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POST OFFICE HANDBOOK.

(Published Annually.)

GENERAL POST OFFICE.

Tue Circulation Branch, the Money Order Office, Parcel Post and Telezraph Offices,
are all maintained at the north-east portion of the Public Buildings, King Street.
The Control Branch, Cash on Delivery and Detained Pacicet Offices and the Telegraph
Office are on the first floor of the same building.

The ordinary office hours of the Circulation Branch are from 8 a.m. to 4 p.m.; but
the office is opened earlier or later should the arrival or departure of important ship mails
render it necessary.

The Money Order aned Parcels I'ost Offices are kept open from 9 a.m. to 3 p.n each
working day.

3 District Post Offices are open for the transaction of all businessfrom 7 a.m. to § p.m.
aily. ;
JAMAICA INTERNAL POSTAL RATES.

Lerters. | Post-CARDS. |  Local | ! PRINTED AND PARCELS,
} %o.\maxcx.u. (1) 2)

For i Newspapers | Registra- | PAPERS AND

tunclzcu:tlxll-:; pape ¢ BooK_PACKETS.| (Sample |For cach pound

half-penny, and Prices | tion Fee. 5 packets.)jor for every 100
and for every| Single. | Reply For each For each|cubic inches at
ounce or {rac-| paid, Current . two the option of
titional part, twn ounces. | ounces.| the Depart-
after the first,, each.* ment.
One-penny, | One- Two- Helf- Two- Half-penny. One Threepence.

penny. | pence. penny. pence penny.t

*N B.—Any publication, printed and published in the British Islands or in some British posses-
slon, which is registered at the London General Post Office as a Newspaper, may be sent to any
nddress within the Island at the local newspaper rate of 3d for caci copy. All other newspapers are
subject Lo postagoat the rate for “Printed Papers,” ie. }3d. for each 2 oz. of weight.

1 No recolpt is given [or parccls sent under this scale, they are treated as ordinary letters and
should bu posted In the lottor box.
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REGULATIONS,

1. Lelters.=-No letter for delivery in Jamaica may exceed 18 inches in length, 9 inches
in width or 6 inches in deptl, except it be sent to or from a Government Office.

Letters seil in open envelapes are not admitled al rate for * Printed Papers.”

Letiers, newspapers, prices current and book packets which are wholly unpaid will
be fiable 1o a sarcharge equal to double the prepaid rate; and, if they be insufficiently
prepaid, to a surcharge equal to double the deficiency.

At the General Post Office, Kingston, circulars, accounts, &c., (but not newspapers)
may be pre-paid in money instead of postage stamps; provided that the articles are
chargeable with an uniform rafe of poslage, that the amount paid is in no case Jess
than 10s. and that they are tied in bundies representing a postage of 2s. 6d. each, with
the addresses arranged in the same direction. Such mail matter must be presented at
& time pre-arrauged with the General Post Office.

II. Post Cards—Private Post-cards prepaid by means of half-penny postage stamps
may bLe sent by the Inland Post on the iollowing conditions:—They must not excced
51 by 3} inches nor be less than 3} by 2} inches. The right hand half of the face is re-
served Tor the postal direetions and address; the left hand half is available for the purposes
-of the sender, subject to the following restrictions:—In addition to stamps for prepay-
ment post eards ay bear small labels showing the name and address of the sender and
the addressee; and engravings and pholographs on very thin paper may be affixed to the
back and left hand half of the address side, provided that they are completely adrcrent.
Ngwspnper cuttings may also be attached to the back and left hand halfl of the address
side.

Cards bearing the titie “Post Card,” or its equivalent, are admitted at the rate for
printed matter, provided that they conform to the general regulations respecting printed
papers: i they do not conform either to these regulations or to the rules applicable to
post cards they are ireated as lellers.

Cnrds_must_be manufactured of eardboard or paper of such consistency as not to hin-
der.manipulation.

. IIT. Book Paclkels.—A book packet may not exceed 3 pounds in weight, nor 2 feet in
lenzth, nor 1 foot in width or depth, except it be intended for transmission as a parcel.

IT. Prinfed Papers.—The articles which are entitled to be sent at the rate applicable to
Printed Papres are mostly impressions or copies oly'ained upon paper, parchment, or
-eardboard, by means of printing, lithography, engraving, photography, or any other
mechanical prosuss easy to recognise.

This description includes the undermentioned articles wholly printed:—Newspapers,
books (stitehed oz hound), periodical works, pamphlets, sheets of musie, visiting cards,
address cards, proofs of printing, plans, maps, catalogues, prospectuses, anno ts,
circulars, notices, engravings, photographs, and designs.

Bgidcs these articles, there are some others which, though not printed matter, are
admitted, as, {or ipstance, manuscript intended for the press, papers impressed for
the use of the blind, albums containing photographs, and cardboard drawing models
stamped in relief.

. Anything, not being of glass, usually attached or belonging to any of the before-men-
tioned articles, in the way of binding, mounting, or otherwise, and anything conveneint
for their safc transmission by post, may also pass at the rate applicable to such articles,
provided it is contained in the same packet.

The products of the copying press and type-writer are not admitted-at the rate for
pr!ntgd papers; nor, as a rule, are printed papers the text of which has been modified after
printing, either by hand or.by means of 3 mechanical process. The following importaut
ezceptions to this rule are allowed:—
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Printed circulars may be dated in manuscript or by a mechanical process, and the name
and address of the sender and of the recipient, s well as an indication of his trade or pro-
{ession, may be added. Corrections and insertions may be made in manuscript or by a
mechanical process in relation to names of commercial travellers, dates of their journey,
aud the'places they intend to'visit, the names and dates of arrival aid departure of ships,
names of persons invited to meetings, and the place, date, and object of the meetings;
and the date of despatch may be inserted in advices of despatch of goods.

On printed visiting cards and Christmas and New Year cards the address and title of
the sender may be written, and conventional initials, such as “p.p.c., ”as well as good wishes
congratulations, thanks, condolences, or other formulas of courtesy, in each case expressed
in not more than five words. :

Packets of Christmas and New Year cards may contain the relative invoices. This
provision applies to books, newspapers, music, photographs and engravings, which may
also bear a presentation inscription.

PRINTERS’*PROOF3 may be corrected in manuscript; additions which relate to
accuracy, form, and printing may bemade, and in cascof want of space additional sheets
may be used; the author's manuscript may be enclosed; printers' errorsin other printed
documents may also be corrected, and figures may be inserted or corrected in prices
current, {enders for advertisement, trade cireulars, prospectuses, and stoek and share lists.

In forms of order or subscription for books, the works required or offered may be indi-
cated.in.manuseript.

To cuttings from newspapers and periodical publications may be added in manuscript
or by a mechanical process the title, date, number and address of the publication from.
which the article is extracted.

CIRCULARS which are in other respects admissible, but which are printed or litho-
graphed in characters resembling those of the typewrilcr, or are produced by means of any
mechanical process from type-writien originals, will be admitted at the rate for printed
papers, provided that they are handed in at the Post Office, that special attention is drawn
to the fact that they are printed or reproduced in type-written characters, and that at
Jeast twenty copies are posted at the same time.

The undermentioned articles are ezcluded from transmission at the rate applicable to
printed papers:—

Postage stamps, whether obliterated or not, and in general all printed articles con-
stituting the sign of a monetary value.

Blank paper, note paper or envelopes (with or without printed address), and all other
articles.of .stationery. pure.and.simple.

V. Commercial Papers comprise all papers or documnents writien or drawn wholly or
partly by hand (exeept icticrs or communications in the nature of lellers, or other papers or
documents having the character of an actual and personal correspondence), documents of
legal procedure, Deeds drawn up by public functionaries. copies of or extracts from Decds
under private scal written on stamped or uunstamped paper, Way Bills, Bills of Lading,
Invoices, receipts for goods or money, and other documents of a mercantile character,
documents of Insurance and other public Companies, all kinds of Manuseript Music, the
Manuscript of Books and other literary works, letters and post-cards of old date which
have already served their original purpose, and pupils’ exercises cither in original or with
corrections, but without any comment ou the work, and other papers of a similar descrip-
tion.

"The lacal rate of postagze on ' Printed’' sud on “ Comrnereial ” Papers is the same, but for
forcign mail the rate dilfiers. Sce p. 3S.

VI. Parccls.—The postage on a parcel must be fully prepaid or it cannot be for-
werded.

Under Seale (1) a Parcel may not exceed 1lb. in weight, 2 feet in length nor 1 foot in
width or depth. .

‘Under Seale (2) & parcel may not exceed 11Ibs. in weight nor 1,000 cubic inches in
size, tlree fect in length and 1 foot in width or depth,
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Rules for forcign parcels and samples apply generally to local parcels and samples
‘(see pp. 27, 25 and 30).

Newspapers, prices current, book pistketssand parecls must be posted without o cover,
orin a cover open at the ends or sides so as (o admil of the conlents being casily with-
.drawn for cxamination. The mcre clipping of the corners or of the sides of an envelope
or other cover is insufficient. They must not contain any letter or communication of
the nature of a letter, nor anything that may wnjure the officers of the Post Office ov the con-
tents of the mail bags.

If any letter or communication of the nature of a letter be found in & newspaper, prices-
current, book packet or parcel the entire packet will be surcharged at the unpaid-lciter
ralc of posiage. e

REGISTRATION (Iniand).

1. Any letter or other mail matter may be registered on pre-payment of the registra-
‘tion fec and postage. .

Packets containing money, jewellery or other value, must be registered and must be
prepaid at the letter rate of postage. Any Pneket found to contain value, but not
registered, will be liable to a surcharge equal to double the registration fee.

I. CONMPENSATION FOR LOSS.

2. The Postmaster for Jamaica is not iegally liable for any loss or inconvenience which
mey arise {rom the loss, demage. delay, non-delivery, or mis-delivery of anything sent by
post, and be does not, in any circumstances, pay compensation in respect of unregistered
letters, post-cards, printed matter, packets, newspapers or local parcels. But subject
to the rules stated below, he pays compensation voluntarily and as an act of grace in
‘those cases and in those cases only in which there has been a totalJoss of the contents of
correspondence of the following descriptions not being loss due to breakage or damage.

FEES.

3. The fees payable over and above the postage, and the respective limits of compen-
tation, are as follows:—

Fee 42 2d., 3d., 4d., 5d., 6d., 7d., 8d., 9d., 10d., 11d., 1=
Limit of compensation £2, £10, £20, £30, £40, £50, £60, £70, £80, £40, £1vu.

4 Thesa fees fnelude the ordinary registration fee 2d.  The highest amount or com-
pensation obtainable for any one packet is £100.

$. No compensation is given in respect of correspondence compulsorily registered.

6. Compensation in respect of money of any kind (eoin, notes, orders, cheques, stamps,
&c.) will only be given in those cases in which the money is enclosed in one of the Regis-
tered Letter envelopes sold by the Post Office and the packet is tendered for transmission
by Registered Letter Post. The compensation given in respect of coin, which should
be packed in such a way that it cannot move about, will in no case exceed £2.

IL—GENERAL RULLS RELATING TO COMPENSATION.

1. It must appear that the loss occurred in the post, and did not arise wholly or in part
by the fault of the sender, as, for instance, from inadequate fastening.

2. The compensation given will not exceed the vulue of the article lost. The right is
teserved of reinstating the contents of an envelope instecad of giving pecuniary compen-
sation.

3. In the case of loss of contents the envelope should be retained for inspection as nearly
as possible in the state in which it was deiivered. If complaint be made that the contents
of an envelope have been abstracted the envelope must be produced.

4. In the case of Bank Notes, Money and Postal Orders, Cheques, Bonds, and similar
-documents, particulars sufficient for their identification raust be furnished.
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5. No compensation for loss is given in respect of an envelope containing anything not
legally transmissible by post, or an envelope not posted in the manner prescribed; or in.
respect of glnss, crockery, greases, liquids or semi-liquids, colouring powders, eggs, fish,
meat, fruit, or vegetables, sent by Letter Post. . o .

6. No compensation is given for injury or damage consequential upon—i.e., indirectly
arising from—the loss of anything sent by post.

7. Without prejudice to any of the preceding rules, the Postmaster for Jamaiea will
if he thinks fit, refuse to give compensation for loss on any ground on which a common
carrier might in like case claim exemption from legal liabilities

8. The final decision upon all questions of compensation rests with the Postmnster for
Jamaica.

9. In these Rules the term “money " means—(s) Coin. (b) Paper money.

The term “ coin’’ means coins of all kinds whether or not current in Jamaica or
elsewhere. The term “paper money’" means Notes of the Colonial Bank. Bank -
of Nova Scotia, or Royal Bank of Canada or of any bank of issue in the United
Kingdom, andynotes current in any Toreign State or DBritish  Possession,
money orders and postal orders. unobliternled puslage mnd revenue stamps,
Exchequer bills, bank post hills, bills of exchange, promissory notes, cheques,
credit notes which entitle the holder to money or goods. and all orders and
authoritics for the parment of money, whether negotiable or not, bonds,
coupons, and securities for money, whether negotiable or not.

ADVICL OF DELIVERY.

The sendler of remistere:d eorrespundence muy obtain an ncknowledement of its
receipt by the addressee on payment of an extra fee of 2d. in addition to other charges.

OFFICIAL CORRESPONDENCE.

List of Officials and other Public Functicnaries who send and reecive official corres-
pondence through the post free of charge:—His Excellency the Governor, the Governor's
Private Seeretary and A.D.C.. Colonial Seeretary, Assistant Colonial Sceretary, Adju-
tant Jumaica Militia, Adminisirator General, Analytical Chemist, Attorney General,
Auditor General, Chairman of the Doard of Supervision, Chief Justice, Clerk Legislative
Counceil, Clerk Victoria Jubilee Haspital. Collector General, Collectors of Customs King-
ston 2nd Outports, Coliectors of Taxes and Assistant Collectors, Crown Suolicitor, Cuslodes
of Parishes. Director of Agriculture, Director of Education, Director of Public Works,
Director of Jamaica Government Railzay, Government Blectrical Inspector, Harbour
Master. Kingston. Inspector General of Dolice and Prisons, Inspectors of Police, Inspee-
tors of Schools, Keeper of Records and Deputy Keeper. Manager Governinent Savings
Bank, Parochial Treasurers, Postmaster for Jamaica, Principal of Shortwood College,
Protector of Immigrants, Puisne Judses. Registrar General of Rirths, Deaths and

1 > deristrar of Titles. Resident Magistrates,
of Supervision. Seeretary o] Schools

Bea
ica, Seeretary Marine Board, Senior Medienl
Ofticer, Public Mospital, King or General, Stanp Commissioner, Deputy
Stamp Commissioner, Superintendents General Penitentiary, Prisons and Reforma-
tories, SuperintendingMedical Ofiieer and Distriet Medieal Officers, Superintendents
of Public Works, Superintendent Government Printing Office, Superintendent Lunatic:
Asvlum. Survevor General, Treasurer, Government Meteorologist (Maxwell Hall,
Bsqy.,) the Superintendent of Public Gardens, Officer in charge of Coleyville Wire-
less Station, the General Staff Ofiicer, (Naval), The General Ofiicer Commanding the
Troops. The Deputy Assistant Adjutavt and_Quarter Master General, The Command
Paymaster, The Sceretary Advisary Beard Food Productiun, Secretaries of the Land
Boards, and the Agrienltnral Loan Societics Board, Scerctary to the Public Tenders
Committee, the Vere Irrigation  Commissioners and the Secretary to the Vere
Irripation Commissioners, limited to correspondence on the business of the Com-
mission passing between any one of the Commission and the Secretary.
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The Vere Irrigation Commissioners are:—
A. W. Farquharson, Chairman; C. Lopez, Hayes; Lionel deMcrcndo, I\lngnton C.
Watson, Hayes; Alfred Pawm Kingston; and the Secrctary is C. O. Magnan.

List of Officinls and other Public Func'.lonnncs who have been npproved by His Ex-
cellency to send but nat to reccive Official Correspondence through the Post free of charge.
Controlier of the Jamaica Civil Service Widows and Orphans' Pensions; Inmnates of the
Lepers' Home; Secretary Jamaica Agricultural Society;* Travelling Instructors of the
Board of .'\gnculture, Head Master of the Kingston Technical and Continuation
School, Rio Cobre Irrigation Advisory Board, provided letter bear the signature of the
Sccrohn Mr. G. G. Fleming.

Letters headed * Inh-ctinus Diseases Notification” bearing the signature of the Medi-
cal Practitioner and addressed to a Medical Officer of Heulth or the Central Board
of TTealth, or a Loeal Board of 1Tealth, are admitted free of postage.

Packets wddressed to Mrs, Bonrne, Medical Olfice, Kingston, are to be allowed
through the Post free of zharge, as also parcels bearing a printed label, “0.H.M.S. Jo-
maica ("nnhn-"-uf Giflts" and bearing Mrs. Dourne’s signature.

Pareels eonfaining gifts or matesial for mal ifts for the Dritish Nlue Cross fund
are admitted free th.u.x'h the post, p.mldcd that vach pareel is addressed to J. E.
Owen, Esq., Kingston and clearly marked “ For British Bine Cross Fund” as well as the
name and mhho«, of the ler

Lethers for the teshuisal officers of the Department of Agri- ‘ulture, “eare of the
Director of Agriculture” are delivered free, viz.: Deputy sland Chemist, I\lncroblologxst
Dntomoloyst Veterinary \urgcon, Headmaster Farm School, Superintendent Experi-
mental Station and Iutpector of Plant Discases.

Elected members of the Legisiative Council have the privilege of franking letters re-
lating to public business which they may write in their official capacity as members of
the Council and sanding them throush the post frec of enst, their signature and title
to be placed on the eavelupe. TLetters to Elected Members will not be suicharged.

Letters from Mr. Lewis Ashenheim in connection with ** Red Cross Society Business”
are admitted free, as well as replies to the same.  The envelopes in each case are $o be
marked ““Red Cross Socicty Business” or “Jamaica Patriotic Stamp League” and
must bear Mr. Ashenheim’ s exvnature

Letters 'md parcels sizned by Mrs. Branch as Sccretary of the '‘Ladies Working
Association” are admitted free.

Mrs. A. . Briscoe of Montpelier is authorised to send free of postage wool to be
knitted into socks for soldiers and to receive parcels free containing socks for soldiers.

Mrs. G. AL Glanville. AMile Gully P.0O., is authorised {o send and %o receive parcels
only through the post free of charage.

St. Faith's Guild, Sav-a-Mar, hizs the privilege of free Island postage on letters and
parcels on eondition that such letters or parcels sent by or to Mrs., Ruthc K. M. Smythe
bear her siznature on tie ouler eavering.

Rules regarding FRANKING of Qfiicial Correspondence.

1. The envelope or cover of the ofiicial letter or other packet may be “franked”” under
authority of 1lis BExceliency the Governor in either of the following ways:—

(a) By the impression of an approved “official frank stamp. "

(b) By the signature and official desiguation of the 1Tead of the Department,
or other duly authorised officer or functionary, on the lower left hand corner
of the euvelope or cover.

Theenvelope or cover must be superseribed with the words ¢ On Iiis Majesty's Service.”

2. The envelope or cover must be addressed to the head of the department or to a
public officer or functionary who is entitled by the authority of llis Excellency the Gover-
nor to receive official correspondence free of charge for poastage.

* The Secretary to the Agricultural Society is authorised to issue envolopes or other coverings
franked and markod *O.H.M.S." and addressed to himaell as Scerelary of the Society, so as to
enable members of its Board of Manazement to reply to him wilhout paying postage. e is also
authorize:d to issue cnvelones, similarly franked and supecseribed, to persons receiving money from
the Socicty for prizes, &¢., to enable receipts to be furnished without payment of Postage.
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3. No public officer will be permitted to make use of any stamp for franking letters
or to frank letters without the authority of the Governor.

4. Hends of Departments and all postmasters must excreise vigilance*to prevent any
abuse of the {ranking privilege, and any evasion or attempt to abuse the privilege or any
departure from the Rules, must be reported, with full particulars, to the Colonial Secre-
tary or to the Postmaster for Jamaica.

§. The franking of envelopes, &e., either by means of the franking stamp or by signa=
ture, is strictly forbidden, unless the envelopes, &c., contain at the time of franking,
the oflicial correspondence or matter to be transmitted through the post, subject to the
following exception, namely:— . t

That any written or printed matter properly issued in a franked envelope or covering
for circulation among members of a Board or any body of individuals, and for ultimate
roturn to the office of issue, may be passed from one member of such board or body to
another in an envelope or covering provided for the purpose and duly franked in advance
by a duly authorized officer,

N.B.—All Registered Letters addressed to the above-named officials must be’
prepaid with the registration fee of Two pence.



