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INSTRUCTIONS REGARDING

ADLCITIONS AND ALTERATIONS.

1. This Manual is issued in “Loose-leaf Form’ and all
additions and alterations will be made by replacing pages
that are to be reviscd with reprints of the same.

2. Al pages of this Manual as at first issued have printsd

at the upper left hand corner the words “Original Page |

1
sve e

‘When a page is reprinted the first time, it will
have printed there the words ‘‘First Revised Page.... ... e’
instead. Each subsequent reprint of such page will have
printed there the same .words with the exception of the first
word which will be altered to sunit each case, i e., “"Second
Revised Page.... . .o ¥, “Third Revised Page... s eene »_ etc.
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; affix, thus, 50 2”,“75 a’ or *“100 a,”” as the case may be.

: i3 jnserted in the Manual the number in column 1 of

8. When an additional page is priated it will be num-
bered, according to its place in the Manual, with the number
of the page preceding it and will be distinguished by a Jetter

4, All additional and repriated pages issued will also
have. printed at the lower left hdnd corner a number. Such
numbers will be in consecutive order.

5. Additional and reprinted pages must be inserted in
their proper places in the Manual for use on the dates t'hey
come into operation and the old pages must be removed at
the same time.

6. Tach time when an additional or reprinted page

the Correction Record on Pages 6 to 8, which corres-
ponds with the nwmnber at the lower left hand corner
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of the additional or reprinted page, must be checked
off and the other columns, vizz—2, 3 and 4, properly filled
in. When the numbers in column 1 of the Correction
Record are properly checked off as additional and reprinted
pages are inserted in the Manual they will appear as checked

off in copsecutive order with no omission. If a higher
number is checked off and a lower one not, it will indicate
that a correction has not been received and application must

at once be made for a copy of the same.
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CHINESE GOVERNMENT RAILWAYS

STATION ACCOUNTS MANUAL

I—GENERAL RULES

1. The Station Accounts forms of the uniform system,
as well as the Instructions in the Station Accounts Manual
governing their use, have been approved by the Ministry
of Communications for use on all lines of the Chinese -Gov-
ernment Railways.

‘9 The forms themselves and the instructions govern-
ing their use may not be aliered or departed from withoul
the authority of the Ministry of Communications.
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8. The Railways may use forms in addition to those
prescribed in the uniform system when local conditions so
require but they shall report their use to the Ministry of
Communications together with a copy of the forms and
directions for use. Such additional forms and the dircctions
for their use must not conflict with, but must be supple~

mentary to, the uniform system.

4. The Railways may have additional copies of any

form prepared when this s required to meet local conditions.
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5. The Ministry of Communications expects that, in the
. L \

interest of the maintenance of uniformity, the’ Rail.‘w:zfyé will
avail themselves of the conditions in’ Rules ‘3 and 4 above
only in very special and " exceptional circdmstéﬁqes which

| cannot be met by amplification or amex‘rdrrnentv of the nniform

system,
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IL—INSTRUCTIONS

I The Revenues of the Government Railways are classi-
fied under the following four groups :i—
I Transportation Revenue, II Oiher Operating Revenue.

R-1 Passenger Service— R-6 Teclegraph.
Passengers. R-7 Profits of Central

R-2 Passenger Service—Other. Mechaunical Works.

R-3 Goads Service—Goods. R-8 Rents.

R-4 Goods Service—Other. R-9 Incidental Re-

R-§ Ferry Scrvice. venue.

III R-10 Aucxiliary Operations. IV R-11 Inlercha;xge of
Rolling stock.
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2.—The detailed classifications and definitions governing
same will be found in the Classification of Operating Re-
venues as prescribed by the Ministry of Communications.
which should be referred to.

8—In the preparation of Station Accounts and Returns
of Revenue, it should be roted that the Railway day com-
mences and ends at midnight. The Railway week ends at
midnight each Saturday. The ten daily periods end on the
10th., 20th., and last day of each month. The station returns
of earnings, unless otherwise specially stated, are to be
\ prepared for each calendar month.

In these instructions tbhe following definitions will be
observed : —
*“Paid®’ traffic is traffic paid for at time of booking.

“To Pay’’ traffic is traffic which will be paid for on
delivery at destination station.
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“Transport on Crediv’ traffic is traffic for which bills
must be issued by the Audit Office to those merchants and
nthers who have anthorised credit accounts.

4.—Form No. S. A.1 (a). Card Tickets will be used for

the bulk of Local traffic as well as for Through traffic where
:u_xiho_;ised. In the case of tickcts issucd to children the
triangular porticn containing the number, class and names
of departure and.destination stations, shall be cut off from‘the_—'_
end of the ticket, and the ticket itself shall be.stamped

“child”. Card tickets are also used whenever practicable
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for Sleeper,

Express Extra or Place, Excursion and

Return Tickets. The following colours have been laid down i

for the several

classes :—

Class Local Throunh

I Red Yellow

1L White Green

I . Biue Brown

1v. Blue with Brown with
yellow bar. green bar.

Platform Purple
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5. Form Nos. S. 4. 1(8) & (c). Paper and Strip Tickets
in these alternate forms are provided for use in cases
in which fraffic to certain stations is too light to permit of
a regular series of card tickets Deing supplied. They will be
qmachine numbered in one series. The station name to which
the passenger is booked and the fare are to be filled-in on
the ticket as required. When issuned for a child the child’s
control coupon shall be detached and the ticket itself shall be
stamped ‘‘child.”

In the case of the Sirip Ticket, (Form No. S. A. 1. (c)),
which is printed in sets of five on a stub, the part which
is detached at the time of the sale should be sent to the
Audit Office in support of the Return of Tickets sold. For
full particulars as to how this form of ticket is to be cut and
issued, see the instructions given below for Form No. S. A.

1 ().
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The icformation required by the stub should be filled-in

at the time of sale of each ticket.

6.—Form No, 5. A. 1 (d). A& Coupon Bock Ticket is
generally issued for Through traffic containing a separate
coupon for each Line cor Steanier rcute the passenger will
' travel over, as well as a child’s control coupon. Coupons
_termed “‘reduction certificates” are also zdded to coupon
beoks to admit of a passenger making side trips to places
of interest en route, should he so desire. The coupon
books are used in varying forms for circular tour, party trip
and other similar traffic ; the actual form being agreed upon
in cach case by the Railways concerned, When such tickets
are issued to children, the child’s control coupon must be

detached and each coupon in the book stamped ‘“child.”
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7 —Form No. S. 4.1 (). A Cotpon Strip ticket for Through
tfafﬁc is generally used for ordinary boukings and return
tourist traffic. This ticket is in the form of a strip of
coupons, one coupon being provided for each Line or section
of a Line the passenger will travel over, with a child’s control
strip added. When such tickets are issued to children, the

child’s control portion must be detached and each coupon in

thie strip stamped ““child.”
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8—Form No. S. A. 1 (f) A Sleeper, Expréss Exira or Place
Ticket is issued when a passenger holding an ordinary train
ticket desires to travel by an express train or reserve a seat
or sleeping berth. Paper tickets are used only when the
charge varies according to distance over any one Line, or

when the passenger is travclling over more than one Line.

When issued for a ch:ld, the child’s control coupon,

when provided, must be detached, and in all cases the

lickets must be stamped “‘child.”
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9—Form No. S. 4.1 (g). A Government Passenger’s Ticket
must be issued in all cases in which a government official
: travcllmg on duty is prowded with the necessary anthority,
in the form laid down, requiring that transportation shall be
provided over the Line concerned at reduced rates. It will
be prepared in triplicate with carbon paper, the original being
issued to the passenger, the duplicate to the guard and the
triplicate retained as a station record.

When 1 large demand exists for individual tickets for
government passengers, card ticksts may be used. ‘When
ordinary card tickets are used for this purpose, they must be
stamped ‘‘government.”

10.—FEorm No.S. 4.1 (h). The Privilege Ticket Certificate,
signed by a duly amhonsed officer of the Line to which
the employee helongs, will be exchanged at the station at
which the journey begins for an ordmary ticket which must,
| however, De stamped with the word “‘privilege” prior to
issue. The certificate must be sent to the Audit Office at
the end of the month in support of the Return of Tickets sold.
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11.—Form No. S. 4.1 (i). The Excess Fare Ticket in strip
form will be supplied in pads of any convenient number.
Each pad will be provided with a strong cover on which clear
instructions are given Te the method of indicating on the
ticket the cause for which it was issuzd. The amount
actually collected must be indicated under the heads “Fare”
r *‘Penalty,” Dby cutting the ticket below the numbers
required. The passenger must be given the part cut to in-
dicate the exact sum collected, and the remainder of the
ticket must be sent to the Audit Office. Great care must be
exercised in cutting the strips on this ticket before issuing
same to the passenger. For example, if a fare, of say $9.55
is collected, the ticket would be cut on the left half in the
$ columns under the O and 9, and in the cents columns
under the two figures 5. {n the case of the penalty of $4.80
exacted in addition, the right half would be cut in the §
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columns similarly under the 0 and 4 and in the cents columns
under the 8 and 0. The parts so cut out would thus indicate
the exact amount collected, and would Le given to the
passenger, the remainder being sent to the Audit Office.

12.—Form Neo, S. 4. 1.(j}). The Seasen Ticket is issued
in two forms. One nmst be renewel monthly by the
passenger, but the other will be good for nuse unmtil the
total number of irips provided for are completed. The
monthly form will be jssued in a differeat coloureach month,
but the other will be on white, It wili be noticed that the
numbers on each form are printed in a duplicate series so
that the ticket may be punched once when the passenger
~ is passing the barrier on entering the platform, and again on
the corresponding number when it is checked by the Ticket
Examiner (or Guard) on the train.
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When issued for a child, this ticket must be 'stam"ped
“child.” R
If other special forms of periodical tickets are in use, rules
governing the issue and control of same will be advised from

time to time as required.

18.—Fuerm No. S, A. 1 (k). The Baggage Ticket is printed
in triplicate, the original being ‘‘for owner,” the duplicate
“for guard” and the triplicate “‘for record.” The labels at
the foot of each all bear the same number as the ticket itself.
Ahy unused labels must be sent to the Audit Office ddily.
One series of numbers may be used from each station of
origin tb all Lines to which Through bookings are made.
Attention is drawn to the conditions printed on’ the back
of the ticket.
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14.—Form No, S_A.1 (I). The Baggage or Parzels Declara-
ifon of Value will only be used when the consignor wishes to
insure a package. It must be filled-in and signed by the
consignor. The Baggage Clerk must be careful to see that
such packages are properly packed, locked or sealed and

secured before accepting same for insarance.

15.—Form No, S. 4. 1 (m) The Insured Baggage Ticket is
used in a similar manner to Form No S. A. 1. (%), but,
in addition, details are given on it of the contents and value

of each package insured.
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16.—Form No. S. 4. 7 (1z) Tha Parcels Ticke! is printed in
triplicate and used in a similar manner to the Baggage
Tick=t. For the public the ticket will be printed on white,
and for “‘Service” on red paper. Attention is drawn 1o the

conditions printed on the back of the ticket.

17.~—The weight and amount for each parcel should be
distinctly entered and checked on every parcels ticket on
which more than one parcel is booked to the same con-

signee, before it is despatched from the station:
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18.—The receiving station must carefully check the
weights and amounts on all parcels tickets before delivery,
and collect any undercharges made. Such undercharges
should be distinctly entered in Form No. S. A. 10 (d) in the

case of Local traffic, and in Form No. S. A. 18 (b) in the
case of Through traffic.

19.—The orginal charges on a parcels ticket must not be
altered at the receiving station. Any undercharges or over-
charges detected should be written across it. Overcharges

may be refanded by the receiving station, which will,
however, be held responsible for and be required to make

good all erroneous refunds,
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20.—Before delivery of a parcel the consignee must

produce the parcels ticket issued to the sender at the for-

warding station. Parcels must Dbe delivered only to the

consignee named in the parcels ticket, or to the person to

whom it has been endorsed by the previous holder.

Should the parcels ticket be lost, a full receipt on Form |

No. S. A. 17 giving all the particulars of the ticket, should

be obtained from the consignee named in the guard’s copy.
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91,~ Form No. S. 4. 1 {n-ii) The Servicz Parcals Ceiificate
is printed in duplicate, the original being signed Ly the
officer concerned and sent to the station master together
with the service parcel and the duplicate retained for
record. The station master on reccipt of the certificate and
parcel will, in the case of local troffc issue a Service
Parcels Ticket, (Form No. S. A.1 (n-iil), to the sender and
fill in the ticket pumber in the space at the foot of the
certificate. In the case of throngh traffic the Through
Parcels Ticket, (Form No. S. A.1 {n-iv), will be vsed and
will be endorsed ‘‘Service Parcel.”

The certificate must be sent to the Audit Office by the
station master with the daily Cash Remitiance Note together
with other vouchers in support of “On Credit” traffic
booked during the day.
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92.—TForm No. S. A. 1 (o). The insured Parcals Ticket is
used in a similar manner to Form No. S. A. 1 (1), but in
addition, details are given on it of the contents and value of

each parcel insured.

28—Fo-mNo.S. A.1(p). The C. 0. D. Parcals Certifizate is
printed in quadruplicate, the original being sent to the Audit
Office, the “‘certificate’” being given to the consignor, the
“advice” sent to the receiving station, and the quadruplicate
retained for record at the forwarding station. Care must be
taken to see that the comsignor signs the declaration of

value printed at the foot of the original.
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24—The amount of C. O. D. shall be shown in the
currency in use by the despatching railway, and sha'l be
collected in that currency or, at the option of the destination
railway, shall be converted, when collected from the
consignee, into the currency in use by the destination
raliway at rates to be fixed from time to time by the destina-
tion railway.

25.—0On arrival of the C. O. D. parcel, the receiving sta-
ticn shall acvise the consignee by filling-in and posting the
slip provided for the purpose at the foot of the “*advice,” and
request him to take delivery of same within seven days, by
payment of the tctal amount due.

26.—C. O. D. parcels stall be delivered to the consignee
only in exchange for the amount due.

The receiving Station Master shall be responsible for all
losses resulting from the delivery of C. O. D. parcels to
consignees without collecting the amounts due.
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27.—The amount shall be paid to the consignor in ex-
change for the ‘‘certificate,” as prompily as possible on
receipt by the furwarding station of the “‘collection notice”
attached to the “‘advice” which will be returned by the
receiving station immediately it has collected the sum due
from the consignee. ‘The ‘‘collection notice” must be des-

patched by registered service correspondence.

28.—Applications for alteration of the amount of C. O.D,,
the cancellation or the subsequent declaration of the con-
signment as C. O. D, shall not be accepted after the parcel

has been sent out from the forwarding statioax.
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29—1In case the consignee refuses to receive the C. O. D,
parcel or does not take delivery within seven days of its
arrival, the receiving station shall ask the forwarding sta-
tion for the consignor’s instructions as to the disposal of the
parcel. When the reason for the refusal to take delivery of
ihe parcel on the part of the consignee has to do with the
C. Q. D. service, the cancellation or reduction of the amount
ray be allowed on request of the consignor.

The consignor’s instructions shall be communicated in
writing by the Station Master of the forwarding station to
the Station Master of the receiving station.

30.~In the case of cancellation of the C. O. D. service or
reduction of the amount, the "‘certificate” shall be disposed
of in accordance with these instructions. No refund of the
commission already collected shall be made even if the C. O
D. service be cancelled or the amount reduced.
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-81. Form No, S. A..1 (g) The Misceillaneous Traffic Ticket
is printed in triplicate, the original copy being “for owner,”
the duphcate “for guard’’ and the triplicate +‘for record””
This ticket is to be used - for booking all descriptions of

passenger traffic except Baggage and Parcels:

82 —Form No, S.A. 1 {r) A Reserved Accommedation
Ticket will be issmed whenever a passenger desires more |
accommodation than is usually allowed oa an ordinary ticket [
for an individual. It is printed in duplicate, the original
being for the passenger and the duplicate for record. One
series will be used for a!l classes and. destinations.

Note :—In cases in whick demurrage charges on reserved ;

[m;nayes are rq:lected by station masters, a reseipt

wmay be issued on this form,
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83, —Form No. S. A.1 {s). A Baggage Storage Ticket "will
be used when a passenger wishes to leave any personal
baggage or parcels in the custody of the Railway for a time.
The lower half must be torn off at the perforated line and
handed to the.owner who will be required to produce anl
return same before delivery. The upper half will be at-
tached to the packége. A separate tipke‘t must be used for
.| each package stored. All Jower halves must be sent to the
Audit Office.

In the case of baggage arriving in advance of owner the
whole of one of these tickets will- be attached to each
‘package on the date on which it is actually received:

The lower half will be completed in the presénce of the
owner when he calls to claimthe baggage.
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84.—Form No, S, A. 1 (¢). The Free Pass (check form)
is issued for single joumeys only, separate passes, so
marked in large type, being issued for ‘“up” and *““down”
journeys respectively. Ticket Examiners‘ on ftrains and
Ticket Collectors at stations must be careful, at the time of
collection, to sign and return to the helder the form of receip’g

attached to the pass.
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85. Form No,S. A.1 (u). The Students’ Ticket Cerlificate
will be issued by the Traffic Manager for local and through
journeys respectively and either for single or return journeys
as the case may be. In the case of certificates presented for
single journeys, the station master at the starting station will
collect the reduced single fares as specified on the certificates
and shall issue single journey tickets to the holders in lien
of the certificates. In the case of cartificates presented for
return journeys, the station master at the starting station
will collect the reduced #eturn fares as specified on the
certificates and shall issme single journey ftickets to the
holders in lieu of the certificates. He must also be careful
to complete and sign the entries certifyving the collection of
the return fares at the foot of the Return Journey Orders
and return them to the holders so that tickets may be obtain-
ed for the return journey. On presentation of the Return
Journey Orders at the station of return the station master,
provided the orders are properly filled-in and signed by the
starting station, will issue single tickets for the return trip
free of charge in lieu of the Return Journey Orders.
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Certificates and Return Journey Orders which have been
altered and on which the alterations have not been duly
certified or initialled by the Traffic Manager issuing them
must not be recognised.

Certificates and Return Journey Orders for which tickets
have been issued will be forwarded by the station master to
the Audit Office with the Cash Remittance Notes for the
days concerned.

86—Form No. S. 4. 2. The Requisition for Tickets must be
submitted to the Audit Qffice punctually on the 8rd of each
month. Atthe close of each month station masters must go
through their ticket cases most carefully, and if there are not
sufficient tickets on hand to meet requirements for three
months, must indent for sufficient tickets to bring their supply
up to three months’ requirements. In all cases where there
are not more than five passengers to any one slation in a
menth, paper or strip tickets should be used. All kinds of
goods invoices which are machine numbered must also be
indented for on this form. A duplicate copy is to be retained
as the station record.

Cliw i an
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Ot arrival, tickets and invoices must be carefully examined
and counted by station masters. Dauplicate tickets and
invoices, and tickets and invoices wrongly printed, must be
teturned at once to the Audit Office.

87.—Form No.S. 4.8. The Ticket Stock Book must be
written up so as to show in full detail the entire stock of
tickets received ata station. A page wjll be set apart for each
station to which printed tickets are supplied. Similarly paper
or strip tickets, tickets for baggage, parcels, miscellaneous,
etc., in fact tickets of all kinds, must be entered on separate
pages. All supplies of goods invoices which are machine
numbered must also be entered. This book must be posted
up as soon as tickets or invoices, supplied upon requisition,
have been counted and examined. The entries must be
jnitialled by the Station Master, and subsequently by the
Travelling Auditor when he has checked same.

s ol - ) o .
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38.—Farin No. S, A. 4. The Ticket Collectar’s Report will
be used by all stations and will be filled in by Ticket Col-
lectors and others concerned as indicated by the columns
therein. In the case of ordinary tickets the commencing
and closing numbers collected off cach train must be entered.

89.—For Lines on which tickets are collected at stations,
after the depariure of the last train for the day, the collected
card and paper tickets and free passes for the day are to be
arranged by “‘stations from,’’ in the progressive order of
their numbers, and securely tied in separate packets for each
“‘station from,”’ after which they will be put into a ticket
bag together with a report in this form, and despatched 1o
the Audit Office. The bag should be carefully tied and
sealed so that no tickets may slip out. Tickets upon which
excess fares have been collected should be tied up into
separate packets. Any irregularities noticed in collecting
the tickets should be mentioned in the “remarks’” column of
the form.
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For Lines on which tickets are collected on trains, the
same procedure will be followed by the guard or conductor
responsible. ’

40—Forms Nos. S. A. 5 (a) and (D). The Passenger
Revenue Day Book is printed in two sizes. The large size
(form (b) has columns provided to show the transactions for
each train, and will only be used at large stations as a rule.
The size of this form will be adapted to meet the conditions
obtaining at the stations for which it is issued. The small
size (form {(a) has no separate columns for recording the
transactions for each train, and wiil be used at small stations.

Each day, before commencing to issue tickets, the Book-
ing Clerk should see that the ticket at the bottom of each
tube is partly drawn onf, and that the number on each ticket
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sodrawn out, corresponds with the number of that des-
cription of ticket already entered in the Passenger Revenue
Day Book as the ‘‘closing number”’ of the previous day. This
precaution will enable the Booking Clerk to ascertain readily
at the close of the day for what stations tickets have been
issued without checking the contents of each tube, because
the tubes from which tickets have been issued will have no
tickets projecting.

At the close of the month the lowest numbers of all kinds
of tickets in stock must be entered in this book, whether there
have been sales during the month or not.

41.—The record of the issues of ail tickets, whether card
or paper, as well as of all other receipts from Passenger
traffic for which the Station Master is responsible, is made in
this book. In fact, the Passenger Revenue Day Book is a
complete daily record of all the Passenger earnings ata
station.
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42.—1In the case of form (@), as socn as the last train for
the day has left, the various stations to which tickets have
been issued will be ascertained from the issuing tubes and
counterfoils of paper tickets, etc.. and the closing numbers,
which will be the lowest numbers cn hand, will then be
filled-in in column 3. The commencing numbers being, of
course, the closing numbers of the last date of issue, must
1 be filled-in in column 2. The difference between columns
2 and 8 will be entered in column 4, and the actual number
of tickets to be accounted for, after deducting the unsold half
tickets, if any, and non-issued tickets, will then be entered
in column 9. This number multiplied by the fare, column
11, will give the amount to be entered in column 12. The
progressive totals in columns 6, 8, 10 and 13 respectively
must be carried forward from day to day during each month.
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The totals to be entered for each day will be obtained by
adding the figures contained in these columns for the previous
day to those entered in columns 5,7,9and and 12 respectlve-
ly for the day the entries are made.

In the case of form (b) the columns uader ““Closing Num-
bers” and ‘ Amount Received” must be headed with the
numbers of the trains for which bookings are made during
the day and the closing numbers and amounts received must
be entered in the columns to which they relate immediately
after the departure of each train. At the close of the day the
daily and progressive totals must be entered in the same
manner as laid down above for form (a).

The non-issued, unsold half tickets and child’s control
coupons must be forwarded to the Audit Office in accordance
with instfuctions received from the Chief Accountant.
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43 —In practice it will be found convenient to first enter
all stations to which third class tickets have been issued;
then the 2nd and 1ist class tickets. The entries should be
made in station order, “‘up” stations first and “down”’ sta-
tions next. After the sales of regular tickets have been
entered, seasoa and and other tickets, etc., should be entered
if any have been sold, and finally the earnings for excess
fares, baggage, parcels, miscellaneous traffic, etc.,, each
in a separate line showing the tolals “for the day. The
grand total for the Jay will then be struck and the amount
compared with the actual case in the till or safe. The
result must be shown in the Day Book by writing under the
total :—
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The entries for the day will then be ruled-off and signed
Ly the Station Master.

44 —Before signing the Day Book the Station Master
should satisfy himself that the amount of premium on small
coins and other depreciated currency is correct, and record a
brief memo. daily showing the gross amount collected, the
amount to be accounted for calculated in accordance with
the tariff, and the diffcrence which will be the amount
remitted for premium.
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45.—If necessary, more than one page may be used to
record each day’s transactions, the totals being carried
over and brought forward from page to page, care being
taken to enter the correct date on each page. At large
stations separate pages may be used for ‘‘up” and “down™
traffic, but, of course, one total must be struck for the day.

The entries for Through traffic should be so made as to
form a separate group for each day’s transactions, the Lines
booked to, and the stations on them being entered in the
order required by the Railway Clearing House. If necessary,
a separate subsidiary record in form (a) may be kept at
large stations for Through Traffic transactions, the total
being transferred in one entry to form (b) in order to obtain
the aggregate for the day.
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46.—Cash received from departmental officers, on the
form prescribed for the purpose, for transmission to the
Audit Office, must be entered last of all the entries for each
day, and included in the tetal for the day.

47 —FErasures must 01 720 account be made in this book.
Incarrect entries should be neatly scored thro’ so as to leave
them still legible, and the correct ones entered above them,

the correction being initialled.

48—Form No. S. A. 6. The Summary of Passenger Revenue
is purely a station record, the figures against the line “total”’
for each column being carried into the Passenger Service

Balance Sheet, Form No. S. A. 15.
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" 49,—The total number of passengers and the amounts
under each head will be obtained from the Passenger
Revenue Day Book, Forms Nos. S. A, 5 (a) and (b). In the
case of through traffic the tolal figures must be subdivided fo
show the shares due to ““Home Line” and “Foreign Rlys.”
The “Home Line” figures will be obtained by taking the
-home lines shares of through fares for each class and descrip- |
tion of ticket and multiplying these by the number of passen- '
gers booked during the day. The difference between the
“Home Line” shares so obtained and the total amount
collected for through passenger fares will give the figures to
be entered under ‘‘Foreign Rlys.” In the case of through
baggage, parcels and miscellaneous traffic the calculations for

“Home Line” and *“F oreign Rlys” must be made in the spaces
provided for that purpose on the counterfoils of the tickets
and the total of these for the day will give the amounts to be
entered under each head.
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The figures must bz entcrad daily into this form and
tot1l'ed every ten days for the purposés of the Approximate
Return of Traffic, Form No. S. A. 63. At-the close of the
menth the totals eof each column should be struck and the

cross totals tallied.

50 —Form No. S. 4.7 (a) and (b). The Returns of Tickets
Cold, Local and Through, are posted from the Passznger
Revernue Doy Book. The commencing numbers may also
be taken from - the previous month's return, if found
more convenient, {f.c., the previous month’s closmg
numbers will bz the succeedmg month’s commencing num-
brers. The numbers to be accounted for will be the differ-
ence Detween the commencing and closing numbers. In
the coluinn ‘‘not issued’’ will be shown the tcotal number of
non-issued tickets pius half the number of unsold half-tickets
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(if any), as per the detailed statements at the back
of the return. The difference between the numbers
entered in the-columns “to be accounted for” and “not
issned” will be the number issued, which, multiplied by the
fare, will give the amount.

51.—Details of blank tickets sold each month must be
given in the respective ‘“‘class” columns under the entries for
sales of ordinary card tickets. When there are no sales of
card tickets to certain stations, the lowest numbers of the
tickets on hand for each class must be entered in the column
““‘commencing numbers.”’ In other words, the lowest numbers
"of all kinds of tickets in stock must be entered in the retura
whether there have been sales during the month or not.

Platform tickets and also receipts from Reserved Accom-
modation tickets should be accounted for on this form.
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52.—In the case of Through traffic the Home Line pro-
portion only should always be filled-in in form (b) before it
is submitted to the Audit Office. The remainder of the
“proportions” columns will be left blank for the use of the
Railway Clearing House. Separate returns must be made
out for different kinds of Through traffic, as required.

58.—Form No. S. A, 8. The Return of Season Tickeis,
Privilege Tickels Certificates and Free Passes issued will, as a
rule, be submitted as a separate return in each case, to the
Audit Office by the Head of the Department isstiing same.
In cases in which Station Masters are entrusted with this
duty, the return must bz prepared and submitted by them.
Of course, collected season tickets and free passes must be
shown on Form No. S. A. 4, and not on this form.
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54.—Form No,S. 4. 9. The Return of Excess Far¢s must
l;e posted from the Jower or unissued portions of excess
fare tickets, by Ticket Examiners, Guards or Station
Masters, as the case may be. The return supported by ti)e
unissued portioas of cxcess fare tickets together with the
cash collected by Ticket Examiners or Guards must be
handed in daﬂy to the Station Master concerneld as may be
arranged locally for each Line. On receipt of sarie the
Station Master concerred will give a serial number to each
return in the order in which it is received, and, at the same
time, fill-in the progressive total of the amounts collected on
each. The returns, supported by the unissued portions of-
the tickets, must be sent to the Audit Office every ten days,
care being taken, however, to carry forward the progressive
numbers and totals to the end of the month.
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55.—The following are the classes of items for which
excess fare tickets are usually issued :— .

{(#) Charges recovered from passengers for travelling
without tickets.

(b} Charges for bver—ric'ling, i.e., ﬁ‘avelling beyond the
stations for which tickets are issued.

(c) Charges for riding in a higher class of carriage
than that for which tickets are issned.

{d) Charges for demurrage on reserved carriages.
Note : —In cases in which demurrage charges on reserved
carriages are collected by station masters, a receipt

-may Qe issued. on. the Reserved Accommodation
Ticket, Form No, S. A. 1 (7).

56.—Form No. S. A. 10 (a). The Retura of Local Baggage
Forwarded shou'd be posted daily from the triplicates of the
tickets issued. Each description of traffic “up” and “‘down” |
miist be posted separately under a written heading, The
return must be sent to the Audit Office every ten days, care
being taken, however, lo carry forward the progressive totals
to the end of the month.
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57.—Form No. S. 4. 10 (b). The Retiarn c¢f Local Baggage
‘Received must show the details and total of baggage arriving
during the month for the purposes of audit check with the
corresponding returns rendered by stations from which the
traffic was forwarded. It will be posted daily from the
collected tickets, which must be ingluded in the returns for
the month in which they were issued, irrespective of the date

of collection.

58.—Each déscription of traffic “ap” and “down” must be
posted separately under a wntten heading. Inwards unbooked
traffic and underchdrges are to be accounted for in this return,.
which must be sent to the Audit Ofiice every ten days accom-~.
panied by the collected tickets, care being taken, however,; to
carry forward the progressive totals to the end of the month.’ :
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59. Form No_S. 4.10(c). The Return of Local Pareels
Forwarded should include all ordinary'parcels forwarded during
the month. It will be posted daily from the station copies
of the tickets and must be sent to the Audit Office every ten
days, the progressive totals being carrizd forward to the end
of the montl;. Separate returns must be made for “paid” and
“tg pay’’ traffic; also for service parcels the numbers on

the certificates for which should be shown.
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60,—~Forit No. S.4.10(d). The Relurn of Loeal Parcels
Received should include all ordinary parcels received for the
month, It will be posted daily from the “owners” copies
of the tickets, and is used for the purpose of checking the
corresponding returns received from forwarding stations. It
will be prepared and submitted fo the Audit Office together
with the collected tickets, in a similar manner to Form No.
S. A.10 (b) referred to above, but separate returns must be

made for “paid” and ‘‘to pay” traffic; also for service

parcels,
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61.—Form Nos, S. 4,10 {¢) and (f). . The Returns of Local
Miscellansous Traffic Forwarded and Received will be prepared
and submitted in a similar manner to Forms Nos. S. A. 10

(a) and {b) with which they are identical.

62.—Forms Nos, S. 4. 11 (@) and (b). The Returns of Local
C.0.D. Parcels Forwarded and Received will be prepared and
submitted to the Audit Office in 2 similar manner to Forms
Nos. S.A. 10 (c¢) and (d). AUl sums collected by Station
Masters from consignees must be remitted to the Audit Office

along with the rest of the station cash for each day.
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63-—Form No. 5. A.12 (a). The Relurn of Through Baggage
Forwarded must be compiled in a similar manner to Form
No. S. A. 10 (a), and should similarly be submitted every ten
daysby stations at which the traffic is Jarge. At stations at
which the traffic is light, it will be submitted monthly. In
both cases it should reach the Audit Office five days after
the close of the period to which it relates. In the cass of the
ten daily periods, care must be taken to carry forward the
progressive tofals to the end of the month. Separate returns
must be made out for different kinds of Through traffic, as
required, the Home Line proportion being the oaly one to be
filled-in.

These instructions- will apply also to Forms Nos. S. A, 12
(b), (c) and (d), and 13 (a) and (b).
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64 —In the case of columns 5 and 6 of this form (No. S.
A. 12 {(a) it is necessary that full information should be
given of tickets used for baggage registration. Where the
stations of issue and destination of the passenger tickets
are the same as those between which the baggage is
registered, the numbers and classes of tickets only are
required, but where tickets are used for registration of Bag-
gage over only part of the journey for which they are
available, it is necessary to show the stations of issue
and destination in addition. In case of Return Tourist
or Ciicular Tour tickets used for registration of bag-
gage the stations of issme should be entered. The same
information should be given in cases of all kinds of China-
Japan or other through tickets, or tickets issued by Tourist
Agencies.
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65.—FormNo. S. A. 12 (b). The Return of Through Baggage
Received must be compiled similarly to Form No. S. A. 1
{(b), and also as indicated for Form No. S. A.12(a). It
should include only collected tickets issued during the month
to which the return relates. If tickets for any particular
month are collected on dates snbsequent to the date of sub-
mission of this return, they should be included in a supple-
mentary return for the month concerned. All collected

tickets must accompany this return.

66.—Form Nos. S. 4,12 (¢) and (d). The Returns ¢f Through
Miscellaneous Traftic Forwarded and Received must be compiled
and sobmitted on similar forms and in the same way as for
baggage, when such traffic is carried.
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67.—Form No.S. 4.13 (a). The Return of Through Parcels
Forwarded must be prepared in accordance with the instruc-
tions given above for Forms Nos. S. A. 10 (c) and 12 (a), as

far as they can be applied to this return.

68.—~Form No,S. 4.13 (b) The Return of Through Parcels
Received must be prepared in a similar manner to Form No.
S. A. 12 (b). All parcels must be entered in this return on
the dates on which they are actually received. In the case
of parcels received in a month subsequent to that in which
they were forwarded, a suppl_ementary return must be

prepared and forwarded for the month concerned.
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69.—Form No. S. 4. 14. Thz Relurn ¢f Storage cn Baggage,
Parcels, etc., should record all charges levied for demurrage,
according to tariff rules, on baggage arriving in advance of
passengers or left at stations for temporary custody, and on
parcéls, etc.

It is prepared in duplicate, the original being sent to the
the Audit Office supported by the lower halves of Form No.
S. A.1 (s). The carbon copy is kept as the station record.
Entries will be made from the tickets on the actual dates on

which the charges are collected.

At stations where the transactions are numerous, the

return will be submitted every ten days, otherwise monthly.
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70.—Form No S. 4. 15. The Passenger Service Balance
Sheet i‘S? summary in classified form of all station debits and
credits for the month to which it relates. The entries on
the debit side will be obtained from Form No. S. A. 6. and on
the credit side from the Cash Remittance Notes and. other
vouchers representing duly authorised payments from station
cash, or special credits to be adjusted by the Audit Office.
Vbucﬁers _enfered i}z the Cash Remittance N;Jte represent

money to be collected by the Audit Office.
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71~1In preparing this return, Station Masters must bear
in mind that they are debitable with all sums for which they
must render an account to the Audit Office, and creditable

with all sums they pay to the Cashier, or for which they
submit duly attested vouchers.

72.—The debit entries comprise :—

(i) The debit balance (if any) from the previous
month’s account.

{ii) The traffic earnings of the month under the
different subheads as detailed in the several
returns particularised in the form.
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(iii) Undercharges advised during the month by the

Audit Office.

(iv.) Discrepancies advised by the Audit and Cash

Offices, not previously taken to account.

(v.) Excesses in booking.

(vi.) Miscellaneous transacvions not shown in the

returns, of which full particulars must be given,
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73.—The credit entries comprise :—

(i) The total cash, including cheques, native orders,
bank notes, etc., remitted as per Cash Remit-
tance Notes.

(ii) The vouchers in lieu of cash forwarded to the
Audit Office for collection with the Cash

Remittance Notes.

(ili.) Payments made on refund orders and other

vouchers.

(iv.) Special credits advised by the Audit Office,

see also Instruction 127.
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74.—The “Advice of Audit” should always be carefully
examined, and if there is a debit against the station, it should
be taken to account in the month following that to which it
relates ; e.g. the advice of audit for January should always be
taken to account in the Balance Sheet for February, and
the money should be szat to the Cashier the day after re-
ceipt of the advice, unless the Station Master finds there is
an erroneous debit, in which case he should at once write to
the Audit Office giving full details of same.

75.—Full details of the closing balance “(if any), must
be given on the back of the form, with particulars' of
the steps taken to clear each item, and the date by which a
settlement may be expected.
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78.—Form Nos. S. A. 16 (a) and (b). The Passenger
Transmit Memas Leecal and Through are merely lists of the Pas-
senger Balance Sheet and connected monthly returns sent by
stations to the Audit Qffice. The carbon copies remain at
the sfation and the originals accompany the ‘returns sub-
mitted. It should be despatched to the Audit Office not later

than the 5th of the month following that to which it

relates.

Optional forms Nos. 16 {c) and (d) may be drawn up by
Chief Accountants for use in transmitting traffic returns every

ten days.




B 5 601 - : RETIHAEM B—H 1T
Original Page 69 Effective from April 1, 1926

gL+ w%#ﬁ'ﬁwﬁﬁfi L4 g
T T35 10 58 22 L A B 5118 — 5 U
+Ul’lbr):ﬁ"‘ M4 | P (TR
60)I% gElk

BLTAKE BRI 17— KR R
, i

HREEE EE R B A u@[hﬂﬁ%‘:
”*%“Mc%%@;)\%m{f AATEE
AV YT ety Rt RS ) |
W2 B \ BB 35 AR G B BT
B 2 TATZBICE J(BIRA L () [,
FEEE R 1 (4) TR AR
W JCERRE LT XEWM%J
GRS (22) B (23) BRI

77.—Should there b2 no particulars or no-traffic to enter
on any of the returns a “Nil” return (Form No. S. A. 60)
should be sent in accordance with the directions given in

Instruction 144,

78.—Form No, S, . 17. The Indemnity Bend will be kept
in stock by Station Masters and supplied to consignees only
when occasion ariscs. Before delivery of a baggage,
parcels, miscellaneous or goods consignment the consignee
must prodace the baggage receipt (Form No. 8. A. 1. k),
parcels ticket (Form No. S. A. 1 (n) miscellaneous
ticket (Form No. S. A.1 (q) or the goods receipt (Forms Nos.
S. A. 22 and 23) obtained from the forwarding station.
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Failing this, delivery may only be made or presentatiéfi of
this form duly filled-in with all the particulars given on the

baggage, parcels, or miscellaneous ticke: or goods receipt. |

79.~The bond must be signed both by the consignee and
by a guarantor. Great care should be exercised by Station
Masters to prevent the delivery of baggage, parcels and

goods to fraudalent claimants.

In all such cases of ‘‘paid” consignments, the forwarding
station should be teh,graphed to before dehvery to ascertain

Whether the frexght was. nctuaﬂy pald or not.
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80—Form No. S. A.18. The Return of Sundry Receipis
will be written up daily at stations and will record all
miscellaneous receipts for which no provision has been made
in the other station return forms, such as Rents, Fines,
Vendors® fees, Ricksha and other licences, fees charged for
Cancelling tickets, etc.

Into this form will also be transferred, at the end of
each month, the total monthly receipts from Platform
Tickets, Handling Charges, Insurance Charges and C. O. D.
Commission which, although recorded in the Returns of
Tickets Sold, Baggage and Parcels, etc,, returns, are not
entered in the Passenger Service Balance Sheet as part of
the freight charges from these sources. These entries should
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be made after the last daily station items have been included
and an explanation of the source of the transfer should be

given in Column 2 of the form, as under :—

(a) Total C, O, D. Commission
or
(b} Iandling Receipts for baggage
or
{c) Handling Receipts for parcels
and so on, and the totals of such receipts should be extended
into the proper columns.

The totals for the month, at the foot of the form, will be
transferred to the Passenger Service Balance Sheet, Form No.
S. A. 15, against the proper heads,
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81.—Forms Nos, S. 4. 21 (a), (b) and (¢). The Censignor’s
Note is used when merchandise is brought to a station for des-
patch by goods train, the consignor being required to fill-in
and sign the form which will remain at the forwarding station
as a record of the origin of the transaction. The particulars
required by the form should be carefully and fully stated.
The goods should, as a rule, be weighad in the presence of
the consignor so as to enable him to himself fill-in the
weight. For goods to be shipped at owner’s risk, Form No,
21 (a), the Owner’s Risk Consignor’s Note, will be used and
will be printed in black ink on white paper. For goods to
be shipped at railway risk, Form No. 21 (b), the Railway
Risk Consignor’s Note, will be used and will be printed in
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red ink on white paper; and for service traffic, Form No. 21
(c), the Service Consignor’s Note, will be used and will be
printed in black ink on red paper.

82 —1If goods are received in a damaged condition from
the consignor, the fact should be noted on the consignor’s
note, the goods receipt and on all subsequent documents
connected with such goods.

83.—The form should be progressively numbered fo
each year commencing on the ist January. This number
should be writlen by the Goods Clerk on the right hand top
corner and should also be entered on the goods receipt and
all connected documents.
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84.—Form Nus. S. 4. 23 (a), (b) and (c). The Goods Recaipt
and Inveice, Lacal is prepared at the forwarding station from
the Consignor’s Note {Form No. S. A. 21). It is prepared in
triplicate with carbon, the original being the };oods receipt
which is handed to the consignor who will send it to the
consigaece, the ‘duplicate is the invoice which is handed to
the guard for delivery to the receiving staticn, and the |
triplicate is retained at the forwarding station for record.
Different commodities must be shown separately even though -
they belong to the same class and be comnsigned to the same
person, and there must not. be more than one invoice. for
each consignment. Only one consignment should be entered
on each invoice. -

When several wagon loads are dealt with.as one ¢onsign-
ment, the wagon numbers must be entered in the column
headed “description of goods.”
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‘When a consignment, or part thereof, has been left be-
hind, »mis-serflt or over-carried through error, the conveyance
of the.g;)ods to the correct destination station shall be
covered by an ordinary invoice on which shall be entered
reference to the original invoice for the consignment.

This form is printed o2 white paper and in black ink
for “Paid-” traffic, in red ink for ““To pay” traffic and in

purple ink for “‘On credit” traffic,
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85It is of the greatest importance that .it should be
correctly made out and totalled. The additions should
always be rc-sxamined. Errors originating in invoices are
liable to run all through the accounts, as invoices form the
basis from which the returns of goods traffic are compiled.
The original amounts shown on invoices must not on any
account be altered. .

Should any error be discovered at the forwarding station
the invoice may be cancelled and a-fresh invoice issued on
which reference should be made to the cancelled invoice in
lieu of which it is issued. Cancelled invoices for local
traffic must be sent to the- Andit Office and these for
through traffic to the Railway Clearing House.
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Under and overcharges discovered by the receiving

station will be endorsed on the invoice in red ink.

86.—The delivery clerk must bz carcful to see that the
Goods Receipt when presented is in every way correctly
prepared.  Goods are not to be delivered to arly person
othor than the consignee named on the Gosds Receipt, or to
the person to whom it shall have been properly endorsed.
When a Goods Receipt is endorsed the delivery clerk must
bz car.ful to sce that each endorsement is mads by the
previous ho'der. A duplicate must under no circumstances
be issued for one that is lust. Ie such cases the procedure
laid down in Instructions 78 and 79 above must be observed.
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87—All Goods Receipts and Invoices will be machine
numbercd, the three copics for local traffic and the four
copies for through traffic being, of course, given the same
number. In addition, before being issued they must be
numberad i one consecutive series, irrespective of ihe
description of trafiic, for each s'ation beoked to, commencing
with Ne. 1 on the 1st. Janunary of each year. The use of
separate progressive numbers for each station will enable
the Receiving Station Masters to ascertain whether any
invoices are missing, and if so, they must not fail to at once

apply to forwarlding stations for copies.
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83.—Invoices must never be kept back and despatched in
batches. They should be prepared at once and sznt by the
same train as the goods. Receiving Station Masters will be
held responsible for carefully checking the accaracy of all
freight and other charges on invoices prior to delivery of the
goods.

In cas»s of undercharges, fines ot penalties collected a
new invoice must be issued by the station collecting s1me
giving details of the amount so collected and full reference
to the original invoice for the goods conceraed. The original
invoice must in all cases be endorszd, by the station discover-
ing the undercharze or liability to fines or penalties, with the
number of the invoice issued therefor, When sich under-
charges, etc., are discoverad at an intermediate station and
that station is unable to collect the amount, the invoice must
be endorsed with the sum due together with the remark
“descovered At .o .. station and to be collected at distina~
tion” and the destination station must be telegraphed to
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collect and will be held ;esponsible for deing so, or making
arrangements with the forwarding station therefor. The
destination or forwarding stations will then act as laid down—
in the first sentence of this paragraph. The additional Goods
Receipts and Invoices so issued will be seat to the Audit
Office in the usual way and the amouunts will be brought to
debit by the station collecting them in the Summary of
'Goods Forwarded, (Forms Nos. S. A. 87 (a} and (b)), by
special entry at the foot under the heading "“Undercharges,

ete.”
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89.—All invoices issued by forwarding stations during a
month must be taken into accoant by rcceiving stations
during the same month, irrespective of whether the consizn-
ments to which they relate have come to hand or not. ‘“Paid”
traffic will be taken to debit by the for varding station, and
“to pay” traffic by the receiving station.

90.—All invoices collected must be sent to the Audit
Office daily. Local and Through Invoiccs must be sent in
separate bundles.

The R. C. H. Record portions of throngh invoices issued
must similarly be sent to the Audit Office daily for transmis-
sion to the Railway Clearing House.
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91—Form Nos. S, 4. 23 (a) and (b). The Goods Eeceipt and
Invoice-Through is printed on yellow paper in black ink for
*‘Paid” traffic and in purple ink for *‘On credit” traffic. It is
prepared in quadruplicate with carbon, the original being the
Goods Receipt which is handed to the consignor who will
send it to the consignee, the duplicate is the Invoice which is
handed to the guard for delivery to the receiving station, the
triplicate is for the Railway Clearing House and the quadru-
plicate is retainzd at the forwarding station for record. In
making out invoices for through goods all the particulars
required must be carefu'ly entered. The route to be entered
must be the one shown in the Through Goods Tariff by which
the goods are consigned and freight charged. The description
of goods must be'entered according to the name given in the
General Classification. In the case of the wéight, the actual
weight of the goods as well as the weight charged for must
be given. In the case of goods charged at “Kilogramme
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rates these weights must be given in Kilbgrammes and, in the
case of goods charged at “Metric Ton” or ““Car Load” rates,
the weights must be given in Metric Tons or fractions
thereof. In the rate column must be indicated the rate charg-
cd, whether *Kilogramme,” “Meiric Ton”, “‘Car Load”

*‘Exceptional” or “Special”.

The freight charges must be calculated from the rate lists
and according to the instructions given in the Through Goods
Tariff. Under the heading of ‘“‘Freight” will be entered the
freight charges on the goods, each railways share of these
charges being entered separately. In the total any fractions
of five cents will be made five cents and any extra cents so
added for tﬁis putpose shall be included in the figures opposite
‘‘Home Line.”
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Fares for watchmen and any cther special Charg=s must
be entered in the column headsd ‘‘Other Charges.” Parti-
culars of number of watchmen and any special services charg-
ed for must be entered in the space “‘Description 6f Goods”
following the description of the goods. When watchmen are
allowed frce according to the regulations an entry of the

number allowed free must be ruade in this space.

- The totals of the columns “Freight,” “'Handling Receipts”
and ‘‘Other Charges” mwust be carried to the ‘“Total” column
and the total of this column will give the amount. to be

collected from the sender of the goods.
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A separate invoice must be made out for each wagon.
When a consignment consists of two or more wagon loads the
charges for the whole consignment must be entered on the
invoice for the first wagon and the invoices for the extra
wagons must be endorsed accross the cinarges columns

“‘part of consignment invoiced under Invoice No..mimessmarenss?

The provisions of Instructions 84 to 90 inclusive will also
apply to througi) invoices in so far as they do not conflict

with the provisions of this Instruction.
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92.—Forms Nos. S, A, 24 (¢)and (b). The Live Stock Invsice

is to be issued when livestock is shipped by goods trains.
The footnotes to the forms indicate in what respects the
Railways do not undertake responsib‘ﬂily for injury a;xd loss.
- It is printed like the ordinary invoices and is issued and used

in the same way.

The actual wei;z'ht of the livestock carried should be

entered in every case.

For local traffic the form is printed on white and for

through traffic on yellow paper.
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03.—Form No. S. 4. 25 {g). The Sersicz hwsics, Leeal,
which is printed in triplicate on red paper, will be filled-in
by the station master {except in the case of shipments by
stores). In the case of shipments by stores, the Storekeeper
will fill in the form, except for the station master’s signalure.
The station master, in every case, will siga and retarn the
original to the sender, who will immediately forward same to
the consignee. The duplicate will be the guard’s copy, and
will bz deliversd to the receiving station along with the
materizl. ‘The receiving station master must be careful
always to get a clear receipt from the consigace for delivery
of the material, the condition of which, if damaged, must be

clearly stated.
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94.—Foim No. S. A. 25 (b) The Service Invoice, Through, is
printed in quadruplicate on yellow paper. It will be filled-in by
the forwarding station (or S:orekeepér) and used in a similar
manner to Form No. S. A. 23 {b). The Home Line propor-

tion only of the total freight shou!d always be filled-in.

95.—Form No. S. 4. 26. The Shonting Inv.ic2 will be used
for services performed for owners of private sidings. It is
printed in duplicate only. Thc original must be submitted to
the Audit Office after it has been filled-in and the owner's
s'gnature has been obtained by the Shunting Forsman. The

duplicate will be retained as the station record.
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96.—Forin No. 5. 4. 97, The Freight Receipt will only be
used if consignees ask for same at the tir;l-:a of payment of
freight on ‘“To pay” traffic, and of Penalty fee on losing of
forms as stated in Instruction 78, also for extra charges for
false dcclaration of weight, etc. It is printed in duplicate,
the original being given to the consignee, and the duplicate

kept as a station record.
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- 97.—Farm No.S. 4, 28.. The Shunting ete. Reeeipt will be
issued for all amounts collected for Shumting, Handling and
Demurrage. 1t is printed in triplicate. The original will be
given to the merchant or consignor, the duplicate will be
sent to the Audit Office in support of the Statement of
Demurrage, etc., (Form No. S. A. 85), and the triplicate will
be retained as the station record. In the case of charges for
demurrage, care must be taken to show in detail each period
of detention with its charge separately in the columns headed
“Tons” and ‘‘Rate’” respectively, the total number of periods
being stated within the boxing on the form against the line
“Detention periods”, the total sum being extended into the
column headed “‘Amount.”
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98.—Form No, S. A.29. The Last Inveice Advice is t be
sent at the close of the month to each station, including
stations on other Lines to which traffic has been forwarded
during that month. Its object is to enable receiving stations
to ascertain whether all invoices have been received by them,

or, if any are missing, to institute prompt enquiries.

99.—Form No, S. 4. 30. The Notice of Arvival must be sent
to consignees by post immediately upon receipt oi" the goods.
While this is done for the convenience of the public, it cannot
be claimed by consignées as a right, nor will the fact of its
non-receipt give conignees any claim for exemption frp(m
the assessment of demurrage chargqs. ‘
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100.—Forms Nos. S. 4. 31 (a) and (b). The Goods For-
warded Book is the station record of all gools despatched. It
is posted from invoices, care being taken to post each
invoice under its proper heading. Livestock should be
entered in the same way as goods, Eniries in the ;‘Paid”
column should also be posted into the Goolds Ravenue Day

BOok..
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101.—The Book form f{a) should be indexed cn the fly
‘eaf and a separate number nf. pages set apart for each
station to which Local consignments havé been booked. The
entries for each month must be distinctly headed, ruled-off
and totalled, sub-totals being entered for each ten-daily -
period; Similarly separate groups of pagss, with a separate
page for each “‘station to,” should be set apart for each Line
to which Through traffic is booked, if the transactions are
not sufficiently numerous for a separate book in form (b) to

be used {or Through traffic transactions.
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102.fFor1;zs Nos. S. 4.32 (a) and (b). The Gocds P.eceiyed
Book is posted as invoices arrive, after they have been
carefully checked asio the arcuracy of the charges, and
with the gobds, if received. Livestock carried should be |*

dealt with in the same way.
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103.—An index shouid be opened on the fly leaf of the
book, (form (a)), and a certain number of pages set apart for
each Local “‘station from.” When freight is paid by con-
signées on “To pay” consignments, the reference to the entry
in the Goods Revenue Day Book must be carefully filled-in.
Throngh traffic transactions should be posted in a similar
wéy for each *‘station from" according to the Line of origin.
A separate book in form (b) may be vsad for such traffic, if

necessary.
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104.—Invoices must be taken to account in the saiite
month as they are issued. To en;ure thfs, this book may be
kept open for a week after thé close of the‘ n_xontﬁ, if neces-
sary. The entries for each station will then be _ruled-off,
and the tpta!s for the month struck, sub-totals being entered

for each ten-daily period.

‘ .
s
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105.—Particulars of consignments given delivery of before
receipt of Invoice, are to be copied from the Goods Receipt
on a separate page headed “Consignments delivered before
receipt of Invoice.” When the invoice has been received
and entered in its proper place in this register, a note to that
effect should be made against the entry in the separate page
| n.entioned above,

106.—I the “Remarks” column should be entered the date
on which goods are made available for delivery to con-
signees. The Return of Demurrage, Form No. S. A. 85, will
| be posted from this book. The List of Goods Outstandings,
| Form No. S. A. 41, should also be posted from this book
immediately after the close of the month,
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107.—Form No, S. A. 83. The Geods Revenuz Day Book
records the daily progress made in the realization of goods
earnings from all sourcss, including Demurrage, and any
special receipts. It must be posted as the cash is received,
and ruled-off and totalled daily. The entries may be made
from the Goods Forwarded Book b3; transferrihg the total of
the “Paid” traffic for each “‘station to” for the day. The
cash received each day must be sent to the Cashier the next
day in the same way as the receipts from Passenger traffic,
one and the same Cash Remittance Note being used for both.
OppE)site the daily total the following entry must be made in
this book —
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“Remitted to the Cashier under C.R.N. N0 dated.mmrn”

108.—When payment is reccived for a consignment, the
folio of the Forwarded or Received Book on which the item
appears, must invariably be inserted in this book in-the

column provided for the purpose.

109.—Particulars must be given in the *Remarks” column
of all bank notes of $100.00 and over received in payment of
freight. Cheques and native orders must only be accepted
from persons previously approved of. When such payments
are received the faci-should be noted in the ”Reimarks”

column.
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110.—No balance of cash may be retained by Station
Masters without previous orders. The Goods cash must be
counted and taken over by the Station Master daily as soon as
the goods shed is closed for the day. This book must be
signed by him at the time the cash is taken over, and he will
be held responsible for its safe custody until it is sent to the
Cashier.

111.—Payments made under proper aulhorit;' on pay
orders, must be taken credit for at the foot of the entries for
the day.

112.—Erasures must on 1o account be made in this book.
When a mistake is discovered, it should be corrected by
drawing a pen through the incorrect emiry so as to leave it
still legible, and inserting the correct one above it. The
Station Master must initial all corrections,
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113.—Form No, S. 4. 84. The Bill for Goods Handled is
posted from the Forwarded and Received Books. The rate
and total amount paid to the coolies embloyed should be
carefully filled-in, and thz fullest information given in the
column of “Remarks” to enable the Andit Office to pro-
perly check the amount billed for. The return should be
submitted for audit punctually by the 5th. of the month

following that to which it relates.
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*114.—~Form No, S. A. 35. The Statement of Shunting,
Handling and Demurrage Receinls must be posted daily from the
Forwarded and Received Books, and from the Shuating In-
voices (Form No. S. A. 26). The dates of collection must be
written in against each item from the Shunting, etc., Receipt
(Form No. S. A. 23). Items remaining uncollected at the
close of the month must be transferred to the LlSt of Goods
Outstandmgs (Form No. S. A 41).

At stations at which there are a large number of transac-
tions, the return will be submitted ten daily, care being taken
to carry forward the progressive totals to the end of the
month, From other stations the return will be submitted

monthly.
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115.—Form No, S. A. 36. The Statement of Refunds of
Qvercharges should show all overcharges refunded during the
month, and should be submitted to the Audit Office with the
balance sheet. Refunds on parcels traffic must also be
shown on this form, but a separate total should be made for

them.

116.—A refund of an overcharge may be allowed by the
receiving Station Master at the time of delivery of the goods
subject to general instructions from the Traffic Manager. Such
refunds will be entered in this form, each item being formally
acknowledged by the consignee and countersigned by the

Station Master.
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117.—Station Masters should be very careful in allowing
refunds as they will be held responsible for and be required
to make good all erroneons refunds. Before making the
refund a reference by telegram should also be made to the
forwarding station to ascertain beyond doubt that an over-
\charge has really been made. -

118.—Form No. 5. 4. 37, (a) The Summary of Local Goods
Foi"warded‘is ‘to be posted from the Goods Forwarded Bbok
(Form No. S. A. 81 (a}), the monthly total for each station
being posted in one line, classified according to the headings
of the columns in this form. ‘“Up” stations should first be

entered in the return, and then “‘down” stations.
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119.—The weights to be posted must always be the actual

weights whenever they can be ascertained.

120.—Form No. S. A. 87 (D). The Summary of Local Goods
Received must be posted fiom the Goods Received Book (Form
No. S. A. 32'(a) in a similar manner to Form No. 87 (a), Lthe
eﬁtries being obtained in the same way. The weights posted
in this return must alsa be ths acéual wéights whenefer }he}‘

can be ascertained.
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121 —Care must be taken fo sce that this return includes

all invoices issued by forwarding stations up to and including

the last day of the month to which it relates. Invaices receiv-

‘ed after the closing of the month’s accounts to which they

properly Delong, must not be included in the returns for the

next month. Separate supplementary returns must be sub-

mitted for the month to which the transactions relate,
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122.—Forms Nos. S. d. 38 (Q) and (b). The Summaries of
Through Goops Ferwarded and Received will be prepared
in a similar manner to Forms Nos. S. A. 87 (a) and (b) men-
tioned above. The Home ILine proportions must always be
filled-in, but the remainder of the “proportion’’ columns will

be filled~in by {he Railway Clearing House.

-
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123.—Form No. S. 4. 83. The Goods Service Balance
Sheet is prepared in a similar manner to the Passenger Service
Balance Sheet. Station Mastérs must bear in mind that they
are debitable with all sums which they have to account for
and creditable with all sums which they have remitted to the
Cashier, or for which they submit duly attested vouchers.
124.—The debits will comprise —*
(@) The debit balance (if any) from the previous

moenth’s account.
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0.) " The totals of. Forwarded ‘‘paid’’ and Received
“to pay” traffic as shown in the Summaries
sent to the Audit Office.

(c.) Undercharges on invoices detected by the receiv-
ing station.

(d.) Demurrage assessed durirg tle- month; aslo

Storage, Handling Receipts and Shunting.
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(e.) The amounts of *“to pay’’ invoices included in sup-
plementary su;mharies, which must be accounéeci for
‘in the balance shéet of the rﬁonth to v\{fiich‘ they
relate, if possible, If not, they may be included in
the next month’s balance sheet, -

{f.). - Debits advised by the Audit and Cash Offices, not
previously takeén to account.

{g2) :Miécéllaf;éotis traﬁsaétfons not show-n in the returns;

e

of which full particulars must be given.
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125 —The credits will comprise .—

(¢.) The total of the month’s remittances as per Cash
Remittance Notes, including cash and vouchers for

duly authorised payments.
(b.) Refunds of overcharges as per list,

{(c.) Adjustments due to errors in invoices not covered by

cash recoveries or payments, -

(d.) Special credits advised by the Aundit Office. See

also instruction 127.
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126.—The outstanding under and overcharges at the end
of the month must bs fully detailed on the reverse of the

Balance Shest.

The closing balance of each month to be carried forward
to the rext month’s account will consist of all amounts unpaid
at the close of the ]aét day of th2 month on goods taken to
account.in the Balance Sheets of the current or previous
months, and of all undercharges} and debits remaining unad-
justed. Details of ‘this balance must immediately be enterel

in the List of Goods Outstandings, Form No. S. "A. 41.
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127.—Form No. S. 4. 40. The Return of Transport on
Oredit is to De used for recording particulars of all traffic
hooked but for which accounts must De issued by the Audit
Office. For such the ordinary form of ticket or invoice for the
sarticular traffic concerned will be used, the amount of fares,
freight, etc., being entered thereen in the same manner as if
cash payment were received. Where special rates are advised
for particular traffic these must be used in entering the fares
ar freight, otherwise tariff raics rhall be used. Such tickets
or invoices shall be stamped “credit” at time of issue.

This return should be made out separately for Passenger
and Goods traffic and progressive totals be carried forward to
he end of the month: The total amounts for the month
should be shewn on the credit side of the Bazlance Sheet
coucerned under the heading “‘Special Credits.”
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128.~—Form No_ S, A. 41. T?le List of Goods Outstandings
shows the closing balance of each m;)nth’s account, as shown
in the Goods Service Ba'ance Sheet, comp;ising details of all
amounts remaining unpaid at the close of the month, also
arrear and current urdercharges remaining unpaid, which
must also be entered in detail, tﬁe an{oums being po-steél in
the column ‘“Total amount outstanding this month.”

1929.—1In the columns for credits will be entered the cash
received up to the close of the following month, or overchar-

ges and special credits allowed by the Audit Office.
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130.—This return must bz submitted to the Audit Office
immediately after the close of the month succeeding that to
which it relates. ' For example, if it is prepared for the month

of June, it must be despatched promptly on the Ist. of
Angust.

131.~—Form Nos. 5. 4. 42 (@), (b), (c) and (d) The Gosds
Transmit Memos, Local and Through are lists of the Goods
Balance Sheet and all the connected returns which are sent to
the Audit Ofice after the close of the month. The duplicate
remains at the station and the origindl accompanies the
returns submitted. It shonld be despatched to-the Audit Office
not later than the 10th of the month following that to which
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it relates. Care must be taken to see that the Through traffic
returns are submitted puactually by due date, so that they

may be forwarded to the Railway Clearing House without

delay. ~

Form (c) will be used to transmit local invoices daily.

Form (d) will be used daily to transmit to the Railway
Clearing House, through the Audit Office, the R. C. H. record
copies of through invoices issued, also the received Through
Goods Receipts. Separate copies of this form will be used for
forwarded and received traffic. In the case of received traffic

the amount of the handling charges made for unloading goods
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must be marked in red ink in the space for that purpose on
the Goods Receipt, and the totals of suchramounts must be
entered in the handling receipts colunn in the form on which
these Goods Receipts are entered for transmission. The

handling receipts column must be totalled each day.

Should there be no particulars or no traffic to enter or
any of the returns a “Nil” return (Form No. S. A. 60) shonid
be sent in accordance with the directions given in Instruction

144.
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182.—Form No. S. A. 43. The Returned Emglies Certificate
is provided as authority for charging at half rates empties
returned after conveyance by rail. Merchants who desire
that bags, cascs, etc., used for forwarding goods, should be
teturned to them at the reduced rate for refurned empties must
obtain this certificate from the station master of ihe forward-
ing station at the time the goods are despatched

The certificate is available for one month from the date
of issue and must be given up in exchange for a Goods
Receipt at the time the empties are returned to the original
forwarding station.

In cases where returned empties are invoiced at the
reduced rate the certificate must be sent to the Audit
Ofﬁ_ce as authority for the reduced rate being charged.




HRsE R T H— AR
Original Page 120 Effective from Aprill, 1926

AT s g2 )—“a?szmi%
RS AR M:&ze
‘Tﬁkﬁﬁ“%ﬁl T R Sl

,unj\- Pl Es AL MR
ns’fﬁ%ﬁ B R @ﬁtﬂﬁ‘l}\}

Hic< fﬁI/J.J‘ﬁrx\r-‘ ?E‘.’”‘
13 EEB?;EE‘;@H%“":{E 7 8%
W& N BlEREH 51:&7
If-fré‘ﬂf\%ﬁz BEEEMNRZ
BRI R A2 B AE
EHE %EST:’""‘%I? BZIREH
ik T&Iﬂ)ﬁﬁ‘_? S H )

\

[ f,rgys,};% :r;:@n' Pioket Z) L
iz B Fiy’?airp?%ﬂi(ﬁ A
4 SRR ) IBC S e

";EEJF I EARR B4R

133.—Forms Nos. S. A. 45 (a) and (b)). The Godewn
Account will be used in both book form and loose sheets.
The bound book, which will have each account” machine
oumbered, will be the Station Master’s record. The loose
sheets, which will be exact copies of the accouaats in the bound
book, will bz gix;en to the merchants or shippers concerned,
who will be required to sign both the book and the loose sheet
jointly with the Station Master in token of the correctness of
the entries. Each time any delivery is given, the necessary
entries will be made on the back of the account both in the
book and in the loose sheet. When the total quantity
stored has been taken delivery of, the loose sheet must be
retained by the Station Master who will forward it
to the Audit Office supported by the Delivery Ocders relating
toit. Station Masters must on no account open a Godown
Account for goods to bz stored until the merchant or shipper
bas endorsed and given up his Goods Receipt for same, on
the arrival of the goods by rail at destination.
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184.—Form No. 5. A. 46. The Godown Delivery Crder will
be signed and presented to the Sration Muister by the mer-
chant or his representative. The person to whom delivery is
given will be required to sign for same before the goods are
handed over. These Delivery Orders must be carefully
preserved by the Station Master aad sent to the Audit Office
in support éf \he-Godown Account as explained above. The
storage charges due on each 1ot must be paid bzfore delivery

of the goods is given.
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185.—Form No. S. A. 47. The Godown Receipt will: be
prepared in triplicate. The origiial must be given to the
merchant in acknowledgment cf the money received, the
duplicate must he sent to the Audit Office with the earnings
for fhe day in support of the Cash Remittance Note, and the
triplicate kept as the sta&xon record. A separate recexpt must
he gwen for each payment of storage charges made at the

time Dehvery Ouders are presented.
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186.—Forms Nos. S. 4. 51 (e}, (B), (), (d) and (¢). The
Telzaraph Message is printed on yellow paper (form (a) for
public use ; on white paper (form (b) for service use; on red
paper {form (c¢) for reporting major accidents; on green
paper (form (d) for reporting minor accidents; and on
yellow paper (form (e) for pub'ic telegiams received. The
sender’s signature and address should always be obtained
before a message is accepted for despatch. If a message
remains undelivered for any reason, the sender should always

be advised of same. All the particulars required by the
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form must be carefully filied-in, especially the date and the
exact time of despatch and receipt. Public and service
messagces, Local and Through, should b numbered, each in
a separate series for each forwarding and receiving station,
commencing with the 1st January of each year. Similarly
all telegrams for foreign countries must be numbered in a

.} separate series.

‘The originals of all service messages must be preserved

at stations for not less than six months.
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187.~—Form No, S. 4. 52 The Telegraph Raceigt must
invariably be ‘given to the sendet for all monies received
from the public in payment for telegrams. The original
must be given to the sender and the duplicate retained as a
station record for not less than six months after the despatch
of the message.

128, —Form No. S. 4, 53. The Addressee’s Receipt must
always be attached'to the envelope in which a telegram is
sent out for delivery. The messenger must always be
required to bring it back signed by the receiver, with the time
at which it was delivered filled-in. These receipts musf be
carefully filed for not less than six months as evidence of the
prompt delivery of messages. The receiving Slation‘MaSter
is responsible for the prompt delivery of all telegrams.
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139~Form No. §. A. 54. The Abstract of Telegraph
Revenie must be submitted every ten days to the Audit Office
by thése stations at which the transactions are heavy. Small
stations at which the number of telegrams despatched do not
exceed, say fifty in a month, need only submit this return
monthly. It should be accompanied by the original messa-

ges.

140. In the column of “‘Remarks” should always be enter-
ed such information connected with a message of an unusual

character, as will tend to facilitate audit of the item,
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141 —Separate returns should be prepared and submitted
for Local, Through and Foreign telegrams if they are suffi-
ciently numerons. Otherwise they must be separately group-

ed on the same return.

142.—Forin No. S, A, 55. The Abstract of Public Messages
Received should be prepared anl submitted to the Audit Office
monthly, or every ten days, according as to whether the traffic
is heavy or light, in the same way as Form No. S. A. 54, It

should be accompanied by the carbon copies of the messages

received.
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143.—Form No. S. A. 56. The Abstrast of Transit Messages
should be submitted to the Audit Office ten daily or monthly,
as may be necessary, by the station at which a message is
received from the Chinese Telegraph Administration office of
origin, as well as by the station at which it leaves the raih\;ay
wires. It shonld be accompanied by the copies of the message
drafits made out at the time the telegram was received and
transmitted.

A note should be made in the ““Remark’ column when
telegrams are received from the Chinese Telepraph Addminis-
tration for delivery by railway messengers, in order to enable
the Audit Office to see whether a sufficient sum for delivery
charges has been recovered by the Station Master {from the
addressee,
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144.—Forms No. S. 4.60. The “Nil’”” Return is tobe used in
p'ace of a regular return in cases where there is no traffic to
report for a particular day, period or month. The name of
the return fur which the ‘“*Nil” return is submitted, a'sc the
date, period or month, must be wrilten in the spaces
provided for that purpose and the ““Nil” return forwarded as
" directed in the instructions relating to the return of which it
takes the place.

In cases where closing numbers of tickets or invoices
have to be given in the regular forms of returas this in-
formation must be entered on the back of the *‘Nil” return.

This Instruction applies lo all returns except the follow-
ing :—
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Forms Nos. S. A. 7 (2) and (b)—Retuin of Ti(;kets Sold,
" Local and Through.

Form'No. S. A. 15.—Passenger Service Balance Sheet.

Forms Nes. S. A. 16 (a) and (b).——Passénger Transmit

Memos, Local and Through.
Form No. S. A. 89.—Goods Service Balance Sheet.
Forms Nos. S. A. 42 (a), (), (c) and (d)—-Goods Trans-
mit Memos, Local and Through.
* Form No. S. A. 62—Cash Remittance Note.
In these cases the actual returns must always be for-

warded.
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__145.—-Fnrm No. S.4.61. The Booking Clerks Record of
Cash must be written up immediatelyvafter the departuré of
each train. The actual sum in band will then be checked
with the amount shown as the earnings‘ for that train in the
Passenger Revenue Day Book, due allowance being made
for premium on sma}l coins. The cash must then ]_3e made
up into proper rolls, etc., and handed to the Station Master
for deposit in the safe. This form must always be used at
stations at which Form No. S. A. 5 (b) is in use. At stations
at which Form No. S. A. 5(a) is used, the use of .this form is

optional.
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146. —Form No. S. A. 62. The .Cash Remittance Note

accompanies the entire collections of the day, which must

invariably be sent to the Cashier by the first train passing

the station after the day closes. Each day’s collections is to

be put in a bag (or bags) along with the duplicate and ““cash

receipt.”’ The ‘‘cash rceipt” when completed and retorned

by the Cashier will be pasted to its counterfoil. The number

of the cash bag must be entered on the note and counterfoil.
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147.—Only one note should be used for all the cash receiv-
ed in one day from all sources. When there is no cash, the

note should still be sent with the word * Nil"’ written across it.

'148.—On the reverse of the foil sent to the Cashier a
memo should be given of the actual earnings as per Day
Books, excluding. premiim. Where necessary the *‘‘cash
remittance note” 'may be prepared in triplicate instead of in
duphcate

149.—Form No. S. A. 63, The Approximate Retum of Traffxc
will be prepared ten daily and should include the entire |
' earnmgs of a station for that period. It should be submitted
to the Audit Office on the day following the last day of the
period to which it relates.
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150.—The number of pressengers and amouunt for -the
Home Line and Forelgn Railways’ shares will be obtamed
from the ten daily sub-totals in the Summary of Passenger
Revenue, Form No. S. A. 6.

For Throngh Baggage and Parcels the Home Line’s shares

will be calculated and entered in proportion to the mileage.

The details of Passenger traffic should include 6rdinary,
privilege, excursién anci season tickets; also sleeper énd
special charges, etc. Tt}e earnings from special trains, not
being excursion trains, should be included with “Other” Pas-

senger earpings.
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‘The weight carried and revenue from Goods traffic, will
be the suns of the ten daily sub-totals in the Goods Forward-
ed Books, Forms Nos. S. A. 81 (a) and (B).

151.—Particular care must be taken in the preparation of
this return so that figures as closz to the actuals as possible, ¢
are supplied. The following points need to be carefulh'z
attended to :(—

{2) All return tickets must be treated as for two passehf
gers.

{?) The number of passengers travelling without tickets
to whom excess fare tickets have been issued shonld be in-
cluded.
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(¢) In the case of parties, the total number in the party
must be allowed for.

(d) The weight of livestock carried must be included
with general merchandise in the figures for Geods fraffic. .

(¢) Demurrage, Handling Receipts and Shunting Charges

should be carefully computed and shown under “Ciher”
Goods earnings.

152.~Urnder ‘‘Sundries” should be shown one third of the

usual monihly earnings of each station for bar and other
] mets, etc.







