Dec. 24, 1814.]

SUPPLEMENT TO THE JAMAICA GAZETTE.

e —— e —

A
T,

Colonial Secretary's Office,
[ 17t Novambir, 1914,
THE GoOvERNOR under Section 52 of Loaw 51 of 108,
*The Post Office Law, 1908," has made the following
‘Rules und Regulations for the guidance of the Post Office
in Jamaica. : _
By commantl,

H. BRYAN.
Calonial Secrotary.

Rules and Rogulations made by the Governor of Jamaica
under Section 52 of the Post (fice Law, 1908, for the
ricdddeence af the Post Ofice in Jumaidea,

1. No person under 16 years of age, or who has been dis-
lksed 50 Stk piblie Narvice: ihall b wllctbli To¢ abldy:
ment in the Posi Office. A Postmaster becoming insolvent
or involved in his circumstances must at once report the fact
to the Postmaster for Jamaica.

— TP i
ufmﬁ'lml_.. # ,.i:%,_ ;. &w LAy

3. A Postmaster must not (g%rmit any unauthorised person
to have accezs (o the Post ee, and he must not open or
mukegmmlhm the counter of a store or other exposed
place, it would be le for any person to examine
or remove the contents of the mails.

the mails have been checked, during which time Stamps and
Pnltnl{)r&mmuatbemldtuth:}mhﬂn. Rl’.-gmtmdrﬁtters
and parcels must not be received from the public after 5
p.m.

8. When an office is closed to the public it must be closed
to all persons alike. g

9. When a Postmaster desires to be relieved of his appoint-
to tes. The Dephttment Taaarvés to. telf (b Hght to
Teserves to ) t 1o

dispense with his services by giving one months notice.

Pomtmasiers and
Asalstants,

I Odfice houre

Transfer uf Office,



EMgirict Post
Oifices,

Letters,
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10. On the transfer of an office to a newly appointed
Postmaster the transfer account and inven of Post Office
: must be filled up and signed, (both by the
incoming oflicers) sent to the Postmaster for Jamaica
by the first post: shortage or surplus of cash must he specially
upon.

11, A Post Office must not be removed from one to
another without the approval of the Postmaster for Jamaica.

12. A separate apartment must be provided by each Dis-
g s giv W owa et ) ol
A shelter for the public should also be provided. If a whole
room cannot be set apart a portion of & room must be railed
off for the purpose.

13. A bar room or & public room in a tavern must never
be made use of as a Post Office.

14. Each Post Office will be furnished, on requisition b
the Postmaster, with a supp dfmmmnﬁ!
cient for one months' use. Waste must be avoided and no
fﬁm%ﬁﬂnﬂfwwmmﬂlﬂnﬂm&twhﬂ
it is ’

15. Postmasters should give immediate notice to the Post-
master for Jamaica of any illegal convevance of lettars that
may come to their knowledge, or of any matter which may
seerm bo them to be irregular,

16. Alattermkat once posted must be forwarded to
“rhﬁﬂt;mn?uthn thonnnmuntm;itberetunﬁ&t:iﬂw

or toany other person, except by awarrant in writing
under the of the Governor, or under his authority. An
application for such warrant must be made through the
Postmaster for Jamaica, but the letter must not be detained
to await the result of the application.

17. Postmasters must not give to any person information
with respect to letters passing their offices. A Post-
master’s situation is one of trust he must not abuse the
confidence placed in him., Postmasters should avoid taking
notice of the purport of letters passing through their office.

18. Applications received from the Police or others for
information concerning letters, &e., must not be entertained.
Such applications must he referred to the Postmaster for
Jamaica.

19. Loetters addressed to initials or fictitious names must
not be delivered, unless the address coniains a designated
plﬁ of delivery, but must be forwarded, under eover, to the
H: Office.

20. If a letter &e., be forwarded under cover to a Post-
master with a request that he will repost it at his office, he
i at.
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Z3. Post cards should be date stamped in such a mannec
as not to deface them more than is necessary. Reply-paid
post cards must not be date stamped on the reply-paid half of

the card.
Z24. An unpaid posteard must be surcharged at double
the prepaid rate.
25. It is not com to send printed papers, books Or Frinted Papers

parcels by post. FEvery parcel sent by post must be fully svd Parcel
prepaid by means of postage stamps.

_ 26, 1t is the duty of Postmasters whenever they suspeet
an inirin?ement of any of the rules, to open and examine
packets of printed png-m and parcels and in case any of the
required conditions have not been fulfilled the packet or
parcel must, be charged at letter rates.

2 M el of printed papers exceeds the authorised
weight or dimensions it must be sent by first post to the
Returned Letter Branch, duly endorsed over-weight” or
"“overssize, "'

28, Indecent photographs, drawings or prints, or any-
thing obviously of an indecent or obscene character are
exeluded from the privileges of the post.

29. There must be no writing or printing on any packet
or parcel or on its cover, except the name and address of the
mn for whom the parcel is intended and of the sender.

¢ marks and numbers, and prices of the contents, are
permitted. No letter or anything in the nature of 3 letter
may be enclosed.

30. When a packet or parcel is surcharged at the letter
rate on the ground of eontaining a letter or 4 communieation
of the nature of a letter, it must be sealed against further
inspection.
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ects fulfil all the conditions laid down it must be detained
Lhe faets reporied. Heceipts must be writton in peneil
and cacbonic paper used, to produce the duplicate copy.

39, The addresa of all parcels (except sample packets)
must be du]y entered on the Bill, and the address of every
parcel received from another uiﬁn.e either for delivery or in
transit, must be carelully mmpared with the ﬂl:ttl'}" on the
Bill and any discrepancy reported to Head Office

40, If any pareel from abroad be fonnd not to be liakle to
&ut&ralabﬁl will be affixed to !nﬂicatetlmtn is to be delivered

free of charpe; if however the paréel is dutiable the amount
of duty will be noted on a label afficed thereto and the duty
will be charged against the Postmaster, on the Bill, and he
miust eollect the duty before delivering the pareel.

41, Particalars of all parcels received for delivery must be
kept in the record of Parcels Received, and the signature of
the addressee or his agent must he faken for every parcel
delivered. Duty must be entered in the book, and
on respect of each monthly Iilne»mud Mo blank lines mist be
1eft in the book exespt at the end of the month.

42, 1f any parcel from abroad be not claimed within 14
days the Postmaster must report the fact and await instrue-
tions.

43, If the addressee of any parcel from abroad refuses or
neglects to pay the duty within 14 days (or such further period
as the Postmaster for Jamaica may d].rt-ct} the parcel will be
sent to the King's warehouse for but it is the duly
of Postmasters to use every effort effeet delivery and to
advise parties concerned as to what is required of them.

The provisions of mmies Nos, 148, 149, 150, 151 in resard to
registéred letters apply also to paresls.

Newspapers, ded. A nEwspaper is a printed publication cr:rnta.uung general
news and information of reeent events and which is published
frequently. It is not compulsary to send mewspapers by
poat.

45. Newspapers must be forwarded without covers or in

mvmngenatth351dﬁerendamasmndmtnfeabyexa.mz-

They must not contain any enclosure, nor have

auj.f wltmg upon them or their covers, except the name and

address of the addressee ahd of the poster. Should these

eonditions not be complied with, newspapers must be laxed
at letter rates.

46. The same care must be used in the transmission and
delivery of newspapers as of letters. When they are received
at but not mt.ende:;i for an offiee they must be réposted to
the correct aﬁﬂi'ess, mmnm i " heing endorsed gg
the wrapper and the matterry a nBWSpapEns‘r-mmv
at an odfice after hsmng heen missent, Lhe wrapper should be
obtained if possible and sent to the Postmaster for Jamaica.

Postmasters are forbidden to open newspapers passing
through their office for the purpose of rendmg them. \

47. Postmasters are allowed to distribute Loeal newspapers
forwarded to them by publishers. 'When newspapers are sent
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by post in bundles they must be so put up that may be
miﬁ? eounted und the number ubntn?nuad n m?ﬁm must
be marked on the outside.

48, PwmmntmmmtmtmmhruhurMnm
tickets, newspapers, leaflets or he sane-
tion of the Postmaster for Jamajea. Similarly they must not
allow any advertisement or announcement to be displayed
from the Post Office premises.

49, Undelivered newspapers, whether separately addressed
or which had formed part of a bundle, as well as undelivered
cireulars &c., are to be returned at the proper periods to the
Returned Letter Branch.

5. On the arrival of a mail it is the duty of a Postmaster
to ascertain that the number of hags, both for his office and
in transit, is correct, and when a pass book is in use to check
the number of bags with the eniries therein.

51. Belore ing the mails the Postmaster must examine
the seals on al in order £o ascertain that they have not

been tampered with. Should he observe any Irregularity he
iy e B b et g Olice. furaiahing i
wasible the evidence of a second p a8 to the facts,

52. In the event of a mail not being received the Postmaster
must (i possible) notify the Postmaster who should have
despatched the mail, and he must at once inform the Head

-

53. All Error Reports relating to the non-recsipt of 2 mail,
istered or parcel must be trented as i
r‘EI'!Iﬁt[.u;-ltn!-ru entered on the bill as follows:— g
* Postmaster for Jamaica. Error Report.”

64, The exnet time of arrival and despateh of mails must
bemmadunthﬂﬁma'biﬂanﬂthammnfmnmuhity
or delay that may have occurred must also be noted. '

65. Each mail must be accompanied EH 4 blue letter bill
containing entries of the addresses of i letters
enclosed. On opening each mail the letter bill must first be
looked for and Registered Letters, &e., carefully compared
with the entries.

56. The mmount charged on the pink slip or entered on
the letter bill as “unpaid™ represents all unpaid mail matter
for da-liw-r}r at th; reﬂ:;ewmg aﬁfednnd the %t entered as
“paid” represen £ amoun postage in money
(stamps nol being available) at the office which despatehed
the mail, whether soch paid mail matter be intended for
delivery or to be sent forward.

57. The amount of unpaid postage on letters for delivery
at the receiving office, which has been missent to or redirected
from the despatehing office, will be included in the charge
iﬂWmerdim:ud letters not
be in for at the receiving office the amount of
postage should not be included.

SUPPLEMENT TO THE JAMAICA GAZETTE.
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58, If the amount entered on the pink slip or on the letter
bill does not agree with the amount of unpaid postages
received, the addition must be checked by the assistant or if
there is no assistant the Postmaster must a second time tell
o lips mt.‘:'t,'[I bﬂhwm&.m:hh l:hﬁc:rep;n .

ink slips or letter ich exhibit a di musk
befgrwwdadmtheﬁmdﬂfmatthemdcfﬂ&emr%lwim
the Bye Letter Voucher.

59. Should a Postmaster find in the mail a letter marked
‘ Registered " or containing value, the address of which is not
mmadmﬂhehﬂhemuntmm:tonthehﬂlmmtﬁu

Registered Letter, reporting circumstances to the Head
Diﬂca. If such a letter be fully prn'pmd both as to tra-
e tion fee andd pu:t.ag& lfl.m must not be ml"‘{];h?jmelc]lb hl.]:t il not

y B id, 1t m sm\charqed wi oL Lhe regis-
n;pa ifour in addition to the =ingle rate of
punm less the nfmyshmputhatmaybenﬂimd,

60. If a registered letter or pareel, the address of which
appears on the bill, be not received, the Postmaster should
ab onee report the fact to the Postmaster for Jamaica. He
should also if possible call the attention of a second party to
the non-receipt of the article and procure all evidence which
will tend to establish the fact. The bag or wrapper in which
the mail was received must be preserved.

61. All Bills must be inpressed with the date stamp and be
signed by the Postmaster. In case of any discrepancy the
assistant must also sign the bill, and if there be no assistant
the words ““ checked twice" must be added by the Postmaster.

!:nrtadtuthePnGmm-erfDrJ by first post on the
‘ Report of Errors” form.

63, A bill is never to be returned to the despateh Post-
master for correction, nor should he be informed his
entries have been found to be inaceurate.

64, After checking the bills, the rates on all letters, &e., are
to be earefully examined, and if any are found to be under-
charged or under-paid the correet rate is to be substituted:
if are found to be overcharged the tax must be corrected,
In case corrections must be verified by the initials of

65, When stamps on letters, &e., are found unobli-
terated, they must be obliterated by the receiving Postmaster
and the matter duly reported.

66. The address on all mail matter must next be examined
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68. Bags in which mails are received must be turned inside
out ﬁs]]gwent the possibility of any of the contents remain-
ing e,

9. When a mail arrives ‘office hours, the post office
must be cloged to the public the mail has been checked,
when it must be immediately reopened.

T70. Postmasters must be careful to avoid mis-deliveries,
but they must use every effort to effect n speedy delivery of
all mail matter. As soon as possible after & mail has been
assorted and before the despatch of the return mail,
boxes must be checked to asecertain if any letters have been
mbem Iymttadmdmdmwvamiettmthatmyhaﬁ

miksen

:

T1. The pos charged on a taxed lettor must be c{:-lle::ted
at the time of delivery, the Postmaster being held
for the amount. A refund cannot be made if a tax Iett.er
has been delivered to and opened by the addressee, except
by a.uthkttnrit}r of the Postmaster for Jamalea.

Should a mis-delivery oecur owing to a similarity of names,
thePI;uumm:r h'::;bﬂl"l?ﬂ {rtgnumm ren;;nud with
a satisfactory exp tion) to amount of postage.
In such case the letter must be endorsed by the person who

opened it, thus:—"Op FE o t not for (sig-
nature).”
2. A missent mail must not be l.t ﬂl'l.’l office to

which it has been missent: but shoul
to be insecure an additional sbring, duly aealad “Emj
fastened thereto and the matter reported.

73. All bills received must be folded in urdernfdlt.e and
those from each dmg{}ﬂ'lce ’fn]i!
respect of each comp u]ipnmuntbe in
thefnldu!t.hel!mmanblﬂn. Smhrm&mtubekept
for eighteen months and they must never be rolled or put on
files, but folded once and laid fiat.

14.'[']Hlut.hr'bn:munthadwudltmﬂnr mtervalnhuﬂulm
dm-ingthadwmdapomﬂlytheﬂmt in

the last thing in the evening and t.ehrbaforemakmg_

up a mail. At those offices where the mails pass through at

night the box should be eleared at 9 p.m. or later if customary.

76. All mail matter must be stamped, rated when necessary
and the postage stamps thereon obliterated. Besides rating
wholly unpaid letters, &e., the Postmaster must examine all
gﬂmmmFthﬂtﬁthehﬂmmdw

ve been prepai t are insufficiently prepaid
he must tax double the daﬁmmym 2

imperfect or indistinet as to make it ible to

them correctly, must be stamped and forwarded to the Head
Office; and they must be endorsed aceordingly :—" No address™
“TImperfoct address, " &e.

T7. If any article of mail matter is observed a
stamp or stamps that have been ¥ used, it must be
sent in a separate cover to the mtmmrlnrqlmmwﬂ

all poasible tieulars, relating thereto. It must
fmmﬂndmmi:lduum
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78. Letters, ete., must then bhe sorted for despatch. Any
article observed to be imperfectly sealed or open (except those
obviously intended to be so sent) must be re-fastened with
sealing wax impressed with the office seal and initialled by
the Postmaster and endorsed " Found open' or ' Imper-
fectly sealed.” The Postmaster must bie eareful not to cover
the original seal or fastening of the letter.

9. Should & Postmaster observe a letter pmainghzhmugh
his office to be so torn or damaged as to endanger the safety
of its contents, it is his duty to repair the damage and if this
is not possible to enclose the letter in another covering duly
addressed and initialled, and endorsed accordingly. Should
the Postmaster find in the box any letter bearing evidence
of having been tampered with he musl report the matter to
the Head Office.

80. Any money, jewellery, postage stamps or article of
value found looze in the letter box orin a mail bag or in
part of the Post Office must be forwarded, duly reuisteﬁ
to the Postmastor for Jamaiea, with a full report of all par-
tieulars and the names and addresses of any letiers or packets
whose appearanee would indicate that the article of value
may have escaped thereform.

81. All ordimary letters, ete., must be posted in the lettor
box and Postmasters must only reeeive from the hands of
the public letters for registration or parcels. They may
however weigh letters, ete., for Lhe public, but after doing so
they must be handed back to be posted in the letter box.

Lettwfm..&o., under Bule 191 must be reecived over the
counter.

B2. All mail matter having been soried the mail must be
be made up in the following manner: —

(a) Unpaid postages on mail matter for delivery at each
onding office must be added up and entered
in the book of “Mails Seni;"" unpaid postage on any
missent or IE:{ii:wwcl ﬂr:tj;q.-rl fg];idiﬁw:r;.- atd the cor-
responding o must be included, but unpaid postaces
on letters, ete., addressed to places beyond the cor-
r?ndin office must not be ineluded.
ofe.—The Postmaster receiving such “forward™
latberﬁlre]gg:; include in the bill for the oiEf:tm p;];.i;:
aha'ﬁm?:rlé. Thus: a taxed letter from Morant Bay
to Mandeville must first be sent to Kingston upon
which office the postage is not charged, but the King-
ston office in transmitiing the letter to Mandeville
would charpe that office with tha postage,

(b} The amounl of postage paid in money, whether the
mail matter be for delivery or forward, must be en-
tered in the column headed “paid” in the book of
“Mails sent."

{e) A letter bill mustthen be filled in showing the amount
of "unpaid"” and “paid"” postages and the number
and‘l addresses of registered packets included in the
mail.

Note.—In exchanges between District Post Offices
parcels are to be advised on the lower right hand
corner, under a written heading " Parcels,”
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{d) The number and addresses of the registered packets
included in the mail must be checked from the Repis-
tered Leiter Receipt Book on to the letter bill.

{e} The bill must be signed by the person who actually

© makes up the mail; and when such person is not the
Postmaster the words “for P.M." must be written
alter the signature. e i

{f) The unpaid, the prepaid, and the forward correspon-

dence must be tied vp in separate bundles, thus:—
I. Faid letter for delivery at the Corresponding

Office.
1l. Paid and unpaid letters for other post offices
i via the Corresponding Office.
1. Paid and unpsid fetters for abroad.
Nofe.- The unpaid mail matter for Kingston must
be wrapped in the letter bill with all the registered

letters, and enclosed in the special bag.
Seeond class inland mail matter noed not be divided,
but i for abroad it must be tied In separate bundles.

(gl Begistered letiers must be wrapped in the letter hill,
wed round with string and placed together with the
‘unpaid letters, iInthe wra , which must then be folded
up, tied round Gghtly Eu!.h aerpss and  lengthwise,
and sealed with a elear impression of the office seal.
In the ease of 4 bag, the siring to be tightly fastened
vound its neck and sealed.

83. A time bill must accompany each mail and the exact
time of despateh of the mail, and when necessary the number
of bagsin the mail, must be entered thereon, Cause of any
deliy or irregulority that may tale place must e noted on
the time bill, which must be placed on the outside of the mail
for the next office, by sliding it under the string.

84, Mail pareels in which a wrapper is enclosed in a bag
need only have the bag sealed.

#5. Postmasters are required to see that all bags and
wrappers are in good order and repair, and must apply to
the hend office for a fresh supply before any of those in use
are worn out,

86, All impressions of the office seal must be made with
great core 5o that they may be easily read.

87. Postmasters must themselves lock the shoulder bag or
mail eart. In case of a mail cart due bo arrive after 9 pom.
or before b oam. this duty may be delegated to the messen-
ger, but the P.M. must question her closely to make certain

‘thal it has boen performed. If the shoulder bat s not provided

with a lock, the staple and hasp must be secured with string
and sealed, the circumstance being reported to the Head Office.
Shonld the shoulder bag arrive open, its contents must be
examin;d in the presence of a witness and the cireumstance
reporbed.

88, Fwery article of mail matter must bear an impression
of the office date stamp over the postage stamps, a;m?t free
corresponidence which must be dabe stamped on the back.

89, All mail matter received must be stamped on the back
as so0n a3 the mails have been checked, and all letters, ete.,
Lﬂ;;r_ﬁt b stamped as soon as they are taken from the posting

Stamydng

and
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Missent and Be
directerd Mail
Mutter,

90. The date stamp must never be impressed over any other
post mark, and all impressions must be clearly legible; in
order to secure this the date stamp must be kept perfeetly
clean and type must be cleaned after use and before replacing
it in the type-hox. When the pad beeomes dry apply a few
drops of the special ink, witha feather. il must never be
applied to the ink pad.

91. Inland letters, ete., when taxed, must be rated in blue
pencil for black ink) on the address side, in large distinet
figures. In the case of insufficiently prepaid letters, ete.,
the weight of the letter must be endorsed, thus:—“over 1 0z, "
“over 2 oz etc.

; 82. ‘Whm the postage is prepaid by money the word
“paid” and the amount, must be written in red penecil (or
red ink), thus:—“Paid 1d.” ete.

93. If the allowed weight be exceeded to the smallest
extent, even though the balance be merely turned, the letter
becomes liable to an additional rate. L

84. Mail matter for abroad must not be rated at District
P?:-i Offices, but must be forwarded to Kingston to be dealt
with.,

#5. Postmasters ecannot be required to deliver unpaid
mail matter until the postage thereon has been paid, and they
are expressly forbidden to give eredit to the public for postage
ar anything else, :

96. All applications for refunds of postapes or any other
charges must be submitted to Lhe Postmaster for Jamaiea,
except cazes of wrongly delivered letters: Rule T1.

97. In submitting an application for & refund the Post-
master, if satisfied that the claim is just, must obtain the
cover of the letter or article, mark upon it the actual weight
of the letter before it was opened, and forward it with all
necessary information.

98. Postmasters may claim credit for postages charged upon
letters addressed to them on Post Office business. They
must send such letters and their covers with a No. 4 Form
to the Returned Letter Branch.

99. If postage be erroneously charged on a letter, ete.,
addressed to a publie officer who is entitled to receive his
official correspondence free, it must not be collected, but the
amount must be elaimed on a No. 4 Form with which the
cover of the letter duly endorsed by the officer with the words
“on official business," and signed by him, must be sent.

100. In cases where postage has been charged om  such
official letters because of neglect to comply with the conditions
laid down in regard to the franking privileges, no refund must
be made without reference to the Postmaster for Jamaica,

101. A re-directed letter is one which, without having been
opened is re-posted for the same person af a different address.
Such letters may be redivected by the public or by a Postmaster
on the written authority of the addressee. The written re-
fuest must be filed for reference if required. Before comply-
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ing with any application for re-direction of ence,
Postmasters mugt be satisfied that the applicant is entitled
to make the request,

102. If it be evident to a Postmaster that any mail matter
has been Iy addressed to his office he must at once
apply to the Head Office for instructions. Additional post-
age will not be charged in of letters re-posted as in
Rule 101, butp:‘.mtuégewﬂ]he mll;edw i
NEeWSpapers, prin and parcels which have
taken out of the Mmbﬁm re-direction.

103, In order to enable a Postmaster to claim credit for
any po (or duty on parcels) which may have been charged
;gnimt him on letters, ete., mis-sent Lo, or re-directed from,

& office, & No, 2 Form is provided. In this form must be
enclosed all mis-sent or re-directed mail matter that is the
nuhg:;te of E t;luimhgnhd on ilta MMU&JM uhimgifnrhiﬁ
pos or duty w may have charged
The muntu'fuily must be carefully filled in for the %

The No. 2 Form is only to be used when redirecting a
taxed letter or a duty parcel.

104. The full postage to be collected on missent or re-
directed letters, and elaimed in the No. 2 Form, must be in-
T R T
delivered. Care must be taken that in J ~ taxed
migsent or redirected letters they are enclosed in or tied up
with or aflixed to the No. 2 Form, os that the receiving Post-
master may easily identify them.

106. If any di is observed between the amount
claimed in a4 No. 2 Form and the amount actually reeeived,
the form and its contents must be checked by an assistant
as well as by the Postmaster, and the ercor must be reported
on the Report of Error Form.

107. On sending and receiving redirected duty pareels,
both Postmasters must advise the Head Office of the fact
on an Error Report Form. A No. 2 Form must always
accompany a redirected duty parcel, the words “letters”’
and “ Postage™ being ¥ altered to “Parcels” and
“duty” and it musi be sent to the Accountant by first
post.

108, By the term “Dead” is meant all such mail matter
as from any eause whatever eannot be delivered to the ad-
dressee.  All mail matter as shall from any cause become
“dead" must be sent to the Returned Letter Branch every
Monday, with a “ Dead Letter Claim." The No. 4 Form
must be sent in every Monday, whether any dead mail matter
accompanies it or not.

SUPPLEMENT TO THE JAMAICA GAZETTE.
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109. If refused—All mail matter refused by the addressee
must be returned to the Dead Letter Branch in the first
mail after refusal, except such refusal was conditional i.e., if
time is required to obtain the amount of postage or duty, ete

110. If unclaimed—Inland letters after the expiration of
four weeks and foreign letters after the expiration of eight
weeks from the date of their receipt, must be sent to the
Returned Letter Branch. Comwdmw however which
mm nn_m'-nm!ﬂ{nﬁhm of sender, with t?m
: return is case of non-delivery exceeding
period of detention) can be dealt amdmghmhte-

111. If addressee deceased —Letters, ete., must be returned
the Monday following the expiration of four weeks from the
date of receipt, should there have been no application made for
them by any person legally authorised to receive them.

112, A letter addressed Lo a ship may be kept three months
before it is'sent to the Returned Letter Branch, unless it is
huﬂnthutheshmwiﬂmtme.orhumﬂedudhmt

to return within that . In such cases, if the shi
has no instruction, the letter must be returned, en
accordingly.

113. Each article of mail matter sent to the Returned Letter
Branch must be suitably endorsed in red pencil (or red ink),
thus: " Refused” “unclaimed” ete., and each article of
mnﬂmtt&rmreturna&mmbmrseleuimprmmunufthe
date stamp, the date being that on which the leiter, ete., is
despateh tu the Returned Letter Branch.

114 On the No. 4 form mnntheentmdﬂm-pmlam
charged on letters, ete., and the duty on any parcels accom
%mngthefmnand the total number of letters, ete. retnrned.
e form must be date-stamped and signed, and it must be
l with the dead mail matter and placed in the dead

etter

115. If any undelivered registered mail matter or duty
parcels accompanies the No. 4 Form, the addresses must be
entered in full on the form, and tiwbaﬁmustbeaaaledand
W the entry “dead letter bag™ being made on the

116. Every article received in the Returned Letter Branch
is, if necessary, opened, and when possible returned to the
sender, those which for any reason cannot be returned are
destroyed. A dead letter, ete., found to contain value is
registered and reposted to the aender, unless for any reaaun
it is impossible to do so, in which case the value is 11
to the credit of Revenue. A record is kept of all such letters
and in the event of a elaim being put forward and established
to the satisfaction of the Postmaster for Jamaica, steps will
be taken to refund the amount.

117. Postage due on undelivered mail matter is charged
upon the senders from whom the postage is recoverable by
Law. In the event of the sender refusing to pay the postage
due it is the duty of the Postmaster int out his legal
obligation, but he must not institute lasafopmﬂeedmgs with-
out special instructions.
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118. The following stocks are issued, on requisition, to Fostage Stamos
Postmasters for sale to the publie-i— it
,PMtage ﬂf.ﬂl‘l‘lp& ut id-. -.I'.d-r' 2&1,‘ B*&l" Bdn’ 4&.; E’dq-r 1-;']- af,

b
sk eontaning eightesn 1d. wiangs and twelve 1d.
Pm:’“"’*m cud 10 cach. Reply phlll SeaniE T

Newspaper wrappers at 4d.

Registered letter envelopes at 33d.

Judicial stamps at 3d., 6d., 1/, 2/, 5/.

Tmpressed Slamps.—
Blank slips at 1d., 2d., 3d,, 6d., 8d., 1/. Value of paper Nil.
Blank slips at 1/6, 2/, 8/, value n-ff»apar 11d. each.
Blank slips at 4/, {', 6/, value of paper 2d. each.
Foreign Bills of Lading at 1/, value of paper 6d. Total 1/6.
Eﬁgwise Bills of Lading at 3d., value of paper 1§d. Total
Foreign Bills of Exchange, per set of two, at 3d., 64. 9d., 1/6,

3/, 4/6. 6/, 7/6, 9/, 10,6, paper in each case 6d. extra.
Surveyors' Notice Forms at 1/, value of paper 1d. Total 1/1.
Title Formsat 6d., 1/, 176, 2/, 26, 5/, 7/6,10/,15/, £1, value
of paper 1/ each,

N.B. The higher values may be obtained on requisition,

OB Rt R L 316, 2 316 Compuiasion 34, cach
Ordere a0, 310,41, 41 5] Cormmimion 16 ehch
Orders at 76 Commission 11d. each.

Orders at 8/, 10/ Commission 2d. each.

Orders at £1 commission 4d. each.

119. Postmasters must always keep on hand a of
stamps and other stocks sufficient to meet the mﬂ];?thg
ublie, and they must make a requisition for a further supply
gefnre the stock on hand is exhausted. The pre-payment
of postage hy money is held to be most ub'eﬂﬂunahl}:: in
each instance the Postmuster will be t:alleé
planation.

120. When an Assistant is required to sell stamps, efc.,
she must be supplied with a certain amount for wg;;h she
must account to the Postmaster at the end of each day.

121. Judieial Stamps must not be used as impressed stamps
or for paying postage, should any mail matter be paid by means
of Judicial or Impressed stamps it must be treated as wholly
unpaid, and the stamps muost not be obliterated.

A Pnstnlgl‘mfﬂnvr'u duty is Iimit}u! to selling ge Judieial
stamps, all information as w fees, ete., can obtained
at the Courts’ Office. . '

122, Commission at the rate of one per cent. on the amount
of postage stamps, post cards, | and registered en-
velopes sold, and of two and a hall per cent. on impressed
gtamps sold, is allowed to each Postmaster,

123. A mutilated stamp or an impressed or embossed
stamp cut from Post Cards, etc., or a stamp eut into halves
must not be recogmized in payment of postage, nor can post-
age be paid by any other means than Jamaica postage and
revenue stampe.  All Jamaiea postage and revenue stamps
affixed to mail matter must be obliterated, but any other
stamps must not be interfered with.

upon for an ex-
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124. Stamps should be affixed to letters in the right hand
upper corner of the address side, and the public should be so
instructed by Postmasters.

125. Postmasters must take great care in handling and keep-
ing their stocks of stamps, ete., as if any become defaced
%ﬂi‘h insuflicient care, they will be held responsible for

loss.

126. Postmasters are permitted to purchase postage
stamps from the publie, if in good condition, at a discount of
1 per cent., viz., they may give 1/7} for 1/B worth of stamps,
3/3 for 3/4, 4/10% for 5/ and so on, the full value, less one
half penny being given for any amount not exceeding 1/8.
ate stamps must not be purchased, they must be pre-
sented in strips containing at least two stamps.

127. Postmasters must report to the head office any sus-
picious circumstances that may come to notice, giving rise
to the belief that any stamps or other stoeks have been im-

properly obtained.
128. Postal orders made payable in a certain parish or at a
Post Office or the Treasury in a certain parish,

are only payable in that parish, and if so advised only at the
particular Post Office or Parochial Treasury mentioned in
the order.

129. If a postal order is not signed or date-stamped by the
issuing officer, or if it bears a date stamp in the lower left-
hand corner, or is cancelled by means of a circular or triangu-
lar perforation, it must not be paid, but must be sent to the
Head Office, under registered cover, for instructions.

130. An Assistant may neither sell nor sign postal orders
except in the unavoidable absence of the Postmaster, and the
Assistant who so acts must be one duly appoifited by the Post-
master for Jamaica, In such cases the Assistant must sign
his own name and write the word “ Assistant™ before * Post-

1531. Postal orders must not be signed nor impressed with
the date-stamp until they are being issued to the public.

182, A postal order must be cancelled as soon as it is cashed
and Postmasters are forbidden to re-sell an order or to use
a cashed order for their own purposes.

Requisitions. 133. By the first post in each month every Postmaster
must send in a Requisition for such amounts of stock as he
judges will be necessary to meet the requirements of his
office for the current month, due allowance being made for
stocks on hand. On receipt of the Requisition the amounts
of stocks, if within reasonable limits, will be forwarded with
the Requisition, the acknowledgement at foot of which must
be signed by the Postmaster and the form returned at once.
The counterfoil in the Requisition book must also be signed
and dated as of the day the stocks were received; any altera-
tions made by the Head Office must be duly made on the
asounterfoil.

134, A Posimaster shouid not make more than one re-
quisition for stocks during the month, but special requisitions
to meet emergencies may be made at any time.
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135, The rules governing the isition for stocks apply
Ihuwquﬁﬁmlmfmm“m.

136. Any prepaid article of mail matter may be registered Resistration,
on t in stamps, or in money, of the registration fee.
In the case of any article other than n letter being registered,
it must be entered on the bill, with the designating mark
following the address, thus: —*Newspaper” *Parcel” ete.

137. Under the regulations of the Universal Postal Union
the poster of any registered or insured articled to a place
abroad may require the Post Office to return a receipt, signed
by the person to whom the article is nddmm
such a receipt is required by the poster a fee of 2d. in addition
to the postage and registration fee must be prepaid in stamps
and the stampe Suchtn the article at the time it is tendered
for registration. registered article or insured parcel
must be clearly marked “A.R." (acknowledgment of Receipt)
in blue pencil. When such an article is received from a place
abroad, bearing on its face the letters “AR." it will be the
duty of the Postmaster to oblain on the printed form attached
thereto the signature of the recipient. A receipt must how-
ever also be signed in the office rocord. The receipt on the

inted form must be returned, registered, to the Postmaster
or Jamaica.

198, Letters, ete., for registration must be handed to the
Postmaster and should not be dropped into the letter box.
Should & letter, ete., marked " " or evidently in-
tended to be registered, or containing value, be found in the
letter box, or in the mail, it must be treated as if it had been
duly tendered for registration and the words “Found in the
letter box™ or “in the mail" endorsed on it, No receipt
must be given to any person for a letter which has onee been
dropped in a letter box.

139. Letters found in the letter box containing value or
marked “ Registered”™ are liable to the double registration
fee (4d.) in addition to the ordinary rates of postage. Credit
being given for any stamps which may be aflixed to the letter.
Igﬁmfumﬂhthmnﬂthfuﬂwmm_ §
fee affived must not be surcharged. sse instructions
only to letters , ete., for del in Jamaica and not to foreign
letters, which must be f ed to Kingston for treatment,

140. All registered articles of mail matter for abroad must
have affixed to them one of the blue “R" labels, and these
labels must be used in the consecutive order of the numbers
thereon,

141, If on the delivery of a letter, ete., compulsorily n%ila-
tered (Rules 138, 139) it is satisfactorily shown that it did
not contain value, the will be returned on appli-
cation to the Postmaster for Jamaica
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securely fixed, 80 as not to move about, or be not covered by
a well fastened envelope, or if the cover bears marks of having
been tampered with.  If however any such article after having
been refuszed, should be found in letter box it must be
securely tied and sealed with the office geal and compulsorily
registered, a of the eircumstance being sent in by the
same pust.uin t b;’mlﬂmﬂl:ﬂf&' Jamaien, Damaged ]Inuil
matter must not be repai ith & ‘paper, it may how-
ever be entirely enelosed in muthemrmd cover,

145. An article for o fetitious address or which dose not
bear on its face the name of the party for whom it i intended
but merely initials, must not be accepted for registiation.

146. H all is in order the Postmaster must grant a receipt
to the . and the counterfoil of the the receipt must show
in to the address of the letter, the name of the poster.
On the left hand corner of the letter the corresponding
number of the re must be written. Receipts must be
written In pencil and carbonic paper used to prodoce the
duplicate copy.

147. The article must then be impressed with the office date
'ﬂt&m.]:l (in addition to ecaneelling the postage stamps) and with
the “R" stamp, and marked in blue pencil across its front
and baeck, mgnm taken not to render the address illegible.

Postmasters must send in an Error Report, reporting any
ease in which a pac is receivad which has not
been marked as above deseri

148. When a registered packel iz re-divected or sent
the Returned Letter Branch a record of the fact must Ippﬂ].:
in the book of * Registered Letters Received.”

149. The address of cach registered article must, before the
delivery commences aftér the receipt of = mail, be copied
on to one of the “ Registered Letter Notices,™ which must
be date stamped and assorted into the delivery press,

If the applicant be not the addressee, or be not authorized
to receive the registered article, the Notice Card must be
%hvmdhhm if he be the known agent or messenger of

“When a registered article has been delivered the relative
niotice card must be put away for reference il necessary,

160. Begistered packets received for delivery must be exg-
mined if the appearance of any. gives rise to suspicion
of its having been tampered with it is the duty of the Post-
master to call the attention of the addressee to the fact and
to request that it be opened in his presence at the Post Office,
The matter must be reported if the eircumstances of the case
demand it. No registered packet must be delivered unless a
t recaipt be obtained for it

151. A packet should only be delivered to the
to whom it is addressed, or to his order, which may
sometimes be implied, as where a person is in the habit of
receiving his letters his son, ¢lerk, or servant, in
which case the signature of his messenger may he taken,

%

i
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Inunﬂmthepamtnwhnma E?ﬂh
delivered cannot write, he must make his mark in
thd‘fuz- n hawﬂnmdbynthwdpmtymmt-
T‘hﬁaemmﬁemmiumﬁadtnpmmtthepuhhcm
well as the Post Office, and a Postmaster must exercise
ﬂmhm&mmmtnmmtﬂﬁmw&

speedily effected.

152. The holder of s Er’ma.t{s letter bag may, if he desires,
have any els to his address forwarded in his
bag, in which cuse ﬂie Postmaster must forward with the
letter the special receipt book provided, and must on the re-
turn of the see that the receipt is duly sipned. Should
th: book not . or not returned, he must at once
Pt & veutatie *““‘&ﬁﬂmﬁ% in th p
a pac in the manner des-
eribed them

&E

154, No charge must be made for registeation of letters,
ete., to or from Public Departments and officials who are
entitled to send and receive thelr eorrespondence Iree,

155. Soldiers and seamen in the Army and Navy are mﬂ
entitled to send and receive private letters at the rate of 3d.
each on the following conditions:—
a, The letter must not exceed ! oz, in weight, In case
it exceeds § oz it must be charged ordinary rates of

Tgmmmdmm:rmmm
name of &, hlimi'tiw-

i
E
i
il

Thus—
{1) From AB., Sergeant &c........ Regh...........
{Here insert direction of the letter).

C.li::lﬂuluml (or other eommanding otficer) Regt. ..

(Here the dmtinntubeﬁmh :

e When the letter is addressed to the United Kingdom
or to any British Colony or Protectorate to which
’ﬁe penny postage scheme applies, the postape is

. peT o,

d. The postage must be prepaid, otherwise double the
rate must be charged.

¢. Letters moy be forwarded, subject to these conditions
to any foreign country, but subject also to the pay-
ment of mich rﬂrmgn or transit rate a8 may be

E Altlﬂ;aguta-ed eti:emund th lations must bear

or Eﬂ!l‘ﬂ'ﬂl ns m
usual registration fee,
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g- Any mail maiter, other than letters sent to or from
soldiers or seamen must be charged the ordinary
rates of postage. "

Acecunts and 166. Postmasters sre roquired to transmit to the Head
e Office the following returns, all of which must bear an im-
pression of the office date stamp:—
1. Dead Letter Return—By first post in each weel:,
2. Monthly Bye Letter Voucher
3. Monthly Account, in duplieate ? By first post in each
4. Monthly Parcel Post Return j month.
b. Maonthly Pestal Order Return

167. On the monthly Bye Letter Voucher must be entered
the total amounts of post , paid and unpaid, received from
and sent to each corresponding office, these totals being copied
[rom the teials in the books of “Mails"” received and sent.
T:m‘tnume&s of all corresponding offices must be entered on the
sSheel.

The totals of missent and redivected claims, also of dend
letter claims, for the month must be entered on the sheet,

158, The monthly ascount must be prepared in duplicate,
on the evening of the last day of the month: both copies must
be forwarded to the Accountant by the first post on the first
day of each month.

All returns and vouchers which must support all entries
for expenditure, salary and poundage, must be enclosed with
the account. They musi all bear an impression of the office
date stamp,

Receipted vouchers for £2 and over mnist bear a 1d. stamp,
duly cancelled with a pen.

After the monthly accounts have been examined, one copy,
showing eorrections, il any, in red ink, will be returned to
the Posimaster.

Copies of the aceounts must be kept at each Post Office for
a period of six months,

158, If an office which has a private letter bag is transferred,
the putgoing Postmaster must take eredit on the aceount for
his share of the fee at the rate of 5. 3d. per quarter,

Romittane, 160, Al eash collections must be remitted Lo the Parochial
Treasurer at least onee a week, if the sum in hand exceeds one

pound.

Fractional parts of a pound must not be remitted, each
remittance being in an even number of pounds.  Remittance
envelopes must be sealed with the office seal and duly regis-
tered. The eontents must be so packed, by wrapping in paper,
that the money eannof move aboat.

161. A remittance must be made immedigiely if the cash
in hand amounts to ten ponuds, and Poslmasters must remit
the full number of even pounds in their office cash.

Private cheques are only to be taken at the personal risk
af the Postmaster.

162, The Iast remittance [or & month must be made in
time for it to Be in the hands of the Parochial Trensurer not
later than 3 o'ciock on the last day of the month.

163. The receipts from the Parochial Treasurer must be
promptly forwarded to the Head Office.
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Remittances must be entered separately in the monthly
aceount in accordance with the date of the Parochial Trea-

surer's receipt.

164, Should theadumhﬂmnmtufummmmmenutbe
received within two posts after the remittance was W
the Postmaster must at onee report the matter to the Post-
master for Jamaiea and to the chial Treasurer.

165. Postrasters are  hereby authorised to pay salaries Salaies of Post-
out of the collections of the office; such salary, or proportion fasters
of salary, must never be paid in advance, but may be paid
in respect of each completed week in a month,
A note must be kept in the chest showing all advances
and payments of any kind made to date and no payments
must be made without due authority.

166. It is a Postmaster's duty to take notice of the manmer Coaveyance of
in which the conveyance of mails is performed and should M=
anything wrong be observed, either in the condition of the
van, or the stock, or the bags, or the conduect of the courier,
or in any other matter or thing, a report must be at once sent
to the Postmaster for Jamaiea, and to the Superintendent of
Public Works if the courier mmplu}'ed hy that Department.

167. Intheevent of a mail being left behind or delayed
in consequence of the negleet of a contractor or the fault of
a courier or from any other eause, it is the duty of the Post-
master to take immediate steps for the safe and speedy trans-
migsion of the mail, and he must at onee report the cireum-
stances to the Postmaster for Jamaica.

168. At Post Offices where the mail stops overnight the mail
bags must be kept inside the office and the Postmaster must
be careful to observe both on arrival and despateh that the
seals are intact and that the number of bags i correct.

169. At offices where mails are transferred and at terminal
offices of a ride, Postmasters will be held responsible for the
mrredtha:d&n!tbuhgu.

170. Every courier employed in mail eonveyanee must be
furnished with a eopy of the “Coution to Mail Couriers" and
Postmasters at terminal offices will be held responsible for
the observanee of this rule, any breach of which must at onee
be brought to notice.

Any Postmaster may require a newly ap ﬂimlrn;emi -;:uurm to
produce his copy of the " Caution to Mail Couriers™ as a
proof of his regu amﬂom&nt in the serviee,

171, On arrival, it is the duty of the courier to deliver the
mail bags into the Post Office, and when the mails are ready
for despatech he must receive them inside the Post Office.
A Postmaster must not allow a eourier to leave the office
RSk 15 e uiscicy has Cakan DS T ot o o

no v has laken p n case of any
larity the Couriers’ statement must be taken and sent in with
a fall report of the circumstances to Head Office.

172. Every mail courier must carry a post horn and he
must sound it several times on approaching and leaving a
Pmttuﬂﬂ'meandnhuun passing any estate, village or seitle-
men
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175, Couriers are forbidden, by law, to carry a
letter (other than in uemﬁwul‘thﬂn'dntr—urahh*
gram to be handed to the Postmaster) and any mfringement

=

way

mﬂh

of this Law must be at onee reported.

174, Whenever a contractor changes his mail courier, the
fact must be reported to the Posumaster for Jamaien, nma the
report must give the names of the former and present couriers
and the age of the present courier.

A muil should nuthndnlivandmammu-whui:nnt
known to the Postmsster,

175. Postmasters must report any instance in which a

.'mhudhndmwmhﬂﬂemwmﬂmwy-

Inmmt.ltl‘lhﬂrh&dd ;I'[Fﬂ'lmg ﬁmﬂmﬂ
gmdn whatever deseription in
o ‘-‘-’ﬂ"’lﬂ?‘-‘

176. Should it be within the knowledge of a8 Postmaster
that a courier is of such notoriously bad character as to render

him wnfit for employment in the service, he must report the
Tact immediately,

17T, lnnﬂmudmhbuy,m-mpmedmhbery of & mail,
or if a mail bag be dropped an the road, thePnntmmﬁ'm

iy lmmedhm iutnrma:.mn to the dy.me und also to the

ﬂng a full report of the gircum-

Should any lost mail be

rapurtth-mvwwthe mmm funﬁnhhm
the name and address of the finder. Should the mail bear
indications of having been tampered with, it must be enclosed
in another bag, w must be esaled and sent up to Kingston,
chemﬂtmmtbamumpmﬂmth,ﬁ.muﬁba forwaded

Aessenpers employed to convey mails to and from
Railway Siations must deliver them to the Station Master
and receive them Trom the Station Master, Messengers are
not to go on to the platform nor to interfere with the mails.
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151, Should o Station Apent find in the letter boxa letter or

acket marked “ Registered," or obviously containing value,

Ee must hand it over 1o the loeal Postmaster and obtain an
acknowledgment for it.

182, By peérmission of the Postmaster for Jamaiea any
person may have his letters conveyed to and from the Post
Office in a private bag upon payment of an annual fee of
one guinea. The bag to be locked, one key being kept by
the Postmaster and one by the owner of the bag.

When a Private Lotter Bag is conveyed by a mail contrac-
tor a further anoual fee of one guinea is to be paid. These
fees must be paid in advance through the Postmaster for
Jamaica,

See Rules 152 and 153,

1853, Messengers must ol be employed or dismissed with-
out permission of the Postmaster i;:;r Jamaica, Messengers
intending to leave the service must give two week's notice,
and they are entitled to similar notice, except for misconduct
or disubedience, when they may be summarily dismissed after
reference to the Postmaster for Jamaiea.

154, Messengers cannot be compelled to do private work,
although there is no objection to their rendering assistance,
In & private capacity, to the Postmaster, but they must not
be employed thus to the detriment of the serviee and they
should be remunerated for such services,

186, Messengers are not to be allowed to assist in the
performance of oflice duly, and when they are allowed to
enber the Post Office they must be under immediate and
conatant supervision.

186. The official duties of a messenger aro:—
a. To deliver telegrams within a radius of 1 mile,
b. To assist (under supervision) in opening and closing
mail bags.
t. To keep the Post Office premise swept and clean.
i, To clean types, brass work and batteries.
¢ To open and lock mail vans, by day or by night.

f. To carry mail bags between the office and the Rail3
way Station.

187. Postmasters are not legally bound to give change, but
may require that the exact amount of postage be tendered in
current eoin; they are however expected to aifford every aceom-
modation and facility to the public, who must be treated
with the utmost courtesy. Niekel eoin is a legal tender to
the extent of twelve coins, i.e., one shilling in pennies, and
sixpenee in halfpennies: Postmasters are authorised to
receive them Lo the value of oune =hilling, even if tendered in
halipennies.

No complaint s to wrong change can be entertained after
the party has left the Post Oflice.

188, Postmasters must not refuse coin that is defaced by
fair wear and tear, but only when it has been wilfully defaced.

189, Postmasters are not bound to receive postage, or any
nthiagl;md of stamps, that may be tendered in payment of
pos .
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Messengers.

Change and M
Drealings, Yoy
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e 180, References and letters from the Head Office must be
* replied to fully without delay, and returned, together with
any papers or enclosures which may have been sent for perusal
or ohservations to be made therson.,  Replies must be written
immediately below the memorandum from Head Office, and
on the same paper, which must be signed and dated, and
treated as muﬁgg;tiai.

Cariflleaias of 191. Any person who desires proof that an unregistered

posting of sore-  letter, post card, sample packet, packet of commercial papers

Lol g pewspaper, has been posted to & particular person, should
hand in the article to the Postmaster and ask for a certifi-
cate of posting. The fee iz d, payable by means of a stamp,
which must be affixed by the sender to the form of cert ficate.
These certifieates are not granted in respect of parcels or
any registered article, and the article in respect of which such
certificate is granted is not registered, and will not be checked
in the post, but treated as if it had been dropped into the
letter box, The certificate confers ne title to compensation
in the evenet of loss, d e, or delay, nor does it furnish
any proofl as to the nature of the contents.

Shis letrets, 182, “Ship Letters” are letters despatched or received by a
private ship at any port within the Island, such ship not
being a Post (ffice Paclet.

193. Every master or commander of a private ship, not
being a Post Office Packet, arriving at any outpert, shall
cause all letters on board his vessel (except such as are
EXET under Rule 185) to be collected and made up into
a sealed parcel, and shall deliver the same to the Postmaster
at such port, and shall sign the Declaration required by Law
in the presence of the Postmaster, who zhall also sign the
sarme,

194, The masters or captains of private ships conveying
letters from this [sland are entitled to payment at the rate
of ome halfpenny for each article of mail matter when the
sea gervice exceeds 300 miles and one farthing when the sea
service does no exceed 300 miles. When such payment
18 made at a District Post Office the Postmaster must take the
receipt of the master, captain or agent and take credit in the
Monthly Aceount, sending up the voucher.

195. The owners, charterers or consignees of any inward
bound vessel, or of any goods on board, are entitled, if resident
at the port of entry, to receive their letters free of charge for
postage, unless the commander of such wvessel shall have
delivered =uch letters at the Post Office, in which case the
usual rates of postage must be charged, and provided aiso that
the letters brought by any one vessel to any one such person
shall not collectively exceed six ounces in weipht. In order
that owners, charferers, or consignees may entitled to
henefit under the above rule letters must be deseribed as such
on their cuter coverings.

Other letters from abread should be handed over to the
Post Office by the Customs Officer and they must be taxed
double rate of foreign postage. A receipt must be given for
such loose letters to the Customs Officers,
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196. An hnndaduwrtntha?mtﬂﬂhehrthe
Customs by stamps of the country of origin
not ﬂ’t}limtud and the letters not having passed ﬂwnlﬂ
any Post Office, must be treated as whull:,r unpaid, but
stampsmust not be obliterated.

exeess over 6 ounces, must
Fuat and treated in the ordinary way.

Letters for “eonsignees™ &c., to be delivered elsewhere,
should be handed over to the Post Office to be dealt with, the
6 ounces allowed being charged for at the inland rate and the
excess at the single foreign rate of postage,

198, If any expense is caused through the fa.ult of an officer, Ofcers reapon-
either to the public or to the Department, the Postmaster for *"i»
Jamaica may, if he thinks fit, direct that such e
Qbf}mty hymhl f “mﬁgmm ﬁnﬁ

responsible for any or a
ing out of neglect to obey any of these Rules.

E

199. Whenever it becomes necessary to amend this book, Amendmosts o
a printed slip wil. be issued to all Postmasters, and on the slip R
instructions will be given as to how the amendment is to be
permanently entered in the book, All amendments will be
mumbered conseculively and it is the duty of Postmasters
to ask for any which fail to arrive.

_ 200. In the event of a robbery or other loss taking place Robbery st Ofices
is

EE
:
5

201. Every Postmaster is required to keep a daily account, Duily Balanco
showing in the first line the amounts of each kind of stock Beck
taken from the chest; in the second line the amounts on hand

at the close of the da "s business: and the difference between

these will, in the third line, show the sales for the day,

This account must be kept as a continuous record in the
book provided for the purpose.

202. Dealings in postage stamps for purposes of private Destings in Post.
fit are forbidden. Postmasters will render themselves aee Stamm.
Fr?:-la to grave censure if they en in any such transaction.
Postmasters must refuse to comply with requests to affix
zmtilpatulﬁtmrlortummlmplwhichmmtafﬁxﬂd
to letters.
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for Jamaica. A reprimand, or other form of punishment may
however be substituted at his discretion:—
1. For improperly (and with intention) eausing
delay in the h-anmmmon of the mails .. £
2. Omitting to seal a mail bag ,
ﬂmitt.mg to lock a mail bag or mail eart
Mis-sending or detaining a mail bag
M:smdmg detaining or mas—delwenng a
registered letter or parcel
3. Omitting to enter a registered letter or parre-l
on the Bill
Omitting to forward A mis-sent registered
letter or parcel i
4, Loss of a mail bag lock or key
5. Failure to answer corvespondence from Head
Oifice promptly
Mis-sending or detammg an ordinary letter
6. Mis-sending or detaining & newspaper
i mtmgmmpnralgnapustalurder i
Having paid postal ﬂrder in office, same not
being cancelled

204, Tn any matter to which these Rules do not apply
the Poat Office of Jamaieca shall be regulated, and its officers

govemed by the rules, orders and repulations which may
e in practice in the Post Office Department, under the man-
agement and control of the Postmaster General in England,

o= & o0 d;oms
BB womod Mo O O Soo9

o SooD oo o S oSG

=] o A i i

206, In these Rules “ Postmaster " means * Postmaster
or “* Postmistress,”

Made this 10th day of November, 1914,

W, H, MannmG,
Governor,
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EXCERPTA FROM THE POST OFFICE LAW 51 OF 1908.

Sec. 5 Every officer of the Post Office must, before as-
:ﬂnmg duty sign the officia! Declaration hefore a Justiee of

Sec. 6. No Officer of the Post Office shall be eompelied to
gerve on any Jury or inguest, or in the Militia, B

Sec. 7. The Postmaster for Jamaica has the exclusive pri-
vilegs of conveying letters execept (a) letters sent by a friend
to a friend; (b) by a messenger on purpose, conecerning pri-
vate affairs; (¢) Proeeedings issuing out of a Court of Jus-
tice; (d) letters sent out of the Island by a private vessel
(not being a packet boat); (e) Ship letters of merchants or
owners of vessels

Sec. 39. Any person employed in the Post Office who shall,
- to his duty, or allow to be opened, or
detain or delay a post letter or bag shall suffer such
ment as the Court may consider.
2ae, 40, Every person employed in the Post Office who shall
steal, embezzle, or Elaﬁb-e ty of felony and may
be imprisoned with or out hard ’

of stealing a post bag or a

i

letter is liable to imprisonment.

Bec. 46. Every person who shall solicit or endeavour to
procure any other person to commit a felony or misdemeanour
punishable under this Law s liable to imprisonment.

Sec. 49. The Penalty on persons employed to convey or
deliver o post bag, or letter, if found guilty of carelessness,
negigence, misconduct or drunkness, is £5.

Sec. 60. Any person employed in business of the Post
nﬂige,hywhn{mwuppoinhd. Il':gm:noﬁurd
the Post Office Department.

Bec. 61. A letter shall be deemed a post letter from the
time of its being mailed at the Post Office, to the time of ita
being delivered to the addresses, and a deli
son, or to his servant or agent, or other
to be authorised to receive the letter, be eonsidered
delivery to the person addressed.

|
B

857
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SCHEDULE OF STAMP DUTIES.

£ 5 d
Agreemeni-—under hand not otherwise charged 0 0 &6
h of annual tenaney, rent not exceeding ;
20/, for one year only A 0 0 1
w for rent of land, when annual value
does not exceed £5 "N 0 0 6

d Slips to be used A
Stamp d Slips < Jor Acceptances or

Not exceeding £5 .
Exceeding £5 and under £10 |

Of or above £10 and not exeeeding £20
Exeeeding £20 and not exceeding £30
Exceeding £30 and not exceeding £50
Exceeding £50 and not exeeeding £100 i
and for every additional £100 or fractional part

CONVEYANCES ON SALE.

SoooooD
= =Rl =1—
2SS 00D ==

Excecds E£5 and does not exceed £10
Exeeeds £10 and does not exceed £15
Exceeds £15 and does not exceed £20
Execeeds £20 and does not exceed £25

=R R =l ol =
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DISCOUNT ALLOWED ON POSTAGE BTAMPS EOLD.

;
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DISCOUNT ALLOWED ON IMPRESSED STAMPS 20LD.

.12341u?ﬁinunI2345“73ﬂWlﬂl?ﬂ&ﬁﬂTEﬂﬂ1h]2345 ?39“1“!2

&

-

ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂlllllllll1]1222222222?2233333533?333444
- - R - - R YRR R - T

Tlﬂ?iﬂ?la?137137!37137[3?]1?13?1371313?33TI3713Tl3

ﬂﬂﬂﬂ“ll11!!1222223333331444445555&55iﬂﬁﬁTTfTTTFEﬂE

b =R -1 F T =L T b T e R - T e R
Eﬂﬂaﬂuliﬂﬂﬂﬂllﬂﬁﬁﬂiﬂﬂﬂﬂﬂﬂﬂﬁﬂﬂﬂﬂﬂﬂﬂﬁﬂﬂﬂsﬂﬂ1ﬂﬂ35ﬂ3ﬁm

- — - - - —_—— _—— _——= —_—— —

O S mmmm e A Y S e SRRSO O S e S

e




Dec. 24, 1914] SUPPLEMENT TO THE JAMAICA GAZETTE.

Colonial Secretary’s Office,
Jumaien, 17th November, 1914,

HE Goverson directs the publioation, for ral information, of the

following  Jamaics Post Office Telegraphs - Rulcs, made by the
Poptmpster ot Jamaica, and approvisd by Hig Excellency in Pri
Counrl on the 10th Tnstant, under Section & of Law I—The Télamm,

Law, [BTH.
By comimsnd,
H. Bavan,
Colonin] Secretary.
Last of Telegroph Ofices,
Station Code,  Staton, Codli.
Alexandrin AL Mumdewille . MV
Alley 0 AY May Pen L MEP
Annolio Bey .. AR Mile Gally . MLQG
Halnplava BECL Moneague = ME
Blank River B Montego Bay ME
Bog Walk e B G W Morant Bay MY
Borobridge . B0 Ayrile Bunk . . MK
Browns Town .. BT Nowport 3 NWF
Bufi Bay ., BE  OcboRiee . OR
Caetloton i CLN Ol Harbour .. 0OH
Cave Valtey v Orgopbesss ac
Chapclion ; CPN Dot Antonlbo PA
Christinn XA Port Marie - . M
Clarenont . T Port Morant PT
Constand Spring £ Port Royal ; Y
Crioss Roads CR Posruis 1 PR
Ty Hurbour DH Prirstmans Hiver I
Dunomus i Retronl ‘ BT
Ewnrton EWN Richmond 4 BEM
Falmowth FH Rio Bueno . RID
Golden Grove G R Hunaway Bay RAY
Gorden Town GT Bt Ann's Bay EABR
Cirange Hill GH  Bamidy Bay .. g A
Green Ieiand Gl Hanta Cruz .. 5&
Gregory Park | GarP Havila-Muar .- ASLM
Hallway Troo ., HWT Bealorth 5 F
Hrotors River H R Shooters Hill .. BH
Highguts H 3 Spaldings ' BFP
Hupe Bay HE Spanizh Town 8T
Jackson Town JIT stony Hill . 8L
Kingaton 62 KN Trinity Ville TV
Lacovia LV Uleter Spring ULs
Tinatead LD Wireless (Bowden JCA
Lueen LA Yallabs i ¥s
Mulvern i MN
Menchionesl . ML

Telegrame may b sent to oc from Holland Bav, vie Pansms Cable
Cioy's. lines, st g coat of Thd. per word migimum sharge 1/ in addition to
thie snland rate,

Tolegrums may sl be sent feom and (o all Rallway Stations, see lisg
on page ShH2,
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Lagt of Telephone Offices showing telegraphic conneciions,

Telephone Btation,

Adelphi
Albert, Town
Anchovy

Bath
Bemsonton
Biethel Town
Bluetiolde
Howden
Brainerd
Cambridge
Carron Hall
Cedar Valley

E;ﬁyh!
oo
Cruys Hill
Eellits

Lawrence Tavern

Little Lomdon
Litghe Hiver
Milk River
Muntpelior
Megril
Woweastho
MNewmarket

Balt River

Smiths Village

Stewart Town
Troja
Troy

Warsop
Willinmesdiold

Code, Herved from.

Montego Bay
Baluclava and Ulster Spring
Bay and Railwsy
Golden Girove
Claremont
gav.-ia-Mar and Cambridge v
Hav.-ln-Mar and Blick River
Wireless Station
Riclimond and Stony Hill
Bav.-la-Mar and RBalway
Linstend and Retreal
Trinity Ville
Phunenns
Bav.-le-Mar and Cumbridge
Chupelton
Retreat anil |Linstead
Richmond and Stony Hill
Limstead and Hetreat
Claretmiont
Richmond and Stony Hill
Suv.-la-Mar
Momtegy Bay
Alley
Montego Doy and Railway
Hov ~la-DMar
Clardon Town
Hav.-la-Mar and Black River
Claremont
Sav-ln=-Mar and Crmbridg:
Alley
Montegn Bry and Montpeticr
Bop Walk anid Eichmaond
Chapelton
Alley
Kin
Jmhnanm
Baog Wallk pnd Tiehmond
Balaclave and Ulster Spring
Bailetnys sl Ulater Spring
Shooters Hell

rEHEOoOOEEREEEEEF-
b

=

H Ty
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=
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Ligt of Ruitway Offices shonsing slotions of which felegrams.
should be tronsferred.

Albany

Appheton (Siloah)
PBushy Park
Cataulu
Clavendon Park
Four Paths
Girange Lane
Hartinnds
Ipswich

Urpnge tgu.},'

Bt. Muargurets Bay
Huttons

teensfer at - Richmond and Hope Bay

e
(1}
(1]
L]
&
L
[
L]
(1]
L
u

Bulpelava, Crmibridge and Williamsfield
May Penoand Gropory Park
Balaclava, Cambridge and Williamafield
Moy Pen and Williamsfield

o P
Muy Pen and G‘EII'EI:.I!}" Park
Bnimdu.lu.. Cum]l:l‘!‘idgu and Williamsfield
Richmm}d sl HﬂpePay

May Pen



Ay

L

Dec. 24, 1914.)

SUPPLEMENT TO THE JAMAICA GAZETTE.

——

—_

Table ahowing from which Telegraph Offices, and the times mails loave for the ] rarious
D.P.Oa. nod having bilagraphie fosilities,

Mail for.
Above Hooks
Alderton
Alligator Fond

Alston
Balearros
Banibon

Bartong
Beliicld
Belvedors
Bonny Cate

Broes Hiver

Bull Bay

Casesde

Chester Castle
Clonmel
Colevville
Comfort Hiakl
Crrofte Hill

JCroaked River

Ciroep Rave
Drallan
Deesile
Devan
Enfield

Fairy Hill
Fellowship
Fiint Hiver
Fylles Pen
Cliddy Hall
(xinger Hill
Guanabos Vala
Hagley Ganp
H i
H:Egﬂ
Harker's Hall
Harry Wateh
Hayes

s River
Latiurn
kmﬂmﬁ
Eime HHall
Llandewey
Liuidaw Vale
Laosdge

Lomg Bay
Maidetons

——y

BEEHEE S

sts
BEE

Distance in
miles.
L

At.

g
a’
{

Foo
£

2
£

s
g

]

Svim o

b
ghp

GERERERE

B e L L

; ol
EESES

MOANO e RIRNEAD -

Seoabe

E385gE22s8n st
BEBELERRERERE

B
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Mail for. Lewves
: Clanlon Tovwn
Mavis Bank %;“i'ﬁ ﬁ,f‘““
Middle Quartors Twidh b
Wlowtho Four Paths
Moore Town Port Antonio
Mount Regale Hichmaond
Mountaimaide Tlack River
Myeraville E!-nn.?nhrug
Prar Troe Grove Trojis
Pedro Plains EII&MBI'I:"-R%I\?::T h
andoville T T8,
Pepper Sants Crua MW,
Poind Momtegn Bay
Fomt Hill Ewnrton
Pratville I‘Eown:n't
Rl ;:;mﬁiﬂ!
Hock River (i‘ll.n.pr]hm_
Riverside { {I_‘.;:gfa Hill
Bt. Peter'a Newnsatle
e i[dﬂm]p:.ii ille T8
I i | a -
Saushfield Santa Cruz M.W.E,
ShringBeld Tpnwiel
|
Sritr Tree {Lﬁndwﬂlrc T. T2
i ¥ Hanta Croz MOW.F.
Slurge Town Brownstaown
Bwift Biver Hope Bay
Thompeon Town Four Pail
Toll Gate :I‘L#l: ﬁt&:
Sraldings
hiemen ot { Shonters' Tl
Waikers Wood Mimeamue

Mnmideville T T8,

Watt Town Alexnndin

| Black Wiver
Whitehouse | Blugfickis M W I
Windsor Castle Annotio Bay
Windward Bond Kingston

Zanta Cruz M.W.F.

[DEC. 24, 1914,

Dhistanee in
At miles,
8,00 nom. i
3.00 pom o
) A 1
_;;‘E :;'ﬁ P FProm Larovin 4
1000 s r
i, 00 . ]
5. 10 p.m. 5
5, 0fFam. R
5.00 nm. R
430 pm. From (nrron all 2
B.00-am. Vrom Malvern ]
Hy might 1';
12,10 pom. 13
846 am. Froe Baog Wik 11
4 26 po. L
5,30 0,m. T
T T
L1 30 aum, i
6. 35 nam. Fi
1210 p.m. i
500 pan, 4
10,50 am. 3
{ By night, From Matvern 7
.16 a.m. From Neweastlen D
4, 15 pum. T
{ By night R
&30 nam, a
5. 08 aum. e
T 00 = _mi. i1
5 A st ]
400 poams Frgen Clirendon
Park 2
b 0 . 1
@I pom. a
5 O g, r
{ By might From Newjort T
T4 aam, i
B ulglll‘. 12
445 pan 5

. 20 'p.nl.- 'rom Bulf Bay
Theies daily by car.

NP —Telegrams must  reneh the despotching office ten miimutes  before the mnil =

seheddiled to loavi,
See Bule No. 15
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THE MORSE ALPHARBRET.
A - r— J ——— S ia'e
B E — T —
G — — L o — U i p—
D —.- M — v —
E . = L
P o= X ——
G — P .— N ————
H Q ——— Z ——
I e
Numerals,
; Ty e
T e =
§ i 8
4 . e el
B it b e
Short figures, the use of which is obligatory in the repetition
of figures and i hngnnmhﬂ'nl.'uvg-ds.
1 — 6 —
2 — T o
3 —_— B —..
4 — - F—
b 0 —
Bar of Division (/), —— —— — —, asin Afe, BL,
Clo. 6, M &:—c In repetitions — — )
Ll e Bl cooy asin g, §&e

In re ltmnu ]
Signal ting the separation between whole numbers and
fractions, ————
mrlhmngmﬁxm,mandahheﬁnﬁummwﬁbo-
. 2l b s b g
ifﬂb tobetrnmuﬂﬂad
A telegram to ghamdndwhtbnﬂnﬂm
be repeated.

=)
OBy g EmiamH

0
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e
E
=
2
E
g
o
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E
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From, or name from

{ - — ), Signal at beginning and end of work.
Wait, or wait till I eall you.

Say whe.fn you are ready.

Repetition, or correction.

Clear of work.

fGood morning,

Good night.

QQZomEnm™S
FEEOOOZE
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Diaily time signal comi

R Fu]lsm?ﬁmtta_mumnt. ;

e | Brackets To besent before and
alter words so treatid,

(+—:=) Inverted commas, To be sent
bhefore and after words so ireated.

(+—::2—2:)} Underline. To be sent be

fore alter words so treated.

Apostrophe.

= B BRI
— —

OB —~ = M
o
|
I
|
!

{ o
e O, Iutr.iutrm_ga;t.l;.rfl;‘_L note or “repeat

: T,

‘Word after, or “repeat the word after.™

Station from, or “repeat the station from,"”

Code time, or “repeal the Code time, ™

Hummibfzr of words, or “repeat the rumber of
wortds.

=
OwmIBpo—o=

=
o
2=t o g

Who are you, or “ what station are you. "
How are the signals.
Are voul,

Th“fﬁ m.'l.her report.
%m went !
Jundred,
Thousand.
Wrong number of woards.
Received
Via Bermuda.
Via West India & Panama Cov.

T'o carrect wrang number of words, the receiving clerk signals
the number actually ved, the forwarding elerk then
repeats back the initial Tetter of each word mntil the mistake
iz discovered, whem the receiving clerk will at once stop her
and ask for the correction, which will now have been located.

Lo call a siation.—Signal the code letters of the office whose
attention is requmired, nol more than lpics in sucecssion, fol-
Iowedtfav the code letters of the calling office.  This may be
repeated at very short intervals,  The office ealled will reply
by signalling its own code, followed by “G" when the ealling
office will at once proceed to transmit.

After calling any particular office secen times in quick
suceession and failing to attract her attention, the callin
clerk (after making a nofe of the inattention) will proe
with other business and allow other stations to do so. The
inattention of one office nust not be allowed to hold up the
whole working of the line. After a lnpse of fifteen minutes

previous procedure ted,

Requests to aseertain the E‘udr Time of & message about to
be transmitied v absolutely forbidden, Clerks must listen
to the working of the ling and anly bresk in when their mes-
sages are in turn, ume*)t for a Priority Message,.

Long “rubbings out”, and interruptions when two offiecs
%mmmmmmmtmmmrm

0.

Z2ENgmms
22E2mcoc

=
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RULES.

1. The charge for telograms throughout Jamaien is 8ix- Charges
pence for any number of words up to twelve and a half-
penny for every additional word, All that the sender writes
18 to be counted, including the nddress and signature.

ot ammm':dmwm B sty b dan o

As few as possib I:emmhemdtumukeupthetuhl
amount. rate for messges is sixpence for the first
twenty-four words and a hall-penny for every additional
two words.

E.Rm = for telegrams can be obtained at a cost of one Recsipn for
The receipt must bear a penny stamp duly Teersm

B s may be repeated back to
at an u:mnal charge of one half the nrdinnry tarH frac- T
tions of a hall penny eounting as a hall penny.

4. Coples of a telegram directed to more than one person Muiripie Tele-
in the same free delivery area will be delivered separately grams
at a charge of threepenee per copy. Senders must only
write the addresses for one free delivery area on the same form.

b. Iﬂmmmmrmgclnin’m , 0r as to the sender (afsemation
of a telegram can only be obtained t,hs: office of origin Telegrams o

G, The sender of a telegram may have it cancelled. IF it Caseslling
be cancelled before the stamps have been obliterated the cost Telegrams
will at onee be refunded, but after the stamps have been
obliterated the cost will not be refunded,

Ii transmission ha.u bwn completed o telegram can un}_-.r
be cancelled hi d service m and if the service
message should arrive too late, the sender will be informed
of the faet, but no refund wiil be made of the amount pald

Cancelled telograms must not be destroyed, but must be
numbered and filed with other telegrams,

7. The cost of a re not excecding 48 words, may be
prepaid. A reply gt then be havded to the addiumee A
who will be at liberty Lo use it for any within two
months. [f the form be not used its value will be refunded
to the sender, if he applies for it ond prodoees the form within
two months.

Senders of O.H.ME. teegrums may prepay a reply of
an unlimiied number of words.
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868
e

Delivery of tele- 8. If a telegram eannot be delivered personally, to the ad-
g dressee, and failing other written instructions, it may be de-
livered to his agent, any adult member of the family, his
m:;llam, lodger or guest; also to the porter of the house or

Telegrams may be 3+ A prepaid telegram may, in a rural distriet, be handed to

hinded to w mall & mail eourier on his way to a telegraph office.  For security

Fcsioa (s the stamps should be affived by the sender. The courier
must not be delayed for this purpose and the Department
assumes no repsonsibility. id telegrams may also be
sent, postage free, to any telegraph office; the envelope
should be marked “Telegram immediate."

Specinl Instructions 10}, The sender may have ial instructions such as
“private,” “‘confidential,” “only to be opened by the ad-
dressee, " or the like, written on the outside of the envelope.
Suech instructions are to be paid for at the ordinary rate and
form part of the address.

Frid izt 11. Telegrams indecently or obseenely worded, or appear-
g e ing to contain grossly offensive or libellons matter will not
be transmitted.

Jelegrme ket 12, Inland telegrams are only kept for three months, and
during that time are only produced to the sender or addressee,
or to their duly suthorised agent. Copies of telegrams can
only be obtained on application to the Postmaster for Jamaica.

Postmasters are forbidden to give eopies of telegrams to any-
Doy,

Free defivery. 18, In EKingston telegrame are delivered free within the
Postal Delivery area. In the country they are delivered
free within a radius of one mile from a telegraph office.

Pasteruge charges. 14, When the addressee resides beyond the limits defined
above, foot porterage is charged at the rate of sixpence per
Fﬁln_z, or part of a mile (one way) beyond the free delivery
imit.

Should a sender desire a telegram to be delivered by mount-
el messenger, horse porterage is charged at the rate of one
shilling per mile, or part of a mile (one way) from the door
of the delivery office.

Deficiency of porterage is charged on delivery. Should the
addressee refuse to pay, the lelegram is nevertheless delivered,
but a serviee message must be sent to the offiee of origin
stating the facts and the amount of the deficiency, which
will then be collected from the sender who is ultimately
responsible for all delivery expenses.

Defivery by poss. 15. If the sender desires a telegram to be forwarded by
post from a terminal office, he must write (and pay for) the
words “by Post™ after the address, thus:—"*

*“J. Brown,
Cascade by post Lucea”
Mo charge is made for postage. (See table on page 863.)

Tuleirams far 16. Telegrams may be sent to eertain ports (Kingston,

sbrozd by post.  pot Antonio, Montego Bay) for inelusion in  outgoing
foreign mails as letters. The sender must write and pay
for the words “by post” and the actual cost of postage must
also be prepaid and affized to the telegram in stamps.
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Erample—
“ Jones

“2381 Broadway, New York by pml. Kingston
"' Letter just received replying next mail —Brown ™
Cost is 93d., viz., 14 words 7d., plus 24d. postage.

17. Any person may register an abbreviated or arbitrary Abeeviated ad-
address on payment of a feg of five shillings a vear, dating %=
from the day of registration. One payment of £2 will seeure
a permanent registered address. Only addresses which are
approved by the Postmaster for Jamaica will be registered.

Any firm wishing to register the same abbreviated address
at more than two offices in the Island can do so at rates
oqual to 256 per cent. less than the above, Telegrams for
delivery to the care of a person who has registered an abbre-
viated address must have “ecare of ™ or “¢jo’" inserted, thus:
“John Smith e¢/o Hereules, Kingston,™

The Postmaster for Jamaica may refuse to transmit tele-
grams handed in to an abbreviated address, if the fee for its
regisiration has not been paid.

13. All telegraph offices are open from 7.00 a.m. to 5.00 Ofce bours.
. om ordinary week-days, and from 7.00 a.m, to 9.00 a.m.
onPublmhnhd , and at such other times as the Governor
may, by nofice in ‘the Gazette, direct.

19. The Department iz not liahle for any loss or damage Lisbiliey,
which may be incurred or sustained by reason, oF on account
of any mistake or delay in the transmission or delivery of a
telegram.

20, Telegrams O.H.M.5. must be accepted and transmitted o m.m.s wle-
at any time. They may be sent without prepayment or paid s=ms
for, but in either case are given priority.

{a} Telegrams handed in by or addressed to the Governor
his private Secretary, or the Colonial Secretary
must be given priority and transmitted withoul
question at any time,

(b} Telegrams handed in by the Director and Superin-
tendont of the Railway or from Hailway Agents
on purcly Railway business, may be accepted [ree.
They are to be marked 0.H.MS.

21 Telegrams may be handed in at any telegraph office e for opering
after the usual hour of closing on payment of double rates out of sffice hutrs
in addition to the following graduated fees:—

{a) From 5.00 pan. to 5.30 p.a. or so long as the office
isactuaily doing telegraph work, doublérates. Nofee.

(b} From 530 pom. to 800 p.m. and from 6.00 a.m. o
T.00 a.m. two shillings and sixpence for the fArst
messape and sixpence extra for every additional
messape sent to the same place as the first. One
shilling and sixpence extra for every additional
mesgage sent to any other place at the same time.
Division of Fees.—One shilling to sending opera-

tor, one shilling to receiving operator, sixpence to
the messenger., I messages have normally to be
sent through a  transmitting office the transmilting
operator receives one shilling, which must be cal-
lected from the sender, in addition to the fee of 2/6.
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N.B. The shove fees are payable alsp for messages
sent between 9000 a.m. and 8.00 p.m. on days w
telepraph offices close at 9.00 am, and on Sundays
from 6.00 a.m. to B.00 p.m.

te} From B.00 pom. to 6.00 am. five shillings for the
first message and one shilling extra for every ad-
ditional meassge sent to the same place. Three
shillings extra for every additional message sent to

tﬁa place at the same time,

ision of Fees.—Two shillings to sending opera-

tor, two shillings to receiving operator, one shilling
to the messenger.  If messages have normally to be
sent through a transmitting office the frensmitting
operator receives two shillings, which must be col-
Tected from the sender, in addition to the fee of 5e,

{d) Clerks at the despatehing and transmitting station
(if the message would normally have been trans-
mitted) receive compensation for the work whether
the message can be got through or not and the bal-
ance of the amount paid will be refunded to the sender
in such cases,

{e) Clerks are cautioned never to send 8 message through
a tranamitting office until every effort has been made
to ¥et direct commumication. The closest enquiries
will always be made into such cases.

(f}) Stamps representing the double rate are to be affixed
to afl messages, and a remark entered against each
in the abstracts, stating the time office was opened
and the amount of fees paid. The total amounts
collected under (b) and (e} are to be brought to
account in the monthly account.

(@) A report of all special openings is to be sent to the
Superintendent by the first post after the oceur-
rence, and the names of all clerks and messengers
employed must aceompany 1. Payments for over-
time are made from the Head Office,

{h) If & person who has paid the fees for a special opening
desires to prepay a reply to a telegram, he must pay
double rates for the reply, and if the reply doss not
arrive until the expiration of one hour from the time
the oifice was specially opened, he will be called
upon to pay an additional twe shillings and sixpence.

i . 22. Payments to operators for services performed out of
meswe ™ office hours are caleulated as follows—except for special
openings as in Hule Z]. ;

(a) One shilling per hour for the first two hours and six-
pence for each hour afterwards.

Minimum time allowed is 15 minutes, Services
from 15 to 30 minutes eount as half an hour, from 31
to 60 minutes as a fll hour. One hour and ten
minutes service would receive one shilling and six-
pence. Two hours amd ten minutes service would
receive two shillinge and three pence.

(b} The ardinary official hours are (1) in the Head Office
from 7.00 a.m. to 5.80 p.m. (2) In distriet telegraph
offices from 7.00 am. to 6.15 p.m,

(¢) The above rates are allowed for late closing of office
and speeial openings for Government or press
business. All elaims must be rendered weekly to
the Buperintendent, and reported by first post after
the occurrence,  The names of all elerks and messen-
gers employed being given,
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id) Overtime will not be paid for any work in the Tele-
graph Branch excepting the actual receipt or trans-
mission of telegrams,

23, Glazll;:iat; Talepgﬂne_nﬁm are ol j;_‘!all11::n'|.!-*|t=:r.;l leave with-
out pay, and they must provide & capable substitute to con-
duct the business of the office during their absenee.

fa) Postmistresses and Telegraph Clerks are al'owed
leave in the event of sickness and on production of
a medical certificate. The maximum leave allowed
in respect of each biennizl period i one mionth on

ull pay and one month on half pay. This leave
may, if desired, be taken annually in the sorrect
roportion. In special cases the Postmaster for
Eaumim mey allow a further extension, without pay.

{b) The Postmaster for Jamaica may, &s &n act of
and in special cases, grant a clerk leave on full pay
and without & medical certificate for pericds not ex-
ceeding six days at a time or eighteen days ina
vear, but in gueh cases the clerk must put a
capable person to fill her place and there must be
no expense to the Government,

(e) Clerks on leave must keep the Superintendent ad-
vised of their nddress so that in cases of emergency
they may be communicated with. They must also
report in writing, at least seven clear days before
their loave expires, if it i= their intention to resume
duty, and if not the resson of their faiture to do so.

(d) The wires are not to be used to ask for leave or for
extensions of leave, except in case of sudden ill-
ness or utmost emergency.

(JENERAL INSTRUCTIONS.

1. Every stamp on a telegraph form must be defaced
before the telepram is placed on the circuit for transmission,
and on no account may stamps he removed from & form after
they have heen defaced, £

2. Postmistresses will be called upon to pay ail deficien-
cies, whether eaused by irregular counting of words or other-
wise

3. It is expressly forbidden for any telegram of & personal
nature, by whomsoever handed in, to hh&?mt free. Official
tolegrams must not be sent on personal matters, nevertheleas
official telegrams must always be transmitted without ques-
tiom, but clerks are instroeted to send to the Head Office
copies of any telegrams whieh appear te contravene this rule,

4. Originals of telegrams must always be perserved: if
written on ordinary paper they must be gummed to the
proper forms,

5 All O.H.M.B. telegrams are given priority of transmis-
siom, 88 also are telegrams concerni Iness or death, and
telegrams to catch a train, if it be obvious that the useful-
ness of the telegram would be impaired if it be delayed.

f. Telegrams may be handed in to an address within the
iree delivery area of any telegraph office;  They are copied
and delivered in the same manner ae other telegrams snd the
charges are the same as if the wires had been nsed.

Leave,

Dipfacing stamps,

Deficlencies.

Tessanal telegrams,

Uhriginals of
telegrama,

Priosity telegrame.

Ielegiams ant
foing over the
wliea

871
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FReply pald tele-
aTame

Press telearams.

7. When a telegram the reply to which has been prepaid,
is received, a a&}f Paid Ticket” must be filled up an-:l
gummed to the back of a telegram form, and enclosed in the
envelope with the telegram. Messengers must be direeted
to ask if the addressee desires them to carry the reply back
to the office, and if so to wail for it.

8. Press telegrams are those addressed to a newspaper by
its title, which has been registered as a newspaper by the
Postmaster for Jamaies; they must only contain matter in
plain language which 1= clearly intended for publication in
the strict sence of the word, Notices of birthe, marriages and
deaths and advertisements are not admitted as press, nor are

requests for additional copies of the newspaper.
he proprietors of newspapers must pay the cost of any
telegrams received, immediately on demand, Only authorised
mmfumr!iia‘nts P?-:E allowed to El_ilndhp'l‘ess messages *gnlmut
PrépayTIe 55 messages which are not prepaid must
bear the words " Press Collect ™ in the instructions, and these
words must be entered in the remarks column of the absiracts.
(&) Press messages must be transmitted as soon as the
line is clear, they are not to be kept on hand longer

than iz necessary.

Counting of words. 9. Words separated by an apnst.l';_:glhe or joined by a hyphen

are each counted as a separate wo

{a) Parenthesis, inverted commas and underline each
count a8 a word.

(b) Abbreviations such as cant, wont, dont, ete., are
admitted, but their use is not recommended. They

(e 'Fﬂl?ﬂgﬂoné yol mﬁhf In recognised

e Te ms written in foreign Tguages or i
codes are to be counted as I written in English,
but unintelligible combinations are counted at the
rate of 5 letters to a word. Combinations or al-
terations of words contrary to the usuage of a
language are not admitted.

id) Figures and groups of letters are counted at the rate
of § characters to & word, 7.e. 126743 counts two
words,

() Mixtures of figures and letters are counted separately,
but ordinal numbers (1st, 2nd, ete.) are counted as
one word each, as also are letters added to figures
to denote the number of a house.

if) The mark of division between fractions and a fall
stop between figures are each counted as a figure,

{g) Cif, cod, fob, aje, B/L, ¢/o, % are each counted as

one )

{h} In the address any numhber of words used to designate
an office, town, street, square, park, ship, ete., are
to be counted 2s one word:; but in the text, words
must be counted and transmitted as written by the
sender, unless it is obvious that he intends certain
words to be joined together, by sending the exact
charges.

(i) The counting of the office of is decisive and is
to be talen as the true count of 8 message,

Examples of eounting. In address. In text.

Port Roval
Portroyal

Myrtle Bank Hotel
Myrtlebank Hotel

Sabina Park Lands
Sabinapark Lands

B BS B B b
I S0 B S0 b= b |
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Examples of eounting.

Shaw Park T
Shawpark (contrary to the

usage of R
Admiial Dewey (name of

> Park Cam
Up-Park P
Uppark Camp
Uppurh;ump {eontrary to
Slipe Road
Slipepen Road
DaCosta (name)
Dacoata

H. M. 8. o s

Twopenes, Lhreepence, ete. to
eighteenpence

Re-unite i

P

o
O EIBSES  PORIF D M|%

Reunite .. —

ﬁimht (contrary to usage of language)
164 { in address) (mixture)
Eﬁh (i number)

=

B b S po = B SRS RS Sbr DRLEES g M|§

10, Counter Clerks must give every assistance to the Clerks foasis the
public if asked to do so, advising them how best to word a Pl
message, ote. They must however only write telegrams in
enses where the sender cannot do so.

11. Counter Clerks must read over telegrams before the coding, cossting
genders leave to make certain that there are no doubtful =eddoubtiul words.

12, Clerks at the various offices must all work harmonious- wraagting for-
ly together, wrangling and arguments (and violent rubbing bidden.

out) on the line are strictly forbidden. No private conver-

sations are allowed.

13. Messages O.H.M.S. and Priority messuges take pre- owmer of trams.
cedence on the line, wm.muﬂw--ﬂm
ing, to be sent in order of time, but elerks must to
the working of the line and break in when their work is
in code Clerks are strictly forbidden to break in while

is in the middle of a message, or a batch, even
of later code than their message,

{n) M must always be sent in batches, irrespee-
tive :smde time, wﬁnm office has more than one
for the same station; but the first message of the
bateh should be in eode turn, Six messages con-
stitutes a bateh of telegrama,

{b) Important service messages take priority, but un-
important ones must be kept until the line is clear
of all paid traffic, including Press,

¢
i
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How to send & 14, Telgrnma must be zent as follows:—

ode time; Station of origin (sent in full}: serviee

instructions (and amount of charges in foreign telegrams);
number of words (using abbreviated ligures); From; To; then
the “ii" gignal; Text, and “understand’ signal, denoting

the completion of the telegram.

(a8} In “S8" messages clerks must use the code abbre-
viatien: for the *'station to,™ but in “ X" messages

it must he sent in full,
How Lo recoive @ 16 In 8"
telegram,

the lkwer copy for deli

7p must

not show the service instructions or number of words. The
code time need not appear on the top copy as it must he
tranglated and written direct in the space provided for * time
handed in.”" The "Station to" mov be written in the ab-

breviated form in which it was sent.

(a) Receiving elerks must carefullyv coumt the number of
words in every tolegram and compare it with the
number signalled; if it agrees the message must be
acknow] by repeating back the "name to"
(the "station to™ in X" messages) all fipores and
groups of letters, any doubtful words, and service

instructions.

(b} ““Stations to” in ' X' messages are to be repeated
by using the code lettors, and repetitions of figures
musthe made in abbreviated figures.  Text words are
only to be repented when the receiving clerk is
in actual doubt as to their aecuraey.

To facilitate rapid counting, messages must be written with
five words in edch line, and only one side of the form must

be written on.
Consecutive mizm- 16. All messages, received, sent, and {ransmitied, are to
P bear a daily consecutive number in the order of their receipt.
Service messages are not numbered,
Diclivery of tele- 17. Every effort must always be made to deliver telegrams
ik with the least possible delay. Telegrams arriving for places

of business after they are closed must be delivered to the
regidence of the addresses, or otherwise in aceordance with

written instructions.

{a)} When a mmsﬁnger cannot ﬁ:!:u:t a responsible person
to accept and sign for & telegram, & “m :
BCe wm

despatch notice™ must be left in some pl

it will attract attention when the oecupier returns.
(b} Messengers must wait for replies when asked to do
%0, but they should not wait longer than five minutes.
(e} Careful check must be kept on the time taken by
messengers in delivering telegrams, and delays must
be promptiy reported, Messengers will be fined if
they loiter over delivery or do not return promptly

to the office,

(d) Messengers must make every effort to deliver tele-
grams, but after five minutes if attention is not
ined a *'Messenger's despatch notice” must be

eft and the telegram taken back to the offiee,
notes being made as to the eause of non-delivery.

If the telegram is not called for within an hour a
further attempt at delivery must be made, and so on.

Routlng telegrams. 18- Telegrams must normally be sent by the most direct
route, but when a particular line is busy they may be diverted
to a lesa busy eireuit, and this must always be done if they are
likely by so doing to reach their destination quicker.
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Telegrams which ha been transmitted
@ mymw,mmnmd“;ﬂﬁ:hlwhmwh&

lugmm &uﬂutl

delay by the muh :t. was first sent tg
vis Railway must always be 'uhn
communieation iz restored.

Faompld,—The lne being " down " or “blocked ' to
mv-}i.;ﬁn:du;it&: :fﬁkfmnhfwﬁﬂ phm is sent
to - n the is “through™
mmﬁ]?h?)mmnm to repeat it or to check work
sent via WMontege Bay: nevertheless the clerk would
ask Montego Bay i the diverted work has been

tie“nliae&m e alﬁrﬂflllut qui:ﬂr delivery would
st as to w
result from careelling and sending direct.

a

189, When a telygram eannot be delivered on aeeount -
insufficlent address, or the addressee having left the place,
or refusing to accept it, or for any other cause, a
message must be sent at anoe li}i.hﬂnﬁﬂtdfm‘igh:
cause of non-delivory, but no other parliwlm
Code 46, must be used.

fnm mnﬂpt of a nnn-delw

hthgm ],u an{ )

b correated b-u & priority If

is discovered the Hunr!f-r mnst be infm'mad on a
* non-delivery uuk.ice forin. No expense however

is to be incurred for this
by When the sender of an unlfhwmd

a subsequent or corrected address ha must be uﬂmd
upon to pay sixpenee if the eorection involves only
the sending of an 8.B.; bul if the telegram has to
be re-transmitted to another office he must again

i i ﬁ“’f‘“ Rnally be deliversd
() which esmmot must,
after 24 hours, J::lae&d in nm‘ther an'mlcps ad-
ink,; an ﬁlﬁm

drossed in
wlmu-h mll-'ﬁm trealed as a httu'.

%S

SUPPLEMENT TO THEZ JAMAICA GAZETTE.

Imsutficient addrews

20, Clear distinet handwri wiﬂmtﬂauﬁnhu,mham

cultivated by all telegraph elerks, and eounter elerks must
take special care that every telegram hnu:wlu.ﬁ eounted
and coded, and i perfectly clear and before it
is sent out, or placed on the instroment tshie.

21, Dunnn.:gu the horrieane months Weather Reports wi
be sent to all statlons. Th mmtbecupiad on the Z.M.
form and one copy displaye office notice board for
two days. A mlgj must aiso hmttﬁth&ﬂmm
the Customs Officer, the Senior Constatulary Officer, the
Custos, and Members of the Legislative Council, provided
there I8 no expense involved in delivery.

Weather telegraums sire given precedeitos over all other work
and there must he no delay in earrying out the above instrue-
tions,

22, Copies of service messages referring to telegrama
hegumn‘sgdtnthehackunhl telegrams to which rdar
pervice messages must be kept for three

ﬂamdnlh'ord by burning.

1l Weatlier telegrama.

mugt Service messages.
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{a) Serviee messages must never be sent on trivial or
unimportant matters, or when a letter by post will
serve an equal purpose. The utmost brevily mgt
be observed in their compilation.

(b} Bervice messages must not be sent to ask for replies
to telegrams, nor for the name of the sender of &
mas.sage such requesis must be made by paid

. Supplies of stationery and stores must
he ordered by post.

Servicecode book. 28, The use of the Service Code Book is eompulsory and
elerks who fail to make use of it whenever practicable will be
fined.

Secrecy. 24. Telegrams and everything concerning them are to be
regarded as strictly confidential, and any breach of confidence
on the part of a clerk will he met with instant dismissal.
Applications for information regarding telegrams must be
referred to the Postmaster for Jamaica.

ia) Clerks are cautioned not to converse in a loud voice
about telegrams, as outsiders might, in this manner,
gain knowledge of their contents. Absolute secrecy
alone enables the Department to retain the confi-
denee of the publie.

(b} Telegrams must never he left about on the tables or

* between the leaves of books, but when finished with

must be placed face downwards on the files, and
locked away when the office iz elosed.

Time signal, 25. At two minutes to ten o'clock, daily, Kingston will
commence to send the time signal bj' repeating the letters
“T 1" at short intervals, At 10.00 a.m. precisely the letters
“TEN" will be sent, when all stations must adjust their
cloeks. All work must be suspended at two minutes to ten
until the time sigmal arrives, when transmitting offices will
simultaneously pass it on o offiees (including telephone
offices) which do not work direct to Kingston.

MM sgmal, 26, At 5.00 p.m. daily all offices must be attending in order
to give “N.N." immediately in reply to Kingston's request.
Kingston however is not to azk for the signal at that time if
the dayvs work is nearly eleared up, but will wait till all work
has been disposed of.

(a) “N.N." from transmitting offices will be understood
by Kingston fo mean that aﬂ offices for whom she
transmits are also “N.N.”

k) After receiving the *'N.N." signal from all stations
with whom she works direct, Kingston will £:zs
the “G.N.” signal, upon receipt of which all o
will ¢lose for the day.

Daily cleck, 27, At 5.00 p.m. daily, or as soon afterwards as the lines
are elear, the clerk at each office must check with every other
office with whom she is in eommunieation te ascertain if the
number of telegrams sent and received have been correctly
disposed of. Errors in the “check” showing that a message
was delaved until discovery by the check, must always be
peported to the Superintendent:  The files should be examined
frequently during the day to ascertain that all messages have
been duly transmitted or delivered.
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38, Messengers must never be employed unless they are Messngers.

known to be honest. P.Ms. should apply to the Senior Con-
stanbulary Officer in their diztrict for information as to the
suitable character of prospective messengers or servants.

fa) All eases of misconduet or neglect of duty by messen-
gers must be reported to the Postmaster for Jamaica,
with remarks and recommendations. P.Ms. may
suspend messengers for gross irregularities, but they
must ‘never be dismissed without first obtaining
permission from the Postmaster for Jamaica,

(b) Messengers intending to leave the service must give
two weeks' notice, and are entitled to similar notice
eXeept n cases of gross miseonduet or disobedience,
when they may be summarily dismissed by the
Postmaster for Jamaici.

(o} Messengers are on no aceount to assist the P.M. or
elerks in the performance of their duties, and they
must not be permitted to enter the office unless
under immediate supervigion.,

{d) Messengers cannot he com to discharge private
duties, but if they are willing to do so it must not
be to the detriment of the service. They should
recaive a small remuneration for private services
rendered, especially in cases where a private servant
is not kept.

29, P'Ms. in charge of Telegraph Offices must instruct
their subordinates in all branches of their duty, including the
preparation of the monthiy aceount, so that they may become
competent and eligible for transfer and promotion. Similarly
they must report {o the Postmaster for Jamaiea it any miem-
ber of their Staf fails to discharge her duty in a satisfactory
manner, o does not avail herself of the opportunities given
for learning the details of her work and accounting. Glaring
ineompetencs of misconduct is to be reported at onee,

30, Postmistresses and clerks in charge of telegraph eir-
cuits are instructed that it is their definite duty to report to
the Postmaster for Jamaica irregularities of any kind which
come under their notice, especially inattention to ealls, delays
to telegrams, talking on the line, use of bad language, faults
n instroments, batteries, or wires, sfe.

() Reports as to damage to lines should be sent at once
to the Buperintendent of Public Works and Super-
intendent of Telegraphs.

31. In the event of any telepraph office being cut off from
any other telegraph office the cireumstance must be reported
by wire (if possible) to the Superintendent within fifteen
minutes, and if the interruption continues for one hour it
must be reported by quickest possible means to the nearest
officer of the Public #:rkﬂ, In the event of total interrup-
tion to all stations the Public Works must be notified without
delay, after the P.M. has satisfied herself that the fault is
not in the office,

(a) During interruptions telegrams are to be accepted
at sender's risk only. I communication is not
restored coples of any telegrams on hand are to be
zent forward by post or by any reliable bearer, if
opportunity offers, and when communication is
finally restored enguiries must be made to ascertain
if the messages duly reached the offices to which they
were sent.

Instructing staff.

Irrepularizies.

Intermplions
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Abstracts and A2, The ahstract book showing u complete list of the received
i and forwarded telegrams for the day must be completely

fa) weekly abatract sheet s to be written up  and
posted to the Head Office every Monday together
orwarded, received and trans-

must. aleo be enclosed as woll
(b) The word “ " must be entered in the remarks
column of the absiracis
to or received from the Railway.
Disciling and 88, Clerks must take care that neatness, order and quict-
i nesy mmmmmt;%?d in limaﬁmmmmt ﬁmwt lmkt.:upt
o bles : At ove
mpulmﬂy&alm ﬁm paper mul;x. never be allowed to
remain on the floor of a telegraph office. '
a. Only those officers and clerks actualiy in tde;

room.  All others as well asstrangers must be rigidly

exelnded.

b. Clerks employed in the instrument room must not
leave it without permission of their senior officer.

¢. The wires must never boe used for private conversa-
tions amongst the clerks, and practieal joking is
strictly forbidden.

d. Telegraph forms and envelopes must only be used for
the receipt and delivery of bona-fide telegrama.
e iaine
n j ervelopes

Publi

of mmnag;. servants, or the Pub

e. P. M's. will be held strictly responsible for breaches
Wﬁm and lack ut{] orgemm e]mlilt&m.. Wm
t are juniors it is the P. M's duty to inspect

qml?:iumnwek anid to report any breach of
A L1

{. .When one P. M. relieves another it is her duty to report
if the premises and furniture are not clean nnguin
good order. Any subsequent complaint that t'hli'
were tranaferred in an unsatisfactory condition will
not be entertained.

g. There iz no objectlon to & Postmistress huving her
mather, ﬂ.;t rd;:tﬂ I with her for
that the room may be required to be given up at a
moment’s notice. Such amrangements first
recaive the sanetion of the Postmaster for Jamaica,

” ;’Iﬂmhm ri a;;u'rﬂml :I:helrm mgﬂrht o

: L. Foreign telograms are subject to the ioma

Forcign st International Telegraph Convention, and they must be prepaid
at the rates quoted in the Behedule hereto, in addition to the
inland rate. The inland rate is brought to aceount by affixing
postage stamps, the foreign rate is lodged with other monies
and brought to account in the Monthly Account,

Routing, 2, The sender of a foreign telegram must direct by which
route i:];.‘-;tﬂ h&fwwarﬁd:d. i.%.ﬁ:ﬁ Bmmuiuf or “vin West
India Panama Coy." routing and foreign charges
colleeted are to be in the service instruetions,
v%ﬁhﬁ‘ﬁkﬁﬂm these instructions are “V.Bda." and
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3. A foreign telepram may be sent without text, that is Length of a forcign
consisting only of the name and address, There i8 no limit telesram

to its Jengthe

4. Fﬁreigu telegrams may be written in plain languape, code Counting of worde
or BI
ﬂFsE Plain language may inelude trade marks. The maxi-
mum number of letters allowed t0 pass as a single
word s fifteen.

b. Code longunge is composed of real words not forming
comprehensible phrases, or of groups of letters
having the appearance of real words, The maxi-
mum number of letters to a single word is ten.

¢, Cypher language is composed of groups or seriea of
figures, or groups or series of letters having a secret
meaning, and are counted at the rate of 5 figures or
5 letters per word, A mixture of letter and fipure
cypher cannet be combined in ome group. Trada
marks and commercial signs [ormed of mixed letters
and figures are counted separately,

d. Combinations in plain language, eode or cypher formed
by running together twa or more real words (whole
or contracted) are prohibited, as also are words
incorrectly spelled so ms to reduce the number of
letters below the maximum,

¢, A mixture of plain and code or plain and eypher lan-
muage is each part counted according to the above
Rules; In mixtures of plain, code, and eypher lan-
guage, the plain lanpuage portion is eounted at ten
letiers to the word.

f. In the address proper names are counted 15 letters to
a word and the names of towns count onme word,
however cxpressed. Names of counties, provinees
or states when absolutely necessary to be signalled,
are not charged for.

g, The examples on page 372 determine the eounting of
words. The letters “eh™ when they appear together
are counted as one letter, except in eypher langoage.

5. The reply to a foreign telegram ean be prepaid; but it is mepy patd.
limited to 30 words. The indication “ R P x™ must be sig-
nalled and paid for, as one word.

6. The receiver of a foreign telegram may obtain the veri- Repotiions
fication of a doubtful word or passage without charge.

7. Only two copies of a foreign telegram are to be made, Copies
one goes to the Cable Office and the other to a speeial Cahlae
file. The consecutive number on the daily file is to be kept
by inserting a blank form on which the word “Cable’” must
be written.

8, The =zender of a foreign telegram written entirely in Deferred telegrams.
plain language, may, if he desires, send it at halfl rates, but
such teleprams are only transmitted alter telegrams at full
rates and are subjeet to the following special regulations:—
a. On handing in a deforred telegram the sender must
sign a declaration that the fext is entirely in plain
language and bears no other meaning than that
which appears on the face of it. The declaration
must specily the language in which the telegram is
written,
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. Deferred telegrams without text are not admitted,

but registered addresses are accepted.

. The text of deferred telegrams must be written entirely
in plain language and must not contain any figures,
commercial marks, groups of letters, signs of pune-
tuation or abbreviated expressions. Figures, which
must bear no code meaning, must be spelled out.
. Any telegram containing a succession of isolated letters,
of numbers, of names, or of words without a con-
nected meaning; and generally any telegram wh:eh
does not in the opinion of the telefraph service bear
an intelligible meaning on the of it, is not
admitted at the reduced rate.

. Deferred telegrams must be written either in French
(L. C. F.}, in the language of the country of origin
(L. C. 0.) or in the language of the country
of destination (L.C.D.) if it is one of the
languages authorised for international telegraph
correspondence in plain language. No deferred
telegram is complete until one of the above instruc-
tions is written before the address, and paid for as
one word, The use of two or more languages in the

T same telegram is not allowed.

. The eounting of the address, signature and text of

deferred telegrams is governed by the rules in foree

for ordinary telegrams,

. If the sender of a deferred telegram wishes to prepay

a reply, he can do so, but prepaid replies must he
considered in the terms of full rates. For example:

“R. P. 10" to a deferred telegram means that ten

full-rate words, or twenty at the deferred rate, have

been paid for. 11 the sender wishes {o prepay a

reply of ten words at the half rate, the instructions

would be “R. P. 5," which must be written in the
address and paid for as one word.
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LIET OF PLACES FOR WHICH DEFERRED TELEGRAMS
MAY BE ACCEPTED.

Aden Ascension Algeria

Anstralia Austrin DBathurst

Belmium Belginn Congo Bermuda

*Pragzl B. N. Bornes Cansda

Cooog Is. Cyprus Dinhomey
Deanrnark Fast Alricn Egmt

Franoce French Guians French Bomnli Coast
French Congo Formosn Ciermany

Golid Coast Great Britain Groooe

Hofland Hungary Teehind

Indin Treland Ttady

Tvory Coast Japan Labuan
Luxembiurg Madagascar Muuritins
Moraeeo Hewfn‘undhi.nd Higpriu (M. &8
Narway North Afries Perim

Pera Portugal Reunion

Riwdri Benegal Bervin

Siprra HBomaliland Hondan

Spain Bt. Helena Strait Bettlements
Switzerinnd Turks Island Union of 3, Africa
Druguny funmibir

* Alen Amazon River Stations
t Bpanish Possessions only and not accepted for Creablanca or ho-
gadaor.
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RATES PER WORD FOR FOREIGN TELEGRAMS.

A_ By cither Company.
= d

UNITED STATES, CANADA, &c.:

Unitedd Btates:—

Places Fast of W including New
Orleanis in Loutdana, Huonital, Looisiana,
Bt I.ﬁ;.jw, Hnudnnmi'!’;.um; 1
m-.mmumﬂ Louis in
IﬂlﬂﬂhﬂmiﬁTﬁu
I;MM New Branewick, Nova Scotin,
mw:miQwhnuﬂHﬁmlﬂnﬁ

ls.-mm Columbia, North West Territories,
LhﬂmWr ; =
Tl

Culbin

Hayti—Muols 8¢, Hi:‘!'lulul

« QRIS T

Hin Dowingo, Rep. of
Druteh Guiann 4
Franch Cluiana
Clurnean

Vineanoln

] E =

e T R A BB G0 e e
o0 ed v S

-
— g 2 BE A

EUROPE AND BEYOND:—

Wﬂuﬁu mjrlul?nﬁu
pllﬂl = -

Ewlnhn&
OEWAY e
Poriugs!

H_::‘EJW and l.l'mm lnd Hussia

nﬂ;hhfhnnm

um

ibited)
United Kingdom ..

Mt MWW W Hﬂhwﬂwhﬂwhﬂmﬂﬂﬂwhuﬂwi
nquzxg - nuwaizﬂﬁﬂﬂwﬁnﬂnﬂhdﬁau

¢ " Via Bormuda* only.
B Bermudns Ly
Turks leland =

1.
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— —
———— - -

C. “Vii West Indis nand Panama only.

Antigua
Burbados =
Britieh Guians, Georgotown
British Guisan, other pln::ﬁ
Colon
Dominics
Grennds
Gundeloupe,
Martinique
Panwna and Canal Zone i
Porto Hico, Ban Juan and Ponee
W w Other Btations

&t Croix P
M. Kitts
Bt Lucia
2L, Thomas
Bt Yiteenl 2
Han Dummu vis Pones and Wirt'lm"}l
Tobugo (b ireleas" from 'I‘nm&md} i
'1‘r|.nuia.rl fort of Hpain
ﬁmﬂdﬁmFﬂmmh

Any other rotes may be aspertained from the Head Office.

L

s
[l ==l R e

i
™

£5 0 0 T 0 e B e

e s o 0k 1D 3 20 53 20 e 3 e e
a
o
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Inatructions for Telegraph Officers in care of insfruments,
batteries, &e.

1. All instruments must be dusted daily, eare being taken

not to damage the fine wires leading from the eoils to the base
-of the instrument,

2. The slots in the earthing switeh should be cleaned fre-
I quently by passing a still envelope through them.

3. If the instrument works stifly a si drop of oil may be
applied to the trunnions of the key and of the sounder, 0Oil

?mhemadwyuplﬂnglyudappﬁedhrmo{amali

4. The instruments should be covered at night by a piece
of cloth, to keep the dust ofl.

b. At intervals of a fortnight the lightning arrester should
be cleaned in the following manner:—Move the wires that
are twisted round the carbon blocks up and down slightly,
with the finger nail, then blow out any particles of dust with

g fan. Arresters must be kept quite dry and oil must not
be put on them,

6. B morning all terminals (especially battery termi-
n.a.lnjav dhuu-?gdwibhthaﬁngférstuwmmtthe

wires are tightly serewed down.

7. Wires must never touch a briek or plaster wall, nor must
they touch each other.
B

9, The key trunnions should not be gripped tightly by jthe
supporting scrows. There should always be 4
movement on the lever. Care should be taken that all the
lock-nuts are tightly screwed up.

10. In setling up a ba the shelves and jars must be
pm'fa:tl; clean ngg dri'ytt%i?ﬂ complete cells B{mnld be set

empty and the gine and cop lates then inserled,
:iphe red jar should be nearly ﬁllafﬁi

water . The water must not be higher than the of
mﬁm:plmnd:hwidheihdut}imh&umthuhp the
pot.
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13. The battery must be attended to every morning = little
of the surface water i the outer jar should be drawn off and
fghmtwnddaiandthebiua-mmhe replenished in

red pot.

14. Perfectly clean water must be used with batteries.
Any scum arising should be removed with a piece of paper.

15. When the liquid becomes red or brown it is necessary
to take down the battery, empty it out, and thoroughly wash
all the parts and scrape the zine plate before setting it up
again.

Faulls,

16. A disconnection foull manifests itsell by entire [ailure
?{hﬁhm«dmmwﬁmt h:r;n-nmmnmd]ewhen
is depressed. [ noticing these manifestations
should earth on, first on one side, then on the other; if
the mmtmhﬂ'nﬁmahomllgétthcstanmsnnrhe
side away from the fault. The earth plug must then be
mmntmilyremwedatfrequmthtuwﬂumthatthehne
may be “through” at the earliest possible moment.

At intermediate n&‘mi putting earth against
althernd:&afﬁmﬁnethﬁ is atill unable to get eommu-
nication with any other utatinn. she should suspeet a fault
in her office and search for it in the following manmner, the
plug being out of the earthing switch

(n} Moisten two fingers (of the same hand) and press
them on the upper terminals of the arrester. I a
tingling sensation is felt it shows that eurrent is on
the line and that there is a faull in the office.

{by Place the two wires of Lthe sounder ynder one of its
terminals, and note if the galvanometer needle
moves. If it does, the [ault is in the sounder—If
it does not, replace the wires as before.

{e) ththetwmnlthenhammmm
of its terminals, and note if the sounder moves. I
it does the fault is in the galvanometer,

(d) Mm'theabtrw mphwﬂlﬁmmdhemﬂtej'

are well screwed down by the terminals, on to the

wm_- itself, and not on its covering. Await devel-
opments.

18. Special instructions apply to offices having batteries,
who ean always verify the mn tion of their instruments and
connections Igﬂmm}:— joining & wire across the upP
terminals of wfer (the terminals to which the endmg-
in wires come). If the office i all ri t a Yelick' will be
heard on the sounder, if there is no “click” leave the wire
joining the two upper terminals of the arvester and proceed

as deseribed in 17b, and e, and also examine the VEery
carefully for a loose or fallen wire, or a broken zine plate.
19. The good w of every circuit depends primarily

on the condition of the batteries and too much stress cannot
be laid on the neeessity for keeping them in perfeet order.

20. Earth Faults on the line manifest themselves in different
ways according to the position of the office on the eireuit.
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(a} At intermediate offices with a battery on each side

of them, a slight earth fault will be shown by getting
weaker signals from the side where the fault exizts.
A strong or “dead"” earth fault may be located by
placing earth against the station from which good
signals come; the manifestations of a dizconnection
fault should then appear.

{b) At terminal offices having batteries a slight earth
fault will be shown h}r generally weaker sipnals from

all offices, and the =i from stations beyvond th:e
fanlt being wenler those on the near side of
the fault,

te} A strong earth fault is located, when, working as
usual to a particular office along the line (which is
not using an earth plug) the terminal battery-office
iz unable to get any of the offices beyvond.

Sometimes very weak signals, only obiained after
careful adjustment, are received from the far station,
but the offices along the line are unable to stop the
call. This iz a definite proof of a bad earth fault.

2L. If a P. M. suspects that the earth fault iz in her office,
it is only necessary to remove the earth wire from the lower
eentral terminal of the arrester, and if the fault disappears,
’E}uﬂ%::w it off, until a new arrester comes from the Head

A wire touching a brick or plaster wall may alzo eause a
had earth fault.

22, Iv is to be understood that if an office works to the
offices on one side of it witheut using eorth, but cannot get the
offices on the other =ide, the fault is nnt a disconnection
fault as the non-moving of the needle would indicate, but an
earth fault.

23. All lines are to be tested for earth daily, Kingston
will test all lines radiating from Kingston. The method to be
adopted is for each office, in turn, to open itz switch for 30
seconds. The Kingston clerk will then note what deflection,
if any, ia shown by the galianometer needle.

Remember cleanliness.

Instructions lo Clerks af Telephone Cffices,

1. Telephones must be kept clean and well dusted. This
is best done by rubbing with = slightly damp cloth on which
a few drops of 6il have been placed. Afterwards polish with
a dry soft cloth.

2, Alwayvs keep the door of the telephone cloged, and the
receiver hanging on the hook, ear-piece downwards. Never
interfere with a telephone so long as it 1z working well.

4. To test the battery, take the receiver off the hook and
place it to the ear. Move the lever fork up and down and if
the battery is in good order a slight “elick™ will be heara.
If there is no click a new hattery will be needed after first
making sure that the fault was not caused by a wire being
off the battery Od batteries should always be returned to
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——

4. To test the "'magneto” or i cireuit, take a pair of
seissors and hold them so that touch the two upper
terminals (to which the line and earth wires come) at the
same time, Now turn the erank handle, and if it is =tiff and
wdmtmthu:umr;yh:hﬁrthemmm the
nnging cireuit s turnsann]rw termi-
nals are joined a new telephone is

5. If communication is lost with all offices, proceed as
follows:—

a. Apply tests 3 and 4 above.

Examine all wires to see that they are firmly secured
to the terminals and that notie are broken.

¢. Male sure that the leading-in wire is securely attached
to the line wire, and is unbroken.

d. Trace the earth wire, see that it is unbroken, and then
hypuﬂmgonltmakamthntitiuﬂrmijratmﬂhui
to the earth plate. If the ground is dry where the
urthwireuﬁ:mnd’ pour & pailfull of water on it.

e. Disconnect the earth wire from the centre terminal
al the bottom of the arrester. Clean the arrester
from time to time as directed in No. 5 of Instrue-
tions on page B84,

B, After trying all this, and if still unable to get the offices,
replace the wires and await developments. line is pro-
bably broken.

7. If a telephone office is able to speak to and hear any other
office, the instruments and ba at both those offices
are in good order.

I'nstructions o Clerks at Phantophone Offices.
ok Hunuﬁhmumuﬂbe kept clean and well dusted, see

2. Keep the door of the Phantophone always closed by
the serew, and the receiver hanging-up, ear-piece downwards.

4. Never interfere with an instrument so long as it is
working well; do not even open its case,

4. If the buzzer will not hum when the button is pushed,
open the door, by turning the screw, and adjust it. A v
small turn on the thumb screw one way or the other

al hemmmnt note the position of
ﬂ;‘ﬁ m:ﬂmnz tau:hmgthgggw
end of the umngm

5. If ou neither hear other offices nor are heard by them:—
. Inspect the battery to see that all eonnections are

made firmly.
b, Fﬁlluwthﬂmrthwweandpmmdmntﬁd 28,
¢. Follow the line wire and see that ltumh?gg:gmd
mnnwuontuthetelegmph cirenit or line,
d. Inspect the five wires which enter the Phantophone,
be sure they are firmly screwed down and that the
mﬂ:ﬁdmmdmmwmhthabuu
another wire.
all these i are abortive, and your
hums all right, await developmenta,

E’

H
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If you receive the call from and hear the other offices all
zmirh hur}'m: , but your buzzer does not
d aflter !m!tml.lbemjrm:rhl
Generally it wi Ibu uunﬂmﬂcwnttumwwtheﬂuu
nntbaldthnnd:ﬁa Mt.errmnwmgthfml]smj;mthe
buzzer, and you will work all right.  Old batteries are always
t.nbereh:l.ma{itﬂxlnﬂtﬂn
After pressing the button to call an office always pull it

uuhnsahtumkemthntlthmmtﬁtuck
g8, Clean the arrester from time to time as directed in No.
am&ﬁhﬁu‘iﬂ good

9. are in order a slight sparking should
be seen between the leaves amongst which the end of the call-
ing button rests, when it is pushed in.

10. To renew & battery, place the new cells in front of the
old o0 \es s0 that the inner and outer terminals eorrespond in

SREg.

positions on
The old battery can then be dismantled and returned to
Kingslon.
Instruetions to Clerks at Vibratory Telegraph Offices.

1. Vibratory instruments must be kept clean and well
dusted, see instruction No, 1, page 886.
2. Never interfere with the instrament so long as it is
wor) all right.
3. The brass cover must never be left off the vibrator,
After removing the cover for adjustments it must be at once

4 Hon thekuynnmunﬂmmasﬁ-umtheﬂbhtm
vou must adjust it by inserting the “tommy™ or a of

stiff metal into a hole in the brass adjusting serew, an
a very small turn one way or the other. Note mﬂﬂm

pumhnnufthﬂﬂbl‘nhnulﬂf.whlﬂhshm]dbealmt but not

4
§
g
+H
(it
5

Wukdgnﬂnfmmﬂmfwutnhmlmmmkm
:ﬁmﬂlﬁm T%fﬁ bmmmaﬁnttﬁfhntw
renew tieries must returned

to the Head Office, 5

7. If communication is entirely lost, proceed as at 5a.
b. and ¢. in the instruetions for Phantnphunﬁ. and in addition
examine the wires at the ends of the receiver cord to see if
any of them are broken.

8. To test oul your instrument, join the terminals marked
LandEmdiIaftarndjmﬁngtheﬁhmmr signals sound
all t it proves your instrument to be in good order.
The is probably broken,

9. Clean the arrester from time to time as directed in No.
5, page 884.

A the Governor i vy Couneil
mmwd:t / in Privy on the 10th

y 1914,
D. H. Hawi,
Ag. Clerk Privy Council.



