 = ,,0.20,...... 20
7 CGratuities.......... S U PP
8 Travelling Expenses.... ..... caenranrreeann
9 Establishment : Construction and Purchase. .
10 ” : Maintenance in Rep«ur........ 6 | oo
11 : Ronb and Taxes....cocccomenrennse
12 Forms, Smtwnery, Prinbing ccoeeviiensninossnnins 1 oo
13 Mail Bags, Parcel Boxes...... v enens R U rrnessvnsasene
14 Fuel, Light, Oil c.venreisiniainncennns BTSN, Voucher No. 11 = ‘Hoo........ 1 oo
15 OBCAL DICSSES 1uvrve.vreeessreerseessssseassssnsensennssasssesssssssnessascesssonmmsnensnns .
16 Freight.......
17 Telegrams crermerasiiaa
18 Books, Maps, 616, .cvverrireermmvniisiresnsennnnssl .
19 Transport of Mail by Couriers or Boats under
conbrach.....ovmne.n P 2 oo
20 Transport of Mail by Couriers or Boats nob
TUBAEE COTETACE 1 1vvveevsnennoreeesuorennensimmness]snnmesnstssneasssssnsrorsisensisnossorssinsesssns s
21 Loss by Exchange...... ternasseensannrsanseireran R U SOOI
22 Meoney Orders cashed ....ccovniiveieeniiiniinnnen. A,sperReglsbezof MoneyOtdersCashed 300 oo
23 Miscellaneous (Paymenbs which do not come ,
under any of the above headmgs)..... Voucher No. 12 = $ 1,00 ...couviniannn 1 0o
24 Remitted to Head Office..ccrvinrearenrearenninen.| Voucher Mo, 5 = $ 100.00uc0cicviveennn. . 100 oo
ToTAL PAYMENTS. .covcescfisaruecacaarencnn, PN 537 20
_Cash Balance: in Office..ccevnrenens § 30.00 .
30 BAK +ovaenrerenes 3y 30000 As per Certificate of Balance............ 330 oo
GRAND TOTAL cverirrmmensfeesrcirrenssersnmsssassararsreismsisssssursenonnns 867 20

Excuance Rate,

CasH
PER DOLLAR,

Supsorany CorNg
per DOLLAR,

Postal 1abe ...ovvesviiinrininrninnanns
Market vabe ... ocer.cerruricriinnnens

srmrnrs

resaras
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INDEX.
SUBJECT. Paracrarn. SuBJECT. ParacrAPH.
Absgence from duty....o.oovniiiinnne 6,7, 8 Accounts : rendering of, monthly...... 229
Acceleration of mails and delivery... . 10, 64, 88-91 i safekeeping of funds........ 241
AcCOUntS. v iiiceniieir e cerinene 012,21 3, 221260 » security deposits............ 221, 231, 267
Accounts: Agency......... sosagaerenss .oa} 225, 226, 229 5 stamps, postage and post-
. authority to receive and age-due....eeererinenanans 244
PAY DIODEY crvrerirnsennnn 224 » » Summary of Cash Receipts
' balances, cash, stamps, etc.| 223, 227, 238 and Payments............ 229, 230
" bapking «...vvviviieiennn 241 " taking over charge of ...... 221
. Box OFeeonnn oo 256 " vouchers..........oocoeianenn. 224, 229, 230
5 checking of, at Head Office 233 Acknowledgment of Payment ........... 126, 134
» COMMIsSions. . ..o vvrvenn 253 \ ,» Receipt (A.R,)...-{ 54, 55, 67, 91,
" erasures not allowed........ 222 { 94
” exchange, gain and loss)| 237, 239, 249, Advertisement ..o..eoveeeiieiiiiininnians 1, 4
DY o 254, 264 Advertising and notifying............... 167, 197, 199
»” Express deery SI‘P& Agency accounts, eto. ........cocceer.en.. 225, 226
p Smbemenbtﬂf o o d 245 »  inspection of ...l 1z
, gures are to be entere /
’ in fall o 268 Agents, Postal .......................ll | 194, 203
» 11T OO, 252 Archives, records, efc. .............. { 8o, 11[73;) 169,
” forwarding......crucorevvevris 265 Atlas, Postal ... 172
” funds, transfer of............| = 237, 239 Authority, Letter of ...................... 1, 2, 216
” gr ant%x """"""""""""" 235, 236 Balance, cash, remitting of .............. 175
. gratuities...........ooounnns 266
. . . Balances, stamp and cash, statements)|213, 214, 221,
” instructions for keeping Of, BHC. +evvevcaeincennanrainaans J1 223, 238
and rendering ............ 221~269 ’
. Bank and cash shops, safekeepmg of
” insurance fees, statement; of 247 Funds 8t .veeerveniriereaeaennnnnss 175, 176, 241
» Journal, keeping of, ete. .| 221, 223, 228|| ' charges ..o, 138, 259
» Money Orders Cﬂﬁ?ﬁ:ﬁ; g‘;* , . »  monthly statement of... 214
g 55 " »  on parcels ................. 62
3% 2% 23 Issued, Re-
gister of.. 246 Box Office aceounts ......co.ovuvunvnnn.n, 256
. Pay List ..ocvvvvreneeennn.. 252 » Offices ..o, 201
. PO FOPMb ceaaaeeaen e (following269) Box-holders..........cvvvviiiiiiiinin, 194
» public, not to be kept with, 262 Building, Office .....uveeeruniniinnaens { b 16126162’
»” publications sold, state- i
R e 248 Burglary.....covviiiiiiiiiineeeieeaanan 165, 207
" receipts and payments, or- Charge, taking over............coeevenune. 2
dinary and special....... 223, 224 Clerks, Assistont ...coooevininvanennnnnn.. 4
. remittances................... 239, 240 Clubbed mails....ccovveecrrvmrenvariennnns 150-160
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INSTRUCTIONS FOR CLERKS-IN-CHARGE.

SUBJECT. PARAGRAPH. Sunsecr. PaRAGRAPH.
CommiSSIONS . .v.vvveisvnrrrierineremnnens 253 Express letters, monthly statement of 214
., on expross lobtors. ...... { 141, 145, 140, " Ofﬁces, list of coevvniiininnnnns 140
149 Extension, postal...........cccocoeeeneen 1, 4
Complaints by officials................... 205 Funds not to accumulate unduly...... 243
" ,y the public,............... 200, 209 . . fl1-3, 14, 163,
”. . the staffer..oooron 179 Furniture, Office, and materials...... L 164
Conduct, private, of staff ................ 5 General remarks .......oooviviiamaneieenes i-14
Confidential matters............cooevenen, 13, 27, 28 Holidays......oovrrirniiniiierenenenns 16
Correspondence with Head Office...... 210, 211 Hours, Office....cocvviriiniiiiiinenincinnes 15, 167, 201
Courier Hnes ..c..ovoevivviieineinininans 1o Imperial Edict inaugurating the Posts| Introduction.
py  Way Bill...o.ooiiinnnnn. 74, 76, 213 || Ink; see Stamping ink.
] _ - 113115, 148
COUTIBIS . ev e vvvveenereenenrevasnansinnnes { 183 ;2(7)’ e R A { 198, 210
,  ongagement of................... 1, 4, 180, 190 Ingpection of Agencies................... 12
Criminal’s mail matter, surrender of .. 30 ” n Offices ooovrovrniennenn 216
................................. 6 ’ » postal packets, mails,
Currency e 261, 263 , goals, ebe. ovevnrrenrnnns 41, 52, 76
Customs formalities.........cceeevinniins 31, 99 . .
. Insufficiently paid packets............... 95
Damaged mail matter .................... 63
) Insurance of parcels .........cocceovenans 55, 60-62
» packets and mails ............ 82, 86 . . :
N Inventory of Office furniture, ete. ......| 2, 164, 221
Date stamps .....coovevveiiiiiornnnnnnen { 47 41’6%3’ 74 Inviolability of mail matter ............. 27
Delivery Inspector............ccocieuenes 90, 93 Kuan pao ; see Official gazettes.
,  sections and inspection of..... 89, 9o Labels on mails....ccoovviiiriecnnnnneens 63, 64, 08, 73
Delivery : clubbed packets .............. 153 no» Parcels.....coomienieiinnens 63
. express letters................ 146 Lawsuits..... sernes e 5
" * il AT oo 87-100 Leave, granting of ...l 6-8, 211
” registered articles............ 91-96 Totter Bl eeoeerieeereessenaenanens { gi, 'gi, ;73 2, 'gés
Despatch of mails......oooeeinniinnin. 64-75 . > ST 85
X . 5 Of Authority......ooovvnniinaiiies 1,2, 216
Directorate General of Posts............ Introduction. . . .
X R » s introduction to officials ...... 1, 2
Discharge of incompetent employés ...| 179, 180, 192 .
o . Letter-carriers, engagement of ......... 1, 4
Districts, postal ....covviniiinnnnt Introduction, . .
. Light and heavy mails................... 8g
Duty, official.....oovvcrirrennnnnennnnnnn 4 5 g res
R L . ) Likin formalities .....cccoivveniinninns 31, 99
Ediet, Imperial, inaugurating the Posts| Introduction, 116120, 20
Enclosures, forbidden .........ccoonvinnns 41, 43 99, 159 Loss of mail matter and parcels,.....( ! —209’ B
Engaging staff .....oocernnirininnionnn. 189, 190 Mail bags, closing and sealing of....... 73
Errors, correction and reporting of...{ %15, 79-85, 0 empty, to be returned
222, 257 PrOTAPELY weveevennneinnnnn 83
Exchange, rz.a;tes of.i...... ................ 264 by USC O eeiieirereirieiiaeeans 64
Express Delivery SHps .....ooevveriannnes 141, 142, 148 | matter, classes of, open to in-
. " ,, statement of... 245 spection .....co.ceennns 41
s letters and mails ....ueunninens 140-149, 160 » » criminal’s.....coeveennns 30




INSTRUCTTIONS FOR CLERKS-IN-CHARGE.

79

SUBJECT. PARAGRAPH. SusJECT. PARAGRAPH.
Mail matter, damaged.........c.o.o.nee 82 Office building......ccocviiirannnnnnnn 1,161, 162,166
’ 1 forbidden .......c..ovvvnens 29 , hours........ e eaaniaaas 15, 167, 201
" " inviolability of ......... . 27 » Practice ..o 15160
» .  opening of, by a Clerk, Offices, classification of ..........coentit Introduction.
forbidden............... 28, 29, 43 " lists Of, to be kept up to date.. 17y
» ,  safekeeping of ............ 36 Official business is confidential.......... 13, 27, 28
” ” suppression of, penalties 155, 156
0T+ 25 »  despatehes.............. { 97> 22356 59
» »  susplelous........ 29 w AZEtHEs ... 97, 158
» ” taxed ..o 121—-124 Officials, assistance from ................. 207
’ ’ unfranked ........oooiiinl 33 ” correspondence with ........... 208, 214
Mails, acce}eratmn of s 1o L rolations With..e..ooeoore.s fl 1,119, 120,
,» carried by couriers................ 32-35, 72 \| 2zo2-208
, damaged.........coocoeeeirneenn. 65 . requests from ..o 204
A0SDALER OF wvveereeenssseeenaee . 64— Oilcloth Wrappings....ccoovcvnrriinnn. 35, 72
» P , 4-75 . D
,,  monthly statements of ........... 214 On }’osbal Service ™. ...ooiiiinnn 154
o protection of ........eeeeenn. 35 Opening an Office ...... reern e 1
receiving 76-86 Parcel bagkets to be returned promptly 83
by TECEIVINZ....oevirrrrrsenicnrnnesions
. registered ........orrineereererennan. 51, 72, 78 s Way Billo.o 6g, 76, 8o, 81
,  robbery of, steps to be taken... 34, 120 Parcels, despateh of......coocooriiiiinn 68, 71
,,  transit, forwarding of............ 84, 85 »  packing, weight, value, and
Maps, postal 172 with insurance................ 56, 57, 50-61
Misconduct s, 200 ” three kinds of .......coviiinnnns 55
isc RRLREL I , N with trade charges: posting
Missing articles........oocoevnniiiinnnn 2, 113~120 and deliVery ..........vcoue.n. 55-63, 68, 71
,,  mails and mail matter. ...... { 86, 114-116, | Pay............ vttt ee e ears 191
209 Li
s LS. 242
Money Order Advice.......oo.coevnnnes { 12%3;2%3%31, Petitions....c.ocrirerrrrnserransmonennnes g, 211
3 . .
. ., fees, monthly statement ) Plan of Office building ........o.ccooeni. 1
OF e irarnieaseaee e 214 Postage due, assessment of, ete. ........ 45, 214
b OPABTS .oeiniiiiiiar e 125~139 » , collection of ............... 121-124
issued and cashed...... 128 130, 133, s Pprepayment of .............. o] 40, 45, 52
” ? L 246, 255, 260 o ratesof. 3743
" 5 losg of i 137 stamps, accounting for ...... { 17-20, 223,
New Year gratuities.......cooccrvieeeeres 183, 188 7 ' . 224, 243, 244
Notifications and notices................. 167, 199 ” »  cut, 0ot refzogmsed 49
Numbering of Bills ......evecevecracuerns 70, 72, 80 ” " dez‘;f:*:fatms and o 16
i ,» correspondence .......... 211 ) e 17, 1% 4
’ ,, misuse of, and pen-
" y; money orders............ 127, 128 alties FOT .vinnns 24, 25
Obliteration of stamps......c..c.o.oeenes 47 . , old, staff forbidden
Office archives and records............... 161, 178 todealin....... 23
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INSTRUCTIONS FOR CLERKS-IN-CHARGE.

Susrror. Paracrarn. SusiEcT, Psracrarm,
Postage stamps, postal employés may Relations with the public................ 195~201
not affix ........... 21 Reports on staff ..o 180
» »  requisitions for .,.... 19, 20, 242 ' 208, 20
. . 9, 213,
, ., safekeeping of........ 3, 26 »  special and periodical, ete. { 2’1 4 . 58
» » o osaleof 21, 261263 || Requisitions to be sent in time......... 215
» »  statement of sales... 214 Resignation ......cooveviieiniinineinennns 185
s » supplies of, records,
Ot v, 20, 173 g [12 35 26, 53,
Responsibiliby ... 113, 117, 119,
- . Union, when not re- 1 164, 239, 256
cognised ........... 5© Returned Letter Office................... 102
Postage-due stamps .........eevvennnensn. 121-124 ) , 3
Posteards, denomination of.............. 18 Robbery of mails: steps to be t,aken{ 34 122;; 197,
gost;ma,s:er Gfenerii, mst;uctlons from| Introduction. Safekeeping of mails and mail matter | 36, 85, 92
ostmasters, Hunehions of, OB enceene ” Scales and weights.........ccccicaneennnn 168
Presents forbidden........................ 192 . .
Prohibited articles it 4 s Security bonds ..........ciiiiiiiini 177, 18%
Promotion Trrrtmarmrnsneener ! 3]’ 8909’ ? »  cash deposits ......oceiiininnnss 181
"""""""""" » dePOSIEE.....iieeii i 182
” must not be petitioned for.. 9 66
Protection of mail matter ............... 27-36, 72 || Signature..........coiiiinniiin { 5;; i 57 7; 6789 ’
. . g [
Public, complaints by ......c.....o.oo.... 200, 209, 214 Signboards.......... ey aann 166
5  relations with.................. { b 4’2"’04; 195 Smuggling oo 184
Publications sold, statement of, for S 1eT 4755 v R S 4
2600UNES ...t vri e 248 Sorting express lefters.................... 145
Receipts for mails....cocvieneinininnnn. 75 Special treatment of certain artieles...| 154-160
’ ,, Official degpatgheg ......... 97 Staff,....cooniiannn. rrerenenaen vreanaeannrans 179-1G4, 214
" v PATCEIS cevveiiriereeaien., 55, 56, 62 »s Clerk’s relations with........... 11
” ,» registered articles.......... 53, 92 y»  private conduct of vecauvrnviannnn. 5
Receiving mail matter from other R 10 £ 178, 180
Offices.....cvunrieinennnnn. 76-86 b Belection of.........cciviseninniinnss 1,4
»” mail matter from the SEAMPING v ervvvrerrarnenreeercnansanas 47, 72, 87, 102
PUbli. o 44-63 » 10K cis i 48
Becords, ete. ..ocoovverensvernnvrenecannass 161-178 St Pé N ta Post
. . . amps ; se e gts ; .
Redirection and withdrawal of articles] 107-112 dug zzmgi)s; Sﬁiﬁe Zmﬁg;: ostage
66, 67, 18, 91, Qiatiatl ' 217
Registored articles..................... 92: 94:96,’{03: S@atxsﬁzcﬂ ..... ettt 217-220
104 Suspected articles ..........ovuiiiiinn.. 99, 159
) 66, 67, 70, Tariff of postage...... errraserre i 3743
” Letber Bill..ovucuiavnnen. { 78-80 Taxed mail matter..........co.cnnes 121~124
Registration.......coooeiiiinin o, 51-54 Telegrams ..oovvviirvnrrirrrareierirannanas 212
” of DeWSpapers............... 157 CTPACEE ™ 1 s niinisrsaeriasenerarnaerans 114, T15
Relations with the Postmaster......... 209-216 Trade charges, parcels with............. 55, 62, 63




INSTRUCTIONS FOR CLERKS-IN-CHARGE. 81

SuBJECT. ParaGRAPH. SUBJECT. PARAGRAPH.
Undelivered articles........... e { 1o1-106, 146, Weights and seales...........coovenernn o 168
147 ,,  units and standards of ........ 38, 39
Universal Postal Union................. 42 WARE MONEY. .. eeerareernreeeneaineeennans 193
Verification Certificate........c....oooeen. 775 79 Withdrawal and redirection of articles| » 107-112
Weighing. .. covvvreinncniiiniecannes 38 57 Wrappers, paper, use of............c.... 64
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