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ner, report to the Department, any Postmaster who shall send
letters to his office for distribution, when they should mailed
direct to the offices to whigh they are addressed.
96. All letters and packets are to be distributed and remailed
- before the departure of the mail; and on no-account are they to
be delayed a single post.

CHAPTER X. .

" Recerving aNp DespaTenine Mals.

Sec. 97. You will always be in readiness, in person or by
your Assistant, to receive the mail, when it arrives, and despatch
it with all possible expedition.

- 98. If no special regulation upon the subject has been made
in regard to your office, you are allowed seven minutes only, to
change the mail.

99. If the mail be carried in a stage,. coach or sulky, it will
be the duty of the driver to deljver it as near the door of your
oftice, as he can come with his vehicle, but he is not required to
leave his horses, neither should he be permitted (o throw the
mail on the ground.

100. When you open the mail portmanteau, be careful to leave
no packets of letters or newspapers addressed to your office in
it; and, if your office be at a connecting point of the mails, from
which other mails branch, you will carefully examine the pack-
ets in the portmanteéau, take out all such as are addressed to

. offices supplied by the branching mails, and give them their pro-

« per direction by the earliest conveyance. When this is neglect-

ed, it is expected that the first Postinaster who discovers it,

will return the missent packets, and promptly report the facts
to the Department. :

101. You will put new wrappers on all damaged packets, and
write on each one its original direction.

102. You will never detain a mail beyond the time fixed for
its departure, except for the arrival of a pending mail, and in that
case it should be despatched in time to connect with other impor-
tant mails, at the place of arrival.

103. When the mail is to remain but a few minutes at your

* office, your mail should be made up and ready to put into the
portmanteau, before the time it usually arrives,

104. You will stop all packets which you find going in the
wrong direction, and put them ip the right one.

105. In case of a failure of the mail, you will forward all the
packets by the next trip. .o

106. 1tis inadmissible to send letters in a canvass bag without
a leather bag and lock. - . '

107, Never deliver the mail portmantean to the carrier with-
out being certain that it is locked. .

' 6
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CHAPTER XI.

Orexive THE MaIL.

SEC&)S. Upon the arrival of the mail, open every packet ad-
dressed to ypur office,—[none others are to be opened]—and you
will find in each one a bill of the countents, called a post bill:
compare this bill with the contents, and if they do not agree, note
upon the bill the amount of the difference, and whether under-
charged or overcharged. '

109. You will then look over the letters thus received, to see
if the postages be properly charged or marked on them, and cor-
rect the rates on the letters, where you see mistakes, noting the .
amount corrected on the bill us under or overcharged.

*110. If you observe any letters that are not within your deli-
very, and are missent to your office, you will put them in the pro-
per place to be forwarded, noting on the bill the amount forward-
ed, and writing on the letters the words ¢ missent and for-
warded.” They should be forwarded by the first mail.

111. These examinations having been made, you are ready to
deliver the letters, newspapers, &c.

112. Having carefully examined the post bills, and found them
right, or discovered and corrected their errots, as well in casting
up, as in the particulars above mentioned, you will enter their
contents in the Account of mails received, ot which a form, No. 3,
is annexed, stating the name of the office (and State, if out of your
own,) from which each bill came.

113. You will enter the amount of unpaid letters, as it is .
charged in the bill, whether the charge be correct or erroneous..
If erroneous, it falls either under the denomination of under-
charged or overcharged, and by an entry of the sum, under or
overcharged, in the proper column, that error is balanced.

114. All letters received by mail are to be entered in the
Account of mails received, though no post bill accompany them,
and it should be noted on the account that no post bill was re-
ceived. \

115. Letters received by mail, marked ¢ paid,’” are to be de-
livered as paid, though they be entered in the bill as unpaid. In
such a case you will make the proper correction on the post bill;
inform the Postmaster who mailed the letter, of the mistake, -
and request him to make the necessary correction in his
Account of mails sent: 1If the error be repeated, notify the facts
to the Department. ;

* CHAPTER XIL

‘Way LerTErs.

Sec. 116. Way-letters are such letters as a mail carrier re-
ceives on his way between two Post Offices. He will deliver
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them to the first Post Office at which he arrives. You will
inquire of the carrier at what places he received them, rate
them with postage from those places to' the offices to they
are directed, writing against the rate the word “way.” Jet of
1825. Sec. 20. . . v

117. If such way-letters are within your delivery, you will:
note the amount of their postage on one of the bills received by

the same post, and when you enter the bills in your Account of

Mails received, enter also such amount of postage in the column
headed Way-letters. ' .

118. Ifany of these way-letters are not for your delivery, their
postage is not to be entered in that column, but the letters are
to be included in the post-bili, with the other letters for the
office to which they are addressed. S

119. You will pay-the mail carrier one gent for each, way-letter
which he delivers to you, and add that cent to the ordinary post-
age on the letter.

120. When dyou receive.a letter for a person residing between
your office an
slowly, or in the night, youemay send such letter by the
carrier ;. who will account with you for the postage, and
may receive two cents beyond the rate of postage, of the person
to whom he delivers the letter, for his trouble.

'

' CHAPTER XIII.
Box LEeTTERS.

Sec. 121. Box Letters, are such as ave placad in a Post Office,
to be delivered from it to the persons addressed. :

122. On these you may charge and receive one cent each.—
Act of 1825, Sec. 36. .

123. The Law does not mention newspaﬁers and pamphlets,
placed in Post Offices, to be delivered without transmission by
mail. You are therefore, not bound to receive and deliver
them as such: But it is expected that you will be disposed
to accomodate individuals in this respect, as far as may be con-
venient. .

CHAPTER XIV,

LetrTER CARRIERS.

'

Sec. 124, Letter Carriers are employed at some offices under
the orders of the Department. Postmasters at other offices can-
not employ them unless specially instructed to do so.

125. Letter Carriers ‘may deliver all letters received, except
such as are for persons who'have lodged with the Postmaster a
written request to retain their letters in the office.

the next Post Office, and the mail is -carried .
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126. They may charge and receive two eents for every letter.
and a half cent fer every newsgmper, delivered by them.—Act of
1825,'. 36. Jct pf 1827, Sec.2

CHAPTER XV.
DEeLIVERY OF LEﬁ'Ens.

Sec. 127. The persons entitled to letters received by mail,
are those whose names arein the address: You will, therelure,
in delivering letters, be governed in all cases by their address.

128. The delivery should be either to the person addressed, or
according to his or her order. ‘The order is, in some cases, im-.
plied, as where a person is in the habit of receiving his letters
thropgh his sou, clerk or servant, and of recognising the delivery
to them as proper. )

129. If a letter appear to be of value, it will be well, in most
cases, to require a written order for its delivery to the person
calling, if he or she be not the person addressed. O

150.. A letter addréssed to a firm may be delivered to any"
member of it: So, one addressed to several persons, may be de-
livered to any one of them. .

151. 1f there be two or more persons of the same name, and a
letter addressed to their name, be delivered to the wrong person,

ou will, if you are fully satisfied that there has been a mistake,
instantly reseal the letter in the Eresence of the person who open-
ed it, and let him write upon it the words, ¢‘cpened by me through
mistake,” and sign his name: Then you will refund the postage
paid by him, and replace the letter in your office. .

CHAPTER XVI. . '
Apating AND REFunDING POSTAGE.

Sec. 152. If it be demanded, you will remit the postage charged
on letters written by Postmaters in the discharge of their official
duty, to individuals; such as letters to publishers of newspapers
informing them that their papers are not taken out, &c., which
should be franked.

153. But the postage on a private letter cannot be remitted,
on the ground that the writer might have franked it.

134. 1f, -after a letter has been delivered by you, an abatement
of the postage, which wus marKed on it, when it was received at
your office, be demanded, on the ground of an erroneous estimate
of the namber of pieces composing it, you will desire the person
to open it in your presence. 1f he shall do so, and you are then
satisfied that the letter is not composed of as many pieces as the
postage was rated for, you may refund so much as was over-
charged: And, if the letter be., composed of more pieces than

— e ama. . ik o A




the postage is rated for, you will demand, and be entitled
to receive, thegproper additional postage. Unless the letter be
opened in your‘ﬂsence, or in that of your Assistant, you ‘»‘ot
refund any part of the postage. Jcf of 1825. Sec. 15.

135. But, if the postage which you are asked to refund, was.

added by you, as an undercharge, to the rate marked on the
letter, when received in the mail at your office, you' may, if you
are clearly satisfied that you -were mistaken in the number of
pieces composing the letter, refund the excess of postage, though
the letter was not opened in your presence, or in that of your As-
sistant.
" 136. You may likewise, though a letter be not opened in your
presence, refund an overcharge, caused by an erroneous estimate
of the distance -on the post road, over which the letter was con-
veyed. » ‘

137. Sometimes packets of newspapers, tpamphlets and books, -

chiefly from abroad, made up in the form of letters, are deposited
in a pust office, to besent in the mail. They are to be rated
with letter postage according to their weight. When they arrive
at the office of delivery, if the party to whem they are addressed,
would claim an abatement of the letter postage, he should open
them in the presence of the Postmaster; If they contain only
the articles above mentioned, they may be delivered upon the
payment of the postage legally chargeable upon these articles.—
See Sec. 35. : :

138, In all cases other than those stated in the preceding sec-
tions, where an abatement of postage on articles sent in the mail
is claimed, you will report the facts specially to the Department
for its decision. ' ’

139. When any abatement of letter postage takes place, it
should be speedily noted on _the post bill, that came with the over-
_charged letters. .

CHAPTER XVII.

LETTERS MISSENT AND TO BE FORWARDED.

Sec. 140. In forwarding letters by mail, you will, in all cases,
be governed by the address upon them. If through accident, or
mistake, a letter addressed to another office, be sent to yours, you
will follow the instruction, in section 110.

141. Upon such a missent letter, you will-charge no new pos-
tage for forwarding, but if necessary, you will add so much to
the postage first marked on it, as will make the full rate of pos-
tage from the place, where it was originally mailed, to the office
named in the address. '

142. You will forward a letter addressed to, and lying in your
office, to any other office, at the request of the writer thereof, if

you know him to be such, or of the person addressed: And in .
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such case, you will add a new postage for forwarding, to the rate

alr marked on' the leiter ; the whole po“;a to be paid,

wi‘he letter is taken out of the office, to which 1t is for-
waleey.

143. Orders to forward letters should be in writing, and filed
by you.

: y1):14. In every case of a letter forwarded, the amount forwarded
should be noted on the bill, with'which the letter was received, if
it can be found; if not,upon some other post bill; and it
ghould be entered on the proper line of the Account of mails re-
ceived, in the column heade(r over charged, and the word ¢for-
warded” written immediately after it.

CHAPTER XVIIIL

ADVERTISING LETTERS.

Sec. 145. At theend of every quarter, all letters then on hand,
and which have not been already advertised, are to be entered
alphabetically in alist, and advertised. 1If there is a newspaper
published near the officz, and the editor will insert the advertise-
ment three times, at the rate of two cents for each letter men-
tioned in the advertisement, it is then to be published in such
newspaper. If thereis no newspaper that has much circulation
in the neighborhood of the office, or if the editor will not adver-
tise the letters for the price abovementioned, then manuscript
lists of them are to be made out, and posted at such public places
in the town and neighborhood, as shall appear best adapted for
the information of the parties concerned. JAct of 1825, Sec. 26.

146. The newspaper having the most extensive circulation in
the vicinity of the office, should have the preference, in publish-
ing this notice, and the printer’s receipt must specify the number
of letters. .

147. The Postmasters at offices, where the net balances average
500 dollars a quarter, will advertise at the end of every month,
the letters then on hand, which have not been already advertised.

148. More freyuent advertisements are ordered, only in special
cases, by the Department.

149. Refused letters are not to be advertised.

_ CHAPTER XIX.

Deap LerrERS.

Sec. 150, Dead Letters are such as have been advertised, and
have remained on hand, for three months or longer, including
refused letters. At the end of every quarter, they should be
made up into mails, and forwarded with a bill to the Depart-
ment, together with the Quarterly Accounts.—See Form an-
nered,” No. 4, and the Instructions on the Jccount Current.
Act of 1825, Sec.26.
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15t. Where there are more dead letters than can be conve-
niently put into one bundle, they should be made up into several
bundles—the letters having the same rates of postage, bemu
together ; and the number of letters in each bundle, being mafked
upon it, together with the rate of postage on them. The bundles
should be enclosed in substantial wrappers and tied with strong
twine.

152. Whén any letter from the Department is not called for,
within one month from the time of its receipt, or when the per:
son addressed is known to have removed,_ such letter should be
immediately returned to the Department; and not be retained to
accompany the dead letters. .

' ' CHAPTER XX.

Suir LerTERs AND PACKETS.

Sec. 153. Theseterms embrace the letters and packets, that are
brought into the United States, by sea, from foreign countries, and
those that are carried from one port in the United States to anoth-
er, in any private ship or vessel. /2¢f of 1825, Sec. 15 and 17.

154. Every master of a vessel from a foreign port, is bound,
immediately on his arrival at a seaport, and before he is permitted
to report, make entry, or break bulk, under a penalty not to ex-
. ceed $100, to deliver into the post office, all letters brought i
his vessel directed to any person in the United States, or the
Territories thereof, which are under his care or within his power,
except such letters as are for the owner or consignee of his
vessel. et of 1825, Sec. 17. .

155. Itis the special duty of every Postmaster at a seaport, to
see that this law is faithfully executed, and to ibstitute prosecu-
tions for every violation of it.

156. If the cargo be not chiefly consizned to one person, no
person is considered a consignee, and all letters must be deliver-
ed into the post office, except such as are for the owner.

157. Only letters to one person or firm may be retained, as
directed to the consignee.

158. You will pay the master (except of a foreign packet) two
cg.nts for each letter and packet delivered by him. et of 1825,

ec. 18. ,

159. Masters of foreign packets are not ‘to be paid any thing
for letters delivered into the office ; such letters are, notwith-
standing, to be charged with postage, when delivered fram the
office, or forwar led by mail.

160. If the letters be delivered into the post office by a pas-
senger ot sailor, and not in behalf of the master, nothing is to be

id for them; they are, nevertheless, to be charged with ship

etter postage, and the number entered in the account of ship
Retters, with the name of the vessel in which they were brought.
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161. You will obtain from the master a certificate, specifying
the number of letters and packets, with the name of the ship or
vesa and place from whence she last sailed, and a receipt for
theWoney paid. Act of 1825, Sec. 18.

162. You will mark the number forwarded tp other offices, and
the number for delivery at your own office, on each certificate.

163. You will then enter them in your Acqoynt of ship and
steam-boat letters.— See form annexed, No. 5.

164. All ship letters and packets are to be charged, with a post-.
age of six cents éach, when delivered from the office, at whic‘l)
they are first received; when forwarded in the mail to other of-
fices, with two cents, in additipn to the ordinary rates of postage.
They should all be marked ¢Ship,”” at the time of receiying
them. = . ' '

165. The above rates of postage are not tc be increased on let-
tersand packets, carried in-a private ship or vessel, from one'port
in the United States to another, though a part of the voyage be
.over a water declared to be a post road: Thus the Mississippi
river from New Orleans to the mouth is a post road, yet letters
carried by ship, between New Orleans and any other port in the
United States, are subject only to the usual ship letter postage.
But if the whole of the water, betweenany two ports, be a post
road by law, then inland postage will be charged. >

166. Letters and packets, that are carried on any of. the
waters of the United States, in packets, under an arrangement with
the Department, are subject to the same postage as if’ carried in
the mail over land, except, that more¢ than quadruple postage is
not be charged on any packet so carried, unlessit contain more
than four distinct letters. . o

- 167. Newspapers and pamphlets from abroad, as distinct from
packets, are not mentivned in the law: Masters of vessels are not
bound to deliver them; yet if they do, you may, when it is asked,
yay two cents each for them, and upon delivering them, charge, in
addition to the two cents, the lowest rate of postage on them re-
. gpectively.
CHAPTER XXI.

SteaM Boat LEeTTERS.

Sec. 168. Where the mail is carried on any of the waters of
the United States in steam boats or other vessels, under a con-
tract with the Department, Postmasters whose offices are includ-
ed in such contracts, will charge the same postage on letters
and packets, as if they were conveyed in the mail over land; ex-
cept, that more than quadruple postage cannot be charged upon
any packet, unless it contain more than four distinct letters.—
See act of 1825, Sections 5 and 13. .

169. The masters of steam boats, under these contracts, will
deliver into the post offices, at the places at which they arrive, all
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. oo :
letters received by them, or any person employed in their boats,
at any point along the route. . L

170. Masters or managers of all other steam boats, arerequired

by law, under a penalty of thirty dollars, to deliver all letters

' - brought by ghem, or within their care or power, addressed to, or

destined for, the places at which they arrive, to the Postmas-

ters at such places; excspt letters relating to some part of the

-~ cargo. All letters not addressed to persons, to whom the cargo,

or any part of it is consigned, are therefore to be delivered into

s the Post Office, to be charged with the proper rates of postage.—
See Act _tl)[ 1823, Sections 6, and 19. :

171., This law is often violated. You will use diligence to cor-
rect the evil, and prosecute for the penalty, in every case where
you can obtain testimony. '

172. For every letter or packet, delivered by the master of a
steam boat, you will pay him two cents, unless his boat carries
letters and packets under a contract with the Department. You
will take the receipt of the master, specifying the number of let-
ters, and the places from which they were brought.—./ct of

' 1825, Sec. 6.

173, All waters in the United States on which steam boats regu-
larly pass, are declared by law to be post roads.—See JAct of
1823, Sec. 5. This law is construed to embrace all waters on
which steam boats frequently pass, although they have no regular
hours of departure and arrival. . T

174. Upon letters and packets, therefore, received from the
masters of steim boats, on waters deemed post roads, you will
chiarge the persons addressed, when you deliver them, the same
postage, as if they had been conveyed in the mail over land, ex-
cept, that more than quadruple postage is not to be charged on
any packet, unless it contain more than four distinct letters. ‘

175. If a letter be received as above, to be sent in the mail
to another office, you will charge the proper rate of postage, for
the distance between the place at whic?: the letter was placed on

~board the boat, and the office to which it is addressed; subject to
the exception in the preceding section. Letters brought by steam

. boats should be marked ¢ Steam Boat,” at the time of receiv-
ing them,

176 The account of steam boat letters received, with the sums
paid for them, and the postage on such, as are to be delivered from
i your office, is to be kept in the account of Ship and Steam-Boat
Letters received, and as the account of ship letters.

CHAPTER XXIL

Newsparers, PampuLETS, AND MAGazINES.

Skc. 177. The printers of newspapers should have their papers,
that are to be sent by mail, well dried, and made up into packets
enclosed in sybstantial wrappers—one end being left open, and

7

L4
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tied with strong twine, if intended for -a distant office. et of
1825, §ec. 50. ' . ’ :
178. The newspapers that are inteniled Yor one office should be
put in one packet, if they do not exceed twenty in number: if

there be more than that number, they should be putiinto packets ~

of nearly that number. . .

179. The printers are to write on. the outside of eve y packet,
in a plain large hand, the name of the, office and State, (together
with the name of the county, if there be twe ‘places of the same
name in the State,) for which the papers are intended. The same
direction should also be put on one of the newspapers in each

acket. < .

* 180. If the foregoing regulations be not complied with by the
printers, their newspapers should be returned to them. '.{gct of
1825, Sec. 30. ' S ) ’

181. "Priunters -often complain of the miscarriage of their pa-
pers: Postmzsters are held responsible for sucha%:ilures, unless
they show that the fault is with the printers, or the contractors:
Procure from the printer an alphabetical list of the packets he
sends, and compare the packets deposited, with it ; note the va,
riances, if there be any, and inform the printer of them.

182. You are not to open, nor suffer to be opened, any pack-
et of newspapers, which 1s not addressed to your office, under a
penulty of fifty dollars. The law imposes a penalty of twent
dollars on any person, not authorizeg to open mails, who shaﬁ
open any packet of newspapers, not directed to himself. /et of
1825, Sec.-30. . . ) .

188. Every packet of newspapers that has lost its - address,
should be returned to the publisher, with'a letter stating the facts.

184. Newspapers, pamphlets, or magazines,_are not to be car-
ried out of the mail, unless it be authoi 1z¢d by the Department
And if it be so authorized, no preference shall be given. by the
contractor to any one publisher, over another, in the same place.

185. The wrarpers of all newspapers, pamphlets and magazines,
received by mai
sometimes attempted, by concealing letters or memorandums in
these articles. A wrapper forms no part of the paper, or pamph-
let; neither is postage paid onit. ,

186. If the address be written on the wrapper enly, you will,
when you take that off, write it upon the newspaper or pamphlet.

187. You will not allow newspapers to be read in your gffice,’
by persons to whom they are pot addressed ; nor‘leng them out
to Buch, in any case, without the permission of the owners.

188. In everyinstance in which newspapers, that come to your
. office, are not taken out by the person to whom they are sent,
you will give immediate notice of 1t to the publisher, adding the
reason, if known, why the papers are not taken out. If the pa-
pers be sent for three months, after such notice, you may sell them
fer the postage, or so much of it as can be hady for them, unless

~

, for delivery, should be taken off. Frauds are+
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the publisher shall pay it. Such newspapers should not be trans-
mitted to the Department, neither should pamphlets nor maga-
zines, thatare net takemout by the persons to whom they are
sent.—JAct of 1825, Sec. 30.

189. If magazines or pamphlets published periodically, and
sent to youroffice, be not taken out by the person to whom the
are directed, you will promptly inform the publisher of the fact,

. and the reason when known. If the publisher desire them to be
returned, it should be done, and on delivering them to him, he
will pay the postage both for their transmission and return by

’ .

-+ 190. Inform the publishers of pamphlets and magazines that the -
law requires them to write, or print, on one of the outer pages, the
number of sheets which they contain: If the number be incorrect-
ly stated, the publication will be subject to double postage.—.Act
of 1827 Sec. 5. ' , :

191. No account is now required to be kept of the unpaid news-
papers and pamphlets, sent from your office: it will be your duty

" only, to keep an account of those received by you.  For this pur-
pose, you are furnished with a form of the ¢Jccount of Newspa-
pers and Pamphlets received.” ~ See an example of this account
annexed, No. 6. .

-192. In this account, you will enter the whole amount of the
posta§e on newspapers, pamphlets and magazines, received du-
ring the quarter. 8 :

«193. At the beginning of a quarter, you will enter in the ac-
count by name, those newspapers that come regularly to your of-
fice,and in the proper column opposite, the amount of the quarter’s
postage, which you have received in advance.— See Sec. 66.
+194. A separaite memotandum may be kept of the postage on
the newspapers and pamphlets that come occasionally to your of-
fice; as, also, of the postage on extras and supplements to news-
papers, and printers’ bills,—See Sec. 196.

195. <Enter in the account, also, by name, the periodical
pamphlets and magazines that are regularly received during
‘the quarter, and the postage received on them.

196. The occasional newspapers, suppléments and extras, will,
together, constitute one item in the account, which may be enter-
ed as ¢ Various newspapers,” and the whole amount of postaﬁe
chargeable on them, is to be entered in the proper column, on the
same line.’ T

197. In like manner, you will enter as ¢‘Various pamphlets,”
ali}lpamphlets and magazines, that have come occasionally to your
oifnice,

198. In entering the postaée received on paid newspapers and
pamphlets, sent from your office at the foot of this account, (see
Sec. 7],2 you will distinguish that which is received on newspa-
papers, from that received on pamphlets.
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CHAPTER XXIIH.

.

. -
PriviLecE oF Frankmne.

Sec. 199. The following public officers of the United States
have the priyilege of franking their own letters and packets, or

those on the business of their offices, and of receiving letters, .

packets and newspapers addressed to them, free of postagey viz: -

200. The President, the Vice President, the Secretaries of
State, Treasury, War and Navy; Postmastdr General, Attor:
ney General, Assistants Postmaster General; Comptrollers of
the Treasury, Auditors, Register, Treasurer, Commissioner of
the General Land Office; Commissioners of the Navy Board,
Adjutant General, Commissary General, Inspectors General,
Quarter Master General, Pay Master General, Superintendent
of the Patent Office; Speaker “of the Heuse of Representatives,
Secretary of the Senate, Clerk of the House of Representatives,
Members of Congress, during their attendance in any session,
and sixty days before and after such session; provided, the pack-
et to or from a Member of Congress, shall not weigh more than
twu ounces, uoless it’ contain public documents, when it should
be so endorsed ;—Postmasters, not to exceed half an ounce in
weight, and the receipt of one daily newspaper, or so many
newspapers as will be equivalent thereto.~Jct of 1825, Sec. 27
—JAct of 1827, Sec. 4. : o '

201. The privilege is also enjoyed by Charles Carroll of Cas-
rolton, and by each individual who has been President of the Uni-
ted States.—Jct of 1825, Sec. 27—~Resolution of Congress, May
23, 1828. . . .

202 AH letters to, and from, the Solicitor of the Treasury, on

‘the business of his office, are frees as are likewise, all letters to,

and from, the Secretary of the board of Cammissioners under the
Danish Convention, on the business of the Commission.—See
Laws, page 29. o+

203. The Adjutant General of the Militia of - each State and

Territory may send to, and receive from, any Major General, p¢'
Brigadier General thereof, any letter or packet, relating solely to

the militia of such State or Territory, provided he shall comply
with the requirements of the 40th Sec. tgf the Act of 1825, -
204. Postmasters are particularly referred to the provisions of
the 28th Section of the act of 1825, relating to abuses of the
franking privilege. In every case of a violation of law in this re-
spect, the facts should be reported to the Department, and, when
suffi¢ient evidence can be obtained, a prosecution for the penalty
fixed, should be instituted. . .
2 22; An abuse of his fraok, by a Postmaster, will not be par-
oned.

-
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206. Many articles, such as the cuttings of grape vines, small
articles of wearing apparel, &c. &c. are sent in the mail, which
should be excluded from it. Such abuses.must be corrected.

207. No letter is to be admitted as franked, unless the officer, -

writes his name and office upon it. If a Postmaster would frank,
. it must be done in this manuer: <
z Free. - -
* Joseph Ficklin, v
P. M
, Lexiveron, K. : . .

-208. But, if you know the name of the individual to be the
hand-writing ofy a person entitled to frank, you may regard the
letter as free, although the style of the office be omitted.

209. A letter is not to be delivered as fiee, though it was re-
ceived in the mail as such, unless it bear the written frank of
a person enjoying the privilege. : ‘

210. When an individual places his frank upon a pagket of
greater weight than he can legally frank, the excess is to be
charged with postage. This should never be omitted. . ’

211, A free letter does not lose its frank, when fogwarded.

212. 1f a member of Congress frank a letter, and deposit it
in a Post Office on the 60th day after ‘the end of a session,
itia to be conveyed free, although it should not leave the office
on that day. ' ,

'213, So, if a letter beé ptit into a Post Office, addressed to a
member of Congress, while his privilege exists, itis to be con-
veyed to him free, although he:do not receive it, until after his
rivilege has ceased. If 1t be in the first instance duly marked
ree, it is not afterwards fo be charged with postage. '
" 214, If a letter be mailed before the privilege begins, but be
not received until after that time, the postage should not be
charged. * h

215. No member tan enjoy the privilege during a session, un-
less be actually attend. \

216. A Postmaster cannot receive a pamphlet or magazine .

. free, neither can he send free by post, a newspaper, pamphlet or
magazi“. _
*+ 217, He cannot frank nor receive free, letters written by, or
addressed to, a firm of which he is a member.

218. It is not tproper for a Postmaster to enter into the busi-
ness of agencies for others, and ‘use his frank in the transaction
of;such business, to the injury of the revenue of the Department.

219, Every printer of a newspaperin the United States, may
send to every other printer of a newspaper, by mail, one paper
free of postage. This privilége embraces extras and supple-
ments. Ii‘he papers so sent by one printer to another, are free,
though none, or notso many, be returned in exchange. Jct of
1825, Sec. 29.
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920, But & pamphict, or a2 magazine, cannot be received by a
rinter of a newsphper free of postage. Neither can the pub-
isher of a pamphlet or magazine receive.newspapers free of post-,

e, nor exchange his publication free of postage, with any other
publisher of a pathlet or wagazine. '
. 221. Printers o
other free of postage, open slips containing foreign intelligence,
ship news, &c._ provided they be not placed in the mail in
the form of a letter. If they have that form, letter postage’ must
be charged. . '

CHAPTER XXIV.

Accounts AND RETURNS.. ‘ '

Sec. 222. At the end of every gquarter, which is on the last day
of March, June,- September’and December, you will make up
your agcounts, and forward transcripts of them to the Depart-
ment This is a duty which must be punctually pertormed, and
the accoynts should always be in such readiness, that the trans-
cripts can be forwarded by the first, or at all events, the second
gost after the quarter expires. The originals should be retained

y you T

223. When a Postmaster resigns, or is removed from office, he
should bring up his accounts to the time he delivers over the
office, and forward transcripts of them to the Department: And
- in such cases, as well as when a Postmaster dies, the succeeding
Postmaster should commence his dccounts with the time when he
took charge of the office, and forward transcripts of them, up to
the first termination of a post office quarter.

224. A failure to return the quarterly accounts, for one month
after the proper time, subjects the Postmaster and his sureties
toa penalty of double the value of the)postages, whithwshall have ari-
sen at his office in any equal portion of time, which the Postmas-
ter General may recaver by suit.—.ct of 1825, Sec. 52. &

225. In all cases sign your accounts, and insert the name of

your Office, County, (or District, or Parish,) and State, in the *

headings of them. .

226. When the dccounts are signed by an Assistanf, which#

- should be done only in case of ‘the unavoidable absence, or sick-

ness of the Postmaster, the name of the Postmaster, for whoin he
signs, should be distinctly written above his own name, followed
by the word ¢ by.” ' : ..
. 227. The returns of all Postmasters are examined and adjust-
ed, as they are received, and the errors, if there be any, are care-
fully corrected.

228. Jll errors are corrected, and such as increase, by as
much as fifty cents, the balance due to the Department, as re-
ported, are notified to the Postmaster.

newspapers are' permitted to send to each

- v d
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299. Postmasters, therefore, will understand tbat any altera-

tion in the balances of their accounts, is occasioned, either by

the correction of some numerical error, or by some deviation,

on their part, from a strict conformity to the law, and these In-
‘stt‘uctions. : .

4

!

CHAPTER XXV.

PAPERS TO BE RENDERED.

8ec. 230. The Quarterly Return is composed of the following
accounts and papers, viz: ,

1. A trauscript of the dccount of Mails sent from your office
for the quarter.

The entries in this account must, of course, be‘made every post
day, before the mail is sent from yoyr office, and at all large of-
fices, it should alse be transcribet{ daily. See form No. 2.

. 2. A transcript of the Mccount of Mails received at your office
for the quarter. Atalllarge offices, the entries in thys account
shoulil be made daily, and it should also be transcribed daily, so
as to prevent ‘any delay, which would othertvise be unavoi(f;ble
in making it out after the close of the quarter. See the form
annexed, No. 8.

5. A transcript of the JAccount of Newspapers and Pamphlets
}':’ceitéed at your offiee during the quarter. See form annexed,

0. 6. y :

4 From the post-offices where such accounts should be kept,
a transcript of the Account of Ship and Steam-Boat Letters re-
f’veived in the quarter, and the moneys paid for them. See form

0. 5. . .

5. A transcript of the Account of Letters sent by Sea from the
offices at sea-perts. See form No. 8.

Blagks for keeping this account are now furnished, and the ac-
count must be regularly kept at every office, where letters are put
on ship-board.

6. All the Post-bills received from other offices during the
quarter. ¢

7. Accounts and Receipts for contingent expenses.

8. The Dead Letters, and abill or bills of them. See form -

No. 4.

9. From Distributing offices, a transcript of the Account of
Mails received for Distribution.

10. The Account Current. See form No. 9.

231. All the above papers sheuld be made up inte one packet,
which should be endorsed ‘¢ Quarterly Return” and directed
“Post-Office Department, Washington, D. C.” Nothing should
be put into this pecket, unless it relate to the quarterly re-
turns.
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' CHAPTER XXVL
Tue Accouxt CumresT.
. " (e form No. 9.) .

See. 232. The Account Current consists of 20 articles, viz,

1. You will make yourself debtor for the whole amount of’
postage, on the unpaid letters which remained on hand, at the
close of the preceding quarter. See after No. 9.

2. You will make yourself debtor for the whole amount of the
postage on unpaid letters, as it is stated in the bills from other
offices. This article &ou will find in the colamn of Unpaid Letters
in your JAccount of Mails receiped from other offices. Form 'No.
3. See Chapter X1, : .

2. You will make yourself debtor for the amount of the pos-

on the waysletters received at your office, for your dehivery;
this you will find in the 2d column of your Aceount of Mails re-
ecived. See form No. S and Chapter XII. - :

4. You will next debit yourself with the amount of letters
under-charged. This amountyou will find in the 3d column of your
Accowunt of Mails received.”. See form No. 8, and Sec. 115.

5. You will next - debit yourself with the number and amount
of ship and steam-boat letters received for your delivery. This
article you will find in the 1st column of your JAccount of Ship
amlISteam-boat Letters. See form No. 5 and Chapters XX and
XXI. .

6. You will next debit yourself with the amount of Paid Lét.
ters sent. This amount you will find in the 2d column of your
Account of Mauils sent from your office. See Sec. 70. Form No. 2.

7. You will next credit yoursglf with the amount of postage on
letters which have been over-charged and missent to your office
and forwarded. The amount you will find in the 4th column
of Xour Account of Mails received. Form No. 3. You will
find further observations on this subject in Section 113.

8. The amount of the postaie on unpaid Dead Letters is next to
be entered to your credit. These letters are to be made up into
mails, and forwarded with your accounts. The form of the bill you
will find annexed, No. 4. ~ Seealso Chapter XIX. : '

9. The amount of postage of unpaid fetters on hand at’the
close of the quarter, 13 now to be entered to your credit.

This is a temporary credit, given, because you are already
charged with the amount in the second article of your account.
The whole sum now entered to your credit, must be entered to
your debitin the 1st article of your next account, whether any of
the letters be taken up, or be returned as dead letters, or other-
wise.

10. Having added together the sums of the first six mentioned
articles, and placed the amount in the same line opposite, you are
then to deduct the amount of articles Nos. 7, 8 and 9, from that
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-amount, which leaves the balance, being the amount of letter pos-
tage collected by you this (uarter, whieh is to beset down oppo-
site No. 10. .

11. The balance which has been phaced on the credit side of
the account, No. 10, is now to be entered to your debit, which is
done under article No. 11,  , . ‘ ;

12. You will next debit yourself with the whole amount of

ostage on the newspapers, magazines and pamphlets, which you
ﬁave received from other offices during the quarter, together with
the amount received on ﬂll)aid newspapers, maguzines and pam-
phlets, sent from your office, carrying it short.

This amount you will obtain from your Account of Newspapers
and Pamphlets received.  See form annexed, No. 6.

13. Deduct the amouvnt of postage on dead pamphlets and maga-
zines, and, likewise, the amount of %)stage on such newspapers,
as have continued to come to your office, after you have given the

ublishera three months notice that’they are not taken out. This
Fait deduction i3 not to be made, without due notice having
been given-to the publisher. See Chap. XXII, Sec. 188. Noris
it to'be wade, if you shall have seld the newspapers for the post-
age:, If you have received any part of the postage on the sale, the
deduction is not to be made for that part.

You will next add the amount of postages collected on let-

.ters, newspapers, pamphlets - and magazines, together, and place

the sum in the line oppesite.
"14. You will next cast your commission on the amount of
ostage collected on letters, during the quarter, which is the ba-
Yance, No. 11, of the Account Current.. 'The rates of commis-
sions areifixed in the 14th Section of the Act of 1825, and recited
in Chapter XXVII. .

15. You will next cast your commission on the amount of
postage collected on newspapers and pamphlets, at 50 per cent.
and enter it*in this place. The sum on which you are to cast
tlgis commission, is the balance, after the deductions directed in

0. 13. .

16. If your commission on letters, newspapers and pamphlets,
do not exceed 500 dollars in one quarter, you will then set
déwn the number of free letters received by mail, for delivery at
your office, other than such as are for youself, and carry the
amount, at two cents each, to your credit. 'This number you will
fliéld in the 6th column of your Account of Mails received. Form

0. 3. -

17. You will next set down the number of Ship and Steam-
boat Letters, which you have paid for this quarter, and carry in
their amount at two cents. These sums you will find in the second
and third columns of your Account of Ship and Steam-boat Letters
received. Form No. 5.

18. You will next state the number, and credit yourself with

8
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the amount paid the'mail carrier for way letters. No form is pre-
scribed for keeping this account.—See Chap. XI1.

19. It now remains for you to make out your account of Con-
tingent Expenses, and to enter the amount here. The articles
of contingent expenses, which you are allowed to charge, are, wrap-
ring paper, twine, wax, plain pine desks for the safe keeping of

etters and papers, advertising letters on hand; and advertise-

ments relative to closing the mails, repairs of portmanteaus, and
for new ones. Rent, 1guel, &e. are nat to be charged as contin-
gent expenses, nor any thing not herein mentioned.

(a) A strict observaunce of the rules herein laid down, in rela-
tion to contingent expenses, is indispensible. The. bill must
specify the quantity, and the price of each article charged, and
coutain the receipt of the person from whom it was purchased—
or of the Postmaster, if furnished by himself.

(b) Some Postmasters are in the habit of settling their printer’s’
bills only once in two or three years, and then of forwarding the
advertising account, for several quarters at once. This must not
be done. ‘. All contingent aceeunts must be forwarded with the
returns to which they belong, else, after the accounts are settled
and sent to the Treasury, itis too late to have them allowed.

(¢) Postmasters who are allowed to charge, among the con-
tingent expenses, advertisements of the arrivals and departures
of the mails, will limit such charge to an advertisement of three
weeks only—nnce each week. ’

(d) Besides the printer’s account, and receipt for advertising
letters on hand, the newspaper contaiming the advertisement,
should be transmitted. '

20. You will now strike the balance of the account, which
shows how much you are indebted to the Department for postages
this quarter. ‘ ‘

As this Account Current is intended to show the net proceeds
of the office for the quarter, no balance due on a former quar-
ter, nor any payment to the Department is to be inserted,

233. You will keep a distinct account, in which you will
charge the Post Office Department with all payments made to it,
and credit it with the quarterly balances.

CHAPTER XXVIIL

EMoLUMENTS OF POSTMASTERS.

Section 234, The emoluments of all Postmasters are fixed by
the law: JAct of 1825, Sec. 14. In no case can the Department
increase them. They are as follows, viz: '

‘1. A commission of 30 per cent. on not exceeding one hundred
dollars of letter postage, collected in one quarter: See Jct of
1825, Sec. 14. : , ,

<
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The Postmasters who receive the mail on an average, between
nine o’clock at night, and five o’clock in the morning, are allowed
to charge fifty per cent. on uot exceeding one hundred dollars
collected in one quarter, instead of thirty. But this allowance
of fifty per cent. will not be made unless the Account Current be
accompanied by 4 certificate, signed by the Postmaster, in the
following form, viz: - . :

Post Orrick ar 183 .

«I certify that the average time of the arrival of the mail at
¢my Office, for the quarter ending was
ssbetween the hours of 9 o’clock in the evening, and 5 o’clock in
¢ithe morning.” P, M.

‘2. A commission of 25 per cent. on letter postages over one
hundred dollars, and on a sum not exceeding 300 dollars, collected
in one quarter: .

3. If wmore postages on letters than 400 dollars, be collected in
one quarter, a commission of 20 per cent. on such surplus; the
20 per cent.is not however to be cast on a greater sum than 2,000
dollars:

4. A commission of 8 per cent. on such amount of postage col-
lected on letters, in one quarter, as exceeds 2,400:

5. Two cents for every free letter, (those addressed to yourself
excepted) which you receive by post, and delivers unless your
commission, otherwise, amounts to 500 dollars in the same quar-
ter:

6. A commissien of 50 per cent. on the postages collected on
newspapers, magazines and ps mphlets: ‘

7. To the postinasters who regularly receive, and despatch
foreign mails—such allowance as may be fixed by the Postmaster
General, not to exceed $25 in one quarter: /et of 1825, Sec. 14.

8. For every letter lodged in your office merely for delivery,
and not conveyed, or to be conveyed by post, one cent is to be
paid bgf the person, who receives the letter. See et of 1825, Sec-
tion 36: .

9. One cent for every letter received to be conveyed by any
private ship. or vessel bevond sea: Thisis allowed only to Post-
masters at sea ports: JAcf of 1825, Sec. 34.

10. One cent for every letter received from any ship or vessel,
and mailed, provided the comnmission, including this allowance,
do not exceed two hundred dollars per year: Jet of 1827,
Sec. 2.

11. Ten cents for every monthly return of a Register of the
Arrivals and Departures of the Mail, made under the orders of
the Department:—Jct of 1825, section 14. .

12. Certain contingent expenses enumerated in Chapter XXV1I,
Aeticle 19, : ‘

(A) Every Postmaster whose annual emoluments amount
te more than two thoysand dollars, will, on the 50th day of Sep-
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tember in every year, make out ar’x account, and forward it to the
Department,, with the returns for the third quarier of the year,
stating on one side, the amount of his compeunsation and commwis-
sions as Pustmaster; and on the other, all the necessary expendi-
tures incident to his office, distinctly specifying each item of ex-
pendituire, as rent, fuel, candles, stationery, &c. other than those
allowed by the public, and the names, ages. leugth of employ-
ment, and actual pay, of each persun employed as an Assistant,
or clerk, during the year. Each item of expenditure n.ust be
supported by a proper voucher, in the same way, as the items
allowed to be charged in the coutingent account.—Ject of 1825,
-section 41. :

CHAPTER XXVIIL

PAYMENTsS TO THE DEPARTMENT.

Sec. 235. No monies are to'be paid into the Department, di-
rectly to the Assistant Postmaster General, who acts as its Trea-
surer, nor pzid out directly by him. 'The procesds of postage,
therefore, should never be remitted by Postmasters to the Depart-
ment, :

256. All Postmasters, who are not directed to deposite the pro-
ceeds of their offices in some bank, will consider them as special
deposites in their hands, to meet the drafts of the Department,
which are not to be dishonored; in any case.

237. All drafts must be paid, when presented. A failure to do
80, or to deposite when directed, will be followed by a removal of
the delinquent. +¢ Want of funds” can never be an excuse ;
Postmasters being forbidden to make use of moneys received for
postage, or to give credit for postage.

258. A Postmaster may not refuse to pay a draft, on the ground
that it is in the hands of a third person, to whom its collection
may have been entrusted, by the contractor in whese favor it is
drawn. '

239, Neither can he refuse, because the contractor is indebted
to him, nov because thereis an unsettled private account between
them. '

240. The Department will not recognise the interest of a
thivd person, as the owner of any of its drafts on Postmasters:
For which reason, it is expressed on the face of these drafts, that
they are ‘‘nof negofiaile.”

241. Every Postmaster, who is so directed, will deposite the

roceeds of his office in the Bank designated by the Assistant

'Bostmasler General, and take duplifate certificates of each de-
posite, signed by the proper officer of the bank, ene of which
should be transmitted to the Department by the first mail there-
after, as the Postmaster will not be entitled to a credit therefor
until its reception at the Department. '

\

»
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242. The Cashier of the Bank, in whieh the deposite is made,
should be requested by the Postmaster, to make the entry of
the sum deposited, to the credit of the ¢ Post Office Depart-
ment,” with the name of the Postmaster, and the name of the
office and State.

248. Every Postmaster, who is directed to deposite, will, when
the proceeds of his office do not amouut to six hundred dollars
in one quarter, deposite his whole quarterly balance withinﬁ{'—
teen days after the close of each quarter: when' the quarterly
balance exceeds the rate of six hundred dollars per quarter,
he will make his deposites monthly, within seven days after the
close of each month : and when the quarterly balance exceeds .
the rate of three thousand dollars per quarter, he will make his
deposites weekly—the proceeds of each month being paid within
the succeeding seven days-—and the whole quarter’s balance
being always paid within fifteen days after the close of each
quarter,

244, To avoid difficulties on account of distance from the
" banks, in which deposites are ordered to be made, the Department

guarantees the safety of remittances by mail for that purpose.
© 245, All payments to the Department, whether upon its drafts,
or by deposite in bank, must be in specie or its equivalent. No
allowance can be made to Postmasters for the depreciation of
money received for postage; nor for losses by fire, robbery or
theft.

CHAPTER XXIX.
ATTENTION TO THE MANNER OF OARRYING THE MA1Ls.

Sec. 246. You will consider yourself the Sentinel of the De-
partment, in regard tp its affairs in your immediate vicinity : and
you will carefully observe, and promptly report to it, every thing
tending to affect its interests, or injure its reputation.

247. Itis especially expected that you will keep a vigilant eye
upon the manner in which the mails are carried, toand ﬁlom your
office. 'This is amongst the most important of your duties ; and,
as evils, to be corrected, must first be krown, upon its faithful per-
formance rests, in a great degree, the usefulness of the Depart-
ment, and the satisfaction of the public.

248. You will never entrust the mail to any carrier, unless he
be a free white person, of sufficient age, size and discretion, to
ensure its security, and who has been first duly sworn accoriling
to law. JAct of 1825, Sec. 2,

249. You will report every instance, in which the mail is brought
to your office, by a person not qualified as above. ‘

250. If a mail-carrier, having the mail in charge, become in-
toxicated, you will instantly dismiss him, employ aunother at the -
expense of the contractor, and report the facts to the Depart-
" 'ment



62 g

251, Report promptly all irregularities of mail earriers, in
charge of the mail, and the causes, when known.

2592. If the mail arrive without a lock, ascertain where the
faulf is, and report it to the Department.

253. If the mail be carried on horse-back, you will see that it be
covered with an oil-cloth or bear-skin : If m a stage, that it be
carried in a secure dry beot under the driver’s feet; or in the
box which cons:itutes the driver’s seat: If in a sulky or other
vehicle, you will see that it be well protected from the weather.

© 954, &’hen the newspaper mail, on a stage route, is large, and
separate from the letter mail, it may be carried in the boot behind
the stage, but it must not be exposed to the weather there.

255. Report all instances in which the mails are carried, with-
out the securities from_the weather, above directed. '

256. Contractors are required, in all cases, to carry the entire
mail. You will never permit them to leave any part of it.

257. Neither are contractors permitted to leave bags of news-
papers and pamphlets at any places on their routes. I%iport eve-
ry case-of this kind that may occur. )

258. When the mail stops over-night, where there is a post of-
fice, it must be kept in the office.

259. Postmasters at the ends of routes, and at all places na-
med in the schedule of the contract, will report immediately eve-
ry failure of the mail to arrive within ten minutes of the time spe-
cified, the cause, if known, and the name of the contractor.
They can use no discretion in this matter. The report must be
made in every case. If they do not know the time fixed by the
contract, they should appiy to the Department, and it will be

iven. -
8 260. If the passage of the mail on any post route in your vici-
nity be illegally obstructed, you will at once report the facts to
the Department, and prosecute the person who caused the ob-
struction, for the penalty provided by law. /et 1825, Sec. 9.

CHAPTER XXX.

PoRTMANTEAUS AND MaIrL Bags.

Sec. 261. Portmanteaus and mail bags are furnished by the
Department. ‘

262. When a Postmaster at the end of a route, discovers
them to be out of repair, he will immediately have them repaired;
or if they be too eld to do much further service, he will inform
the Department of the fact. If his office be too distant to be sup-
plied from the Department, he will procure a new portmanteau,
and charge the cost to the Department, in his next quarterly ac-
count, as a contingent expense.

263. Postmasters whose offices are not at the ends of routes,
will, when they discover a mail bag or portmanteau te be eut of
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sepair, immediately inform the Postmaster at the end of'the route

. of the tact, and request him to have it repaired, or a new one pro-
cured, if necessary. But if the portmanteau be so unsound, as
that the mail will not be secure in it, until it gets to the end of
the route, the Postmaster who first discovers it, will have it re-
paired himself, even though it should detain the mail.

264. Mailsof letters and newspapers, before being put into the
mail portmantean, are to be placed in separate linen bags, where
such bags are used ; and whenever these bags are wern out, or
lost, the Postmasters at the ends of routes, will procure new ones.

265. All mail bags not in use, should be immediately returned
to the office irom which they were sent. Postmasters who send
extra bags, should see that they are returned; this they can do

. by writing to the Postmasters who retain them. [f they be not
returned, the facts should be reported to the Department.

266. A sufficient number of mail bags should be .retained at
distributing offices, and at offices where the packets of a large mail
are divided, and destined for several routes, to send all the
packets.

CHAPTER XXXI.

Marm Locks anp Kevs.

Section 267. Locks and Keysare furnished, when wanted, up-
on application to the Depagtment. These applications, and alk
other official statements to the Department, should be signed by
the Postmaster only, except in case of his sickness or unaveidable
absence, when they may be signed by an Assistant.

268, Postmasters at the principal offices are supplied with
several locks, in order that tﬁey may be used when extra port-
manteaus are forwarded. In such cases, they should see that the
locks are returned, and report any Postmaster, who shall unneces-
sarily detain them. - ' "

269. The mail key should be kept with great care. It should
never be carried out of the office, but be secured therein, under
lock, and accessible only to the Postmaster and his Assistant. It
will be deemed highly reprehensible, in any Postmaster, to lose
the mail key.

270. Applications for mail keys should be made directly to
the Department, and should state the reason why a uew k:aiy is
wanted. If one be lost or broken, its place may be supplied by
borrowing from an adjacent office, untir another is furnished by
the Department, when the borrowed key must be returned. -

271. In case a key is lost or broken, the chain of the port-
manteau ought not to be cut, but the fact should be notified to the
- next Postmaster, who should be requested to take out the packets
addressed to that office, and send them out of the mail, until a
new key be obtained.
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CHAPTER XXXIL

BrLANKsS FoR AccounTs, Post Brins, &ec. .

Section 272. Postmasters in Maine, New Hampshire and Ver-
ment, will be supplied with blanks, upon application to the Pust-
master at Concord, N. H. . «

273. Postmastersin Massachusetts, Rhode Island, Connecticut
and in New York north and west of Albany, will be supplied,
on application to the Postmaster at Boston, Ms.:—in the re-
mainder of New York, to the Postmaster at New York. ]

274. Postmasters in Alabama, Mississippi, Louisiana, Arkan-
sas, Tennessee, Kentucky, Ohio, Michigan, Indiana, Illinois,
and Missouri, and in Pennsylvania west of Pittsburgh, will be
supplied, on application to the Pestmaster at Louisville, Ky.

275. Postmasters who are not in the States or Territori s above.
mentioned, will apply for blanks directly to the Department.

276. When the postages collected at an office amount to £100
per quarter, the name of the Postmaster will be printed on the
post bills. .

277. Stamps are only to be procured upon application to the
Department. They are furnished to offices that coliect in post-
tages 100 per quarter. ¢ :

CHAPTER XXXIIL

*
Mar. Rosaeries.

Sec. 278. If the mail be robbed, or stolen, immediate and
energetic measures should be taken for its recovery, and for ap-
prebending, and prosecuting the offender. i

279. All necessary expenses, that may be incurred in recover-
ing the mail, and in apprehending the robber, will be reimbursed
by the Department.

280. In some cases, it may be proper to offer a reward, not
to exceed fifty dollars, payable on conviction, for the apprehen-
sion of the criminal. '

281. In every case, when the criminal is apprehended, the At-
toruey of the United States for the District in which the of-
fence was committed, should be promptly informed of 'the facts,
and his advice desired.

282, If the prosecution be had before the Federal Court for the
District, which the Department prefers in every case, where it is
conveaient, and which should be had there, in all cases, in which
State officers refuse to act, the Attorney of the United States will
conduct it.

283. The Courts of the several States and Territories, having
competent jurisdiction, by the laws thereof, may take cognizance
of oll prosecutions for mail robberies, and other offences under
the post office laws.  See Act of 1825, Sec. 37.
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9684, Inevery case, it is expected that Postmasters will spare
no exertions to have justice done, and the guilty punished, by pro-
curing testimony, and giving the prosecution every other aid in
their power. o

285. Cases of mail robberies should be at once reported to the
Department, and information given, from time to'time, of what
further transpires respecting them.

CHAPTER XXXIV

*
Yrost LETTERS.

s

Sec. 286. Money, or other valuable thing, sent in the mail, ‘is
at the risk of the owner : But, if it be lost, the Department will
make every effort in its power to discover the cause, and, if there
has been a theft, to punish the offender.

" 287. [n every case of loss, the Department should be informed,

without delay, of all the circumstances connected with it. Partic-
alar care should be taken, to state the name of the office in -
which the letter was placed—the day on which it was done—
and whether by the writer himself, or by another person—the
names of the writer and the person addressed—the enclosure in
the letter—the amouat of postage on it, whether paid or unpaid—
the office to which the letter was addressed, and whether mailed
direct thereto, or to another office for distribution—~and the
route by which it was sent.

288. A loss by mail, unless in a case of robbery, should be
kept secret: A publication is sure to diminish the chances
detecting the depredator. ‘

CHAPTER XXXYV.
CerTain VioraTions axp Evasions or Law.-

Sec. 289. It is a violation of Law to enclose or conceal a let-
ter, or other thing, or any memorandum in writing, in any
newpaper, pamphlet or magazine, or in any package thereof, or to

~make any writing or memorandum thereon, and deliver the same

into any post office, or to any person for that purpose, in order

%mt it may be carried by post, free of letter postage.—.Jct of 1825.
ec. 30. :

290. If a packet of newspapers, pamphlets or magazines, come
to your office in which a letter or other thing is concealed, or
on which a memorandam in writing is made, as above, you will
charge single letter postage on each article of which the packet is
composed. :

: 9
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291. If the packet be addressed tothe office, and contain pa-
pers for several persons, only the newspaper in which the letter
or memorandum is enclosed, and its contents, should be charged
with letter postage:

* 292. If the *person to whom the paper or pamphlet, contaiming
the letter, or memorandum is addressed, refuse to pay letter post-
age, you will immediately enclose the paper or paimnphlet to the
Postmaster, from whose office it came, and request him to prose-
cute the person, who placed it in his office, for the: penalty of %5,
provided by law. s , . '

- 203. Itis the practice of many t@addross their hand-bills to
Postmasters, by which means they give them an extensive circu-
lation, free of postage. 'This is an abuse which must be corrected.
Inevery instance where you receive a communication, addressed
to you as Postmaster, which is of a private character, and design-
ed to promote private interests, with an evident intention of giv-
ing circulation to it, without payinﬁ postage, you will return the
same to the person who sent it, undera new envelape, with the
charge of letter postage endorsed. :

294. Mail carriers, or stage-drivers, cannot lawfully carry out
of the mail any letter or packet, sealed or unsealed, unless it be
delivered to the Postmaster at the next office as a Way letter.—
JAct of 1825, Sections 20 and 21.  See Chap. XII.

295. Itis an offence under thies law, also, for any person to
cause or procure a letter or packet to be carried out of the mail.

296. In every case in which a letter or packet is carried out of
the mail that comes to your knowledge, you will prosecute the
persons offending for the penalty provided by law, and report the
facts to the Department, stating the names of the carrier and his
employer.

297. 1t is a violation of law for any person other than the
Postmaster General or his authorized agents, to set up a horse or
foot post for the conveyance of letters and lpackets upon a post
road.—8ee Act of 1827, Sec. 3. In case of a violation of this
law, you will promptly report the facts to the Department, and
prosecute the person offenc ih% for the penalty provided.

20¢, By sec. 6 of the actof 1827, 1t is wmade penal for any
Postmaster or assistant postmabter, toact as agent for lottery of-
fices, or under colour of purchase or otherwise, to vend lottery
tickets—also, for a Postmaster to receive free of postaye, or frank,
lortery schemes, circulars or tickets.  See Sec. 293. )

299. One half the penalties recovered in prosecutions for vio-
latiens of the Post-office laws, shall be for the use of the per-
st.: ur persons informing or prosecyging, and the other half will
be paid over to the Department. ‘Where a Postmaster prosecutes,
he will give information of the fact to the Department, and hold
one half of the ‘penalty collected subject to its order. Jct of
1825, Sec. 38
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CHAPTER XXXVI.

' »
Maits To THE BrrTism Provinces.

. Sec. 300. By arrangements made with the proper authorities
in the British Proviuces, mail communications have been estab-
lished at several points along the frontiers of the United States;
among others, between Lewiston, N. Y., and Queenston, Upper
Canada; between Ogdensburgh, N. Y., and Prescott, U. C.; from
Albany, N.Y., by Plattsburgh and Lake Champlain, to Montreal; -
from Robbinstown, Me. to St. Andrews, N. Brunswick, &ec.

301. Letters received from the British Provinces for offices in
the United States, are to be rated at the first post office in the
United States, at which they are received, with the proper post-
age from the United States’ line to the office addressed.

302. Letters placed in any office in the United States address-
ed to offices in the British Provinces, are to be rated with the
proper postage to the United States’ line. This postage is not
required to be paid in advance, as it will be collected, and ac.
counted for, by the British Post Office Department.

303. Special instructions in regard to the mails to, and from
the British Provinces, huve been given to the distributing offices
in the frontier States. ,

504. Postmasters in other States, will mail all letters to the
British Provinces, in packets addressed Northern, Eastern or
Western, as the case may be.

CHAPTER XXXVIIL
MaiLs o COUNTRIES BEYOND SEA.

Sec. 305. When a letter is placed in a Post Office, to be sent
to a seaport by post, and thence by ship to a foreign country the
postage on it for the distance, it is to be copveyed by post, must
be paid at the place of its reception, otherwise the letter is not
to be forwarded. )

306. Postmasters at sea-ports, will always receive letters that
are offered for places beyond sea. The letters so received,.
together with those that come in the mail, addressed to foreigp
countries, should be marked with the name of' the office, and the °
time of reception.

307. Assoon as the Postmaster finds that a vessel is ready to
sail, which will be convenient to garry them to the place of their
destination, he will carefally examine all such letters, and see
that there are none among them, destined to another place. He
will then count them and enter their number in a bill made out in
the Form No. 7. If there be few letters, and no bag for them,
furnished by the master of the vessel, they may be made into a
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bundle like a common mail, taking care to enclose the certifi-
cate with them, sealing the wrapper with the office seal. 'If at
be furnished, the string is to be sealed with the office seal. An
if there be many letters, and no bag furnished by the master of
the vessel, the Postmaster will furnish one, and charge it to the
Department. .
308. For every letter received by a Postmaster at a seaport, to
be conveyed toa foreign country, there shall be paid to the Post-
niaster one cent.—Jct of 1825, Sec. 54.

Tne foregoing Instructions, founded upon the laws relative
to the Post Office Department, will be strictly observed by
all Postmasters.  Their diligence, in the performance of the
duties enjoingd, will ensure not only the confidence of the De-
partment, but the approbation of the public.

WILLIAM T. BARRY,
Post Master General.

Posr Orrice DeparTMENT,
May 1, 1832.



FORMS

REFERRED TO

IN THE FOREGOING INSTRUCTIONS.

\ *

—0—

ForMm, No. 1.
From Anxaroris, Mo, October 1sf, 1831,
LETTERS

-

to Wasaineron, D. C.

RatesJ Unpaid. Paid: Free.

Cents.|| No. |Dolls. | Cents.j No. ‘Dolls. Cepts.|| No.

10|15 1] s || 2 20 || 4
20| 2| w0 | 1 20 [
wo |l 1 0
60 || 1 60
T2 | 9 40

-

J. GREEN, P. M.

B e -~
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Form, No. 2. .°

dccount of Mails sené frem the Post-Office at Annapolis, Md. -
from October 1st, to Decembgr 31sf, 1831. -

Unpaid paid | Free
Datc of the | To what Office the Letters|| Letters. | Letters. | [et-
bills sent. were sent.
Dolls|Cents| Dolis|Cents| No.
October 1 | Washington City,D.C.|| 2 | 90 40 | 4
4 10 | Southern, 873
% 25 | Upper Marlboro, 108 18
c 29 | Baltimore, 1| 44 2
Nov’r 2 | Alexandria, D. C. 10 10
“ 7\ pambridge, 11|00 1
s 12 | Cumberland, 37
“ 16 | Hagerstown, 75 4
< 20 | Northern, 2 | 123 25 :
» 28 | Frederick Town, 1|00 2 |2
“ 31 | Elkton, 623 123
Decem’r 4 | Ellicott’s Mills, 30
- 9 | Southern, 8| 873 1
Y 12 { Baltimore, 6 | 06 84 ',
i 17 | Washington City,D.C.[]| 1| 60 20 5 '
« 224 Georgetown, D. C. ' 50 | 50,
i 29 | Northern, 4125 Wegity g
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Form, No. 8.

" Aecount of Mails Received at the Post-Office at ﬂ)mapolis, County of Anne Arundel, State of Maryland,

: Under- || Overcharg- 3
Timé of | Names of the offices from | Date of the || Unpaid Way charged |led and mis.||Eaid letters|| Free
Yeceiving. |which they were recéived. [billsreceived|| letiers. || Letters. | from other || sent from || from other || let-
. iy offices. |jotheroffices|| -Offices. | ters.
Lo Dolls|Cents|| Dolls/Cents|| Dolls Cents| DollsCents Dolls/Cents|| No. |,
1831 1851
October 3 | Washington City, D.C. [October 1 2|20 7 -4
¢ 17 | Baltimore, =18 5| 483 123 6 -~
“ 23 | Hagerstown, sl - o1 154 8 124 2{ =
‘te 09 | Frederick Town, IR 86 z 6 201}
Nov’r. 1 | Cumberland, W . 28 562 184 3
24 10 Gem'getown, D. C Nov’r 9 50 10 |{forwalrded 1 :
¢ 16 | Port Tobacco, 8 14. 60 50 2
¢ 26 | Queen Anne,’ & 96 6 B 6
Dec’t 2 | Washington City, D.C. [Dec’r 1 || 2140 10 50 || 12
LU 11 | Baltimore, 8 10 4 | 78% 18%|| 1] 10 3
¢ 29 | Rockville, « ot 9§80’ 1
‘% 28| Easton, (LI 4 1| 6o 20 4
20 '\ 43% 14 314 574 2 |-22 52
J. GREEN, P. M.

s a——
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Form, No. 4.

D {me Annaporis, Mn. Dec’r Slst, 1831,
EAD

to the Post Office Department.

J. GREEN, P. M.

B PO
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" dccount of Ship and Steam Boat Letters received at the Post Office at JAnnapolis, County of Anne Arundel,

Ly

. Form, No. 5. \

Maryland, for the quarter ending December 31, 1831.

Number|{Name of Vessel or Steam Boat|Number{Number|- Whole Amount Postage chargea-
of Re- from which received. for this |forward-|\number. Paid. ble to this office.
ceipt. ] delivery| ed. _

J Dolls. | Cents, || Dolls. | Cents.
c1 Brig Milton, 45 45 90
2 Ship Elbe, 2 6 -8 16 12
3 Steam Boat Potomac, 8 | 15 | a1 63 1 | 50
4. Steam Boat Columbia, 6 2 3 24 60
' 16 | 66 | s2 1 | 93 2 | 22

J

J. GREEN, P. M.

8L



Form,

No. 6.

Account of Newspapers and Pamphlets veceived at the Post Office at Annapolis, State of Maryland, County of
. Anne Arundel, from<1st October to 31st December, 1831,

Date whe | Natme of the Newspaper where | Bomeai oo o mber|Numberl| - Amountof
received. or Pamphlet. published, week. [scribers.! papers.| phlets. — ’
. . : Dollars.| Cents.
October 1 ’Iiationalhlntelligencer Washington City |- 6 3 | 234 - 2 21 13
& 1| De. do. .do.. 2 18' 468 - 4 68 -
« 1! Globe do. 6| "2 [156 | - 1 56 .
@ 1| Do. do. 2 1| 26 | - - | 26
J‘mj/ 1 :'_q‘.vs':_“‘f‘l‘?lggn}ph' do. 6 1 78 - - 78
:‘}F‘“‘“—,1 Albién o ‘xéw York 1 7 | o - 1 564
1 _§§fi6m_l‘ Ga_z‘,ette L ri;ila;ielfhia 3 4 156 | - 2 | 84
‘ ands%. S TR T T R - 9
TR et — e cmmmee Che
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October 1

s

€€

114

143

[
Nov’r.

Dec’r

1
1

Various newspapers
Southern Pioneer
Children’s Magazine
Sportsman’s Magazine

Quarterly Review

Christian Examiner

American Quarterly
Sportsman’s Magazine
Do. ~ do.
Various pamphlets
Paid newspapers sent |

Paid pamphlets sent

Baltimore
New York‘
Baltimore
Boston

do.
Philadelphia
Baltimore

do.

monthly
do
do
quarterly

monthly
do

13

12

[ TR o

49

39

" 36

18

- 81
1 00

- | a4

19 59

23 4

J. GREEN, P. M.

gL
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Form, No. 7.

UNITED STATES OF AMERICA,
7o the Postmaster at the Port of New Orleans, La*

This bag (or mail) sent by the Ship Triton, whereof Jonw
Trowmesox is Master, bound trom the port of Annapolis to New
Orleans, contains twenty-three letters.

: J. GREEN, P. M.

Post Office at Arnapolis, Md.

~ Nov. 6, 1831.

* If the vessel be bound to a fofeign port, for instance to Hamburg,
then the certificate may be thus directed, ¢ 7o the Postmaster at the port
of Hamburg, or whom it may concern.”

3
——

Form, No. 8.

Accounf of Letters sent by sea, from the Post Office ut Annapo-
lis,

Date of the| To what ports.

By what vessels. | Masters’ names.
bills sent.

Number of
letters sent,

1851 ,
Oct’r 13|New York, 46 |Schooner Betsy,[Thomas Williams
Nov’r 6|New Orletns,| 23 [Ship Tr‘iton, John Thompson
Déc’r 21| Norfolk, 19 Brig Fame, David Johnson

88

J. GREEN, P. M.
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Form,

Dr.  The Post Oﬁce at Anndpolis, County of Anne Arundel,
Department from 13t OCtober,

Dols.| Cta.
1, To postage of letters which remained in the of-
fice last quarter, - 2125
2 To postage of unpaid letters recewed from
other offices this quarter, - 20 | 433
3 To postage of way letters recelved at thls of |
fice ditto, - - 14
4 To Hiosta.ge of lettera undercharged fmm other
ces ditto, - - - 31}
5 To postage of 16 ship and steam boat letters, ori-
nally received at this oftice for this delivery, | 2 | 22
% To postage of paid letters sent from this office ’
this quarter, - - - - - -! 3|34
28 | 70
11 To balance as above, being the amount of pos-
tage collecteg on letters this quarter, - -124 ] 58
12 To amount of postage on newspapers and pam-
phlets this quarter, - - - - 19.5
13 Deduct postage of dead newspapers and ‘ ‘
pamphlets, - = 167 117 ] 92
42 | 50
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No. 9.

State of Maryland in account current with the Post Office Cr.
1851, to S1st December, 1851, .

: Dols.| Cts.
7 By postage of letters overcharged and mis-sent 8
this quarter, - 573
8 By postage of dead fetters sent to the Post of-
fice Department ditto, ' - - T 1] 243
9 By postage of letters now remammg in thls of- ’
fice, - - - - -1 2|30
10 Balance camed down, - - - -1 24 | 58

' 28 | 70

14 By comniission on 24 D. 58 C. letter postage at
30 per cent. - 7|87

15 By ditto on 17 D. 92 C. newspaper lfostave at
50 per cent. - 8196

16 By 27 free letters dehvered out of this oﬂice
" “this quarter, at two cents each, - - 54

17 By 82 ship and steam boat letters paid for this
qguarter, as by receipts herewith, - -1 1]93

18 By cash paid the mail carrier for 2 way 1etters, "

at one cent each, - - 02

19 By contmgent expenses, as by recelpts here-
with, 75

30 Balance due to the Post Office Department, 22 | 93

42 | 50

J. GREEN, P. M.



POSTMASTERS

Will make the Jollowing corrections with the ;;en:

In‘page 14, last line but one of Section 23, make “nof” ‘‘nor.””

Page 23,.in the fourth line from the bottom of Section 45, erase ¢ ’
and insert ¢ may.”

Page 26, insert the word port” after the word *from” in the second
line of the third Section of the Act of 1823.

Page 40, Section 90, put the word ““be” before the word *‘placed,”
at the beginning of the sixth line, .

— R R /.





