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Careful adherence to the Postal Laws and Regulations and Departmental Instructions, with an exeellent service to the publie,

are the marks of & well-managed post office, The purpose of an examination and audit is to ascertain

whether proper postal

methods and practices are in effect, whether the finances sre correctly kept and in balanes, and to point out any deviations froo

* Departmental instructions and the requirements of the Postal Laws and Regulations. A careful and thorough examination iz
hennﬁtiu.] to both the postmaster and the Department.
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It is requesmd that you give your personal attention to seeing that each one of the irregularities i3 corrected promptly.

During this examination care has been exercised not to make assessmenta for errore as distinguished from chargeabls irregu-
larities. The errors are listed, however, a2 it has been found they often lead to irregularities, and you, as postmaster, should be
informed of the exact condition of your office. The noling of these errors must not be taken as a desire to charge trivial mistakea
or oversights when substantially the applicable instructions or regulations are being observed. The continuance of such errors

may catse them to be considered as irregularities in subsequent examinations,

You and vour employees should study and familisrize yourselves with the sections of the Postal Laws and Regulations and
other instructions cited and, should doubts or questions arise, you shonld communicate with the Department or your Inspector

in Charge.  {See “Instructions to Postmasters—Offieial Communieations’ in surrent Postal Guide and sec.

employee should be held to strict aceountability for the proper performanee of the assigned duties.
Keep this form until your office is next examined.,
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POSTAL AND MONEY-ORDER BUSINESS

Government funds must be kept entirely separate
from all other money and must not be deposited in the
game account in a bank with the postmaster's personal
funds. The cashing of the postmaster’s or employeca’
personal check or thet of any post-office patron (other
than Government checks) out of Government funds is
gtrietly prohibited. The acceptance by postmasters
of cheeks of patronz in payment of postal business is
entirely at the risk of the postmaster and they should
be eashed promptly. The placing of due bills, TO Us,
or other form of acknowledgment with Government
funda in lieu of cash, withholding of e. 0. d. collec-
tiona, and the withdrawal of more compensation than
has been earned is punishsble as embezzlement (sec.
2312).

l Mis tion of funds by pestmaster.
S.hgai:]:m: FmTa induced by lneorrect supsrvislon (sec. 2312 and
Paml n )

3, Funds mixed with moneys (sea. 18]

4, I 0 T, dua bills, or employvess' cheeks In eash (Postal Guide),

B. Cashing chesks for patrons | Postal Gulde),

6, Government checks cashed for patrons must be Immediatel
andm-gqg:s the postmaster to the arder of the depositary {sec. LI
Pmul &Y,

Barpilus funds {inel paid money orders and postal notes) must
s peguired, lure to remit sarplus funds on time makes
ung pesimnster responsible Tor Joas that mnElloul. from delay {sec. 117,
#. Hepulntion relative to wse of cheo making remittances must

be therotizhly understood snd complisd with 110},

1. Inn remitianees v suffictemt shoulkd be retalned to
pay momey rs and postal :urutu and meet such authorized post-office
experses a8 will arise within 15 da { ving should not he aoremua-
kated, If coln connot be ax Ll.t shall ba sal:uralr
u-mp-pud and enelezed in natmu mnbum 1t the romittanes i to be

pabehed by m.u:harﬂ_il: Imthewlnahl] emelosed n eoln
'n'llidl will be furnlahed by the depository upen roguest (sae. 111).

Bﬁ' Caples of remittance h‘thml to ko retained (0, 111},  Reomitiance
letters, Forms 1542-D and FR42-E, muost give complete mformatlon,
ivulued g date and hoor of remlétance, number of last money order
issued, quarter in which oredit is desired, balanee at time of making
remitiunee, and smount of cash retained and for what po r.[:ae

11, Al poat-offion Tocoipts and peaymimis most he entired |n the space
prowvided therefor In the cash l:-nak tForm 166( C/8 used at second-clasa
alfices, Form 1580 CFT used i third-ciass offices, and Form 1550 C/F
e ok l'uu'r!.b-{'la.as aifioes), the cash boak balaneed at the eloso of each
day or on the following morning, anid af third- and fourth-class offices

eross-batanosd semimonthly (see. ¥Hl), There shonld be no eat-off in
|.|-.u$.ui pocount business at any pther tmoe than nt the close of the
ri-:.' {Cazhbook],

12 Arrangements shonld be made for the payment of money orders

and postal notes prompily upon peeseutation. If sufflclent pastal
Tamds are not on i, postagrsiamp cash moy ba used nnd such eash
replnced with padd money orders of postal notes (e 1428).  Except

at the close of & quarter, sufficient Fends may bo withhald from depesit
to mest soch paymeonts _u:prr.'ml toe be muiba wilkin I_H days {zee. 117).

13, In emergencies, district postmmpsters mny obtain cash advances

1':|'|II'I:I mlza]mmllng pestmasiers o pay monwy orders,  Whaon pay-

ts are normally in exees of reeeipls, applieation should be mada to
the Th!;rd_ Assistant Postmaster Genersl, Diiviston of Manoy Orders, for
n exredit on the Trensures of the United Sioles, W hon a Tressury chck
Is writtem, the particilars i check and stub most be compared snd
vorilad by the postmaster wlio sizin the check {secs. 1425, Y500, 1610,
1612). Blank ks mizsl be sabely kopt.

14. Cash advsneed by the catmlaccounting postmnaster to moeet
wathorizod expenditins most e entered in iteen 20 of the esshbhook
aed qug.rhul.r amng.nt e, DS

ES Within & business davs {(second i) and 3 bisiness dsys (third
and fouirth dlaest) n[tl.-r the oloes of each guartes, distelol postmasters
et forweed G the oenteal pecournting poatmaater Lhe full amount
necessary Lo balunos the acootmst, acosmifridiied with Form 1842-1F or
1542-E: the quarterly aceonnt (Form 1530 800 it second elass, Form
1580 T §f ¢ class, and Form 1550 F/C If fourth class); and the
nuarierly 18t of monay orders fsaned. I the aeveait an hand on the
Iaest iy of ths quaarter, or near the end of the quarter axceeds the guthor-
jzed nlfownmnos, the excess should be remitted procptly pod should not
bo held wnbil the gquartarly soeount & ready lor thnl]Lrl,g Caople= of
aepatnts add of vouchers, except these coverlng payments ke personal
servites to emplovess, shoald be kapt in the fls ::;us_ A7, B8, 17T, N,
nnd Poatal Galde).

18. Federn] tax mn=t be withheld from all earnings suhject to sl
tnx. A Formm W4 must ba on fla for cach employos, Inu:!'udlrln' tha
pastmuster,  The applieable “Tax Code” muost be Bhown on vouohers
or necounts covering salary payments (Forma !.'.\SI}—L.IT T660-CFT, and
F |ae|!n|.P]':| uuem-:.u u.'uaL:'l o 114, a:id E:Ie-mmbars ![

el Tasters. mius on_hand o mpply of postsgn stamps and
stnmaped poaper of commonly used varisties sufllobant t.u mm the publle
dumands and the legitimate noeds of the servios (see. 1

18, Bhests of stamé in main must not ba muluabpd by removal
of plate number hlocks July 104, 8

19, Stnmp stock must be reple nidsha ise frnm the Central
Muml‘.‘l.llt!l'lq' Postrnnster, remitling efther ensh, pald money orders, ar

id postal motes: pequisitions for stunps and stamped paper stock
siuou-:I e ncle nt IINEH tEmes mnd ot batwoen the 25th of cne month
nnd the &th of the inllowing manth, exeopt in cases of emergency: all
money recoived from the sals nfﬁ‘ﬁatmﬁ ltml] e muh:pd far
the purehase of new stock (Seed,
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0. Bnipments of adhesive stamps In wael.‘:,‘ books, nad cofls must
be opened and obecked with lovoles promptly Erm reepipt, Diis-
crapanales should be reported at ouee and the slock and envelope of
other wrapper held intact pending recedpt of
ments of postal cards and stamped en k
that the contents as [ndicated by the markings on the sutside of the
t:tm with the invoboe (s, 1I'iﬂ d Postn] Oiide}.
e fxod evedit shanld not be In xevas of L publie demand amd

mtm ba kﬂ;lt in good pondition fam: 152).

22, Credit eannob e extendsd for postape (e, 245, 503 1}.ﬂ

3. An noourale tesard of all stamp Stock transactions, incuding daliy
sles, nnasl be kept in spaee provided therefor in Cash ashbaok (sec, 260,

24, Biamps muost not be used by pestmasters or other postal em-
Elm::ua in payment for merchandiee or m'.hm' nhll ioms (anc. FH),

‘5‘1 I for slmilsr parposes should be uraged (Postnl
Ggﬁ dic.

bes for use at otler offices most be rtod (secs, 138, 148, ﬂl}
26, Postmasters shall not sooept chocks fron other postmasters
paymant of stamp stock to be held unemaled and relurned when l-ha
stamps are replaced (secs. 134, 148),

27, Becord of expess from sale of Stnmped unwlh-jm and BEwspLsEr
Wrappers miss be Eept, and thi pmowpnt ettered in the guasterly poatal
neenun e {soc. 1531,

28, Advance deposits are roquined an oxdecs far [ml-pequest enve-
lopes, Paymenis for ssma must be made to eettral-aconunting pest-
m-n-sr.-ur immediately upon receipt of stoek {see. 143).

2, At the close of each quurter the postmmaster shall make an actual
ot nr'l.lm stnmips nnd stamped paper tlen on hand and retain 8 copy
of such inventory on Olo (see. ﬂ.'ﬂ Cashbook),

&, Eedemption ol stamped pajser ﬂmrﬂd be understood {sees, 154,
185). Damapged or redeemed stamp stock must be sent to the eenteal-
accoumnting peatmsster by registered mall to be exchanged for othor
alamp slock {8ec. 133).

3L Tl:m zale and pedemptlon of international reply cotpons should
e understood (see, 2238),  Coupons lssed in forelgn eountries muost ba
sent o mntrsl-muntmﬁlpmmrﬂ{:m ulm quearter for eredit.

#2, Commissions on calls through public telophanes moust be properly
scccunted for {sec. M7). B

#, Money-order stamp must be kept clean and logible Impressions
mada (e, 14210,

#, A register of money orders ismed most be well kept and written
up dnily st r-r-h-d- and fourth-glnss offices, uw_gi Lhase st Widol the fil-
in, m hnd beom pothorized (Seed, 1417, 15275

Blank maney-order forms must be uuiﬂed tly upon re-
ewigt, mid bap dpouraly Lu;ll. wlj:mgmﬂy pl.'nt&ﬂﬂi I[BHZB.. i-ﬂ! Iﬂﬁ
Wri:im npplicntion il tag ls
gy ml.,r haq[):ﬂ. {Boes, ma? 1, mﬁ,, mﬂ, 1485, I
T, Oy ancd mupnm must be pmmptlr stammped

with dm,- af ppymmt faee. 1434},
B, Con of paid maney orders should be inltlaled by paying
H.uagln (Postal Golda).
. Coupons of paid mansy orders must be properly filed each day

{pen. 1441).
Mot Issned " maney-srder forms shoald be
).

40, Manner of Imnr]ll
understood {zecs. 277, 1

41 Manner of paying orders at offlees other than the one on which
drawn and the use and resord of Forms 6126 and 8518 should b thior-
oughly understood (sec. 1429,

42, At offices suthorized to transaet hltama.t[nn | money-order busl-
s, such business shounld be th underitoad and properly con-
ducted. ‘To this end “Internati “ pranphlet X1V, should be
froquently consalted, pnd Form 674%-a, nﬂ\-ﬂ'!:.uu‘l Tul:lle:& for Vs in
Internntbonal 'Ii-nnﬂn-ﬂrllur ].Iu.'lbbcﬂ\.r with the Rey thereto,
749, which is sent ol intervals o ol international money-order offices,
shanld b unstantly used (Secs. 14551488},

43, Weither the postmsster Bor auyone conneeted with the peet offios
alenld Bsue money ofdees of express campanies or agt &8 agent in com-
petitive bosiness (see. 1404). The ws=e of money orders shoukd be ens
cutiraged

4. The repulstions ogtal nates, Initialing,
wba, must be understood and nEunled ql‘uurafi-l-u]]eﬂns Junuary 19,
1048, and March & 1945).

{5 BHank aopounts must Le E.Irfpeng deslgnated, Funds may be

epaslted ternporarily I.n n '*-Tas al ar tlna hank for safekoaping, or
EL&““;.?'&T&E £ visk of .?Jé't" =gt dbelnd
plng a A
b.:fa he propar] rw:rrd.-atl‘ nind kept sopnrate

bqlum farrmnt ti.“
ehnnqwd oo mszignment to
licants {Postal ﬂusd.p]

., Manoys roceived Irm:'l. thn #xle of internal fevanioe, miges “hizid

a.nd. motor veliichy tax stnmps opast be aecspited for as Grisg .
Tho {nstretiims coneeroing :l,hu,- sailey of these stormpss and d.iapuutllm of
proceeds must by understood (e, 156, 16644 157, snd Poatal Gukie).
48, Uredit must sot be clufmed for unsuthorized expenditures nor
for allowsices nuthorized unlbeas L-c?-mmt.u bave bean made and receipts

h"a?v s Tt Rt e B B AR Ty St T il B
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ayments made In the fall amount to the person ac
d without eollecting rental in advanes

lnf EIJN.- servios (meo. 2913).
1, Boxes miust not be asslgne
bu declired “"-’m:mt” if rent s unpaid (soes. 248, 456, and
I‘J. Bwurd at bax balders should be kept mmnmplhd by saetion

POSTAL SAVINGS

63, Pamphlets, lotters of instructions, and stock of w‘Hﬁmt-ud sk
b h‘e%t i:dgnol.‘l mnﬂil:l-m nnd properly protected (seo.

i, 5
54 froin other ﬂ.lnﬂ.l, nnd promplly
ramitted (socs., 'I""E-l-. tﬁ'l.'? 1&2{

b, Monthly necount enrront n-nrd stutistival repost must be ln proper
form and promptly forwarded (see. 1622,

Bk Accirate vuu]:d(ui of nll ceports niad acoom panying abatracds mixsl
be kopt on fike (see, 1622).

[ .ﬂ.pp}ll.mt!ul‘m of depoaitors on card Form P 800 mnst be earefull
FET;?EEE} vartifipales isned and paid entered thercon (seed. 1

IS—ERE-3
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52, Balanges shown by depositor’s cards (Form P8 must ba
-u-iuil.rﬂmenthly and should agree with tosal o in ¥ report
l:mfé'—"il. Corp most be exercised in paying nurtlﬁm!m. whizh must be
efunrsed N prosento of paying empdores, stam ped ' Faid," and Initinled
by pa:.'i.nz amphoyes (oo 118),

Pgaim]mm rocord miust be made of Interest payments (sap. 1518 and

61, Hegulntions congerning deposits ar withdeswals through repre-
sentatives or by mpil st be observed (seca. 1607, 1610,

B2, 'The imstructions in the Joaaot, P2 100, eoncerning payment of
mu_m; on eertlileates must ba anderstopd.  Wiken porililcates ap sur-
rendered, the puying cierk must slways absorve the loghesl safegunrding

ropedurn of entering in ink the amoant of ntersst due in the recoipe
F wiin af the sortitdente bofure seouring the endorsement of the depositor.
The ﬂiulnn& m}orm:ns: Byver :]nz m% Form PS5 606 should be
inssd 1f &0 Acddit Amoil is die an

Bl M?Fmefﬁur'kw&t‘}:hng ;uml.ul.r.u]' apessed deposiior shoald b uoders

kqo.d W o
T i-'?;maav mga‘?nwuh J\mlmu be properly Kept in ink and up to

[: T 1408, 114, 1
e mumiﬂmﬂuﬁmﬂdbﬂundmdm

R
oW

g, Pabil postil-savings coertificates must not remain in custody of
the postal-savings window cherk (seo. 1818).

&7, Applications for duphbicete certideados must be properly eompleted
and delivery ol cortidicales made B actondsnce with instructions on
Form P2 007,

., Oaly one drmft may b dmwn each month and that ot the close
thipred Lo u..-!m posial or postage stamp fOxed credit fends vsed to
miet p.uml-su\'lnns withednuwals (zee, 117

@il ‘The serfal numbers of certliiones issued and spolled shall be
recorded daily in Abstract A, and the date of payimment and the serinl
ngmbers of cortidentes paid shall be recorded daily ln Abstract B, n
permanenl sosoed (sees, 184, 1618, snd Poatal Uulcl

UNITED STATES SAVINGS BONDS

0. 11':; ndequate supply of despriptive literature must be on hand

.
hﬂil Al_fmm[mn 'b}]m:lh Form 920, mnst be kept avallable for wse of
tle piicdo (see 1

.Ewl.eucl"a. of lnsiraction and Tremsory Department Clreolnr Noo
830 st be kept o geod candition snd resdily avallable (see. 158y,

3. Tl s inps-bond stock must be sdequate and properly protseted
{,:.'c- 158 and Postal Guide).

T4, Funds must by kept saHaratu froan other fonds and promptly
romitied (se0, 155 and Postal Guide).

75, Insirwotions coneerning the isuanes of bonds must be observed
{sec. 158 nnd Postal Gaide).

w8, Copes of remittones etters, Form 000 and monthly scecunts
purreit, Form 904, mus be completely and flked cut and
rotained (sec. 158 and Postal Ghudde),

7. Duplieate regiztration soubs of spoilod, and calieelnd bonds
wrd 3];.]phqanun Forma 120 must be projerly comnpleted and Aled {Postul

uaie

8. Instrivetlons compcorning the eertifieation of bonds for paymong
must be shserved (Postal Guida),

WAR SAVINGS STAMPS

70, Btock of savings stamps and albims must be Kepd [n goad condl-
thom {seo. 13814),

s, Adequats H:ﬂl:t af stamys of detominations suitables to the loemd
demand moat be kept on h:u:rJ nt il Lhnes {see. 188140,

EL 'The amount of 2avings stamp fxed oredit, 08 ailn'l?ll by the fized
erpdit recelpt (Form 3007}, must remain !||1.'u.nl. In orecld Starmps, e
dermed SAMTE, cash, ar ﬂl;]iw represnotalion of valos (see. LSS,

82 Name of offlos must be stinped on sarrendesed m‘Fl.n'u_ja Etamp
albiima and cords,  The value of the stamps surrpndered ned the peason
{whether for “Cash,” “Bonds," or *Certifleates”™) should be written
in the apper Fght-hand comer of the back sover page of albnms or
tront pagt of cards (sae, 1884}

MAIL MATTER—GENERAL PROVISIONS

The postmaster and employees must comply with
instructions and requirements relating to—

8. Kseping rosords of mnrks, postmarking, nnd eancellations af
gtamnpe (secs, T17-T20), e must bo aneeled thoroughly to pre-
vent reise { Postal Gubde),

#4. Hackstamping spocial delivery, returned to senders, undebiver-
able, ato. (pacs. 701, B),

85 Endorsement of all gonemnl dalivery mail of overy olass to show
date of reselpt {sm 781, BOL),

Bi. Dispeend of unmallable, unclalmed, and ondeliverable mnttec
and Indicating ressons for n.nr:de]he.rr nlsn mtmenl: and disposal

EUA-A00, =L, B0k, 2005, S, 2200, T},

adlier at the headgoarters of the [Hvislon of the Eaihmy Mall Borvies
ﬁ 'Tru.ntm-rrl of first-nlass nlﬂ.h!i

gu-m 134 .!-!I. 513, TR3-TES, 1520, B15, and Postal Guide). dyumnes
), Correction of malling liste (ses, T02 and Postal Guide)

does not apply to misecilaneons gghw:l matter whet thore aro less

of mofiey, unsmncoed el of merchandise
Toos ST, 110, 76 Ta0-T2N, 186, T08-771, T00-808,
third and fouarth ‘dlaasés of ohwious valme which eithot be returned
nn.d. should be lkted on Form 1622,
ﬁﬂﬂ! B15, B‘lﬂ-]
(spes. 705, 13
epsits for postapes die matler most be progorty safezuarded spd
91, Business-peply cards and envelopes and bl mnl'll;n:;a. af third-
than Lzmmnmunﬂ nrm a, mr.almm of 34 puges or more,
& pound.,

Poeitid loass o the mails (pecs.
Iverable matter of the
1o the sender nuder the provizions of section BES ahinll be sent to the past
Holding lettest o pemvernl dellvery
i, Use ul: mgtm-ine stamne and treatment of short-pald matier
npplied ealy 1o the nse intended.,
chags matter (se0s. 510, 562, Ope-cent-apicce fale dnder sectlon 563
seeds, ete., when there nre fosa
3
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112, Acoepin nnd records relating o Aest-, seccmid-, third-, ond
fonrthg n§§:ul.md permit matter. Cartifieato on the reverse side
of Form 5602 (Stalement of Malling) must be pomipleted and be signed

by twn reepiviop emplovess and the same two employess must sign
the teenipt, rn:m 3803. A record of all mallings of nonmetersd mutier
mist be kept on Form 3008 by employees necepting such mail (see. 579,
Forms 3801 and 3610-A

1. Betting of po meters muust ba witnessmd by two employees,
hath of whom muzst nm Form B0-A (see. 570).
. Coflection of fees for all w iu.l.'lnn:!‘ur nnnmf.bm::d permils and
mnmllwu not for 12 months Lﬂﬂ
i, P (L] ﬂnmpel. (Postal Guaids). May be only st offices
:‘MENME?IHL Postage-dus and commemaorative s{amps most oot

publieations at second-
Publication’s own ndver-
g percentage of advertising mat-

Acenptanes of newspapers and
clnss mtps (sers 538-G32, 645, 5T, 555, 558).
tising shoald be Ingluded in calenlstin
ter {aae. 1),
7. Weighing of second-glass mail, examination, issnanes of receipts
w’gamu permpy ram raqulr lez of la.]iI publications, exeept
re.aisteﬁg news agnnt for local dalivery
by batgar mrrl-m-mﬂ'imote.umor rogistry. Publishers' frea in coanty
mallings am:em:a.h]e- only for subseribers mesiding in cofinty in which
ﬁhllmﬂun hath printed, in whole or in part, nwd published, when
dalivery nturfmmmﬂufﬁm not huving lettor-carrior serviod (secs,
w-.-n,w B3R, OOT-000, 2066, MATH.
W, U fi'wm M?&nnd:lﬁ?ﬂlnmlllﬂmnublhﬂ-nﬂ (w6, B08).

. l|’hl'r\-|:|'|||.|ll‘l|.l.u|::| (mer=. 511, 377) and loeal oo {I tl.
fo, 8 belivery munlber must be Hvﬂ: Fie-
nrﬁj I:'I. prromptly delivered (sees. 1028, WT5-1103, D.. 231‘9.. 'B.'I:Iﬂ Fostal

10l. Fee must not be eaimed onless aotual special-delivery: servios
is performed a3 anthorized (2ecs, 1024, 1053, 1082, 1004, 1060, and Z09).

foz. Bender's name and address must be on all parcela tmﬁu
Weapping and packing of parced-post mail amd trestment of L]
m.amr (sons. 61, BRO, 591).

(i, Postage rates, classiftenflon, sand mnﬂitlu lienbla to inter-
nn.tlnnn] mall service (sees mm 2:5“ =Ny, RN

104, Zome key must be wsed (Postal Guide),
ing boss, nﬂ-l“- o ather §

108, Maonwor of o Inrithes in the
hmiﬂ.ln.s ol manil ter on proper [orms (sees. BG-ELL and Postal
CGhuide). 13 H. 3 CL.)

1, Tha De meent’ hul.rl‘.bm‘.‘.luu: soneerndng ¢ postal wnik

nunbering ays be understood and mmpuad with (Fostal
Cruided.

CITY AND VILLAGE DELIVERY

107, Famphlet entitled “Bupervision of Clty Delivery Barvics™ must
be on fila, understond, and kept corrected with amendments.

', The instruetions relative to somiannueal Bday eount and weight
of mail handled on esch route and smmual inspoctions of routes shonld
ba uudumo-t]i a&d Wﬁﬂ:ml Erl.th H‘I.uumr :Ec‘ll,tusgjljrl:]l;;ts slum1r11 Inie
made prompily (FPamp om Bupservision o ¥ ¢vurr5-m'um

10, At offices whers Government-twned motor vehicles have boen

rovided, the rulos .I:II! manthmpcrqung themto must be thorough-
Ey :lndmbnn (soes, 455, 4610
110, Some numrﬂ.mn' affieer musd e d:ﬂmunhd L superviss and
test wark of earriers in offiee aml on roles {see. B4,

111, Each enrrier shoold be mmillar with the oasing of mail for at

immti ans olber route (Pamphlet “Supervision of Clty Delivery Serv-
L1

1L Onrriers’ eases shonld be properly ‘with reference to
proximity of distribating cases a.n.d umvided with sufflolent number
af separntions, properly labelod (Famphlet “Bupervision of City De-

take proper care of lles amd fnspection of

equipment shoold be made 81 recubar mterrnuj

114, Latter-box keys to ba checked out and in to carriers and propeely
protested gt all times (seca, G40, 1894).

115, Departmental orders regamding cliy ﬂal.lva‘r.r service must be
suitably kept and in proper form (soc, 904,

116, Allowances grantd for veh -:h hlm an a:musﬂ ur quarterly basis
must be properly and economieally used (sec. 80),

uv. Ga.rrl.en s:l;n.umd allowanee fop taining conveyance morest

BIJRLIGHE
anpes of pd.itmls:hnn]d 'barm'nﬂ.ul by cnrriors nd shoald be

rved for 2 years {secs.
bng number wnd losation, should

absar T,
bu-"hgu El. lhd.mﬂ ur.mc:lﬁ}tnt hIJ.l:E'S
pE om Ole

L.mu cards mudt be on eollection boxes (aecs. 843, B46),

1‘21 Ennd!lh}n and appeasanee of bopes mnst be noted amd report
mnde by postmaster if any need ropaies or paintise (se. W),

122, Limitz of efty dellvery and number of deilveries and enlleetions

%m not be changed without suthority from [hepaniment {secs, W03,

I8
128, Anthority for expenditures for elty deli
obtained

servies mnst he
in sdvance, except in case of urgent [33

UG, )

REGISTRY BUSINESS

124, Employees must be competent, qualified, sod thoronghly fami-
far with lhe wet ned limits of indemnity and surehasps, and alert to
deteetany defictencies bn postal revenues on reristesed meail (sees. 170,
130, 1218, 1569, 1380-1183, TM7, 2254, and Fostal Guide, Part 11},

175, Repistered mafl mnust be propesly pratested untll dispesed of
anid not exposed to depredations (seca, 413, 08, 1335, 1369, 1370).  Losses
and improper handiing must be reported pr Iy éaﬁca 441, B9, B11,
1261, i385, 1288, 1383, 223). Prompt report s 'B-la? to the
1Je nrtment of any [ntance noted wheredn it is hullﬂ'ad that registered

partiouiarly that known to be of more than nominal valoe, = not
%w:n adequate clther in transét or in post afflees {Postal

12, Jlnrﬂc'll:s known to be of unusun] ¥aloe must be sfforded exira
ﬂﬁr{ Nu Iﬁ-:ﬂ“ 'P-nuu.l ot dﬂuﬂ. ltaq-t mopw on July 1, unless
T bia}
atberwise puthorize m%'hm’ g
16—22380-3
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128, Btalisiieal regisiry, Insured, and e o, 4. report on Form 3848
must be rendered pm:z:fpti;r {second-and third-class olfices) (sec. 1379
nnid Pmu-l Chuadoie ).

18 Firm m.a.ih:ﬁhnﬂ: delivery books should be wsed when qoantity
mailed nod received for delivery justives (Postal GGubde).

185, Hegistered sl most be propery  prepsaned, v and pon-
n|m¢um§]g mnriged "HE:L;IIJ:I'EG." an its fase, dnd bly postmarked

=
sacks, of looks must pever beused.  Exumina
carefully {Secs, 1538, Ladls),

152, Fepistered Inpbers mual:. be postmarked on the back twios at
Tm::ﬁf upreer and lower Oaps tmmedkstely after actsplance (secs.
1

h’ Hegisters for delivery must be backstamped ance over the fap
I::nmﬂhim'ly upon reoelpt (secs T, 2208),

]_-'mnum and m..;luyma must pot make ebclosures or seal
anvalupm patrons (seo, 150

135 The [,m.rt.u:uluq'l of a.u.ch article must appear on office record;
pod mccepiing employee musi ploce initals B spoase provided when
delivery 18 restricted; ahgw menognt of fee pald when return reeed st
is requesved wc. 1210, and Fostnl Goide, I'm'l Iy,

136, N of hour of handling, beth incoming and onigolng,
should be mn.d.a if required.  (Mdorch 1040 Bnpplement.)

137, Instru wva to havaling of registered inniper by oy,
V. and rural earriers must be strict 1}' hsprvied.  (Sees, 1334-135.5.

s, Hules governing acceptance of matter for reglstration must be
understood and observed (secs. IAGE-1506, 1216, $303),

134, Mevelpis must be given senders at thma of sernthon (see. 1306},

140, Meeords must show pactioulars of dispateh (sec, 1268).

141, Return of reglsiry recelpts must be poomp chnclwd-ndi repard
of d%@ and [slure Lo secure receipts promptiy reported (Secs,

mail dispatched In eatcher pouch must be placed
ﬂmum the ast thing before looking (sec. 12783, For fragile or by
nrtickes s seetions L L7

143, Begl mall In transit must be promptly receipted for, re-
coraed under origlnal nomber and owiee of erigin only, and torwarded
bry the tirst available dispatch (secs. L, 1290, 156, 1205, 1304, 2213),

14, Un luu otherwise authorized, the tah and receipt must be
witnessed when practienble.  The witnesslig most oot be pecfunctory
Lum. T8, ::-u, 1A, 1268, 1.L11i1

45, Hogistoted il fiar del viery tst be prompely recordid, checked,
mminul and if d.a.mw;l_ld. should be repalred or reenveloped; nlso
EI:B.:II:IJ.I:I.MM customs duties (sees, 1284, 1350, 1520, X9, 2250, and Postal
LETVETITIY

144, Buks poverning delivery npd retention of reeonds shonld be
undarstond and observed (sees, 1314-1328, LAS-1366, 1370, 1374, and
Pratal Guidah.

147. Forin 3908 to be given delivering employees (sea. 1385 and Postal
Cinride),

145, }Rum!]ns must be taken on offiee delivery reconds from carriecs
for registers to be dellvered by themn (sces. 1356, 1555),

144, Rule for !-llglﬂ.'-iﬂl return receipis should be obderstond and
ohserved (sees. 121

160, Doty of delivery a.ml Initinlz of delivering employes must be
shown on records (2ee, 1332, Forms 3549, 3560).

161, Matter on hand and delivery records must be frequently ex-
amined o see that all registers hove been delivored and mone hejd
h-}yon:l. proper period (secs. 1330, 1333, 1538, 2247),

152, isters missent, forwarded, feturned 1o sender, ote,, must ba
djgwtghqfl under ariginal number and olilve of origin, not “reentered
in window book, bt m.-muun made agninst entry on transit or do
records (sets, 105 1128

15 R lnm-gd jun'k.el. pnvelopes must be made up In all cases when
the qua tehed warrants use of jackets (sees 1342, 2213). AL
ui.:lj\-wy nﬁwq;q: & shoald e opened propearly and petalied the re-
qguired ﬁr_ EM pnd Postal Guolde).

154 m“rr }'u musg e altacled to interior of safes by means of
chnins unlkkss oiberwise suthorlzed aod rolary i.l:u:k.:l. sl gu properly
prabected (sec. 1207},

INSURED, C. 0. D, AND CUSTOMS PARCELS

The postmaster and emplngees must encourage, be
familiar with ingured and eollect-on-delivery business,
ineluding fees and limits of indemnity, and eomply
with instructions and requirements relnt.iug to—

Il}h Mnking 1.11|'||.I.1|.'r a4 to contents, pocking, and insumnes: whon
ng parcels saul pMn: endorsaments * Fragile,” *Fesishablo,”

mr. , 1, Sa0-008, b and Postal Gubde).

. Othserving defisiencies (n tage on iosured and e, o, d, mail

tm ﬁﬂ] T, i, DGR, T, 1385 o ind Fostal Guide).

157, Rerllhtluu: moncerning insnred and . o, d. service with cerinin

forelgn evuniries and instred service with Canal Zooe and Philipping

Iziands (zec, 1356 and Pestal Guide and Supplanents).

158, Making selective cheek at least g erly at oifices hrl.
=ervies, to asceriain whetbier all employees aro nhr.nllllns
insared madl delivored and whether receipls are properly flled slaJ
Giide and November 1940 Suppleneat),

150, Use of firm mniling books when quantity mailed by aoy firm
af persan justifies {Postal Choide),

160, Examinntion of parcels matled by frms with frim mniling books
Lo dkfa"m’:- fng whether eorrect postnge afixed (sec. 551, and Posial
i B

161, Aceppinnce on riEml roates (secs. 1017, 13851387, and Postal
Guide and Bapplements),

112, Keeplne separate rumtd.. unlesz atherwise anthorized, of postage
niuid !ﬁ:.nudlh Insured and e o. I parcel (seo. 1955 and Postal Guide,

163, MName and address of sender on parce]l and (aned, 1388,
1387 and Postal Guide, Fart 11, e 1 A

164, Macing of nsured or e. o, d, endorsement consplenonsly on
such parcels aod legible Mbul-m, thersof (secs. T395-1357 and I'mml

Livery
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1. Expminatinn of all incoming pareels to guned ngninst delivery of
insured mafl without taking rwrl[ml and wlt'hnu-t wl'bcﬂndi af charges
on ¢ o4, nnd costoms-duty peroels (secs. 1 1557, 2029, 2D, and

Pastal Guida
l:.:']:. o, d. tags oo inpoming pargels to show date
u

reni .
187, Heeording of all Er!mmlng e 0. 4. and customs-doty wh on
preper forms, and making e u'hurw dispesal of T-mr
oullr:ctinﬂa

numbers of T ordvrs fsmued pnirmenl. of ¢, o,
(mecs, 1971, 1345, 1387, , 20, and T"mltn Clgidin

165, nmrdluz of all lnm‘m:qu custom-du pq-wﬂbs on Formm 2085
and the making thereon -ol' rapier record of remittance of eustoms
eharpes whon colbsoted, or of dispesition of enstoms-duty parcels when
undeliverable (secs, S, :

159, Proper detivery of insured and c. 0. d. mail, !m menipt to bear
sirnakurs of addressod, or snthorized sgout, nnd date af delivery (ses.
1523, 1370, 1385, 1386, 1387, and Postal Gul

170, Exchange of recelpts with earrlers handling e. o, 4. mall (seo, 1257
lmrl. Pratal Guide, Parl

71, Exnmination of contents of . o. d. snd enstoms-duty parcsls
1-¢rqn-.~ pavmenl of charges not permitted (sees, 1357, 2220, and Faostal
Gruaide, Part T1).

i‘mB'Pn: r recarding of undslvernble nsured, e o. d., snd costoms-
duty pureels (ecs, B, 1355, 1555, 1387, 2209, 22000

'.\’; Cn]l-ncuu-n of dumurrsge charges {soe. 1388 and Postsl Gulde,

I,-t Hn].jlng undelivered insured or oo 0. d. mail for the maximum
retention period preseribed by the sender of permitied by the Thepart-
mﬂmgﬂ{w o ing 30 days) {secs. 504, 805, 1385, 1388, and Postal

notlees of nomdelivery (Forms 3540 or 3849-10)  when
ml:qinmg record of noticed of nondelivery. Form 3849-1

(seos, B, 1388, Postal Guide and January 1845 Bu plam.entl
17, ermlnghm atherwise disposing of undeliverable or
¢ 0. d. mail I u:plrnt:ucn od' the innpcr retentlon perind, rated up
with the postage for and any demurrags chorges

dus if o 0. d. {secs, &,H.,S:I.El ilﬁﬂ.mdl‘mu.lﬂmda}
177. Prompt issunnes of separate monsy arder fof o, o. 4. eollections
&t remittenee of oustoms duties coliected (sece. 1357, 212,
and Fostal Guida),

Furms'-umg retiamn reesipta for insured parecls when required

s, 18
{“ 'Fz;? olmupﬂn! and oo, L {ape. 1387 and Postal Guoide).
tFI}, Km ping of preseribed record claims on Farm 1518 at third-
and fourth-glozs offices, nnd on Form 5841-F &t sscond-class aflipes
{Postal CGaide),

RAILWAY MAIL SERVICE

181. Behemes of distribution must be corrected (o dato (sec, 733),

182 Omtgning mail must be distributed in scoordanes with instroe-
tlons and gonernl schomes,  There mizst be no massing of mail matier
by small ofices on Inrper offices boyooud that permitted by the schetos
{see., 733 and Movembor 1940 Bupploment).

1483, Clerks must be regulurky exnmiined on distribotion whon required

{moc, 46530,

164, Drirect bocked pouches most not be made up for offices on star

{En::nm nor registored mudl included therein unbess properly wuthorised
G THT).

185, Heport should bo made if reilwny postsl elerks do not make dirocd
packages and sacks when practiesbie for offtees supplied rom separating
oiffios (secs, 700, 2073),

185, All errors i distribution of mail moast be propesly chocked and
checked slips sent to DMvislon Soperintendent, B, M, 8, (sec. 725,
. andl locks must nt.'wrrbﬂ s ﬁm&

157, Detoctive pouchos,
Polkotios nad pucia s "’“Eu“‘“m“””"””“ Yoian, o the
184, Pouches and sacks most be o omwt it a tErn, I [resonen
of & witness when practicable, and earefo exnomined when amprtioed
ta sea tf.:“;f m.atldrami?ler l.hurleltlgi [z, i?‘m S :
184, Pouch record, when require wn! and promp
report mads to THwisian Elupm'lnm T%q Nﬁﬁt to recoive
or dispatch & pouch dossnd rlupllnhm'mpnﬂ filod (secs. T45, TE2, 1770,
1. Matter Hablo to domage the mails must not be noeepted (s,

SEE-541).
18E, i\lﬂl keys muost be proparly kept snd recorded (soes, 1804-1508),

HUR&L. STAR ROUTE, AND MAIL
MESSENGER SERVICE

Postmasters shall supervise the work of carriers and see thag
me;: parform their duties Er.| an efficient manner. Report of inspection
on FForm 4245, or copy therend, muost be on filo in office (Sees. 969, 9700,

153, Comditions of ronds, nn]mdgﬁd streams not fordable, nonsutos
mat:ll: tes, ebe., maest bo mpurh.d . B, B0,
% orrect copies of maps and ptiong should be an Ale (see,

mar
195, Carriers oost servo routes as oMieislly dr.'-u‘lbnd obrerve sched-
ules and give serviee personal ntdention (sees. D05, 997 L ).

196, Any ndvisable changes in routes or sehedilss must be reparted

175, Tssul
roquired,

(e, G,

157, ‘.i"hm sorving his roate, ewrrier shioald not be secompanied by
any person excopt as provided by section G55, g
; :I'BSHTE}_F]TIm on annual or sick leave may not necompany substitutes

B

190, Carrlers should present o nest m e{lprmnm (sec. GT).

200, Carrber cases must be neatly and correetly labeled and kopt fron
;ﬂ;lﬂ extranooas papers and personsl efects of carriers (secs, 1 TIHH,

201, Mail shall be separated to rontes by postmasters or c?ur}ku. and
warriers must assort mall b{'rum leaving offlce (socs. 572, 1008, 1G],

203, Carrbers must mmi; with provisions af section 1002 eoncerning
ontside pmployment and handling of merchandise on routes.

203, Alphatetical list of patrons and thelr box numbers shoald ba
mnintaingd by the corriee for ench ronte (sec. 992)

2. Trip repart, Form 4240, shall be hua.dud by mﬂmwm daﬂy
entries made thereon by carrier. Report must ified m@
mm;?s.u- and fied in the offiee 8t the close of the month (see. iuﬂi, rm

1A—azh-2
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206, Servies on “Toop raates™ must be dnaet{sm'par'rhuﬂ nmed earriers
must rt ak the pest office at stated intervals (see, 1
r&-ﬂm must be fnmilise with and eomply m the. Iltl-un-u
5] il, speciak-dellvery, money.
ened, and collnck-omdalivery business (seds. 1014, 1054, 1008~ 1004, .l
1321~ 'I.,32‘|]-.. 1334, 1347-1 :l»!\ﬁ 1358, 1360-1360, 1570, 17, 1%&-13%

1584-i641, 224, and Postal Giod
m'rl L:n.pp,m mntter deposited 111. patrons' bozes must be held for

postage (sec. 101,

o gme- must number stubs and receipts of each mon
D‘Eﬂﬂ receipt book in iok before giviog it to earcier, who must nok
allowed necess to reserve stock of recelpl hooks (secs. 1534, 1636),

o0, Oarriers must endorse receipt nomber and slgnature on af
money-order applications (see. LR

210, Carrlers must be provided with o fved ersdlt of stamp supplios
sdequate for the needs, to be replenished daily, sed scoount for exeess
revenue (sees. 152, 163, 1034, M7,

11, Oarrlors must TBB‘.II|=II."|3' tnka ower thekr routes all neesssary serv-
fee book=, hlanks, and equipment, which must be kept in good eondi-
tnn (zec. 14E).

2I2. Carrlers mnst furnish vehicle equipment suilable for prompt
handling and protection of the mail (sec. 1045},

254, Faflure to perform foll servies must be reporied (ecs. 59, 900,

BOT),
284, Duplicate of monthly reports of star route serviee must be kept
18547,

s, 'I'Iml’dl of arrival and departure of modls on star routes most be
PIDFI‘HE kept and reports promptly made (secs. IMG, 1S54,
2i8, Delinguencies on the part of persons engaged in carry
on star and mall messepger routes must be promptly repor
1774, 1855, 1S8),
207, Trmpumrszwjne st be doyed on star and mall mesenger
routes when contragtor falls to provide servies (secs. 1777, 184%),

matls
(sB0s.

THE POSTMASTER

218, Must give his ailention to the oifles, perform o
atedities, sm[g nolk enpﬂmmmm that will interfere mmn??:w
spennd-cinss and thirl-elnss eiliees pyost give not kess than § howrs d-u-lh
to th basiness of (e office; at fourth-class of where the cim pensa-
tion is from §453 to £1,100 from & 2 B hours dally, depending wpon ss
of offiee; nt {nuq-r_h-q]m oflices where compensation is bess than $ia,
from 2 to 4 Bours daily (see. 465 and Instroctions to Postmasters in eur-
rent Postnl Guide),

59, Should be p:ul:l.inr with the nss nnd porpose of the Postal Lows
nnd Bognlntions pmd current Postal Guide, which shoukd be lﬂl't oy
with amendments and chunpes; . with supplomme:

Pogtal Bulketins (sees, 455 and 435),

220, Must immedintely report to the proper inspector in charge any
viokations of the pestal laws coming to his notice (sec. 2308).

#1, Must make immedinte report to inspector in charge whenever
offioers of the law are given informotion regneding mall matter which
relates to & viokation of the postal laws (see, M2,

¥, Must give Departmental nl;'l.mpl} attention and
answer nfficial mnmrummmmg .T.nn'rrucunn.aw
Postmasters™ in corment Postal

5, Must not absont himself I'mm b!.'l offies withaat prior written
authority of 1mp-i-ctur in charge except for periods not Jonger than 2

5 In emergencles 445},

Abhsenoss without prior nuthority muist be rep-r:-rted to lmspector
in nhnmu and_porurata recond of leave scerued and taken mmst be
malntained on Form 1560 at second-ciass offices or in the spacs provided
therctor in the cashboak at third- pnd fourth-class offices (see. 4459,

226. Must have office in condition to be inspected by & representatlve
of the Department at any time, In pestmasier's absenod a competent

mm' h.nfln[z ma“ o aﬂ funds, stnmp stock, and pecords, must be
B (BEEE.
credits must b-a checked at lenst onee & manth at the maln
mm nmt stations, and ones ench {Lenmr nt contract ststions (see, 152).

227. Fized credit receipts must be kept op Form 3367-B and proj
revord of ehecking of such credits must be noted on the back of thol
ﬂm g oo L}t-"nm.'n 3367-C alter each check {see. 152 wnd Muarch 1944

prleanen

I35, Fived credits most be properly adjosted immedistely after each
cheek (sees 162, 163).

THE POST OFFICE 1
2, Must be open for business ln secordance with the regolations

=, Instructivns relative to Banday snd holldsy servies must bo
nhmhmd (secs, 46t, 437),

2, Bhonld be mnduclnt in n well-regnlsted manner and be conven-

lently nrranged for the pro a-r:d!spntnh of buzeiness, Ohjmhnnhhbm

ar bualness not fied En contract, If preméses or , TSt

ot be conducted in post-oifics qun.ﬂ.a.ra {580, 475),

mmbummummd Turpitars must ba kept in pood

mndmﬁn amd repaic
1, Box eqoipment musst :ba wilequate for the needs of the serviee

S00E, :
; M, Combinaibon of safe or vault must not be known to unauthorized

238, Unmithorized at ot be allowed aeemss to workroom
b to ﬂ n??&m:iimm:mhhaummdamm

chonn and orderly snd free Troom ENDSKSERTY
mattar, ebe, of postmnster and employees iﬁ.

4,
237, Bhould ba kept free from accomulation r.lrﬂll.‘ﬂlﬂd papers and
reeords as should he disposed of ss waste (se, i01)
mﬁh}]’ﬂ‘{]i{.‘mﬁ?ﬂa and property must be properly protected {secs. 105,
2k, Lobhy must not be open at ull;ht or ot ti‘mm whm employees
are absent unless it = mmnm:]mng} uE:r
244, A slot eus In the onter door of the m.nruﬂl-'lﬁlblﬂmtm
E;;:u‘;lieim vided for the deposit of mail when e bbb yiadwed

5

ol e L L
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Tl prens and ennds most be posted in & conspienous place
in Hlvu (gl e IEL Tastal Bulketing),
y,-.md"l owing domestie posinge rates and other postal Informs-
tion (Form B580-00,
F‘nw‘l Flrlm HES 'I' A,
blie relative to mgdstry, insumses, and e 0. d.

I-"‘]ta.gan‘t e;_rspnm_ﬂ l-svings fnformation, If a postalonvings office

‘v

Up-to-diete placaed of United States Savings Boand Informstion.

Postmaster General's notice of rewacd (Form 512),

Tmbrmjmn natice relative to sale of doeomentary Internal-rovenue
stamps,

Interlor Depariment Form 65 or 68, “Hunters® Attention,"

EMPLOYEES

2. AssBstant pestrasters and other emm?aaa must be required to
furnish boads (g ddib, 472, 473, and Foatal
23 Oifcially designated ssslstant poatmastors must b bonded far
nak besa than 25 pereent of the postmasters bond and perform appro-
printo duties (sse, dil aod Postal Guide).
2. Baneds must be approved By the postmaster, recorded, and
url fled. No pmployes shnll hive seoess to hE own bond
472, 4T3, I8, nod Pastn] Geiide).
m Window nssignments nad other fnnneial mﬂumu, includ
ry nnd e. o, d. wark, shoald be to permit the fixing o
i rezponsibility nt all llum (Postal ﬂuului
The opening of remitianees shanld be witnessed (sec. 123),
247, Ohanges In the elassifted clerieal or earrier forees must be roported

[Bon, 4 E
HE W an employes 1s brought within the n:viaw af the Ratire-
ment Aet, notice thereol 8 nfh Iomrd.ocr
Buresn of Aceounts on Ful'm ¥ (soeond-class om
(third-class offices), and whon any employes eligih
%efagutf'{mmmmd =R i flices) minst pared and
- - - B0 -cliss o mu AR
farwarded lmme ty to the Bumu of Acoounts {Ptmar"
240, Fropar effickency records of all emglovess must be kept st oficss
licalile snd reeommendations for promotions based thereon,
(Bers. 452, 453, W08 and mmpldu.t “Postal Borvies Hating System.')
250, Allwwaloes for susiliary clerleal, carrior, and labarer assistancs
u.n-ij‘udlnxl.mm’w ] [Pr:-sta] uide).
tetor their own & using sntomolie time .
amd seeurate muat be kepl (seos,

&4, 93T

252, Imstruetions relating to recording and reperting tiems as ontlined
in |oint Wetder of First and Fourth Assistants “'Instrootions for the Re-
popding nod Reporting of Time in Post Qiffises™ shuld be thorooghly
understond and samplied with &b afices whers spgicable.

o953, mp]ﬁ{fﬂ migt b padd exnsl nmount for which they ressipt,

o) b made unkss servies 18 rendesed o leave with pay

BEan i{sno. X

13).
4, Order boaks must be kept wnd all orders brought to the attentlon

o{emubum gc.
Pnatn] ulleting must be availsblo to all omployees (Postal Bul-

{.'E,'Elﬂl &
257, Clerks, clty btter corriors, village lstter and amployess
of Government-owned matar fam'icle sarvice {seu 44 H24-02H B53):
Bohidules must bo rragd itk B-in-10 hou Taw.
Bapervision |h'an b: prevanl mmury overtime or
wadts of time,
l:mertlm-a must he reported. *
Bunday, and mmmmmmammm

ma ghven.
mm ﬂrmntllmutu duty b emplng:u le.buuL & swing in-
Eﬁn of at least 30 minates 4
mi?ﬂ. 'I'hneg_lauunue]nt:ﬂnz Th"iffunrﬂ? Pn.g' Rnnant-!qg:dphn
ntennnod ebe., should be thon understapd amd
complicd with (Postal Bulistin, March 0, 1645 }u‘ 3

SUPPLIES

8. Manner of ordering, economical use, and eare of supplies should
bie understood (soc. 450 and Postal Gulde),

200, The entire atock of oflelal ecard forms for maillog to the publie,
pxcepling Forms 3578 and 3579, must bave name of odfice stamped or
writien (hotober 1939 Supplament.)

1. AL second offices, overstock of supplies, including city and
rurnl delivery squipment and supplies for Governmen t-0wnes] motor.
vehichs service, and obsobete suppliies of any kind on hand, shouki ba
prampstly teported o the Fourth Asslstant, giving deseription, At
third- and fourth-class offlces, overstoek of supplies should be returned
to the designated supply offfce. (Feb. 18 and Nov. 181 Supple-
ments, Postal Guide)

J,;." Postmarking, mting, and oaneeli

mim- n:ul leqﬂy Tecpiaisition mi h rop

wrlm und ndding machines shoukd ba pr v cared for,

Emlaa shnuh:l ba regulnrly tested for securncy (Postal Chuide).
264, Firearms should Tregquently examined, cleaned, nidled, and
testad to jeevent deteroration and malfunetioning. Thay must b
lovked in gafe or other eontalner when no ong is on duty, (Form E & 8

1)
N5, Complete -pist epnipmen b of zane kays, seales, ete,, shoald
be kopt in stock !guuﬂ Cuiela),

ote., must be kapt
h unsarvicenbls op
m

MISCELLANEOQUS
20, D miist be mfforded to poacd aeninst firn nnd rob-
hery, mnd sedicn to be taken in either event most be understood (secs,
105, 154, 440, 443, B0, 2303, 2304).

16—12688=3



=T, Pmthﬁomolanutlomlm!&met 11 pwu-hlni disposnl af ol Hlea
In posi umuu must be complisd w

ITEMS NOT CHARGEABLE
WHEN FIRST CHECKED

A charge has not been made for any of the items
checked below, unless they were also checked during
previous inspection while you were postmaster:

1{o}. Box rents moet be eollected in neeordanee with solvedoles or at
ritﬁnmmm by the Third Assistant Postmaster CGeoeral, Division
o
':ui?cl Btock of stamped paper for which thero Is oo publie demand
harreported 1o the eantral accounting postinistar | Postal Guide.)
3[.1,'- Bopemmate advies @ reqoired before puying money orders Sssued
by postmastors o esuntries with which IJ!E' United Stntes tranisaels
maney-order hosiness on domestie hasis @ C‘mudn, Canal Zons,
C"uhu Jamuicn, Newfoundland, and the PJ:!Limlna Islands (secs. 145=

1.

*WEJ A sepenta % order adviee on Form 6008-a should be sent
nn]y h:- At. ".J_mont Thg other corntries with which the Unlted States
Iranssols Money-order business on & domestio bagis do Dot regoire
advioes (seo. 1484).

Sin), Postal savings depositor's balanes muost be kept within the
maximnim al #2560 (260, 1603).

fGife), Postinnsiers at offlees of delivery shall watch the mails from
foreipn eoantries and properly sndorss such mail mapecied of cantnining
Jﬁné?w or nlhe: prohibited matter thet was not endorsed af oftee of

Tiald, Pﬂalrﬂudﬂm'h at offfees of dellvery recelving mail aﬂdv:r.wt
“Bnppoeed to contain matter mohlhlbe-:l {mportation™ {sec. 222 m
ot send sush mall matier out for dellvery by corrier bt shall huld thu
matter at tho maln affice or station and Botily the addresson to call and
upml. the matter (sec. ZEE),

Sru). Postmasters shall forward to Lhe inapestor In charge daily,

leiters opened by thoe m]-rlm and found to eontaln lottery or other

h'MMthf'f i Incks must be dis

s powalses, and I mua 1t
g@rl;?];tuauur abpze prevented (secs, 1258, MHE‘?{
]u{.;:j_ l’nmh labels must ba postmarked, initinled when roqoired,

W dnys (Boe. THE).
113‘:5 Report mist be made H boxes of patrons on rurad roates do not
orm. Ao muﬂﬂ.t-dnm (secs. 1068-1072).

12:'q:l Postmaster musl resids within the ddh'arr of his aifice or
wIL'hln t'hu wity or town where it is sitnated {aa:

pstmmster most give prompt mmﬂ attontion to in-

mjom received from the Salioltor w:lt,h COi frowed orders agninst

mnm or eonewrns eotdueding ulent mtwrhu in COuD-

-

=
h?ﬂ Pa

©. &, GOVERNRENT FRINTING oFFicE

o
e

14{a). Pﬂﬂiﬁmdﬂ exchange offices E&Jhwnuh the mnails from
foreiEn doun| and endorss any SEEpe containing lottary or
other prohibived matter (260, 2333).

u*iﬁ P tipetion s poliid arsete Pﬁl’i’:‘&;‘: e ey
L [0 TN

Tmm of palitienl contribotions {:r.'m nmd A0-54).

!ﬁ[u} Postmiaster must not be a candidate secepd or hold, any
alective offios under & Piate, county, or Tnuni-:ipnj EOVErnment, or any
appointive offios, except ns ol 1n zeotio

17¢n}. Postoasber muiat write date nfmmmlaaalun. name and sddress
of mm:lﬂ:, Ly of bond, and record of mall keys n corrent pastal
aceount boda {-ﬁ: 419, 1884},

15(a). Postmaster n.u notify Department il one of his surcties dies
or becomes Insolvent (sec, 418).

19(a}. Postmastier must requolre afl employees to take onth of offies
an form pmridecl by the Department, which shonld be retained in the
aflime (apce, 30, 447).

Hifa), Buitable ixterior sign containing the words “Post (iTiee™ and
the nnme of the office shonld be displayed (Mareh 1530 Bupplémonl ),

a). Aeceptance af interstate parcel-post shipments of meat, dead
hadies, or parts thereof, of wild animals or birds, Hve animais, insects,
plant prodocts, nursery stock, oto. (e FI2-801).

¥4}, Postmaster must give personn] attenibon to complaints (Postal

Ganiclad,
). Postmaster must requim omployees to become familisr with
the ruuhtl.o‘nn aned Jnatmﬂtlﬂma {Funm -1 and 1006-H).

Hfa), Brandand M[E’envalupmm be sokl only In bot= of 2530 or
Inmllptﬂtheml [ LETVRTRIC)

ﬁﬂ Credit far mrurﬂu’mhfm: must be token at the close
of }munthl;[rm eashbaok fl

o), Hogu al:u:l]i
must excenie bonds LN;'E muat ba ?
Diisbursing Pastmaster

and substitute rurml carrlers
arded to the Hural Dolivery

Thao inspectar will ad-rl beiw nay
spection which mre ool specifieally or s

Enrities dizclosed

Lo frme
iently trented in Shis form

modd other mntbers which ahoald be brought to te attention of the
master, inserting appropriale pennliies to be
amessnents whea progsr.

included in the total of

If—Z58a-0
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