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NOTICE.

The instructions and ,information in
this Manual have been prepared in or-
der ‘to secure uniformity and accuracy in
keeping office records and in making re-
quired reports to this office, on system
of lines east of Pittsburg, comprising the
roads owned, leased or otherwise oper-
ated by the following Companies:—

Pennsylvania Railroad Company.

Philadelphia, Wilmington & Baltimore
Railroad Company.

West Jersey Railroad Company.

Camden & Atlantic Railroad Company

They supersede all other instructions
heretofore issued, and a strict compliance
therewith is required of all parties inter-
ested.

By direction of the Comptroller.,

M. RIEBENACK,

Auditor of Passenger Receipts.

A. J. GILLINGHAM,
Assistant Auditor of Passenger Receipts.

Office of Auditor of Passenger Receipts,
Philadelphia, September lst, 1892,

@
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Abbreviations on Tickets or Stubs Not Allowed............ 103
- Act to Prevent Fraud upon Travelers............ beresuserenene 21
Adjustment of Errors on Book and Sheet G-—Form
251.uiieeeereennennneesinnneeessssssennnnneneeeen 94, 118, 147
" Adjustment of Errors Noted in Monthly Audit
LetterB...cuvmueenneennieiiriiiiinieeniiesssssssnnsens 14, 178, 179
. Adjustment of Errors on G—Form 272.........c.000eeunne. . 147
Adjustment of Differences between G—Form 267 and
Monthly Reports........ceceereeruniiiirensesernnniennns 178, 179
Adjustment of Unauthorized Balances........................ 180
Agents Forbidden to Use Company’s Money for Personal
UBE...oivriniiiieiietnreniesnoniennmnnesnneiessanuneersessesanans 165
Agents Responsible for Cash Receipts. ....18,. 19 166
Alterations of Tickets or Orders........cccevvevrureneeernrannnes 53
AUditor's CheckSu....cucmieres woevrierenivenenerereesinesenenns . 233
Authorities, Orders and Certificates.. cvnanees 197

Balance from Previous Month........ccccoienennnnnnees ... 156, 159
Balancing Monthly Reports.......cocceveuvassueevenneens 71,78, 117
Balancing Book G—Form 271—Foreign, at Close of Year.. 84
Blank Book Tickets............ 86, 87, 103 to 105, 107, 185, 186
Blank Book Tickets faced ¢ Foreign”.......ccccceur eeeueee. 209
Blank Book Tickets, Local to Foreign Points......... 107 114

115, 186, 210
Bonds....cooveniiiriiiniiiiieeees ceereeesereerenraeeens 18, 19
Calculating the Number of Tickets Sold..........184, 188, 237
Care of MoOney.......ccovvnurreeriiiienneeeeenensnneeneenis 162 to 167
Cash on Hand

Certificate of Agent’s ApPOiDtmNt ............................
Change of Office Force.
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Commutatlon Ticket Sales ......ce...... SCRURTIRCRR +..110 to 112
-121 to 127 189 200
Commutation Tickets Refused or Not’ Ua.lled For.....112, 125
Commutation Tickets Sold on Last Five Days of Month.. 126
Company’s Money Not to be Used for Agent's Personal

Corrections on Daily Reports......ceccoevueuiuncne revereenens
Correspondence.............eceune degeresrsesnenes eee ' Y
Counterfeit Money, Mutllated or Defawed Coms

Cut Tickets .....couvvvereeeitunnnivienn fenss il eveesens

Daily Record of Foreign TlcketSales, G—Form 272..145 to 147 .
Daily Report of Local TicketSales,G-Form 251..85 to 100, 142
Daily Reports Requu'ed Forwardmg, &e.......67, 68, 123, 124

Dating. Tickets.ir. 2usterivinrneiosiorinionsd iieerennnes 49 to 51, 198
Davis Patent and Combmatlon Contract Tickets......c..... 202
Delegate Tickets.. X

Description of Tickets Tssued
Duplex Mémoranda, Redemption of, -

Crediting, &C....iccveereeameeeeerineen sovvenes 148 to 152, 160
Dma.bled Volunteer -Soldiers’ Orders ........................... 216
Errors Noted in Monthly Audit Letters...........ceeeeenneee. 14
Errors Discovered. in 'I‘mkets after Invoices have been :

L Bigned, &0 i et " 36
. Examination. of Tickets. Recel?ved» .................. 32to 34
Excess Baggage Tags. Spoiled............ RRUURN ....197, 233
" Extension Tickets..........ooeeeeeeerrenn eredennenns 204
Extra Baggage Collections, Local..... .92, 154, 195
Extra Baggage Collections, Forelgn ......
Feeders and. Transfers,.............
Foreign Tickets, Definition of. ]
Foreign Ticket Sales.........
Foreign Road.Orders..

Foreign Extra Baggage Collections........
Funds of the Company .to- be kept: Separate &e.

Half-Ticket Rates.. ....193,:210,:235 to 237
Half-Ticket Sales.............. NG A 184 193 210 235 to '287

Information for the Pubhc..;....'..l .................... PRI 6. ae2l
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44 to 48, 103
Limiting Tickets with “1.” or “ @” Punches or with Ink, 52
Local Blank Book Tickets to Foreign Points.....107, 115, 210

Local Tickets, Definition oOf.........cccvvuueeeereiireranncnnanees - 24
Marketing on Philadelphia, Wilmington & Baltimore
Railroad......ccccermmrveeiernienireeiieneinenens 92, 116, 154, 195
Market Shipments on Schuylkill and West Pennsylvania
DiVISIONS..eeveveeeiereriasrerrannrirrmniienerrniseeranenne 137, 154
Mileage and Commutation Ticket Sales...121 to 127, 200, 211
Milk and Cream Tickets.........covereecereanecceceeasencnns 113, 194
Miscellaneous Ticket Sales.
Money, Care of.......cceorrvruerremuuiieernnneeissnaceseenn. 162 to 167"
Money Received from Baggage Agents..................r ..... 177
Monthly Reports, Forwarding, &c............ 69 to 73, 182, 234

Monthly Audit Letters and Corrections...:..13, 14, 157 to 159
Monthly Cash Exhibit of Passenger Busmess, G—Form

267 .. et e et aaae 1563 to 183
Local Sales......coovvueeririiinnrerssniscnnneeeveeennnes 153 to 154
Foreign Sales.........ccccceermiiirieninienrecininiiiiiinnienieenens 155
Balance from Previous Month.. 156
Monthly Audit Corrections.........cec.eveeevrernrens 157 to 159
Crediting Duplex Memoranda...........ccecvvereensiuesrenne 160
Cash on Hand.........eeevveeiiiienirsrnienenieesceecsennennnns 161
Care of Money........... 162 to 167
Remittances........ vocovvveeerrereeienneeeeesneneranans 168 to 176
Money Received from Baggage Agents.................... 177
Adjustment of Differences between G—Form 267 and

Monthly Reports..........ccecverrreerereensunnennn. 178, 179
Adjustment of Unauthorized Balances..................... 180
Care in Keeping G—Form 267........c..cc.ovvruneene.n. 181
Sheet G—Form 267...........ccovvevueenreereennennns ;182 to 183

Monthly Report of Local Ticket Sales, G-Form 254..184t0 197
Printed Tickets

...................................................

Blank Book Tickets
Commencing and Closing Nos. of Blank Book Tickets.. 186
Tickets Sold Out of Order..............covuvveevereveennnnnn. 187

Calculating Number of Tickets...
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INCLUSIVE.
Commutation Tickets....oceceeerirsnnressereerenivereneesnueees 189
Tickets at Special Rates...... ... 190
Delegate Tickets...ceeeeeerrerernnunernurunrerenenessssesrenennns
Excursion Coupons Redeemed.................. reereeeneens
Miscellaneous Ticket Sales .
Milk and Cream Tickets.......cocorverreennennererrenveeneens
Local Extra Baggage Collections, &c....cccvuvvuuennreneees
Summary of Local Passenger Receipts
Authorities, Orders and Certificates.........cceeerveenennns . 197
Monthly Report of Foreign Ticket .Sales, G—Form
1259t e enennens 198 to 240
Foreign Ticket Sales........cccevenveenreniiennnnens 198 to 199
Mileage, Foreign, Commutation, Order Books, &e....... 200
Printed Second-class Tickets.........uuveeevienueeeneeennennnn 201 :
Davis Patent and Combination Contract Tickets...202, 203 :
Extension Tickets......c.ccoeuueeerrererecinreesscosseeersaneess 204
Summer Excursion Tickets without Form Number..205, 206
Cut Tickets.......... N 207
Special Tickets furnished by the Passenger Department.. 208
Blank Book Tickets faced “Foreign”..........ccoeevurunnnes 209
Local Blank Book Tickets to Foreign Points.............. 210
Mileage and Foreign Commutation Tickets .............. 211
Delegate Tickets.....cevnneerrrnerseenenierennareenecereneaenenens 212
Pennsylvania Railroad, Foreign Roads, National and
State Orders or Requests for Transportation..213 to 228
Feeders and Transfers......cceveeieierieeniianinnes 229 to 231
Tickets Sold Out of Order......cc.ccevuvieiiinnnirivencennannes 232
Auditor’s Checks, Cut Tickets, Spoiled Tickets, Orders,
& Ceiiiei v e Y 233
Report always Required.........ccooeeruiiieiruneriennnniennne 234
Half-Ticket Rates .....c.ovvveieiririnrueiiiinierenenns 235 to 237
Redemption of Excursion Tickets.........cuvvuiieinennnns 238
Balancing G—Form 259 with Office Records... . 239
Foreign Extra Baggage Collections.................. ... 240
National or State Government Orders............... 213, 214, 216
224 to 228
Offices, Opening and Closing.........ceovvrirvrrinnnannenennanns 1
Office Supplies, Care of, and Economy.................. 2to 5
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Oﬂ‘ioe Records, Keeping of........ccocuneee URRRRRRRO 6to 8
0ld and Unused Tickets Presented for Redemption........ 57
Outlawing Lost Tickets 58 59, 122
Orders “Spoiled”.....ccveerreeeriesierissrnnnesesionnanaanees 54
Orders for Tickets at Special Rates.... ceenen 197
Order BoOKS.......ccveererererannnnnnrnesesrsseerssesionenenasesossons 200
Orders or Requests Exchanged for Tickets.......... 214 to 228
Orders Drawn on Agents of Foreign Lines.......cc.c.cc.... 220
Orders Honored on Last Day of Month............. eeseeeens 217
Orders or Requests Exchanged which have been

Presented on TrainS.......oeereeerecieesiiicniieronmeneenss 225
Orders or Requests Requmng Slgnature of Oﬂieers in

ChATEe .vovvieeeeeniiniagonsiisisnensnmmrssessonesuconeiniives 220

Orders or. Requests Presented. in’ ‘Duplicaté or Triplicate.. 227
Package Staips Received, Sold, Reporting, &e............. 92
128 to 136, 154, 195

Package Stamps “ Spoﬂed”.............l ......................... 135
Package Stamps Furmshed Ticket Agents .who are not
Baggage Agents........ieeueeereeineeeeeitiannisnneieeiiennine 136
Parlor Car Tickets for P. R. R, W.J. and C. &'A. R. R.
Cars.....oo.... eesssianennteterrieseneirsrananesanans 144
Parlor Car Diagrams , 144
Passenger Tariffb.......cceeiiiiieeviriiinnnerennivimieneeeioneennes 21

Pennsylvania Railroad Issue of Orders... -....... 213, 214, 223
Pennsylvania Railroad, Foreign Roads,” National and
State Orders or Requests for Transportation...213 fo 228
Personal Signatures of Agents.........ccocceevrniernnnns 35,70, 120
Punches “L,” “ @ ” or “4,” Furnished and Repaired..... 43
Recalled Tickets, Forwarding, &c..46,. 61 to 65, 76, 17 82 83

Record of Tickets Received........covvenreerivnniirnennnniiunnn, 34
Record of Local Tickets, Book G—Form 271 Keepmg

Of ettt 74 to 77
Record of Foreign Tickets, Book G—Form 271, Keep-

ING Ofieeieieruneiunsiioneereieeinearasnadensnons snsennene 78 to 84
Record of Local Ticket.Sales, Book G—Form 251, Keep-

ING Of.uvieeiiiiiieeciiee e s receeeereeeeenns 101 to 120, 145, 146
Receipts for Money. Remitted.....

Redemption of Tickets............ 57, 95,119, 146, 192, 233, 238
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PARAGRAPHS,

INCLUSIVE.
Requisition for Office Supplies......... rebeerrestanen sessneens 2, 4
Requisition for Tickets, Local and Foreign............... 26, 27
Remittances of Money........ vecvvereecrerervesennen 66, 168 to 176
Robberies.....cceeeeenrennnnn. .
Route Agents’ Visits...
Routing of Tickets......
Safe Combinations.........cceceveerririeinniierrerrererernns
Sales from Two Different Sets of Numbers in One Month.. 203
School Certlﬁcates....l......................., ...................... 197
B6cond-class TiCkets. ... .eeeurereeesiienreeensseeesraeerennenneens 201

Sheet G—Form 267, Monthly Cash Exhibit........... 182, 183
Signatures of Agents—Invoices; Reports, &c...34, 35, 70, 120
Special.and Route.Agents’ Visits. v eereerereereirsiesannnnnes 22
Speécial: Party. EXCUISION. ....ecvvveuruenerrrerreieesserneeesnnnns 193
Special. Tickets Furnished by the Passenger Department.. 208
Special Yellow Tickets........cceeevuerenes 118, 114, 193, 200, 210

Spoiled Tickets, Orders, Package Stamps, &c..52, 54 to 56, 77
81, 83, 98, 107, 108,.112, 125, 135, 186, 208, 233, 237

Spoiled Excess Baggage Tags, Loca] ............................ 197
Spéiled Excess Baggage Tags, Foreign. ... 233
Stations. Destroyed by. Fire........ccccceveercrreeranens e 20
Storage Collections.........ccocveerivneiiiicnisnnnnnnninisen. . 154, 195
Summer Excursion Tickets without Form Number.. ..... 205
Sunday Sales.........cueereriirrriinennniiie 93
Supplies, Office; &C.c.evvrvervreniiriiniiiiiiiiies 2to -6
Surrendered and Found Tickets. e eeiesiedands 60

System of Lines, ‘ 23
Tariff of Passenger Rates . 21
Telegraph Orders.............. ....221, 222
Ticket Supplies......... 31
Tickets in StocK.........coovvuveerreeeeriiiisiiinineieeninnn 28 to 30
Tickets Received .......coouvrereiiriiiinnineeeiriinninnen, 32 to 37
Tickets Issued, Description of..........cccoviiiivenennnn. 23 to 25
Tickets Furnished for Special Sale.............c.covveeriennin
Tickets Issued out of Order, Local.......

Tickets Issued out of Order, Foreign...

Tickets Dated in Error........ccccovvemmminniiiiiiiiinnnnnns
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Tickets Limited in Error.....cceeoeveeeienenees 52

Tickets must Not be Issued on Credit......c.eeeeecrieancansee 48

Tickets Recalled......c..... ceervnnen 46, 61 to 65, 76, 77, 82, 83
Ticket Stamps Furnished, Repaired, Changing of Date,

PO TOUI PPN 38 to 42

Tickets Spoiled, Local............c...... 52, 54 to 56, 77, 98, 107

108, 112, 125, 135, 186
Tickets Spoiled, Foreign ...52, 54 to 56, 81, 125, 208, 233, 237

Tickets, Alterations Not Permitted 63
Tickets Lost by Purchasers..........cccocivemrniieencnaceenn 59
Tickets Reported to Trains or Tours, on G—Form 251..85, 89

Tickets Not Reported to Trains on G—Form 251....... .. 87

Tickets Not to be Re-dated.......... rrrenareteese st eas 97 |
Tickets Exchanged........cccocoeveveviinnnnns ....97, 98, 125 |
Tickets Filled Up in Error.......cccceuevvienivineeeermnennenns 98 !
Tickets Issued to Delegates..........eeeeeiiniinennnns 109, 191, 212" :
Tickets Redeemed, Local..... ....c.oe.veeveernrereeneens 95, 119, 192
Tickets Redeemed, Foreign................. ....146, 233, 238

Tickets Surrendered or Found.................
Ticket Stubs......ccceeeueerrerreeerraneenennn.
Tickets Destroyed by Fire.
Tickets StoleD......cievuuurerniieerereerarerunereeesreereansosreaeees
Tickets Issued at Special Rates.......c.cceveerireerirrerernerenens i
Tickets, Route of......cccccvvvevruvrreneiueenrnne
Time-Tables........uuuuueumririerereereeeeeeeereeeeesseerereerneeenens

United States Government Orders or Requests.............. 224



LIST OF BOOKS, BLANKSSwENVELOPES

REFERRED T0 IN THE FOLLOWING INSTRUCTIONS.

BOOKS.
G—Form 247—A. P. R, Record of Valuable Packages for-
warded from Station.

G—Form 251—A. P.R., Record of Local Ticket Sales.

G—Form 255~-B—A. P. R., Record of Shipments by Market
Trains, West Penn. and Schuylkill
Divisions.

G—Form 265—A. P. R., Record of Collections on Extra Bag-
gage, Local and Foreign.

G—Form 267—A.P. R., Monthly Cash Exhibit of Passenger
Business.

G—Form 271—A. P.R., Record of Local Tickets.

G—Form 271—A. P.R., Record of Foreign Tickets.

G—Form 272—A.P.R., Daily Record of Foreign Ticket
Sales.

G—Form 274—A. P. R., Record of Commutation Ticket Sales.

G—Form 275—A.P. R., Scrap Book, for filing Letters, Cir-
culars, &c.

G—Form 290—A. P. R., Receipt Book.

G—Form 414—A.P.R., Record of Package Stamps Received
and Sold.

! G—Form 42—A. F. R., Receipt Book, for taking receipts

when remittances are forwarded
by express.

BLANKS.

| G—Form 246—A. P. R., Way-Bill of Valuable Packages (ex-

cept Money) forwarded from
Station.

G—Form 250—A. P. R., Monthly Report of Extra Baggage
Collections to Foreign Points.
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G—Form 251—A. P. R., Daily Report of Local Tickets Issued.
G—Form 251—S8pecial—A. P. R., Daily Report of Tickets
Tssued.

G-—Form 254—A. P; R.. Monthly Reportof Local Ticket Sales.
G—Form 255—A—A. P. R., Manifest of Articles Shipped |

by Market Train.
G—Form 258—A.P. R., Monthly Report of Commutation

Tickets Sold.
G—Form 259—A. P. R., Monthly Report of Foreign Ticket
Sales
G—Form 260—A.P. R Monthly Report of Tickets rold at
, Office No.—.
G—Form 264—A. P R Monthly Report 6f Local Extra
Baggage Collections.

G—Form 267—A.P. R., Monthly Cash Exhibit of Passenger
.. Business. (Sheet.)

G—Form 268—A.P. R, Memorandum of - Remlttanoe “Ac-
count Passenger Business.

G—Form 269—A. P. R., Report to Treasurer of Cash Remitted.
Account Ticket Sales,

~ G—Form 273—A P R., Statement of Local Tlckets Retirfied.

G—Form 273—A. P. R., Statem’tof Foreign Tickets Returied.

G—Form 276—A. P. R , Daily Report of Commutatlon Ticket
Sales

ENVELOPES. -

G—Form 200—A.P.R., To enclose Receipted Invoices for
. Tickets. .
G—Form 201—A.P. R., To enclose G—Form 251—A. P. R,
Daily Report of Tickets Issued.

G—Form 202—A. P. R., To enclose Agents’ Monthly Reports.

G—Form 204—A.P.R }Addressed to Auditor of Passenger

G—Form 205—A.P.R., Receipts.. .

G—Form 212—A. P, R For General Correspondence.

G—Form 213—A. P. R,, To ericlose G—Form 276—A. P, R,
: " v Daily. -Report of- Commutatlen
Wil L o 1 - TicKet Sales.
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G—Form 238—A. P. R., To enclose G—Form 251—Special—
A. P. R., Daily Report of Tickets

. TIssued. X

G—Form 249—A.P.R.,To enclose Recalled Tickets or
Valuable Packages.

G—Form 266—A. P. R., For General Correspondence.

G—Form 634—A.P.R,, For enclosing Orders, Auditors
Checks, and Spoiled, Cut or Muti-
lated Tickets.

G—Form 645—A. P. R., For forwarding Duplex Memoranda
Redeemed, Monthly. ,

G—Form 56—A. F. R., To enclose G—Form 269 and money,
if remitting by express to bank or
to Treasurer direct.
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OPENING AND CLOSING OFFICES.

1. Ticket Agents will be governed by the
instructions of the transportation officer having
jurisdiction over the offices.

OFFICE SUPPLIES.

2. Requisition for office supplies, such as books,
blanks and stationery, must be made on the
Comptroller on forms provided for that purpose,
and according to his instructions. Books and
blanks should be designated by their form numbers.
If not provided with a form number, enclose sample
of the book or blank desired with the requisition.
Do not allow supplies of any form to become
exhausted.

3. Exercise economy in the use of blanks
and stationery. Keep all supplies in an orderly
manner in closets and drawers provided for their
accommodation.

4. Before making requisition for books, blanks,
envelopes and stationery, examine stocks very
carefully, so that request may be made for only
those actually required for THREE MONTHS
USE.

5. Agents will call attention to any unneces-
sary or excessive stock of blanks or envelopes
they may have on hand, or may receive at any
time.

(19)
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KEEPING OF OFFICE RECORDS.

6. The Record Books should be kept neatly
(that is, clean of ink spots, erasures, &c.), and they
must be conveniently located for use and carefully
preserved.

7. The various sales or collections of the day
must be correctly and promptly recorded in the
prescribed books, and the entries made in ink,
so that in the event of sickness or accident, they
may be readily taken up by some other person;
and also be in good condition for examination by
any person authorized to visit the office.

8. Office Records must be retained until they
are giz years old. Any over this date should be
sent in addressed to the Auditor of Passenger
Receipts, with advice thereof sent separately by
letter ; or they may be forwarded by mstructlons
from Special or Route Agents.

CORRESPONDENCE.

9. Agents must comply strictly with instruc-
tions, whether in printed or manuscript form.

10. All communications from this office in rela-
tion to errors, omissions and corrections must be
carefully noted, and inquiries therein promptly
answered.

11. Letters to this office should be written in’
ink on Company’s letter-headings. Only one sub-
Ject should be embraced in a letter. In answer-
ing correspondence, the subject treated of should
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be referred to, together with the number designa-
ting the room from which the letter was written.

12. Correspondence for this office must be en-
closed in envelope G—Form 204 or 205, and not !
attached to or enclosed with daily or monthly
ticket reports.

13. Letters of instruction and monthly audit
letters, together with current circulars, must be
promptly and properly filed in book G—Form 275.

14. Regular monthly audit letters containing
statements of agents’ cash accounts and notations
of errors discovered in the audit of monthly re-
ports, must be given prompt attention. Correc-
tions of these errors must be made (in accordance
with the instructions) in book G—Form 251,
“ Daily Record of Local Ticket Sales;” G—Form
265, “ Record of Collections of Extra Baggage ;”
G—Form 267, “ Monthly Cash Exhibit of Pas-
senger Business,” and G — Form 272, ¢ Daily
Record of Foreign Ticket Sales.” The ¢ Debits”
and “ Credits” must be entered on the face of G—
Form 267 on the day the audit letter is received,
as well as in the summary of the same form.

SAFE COMBINATIONS.

15. Agents having safes which are opened with
“combination lock,” must exercise care in lock-
ing them, giving the “lock-dial” five or six
gentle turns after locking. A rapid movement of




22

the dial will cause it to become worn, which may
involve both trouble and expense.

16. The combination of a safe should be in
possession of the agent only. If he chooses, for
reasons satisfactory to himself, to furnish it to any
of his assistants, he will be held responsible
should improper use be made of the information.

17. Should an assistant, who is in possession
of the combination of the safe, leave the service of
the Company, or be transferred, the agent should
immediately advise the Auditor of Passenger
Receipts of the same, so that the combination
may be changed.

BONDS.

18. As agents alone are held responsible to the
Company for the receipts and proper conduct of
their offices, they must take whatever steps are
necessary to protect themselves for the work of
their subordinates.

19. If agents desire, they may require bonds
made to themselves from each assistant for the faith-
ful performance of duty. The Company does not
recognize the responsibility of the latter; and will
not, therefore, take bonds from them.

ROBBERIES.

20. In the event of robbery at a station, or the
partial or complete destruction of the station build-
ing and its contents by fire or otherwise, resulting
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in the partial or total loss of tickets, record books,
blanks and stationery, agents will immediately
notify this office, and also the Superintendent of
the Division, by telegraph, if possible, and follow
this promptly by letters giving full description
of tickets stolen or otherwise lost or destroyed,
and accurate details as to the loss of other prop-
erty involved. This is necessary in order to
protect the Company, and also to furnish the
agency with necessary tickets and with other sup-
plies for the proper transaction of business.

INFORMATION FOR THE PUBLIC.

21. Agents will be careful to see that the
current “Time-tables,” the ¢“Act to Prevent
Fraud upon Travelers” (furnished to agents in
the States of Pennsylvania and New Jersey), the
“Certificate of Agent’s Appointment” (furnished
to agents in the States of New York, New Jersey
and Pennsylvania), and “Passenger Tariffs,” are
conspicuously posted in the waiting-rooms of the
stations, so as to be accessible to the public.

SPECIAL AND ROUTE AGENTS’ VISITS.

22. When Special and Route Agents or other
accredited representatives of the Company visit an
office, they must be afforded proper facility for
prosecuting their work, and agents are expected
to render assistance when necessary, and furnish
all information desired.
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DESCRIPTION OF TICKETS ISSUED.
23. THE PENNSYLVANIA RAIiLroaDp CoMm-

PANY (comprising three Principal Divisions—the
Pennsylvania Railroad Division, Philadelphia &
Erie Railroad Division and United Railroads of
New Jersey Division), the PHILADELPHIA, WIL-
MINGTON & BALTIMORE, the WEST JERSEY and
the CAMDEN & ATLANTIC RAILROADS, issue
LocaL and FoREIGN tickets, as described below.
Local Tickets.

24. Tickets of the Pennsylvania Railroad

’| Company’s issue are local when the transportation
covered is exclusively within the lines of a prin-
cipal division of the Pennsylvania Railroad
proper, i. e, when the initial and destination
stations are located on the same principal division
and the entire passage is within the lines belonging
thereto. (The exceptions are to and from points on
the Bedford Division passing Huntingdon, to and
Sfrom points on Cambria & Clearfield Railroad
reached by passing over the Pennsylvania & North
Western Railroad, to points on Long Beach Rail-
road passing over the Tuckerton Railroad, or to and
Jrom points on New York Division or Amboy Divi-
sion passing Perth Amboy, South Amboy or Bay
Head, and to and from points on the Schuylkill Valley
Railroad passing Pottsville, as per paragraph 25.)
Also, tickets of the Philadelphia, Wilmington &
Baltimore Railroad, West Jersey Railroad or
Camden & Atlantic Railroad Company’s issue
are local when covering transportation exclusively
within the lines operated by the issuing company.
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List oF Locar T1cRETS, PRINTED AND BLANK.
First Class.
Continuous Passage.
Special Limited.
Accommodation.
Second Class.
Emigrant.
Workman’s.
Clerical.
Regular Excursion.
Special Excursion,
Regular Summer Excursion.
Special Summer Excursion.
Winter Excursion.
Special Winter Excursion.
Special Party Excursion.
Special Yellow.
Milk.
Cream.
Parlor Car.
Local Commutation Tickets. .

Foreign Tickets.

25. Tickets of the Pennsylvania Railroad
Company’s issue are foreign when the transporta-
tion covered extends beyond the lines of a prin-
cipal division, or on or over a line other than the
Pennsylvania Railroad proper.

Also, tickets issued to or from points on the
Bedford Division passing Huntingdon, or to and
from points on the Cambria & Clearfield Railroad
reached by passing over the Pennsylvania &
North Western Railroad, to points on Long Beach
Railroad passing over the Tuckerton Railroad,
or to and from points on the New York Division
or the Amboy Diyision passing Perth Amboy,
South Amboy or Bay Head. '
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PortsvILLE being the dividing point between
the Philadelphia & Erie Railroad Division portion
and the Pennsylvania Railroad Division portion of
| the Schuylkill Valley Railroad, all tickets reading
from stations north to stations south thereof,
or from stations south to stations north thereof,
will be considered foreign.

Tickets of the issue of the Philadelphia, Wil-
mington & Baltimore Railroad, West Jersey
Railroad or Camden & Atlantic Railroad Com-
pany are foreign when, they embrace travel beyond
the lines operated by the issuing company.

List oF ForeieN TIcKETS, PRINTED AND BLANK.
Printed Card, First Class.
“ “  Continuous Passage.
“ “  Special Limited.
«“ “  Becond Class.
«  « Emigrant.

“  Clerical.
“  Party Tickets.
¢ Excursion.

“  Special Excursion.

Summer Excursion.

“  Special Summer Excursion.
Winter Excursion.

“  Special Winter Excursion.

“  Extra Fare.
Blank Book marked “ Foreign.”
“ Special Limited.
“ “  Continuous Train.
“ “  Continuous Passage.
“ “  Becond Class.
“ “  Emigrant.
“ “  Excursion,

Special Excursion.
Summer Excursion.

Clerical Destination.
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One-Thousand-Mile Tickets.
Foreign Commutation.
Parlor-Car Checks.

Extra-Fare Tickets.

Feeders.

Transfer Checks,

Coupon Tickets of various forms.

Ticket Supplies.

26. Requisitions for tickets must be made on
the Division Ticket Agent, if for Local, and on
the General Passenger Agent, if for Foreign, on
blanks provided and in accordance with instruc-
tions issued by the Passenger Department.

27. Agents on the Philadelphia & Erie Rail-
road Division will continue to make requisition on
the General Passenger Agent for all tickets.

28. Agents must keep themselves well provided
with tickets, so that not less than one month’s
supply shall always be on hand. Stock should
be frequently examined.

29, Tickets not in current use must be kept in
good order in the drawers or other receptacles pro-
vided for their storage, and be under the personal
supervision of the agent, to guard against their
loss or improper use. The receptacles must be
kept locked, if possible, and the keys placed where
they will be accessible only to the person or per-
sons authorized to handle them. They should be
arranged in consecutive order, so that in renew-
ing ticket case the lowest numbers may be placed
on sale, in order to avoid tickets being sold out of
order, and save trouble and loss of time required
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to adjust irregularities after such sales have been-
made.

80. Agents should call attention to any tickets
that have been in stock continuously for years
without sales having been made therefrom. Also
to any tickets made void by reason of having date
printed therein limiting them to definite periods
of time. h

31. Ticket stubs may be sent to this office when-
ever it may be inconvenient to store them, or
when they may be of no further service to agents.

INVOICES.

32. On the receipt of an invoice of Local or
Foreign tickets, all the tickets must be carefully
examined to see that the destinations, classes of
tickets, forms, station and office numbers,. com-
mencing and closing numbers, and number re-
ceived, agree in every respect with the reading of
the invoices, and if any are found missing, muti-
lated, incorrectly or imperfectly printed as to
reading or numbers, or in any manner rendered
unfit for sale; or if the reading of the tickets
does not correspond in all respects with the
description given on the invoice, agent will
withhold his signature, as instructed by note
thereon, until he shall have corresponded with
the General Passenger Agent (if on FOREIGN
INvoIcE), or Division Ticket Agent (if on LocAL
Invorce), and had the irregularity corrected,
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except agents on the Philadelphia & Erie Rail-
road Division, who will correspond with the
General Passenger Agent instead of the Division
Ticket Agent. Package stamps must also be
carefully counted before invoices are signed.
Send duplicate tickets if Foreign to the General
Passenger Agent, and if Local to the Division
Ticket Agent, with advices.

33. When the tickets and invoices agree in all
respects, place the usual check (/) between the
commencing and closing numbers to indicate this
fact.

34. Tickets and invoices agreeing, or having
been made to agree, agents will enter the various
classes or forms of tickets in proper G—Form |
271 (Record of Local or Foreign Tickets, as the
case may be), and sign and forward the invoices
to the Auditor of Passenger Receipts in envelope |
G—Form 200. 4

35. Invoices must be signed by the agent per- -
sonally, and not by a clerk or assistant unless
‘'specially authorized.

36. Should any irregularity be discovered in
tickets after invoices have been signed and sent
in, correspond with the Auditor of Passenger Re-
ceipts in relation thereto, and await instructions.

37. Tickets stamped Office 339, and forwarded
by the General Passenger Agent or Division Ticket
‘ Agent for special sale, but not accompanied by an
invoice, must not be entered on office records or
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reports, but must be accounted for as instructed
by letter accompanying the same.

TICKET STAMPS.

38. Agents will obtain Ticket or Dating Stamps,
type and ribbons, by requisition on the Auditor of
Passenger Receipts.

39. The “Jones” and “ Jones & Kelsall” card
ticket stamps or -cutters, generally in use, are
designed to accommodate themselves to stamping
the light and heavy card-board tickets with equal
distinctness, the adjustment being made by means
of a screw at the top of the stamp, which when
turned to the right increases the pressure, and to
the left decreases it. The type should be so placed
in the holder as to present an even surface to the
tickets, and thus obtain the same degree of dis-
tinctness in all letters, figures and points. - The
joint at the top of these stamps and the rod in the
rear must be occasionally oiled to insure the
stamp working easily.

40. The stamps used in dating the soft paper
tickets are of various kinds and sty]ﬂs Some
have the dates set on wheels, while in others
separate type are used. In setting the dates
in the wheel stamps, caré must be taken to ob-
serve that the pins holding the wheel-dates
have properly fallen into place. This will be
known by the wheels becoming stationary (or set),
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requiring force to move them. The die of the
soft-paper ticket stamp, as well as the wheels,
must be cleansed frequently.

41. When stamps need repairs, immediately
advise the Auditor of Passenger Receipts, desig-
nating the particular stamp and stating the defects.
Another will be sent, either for permanent or
temporary use, as the case may require,

42. When card ticket stamps become disabled,
date tickets with stamp used for dating paper
tickets, until another can be obtained.

PUNCHES.

43. Agents furnished with “L,” “@” or “ 15”
punches must see that they are kept in good
working order; if they become dull or otherwise
unserviceable, promptly advise the Auditor of
Passenger Receipts, when others will be furnished
in exchange.

ISSUE OF TICKETS

44, The sale of all tickets should be made in
consecutive order, always commencing with the
lowest number on hand. (See paragraphs 103
and 104.) '

45. Should a break occur, and local tickets be
sold out of order, comply with instructions con-
tained in paragraphs Nos. 106, 187 and 232, in
reporting them. The last number of an invoice
of tickets must be marked ¢inec.,” for inclusive.
While this applies specially to foreign tickets,
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which are, as a rule, issued in broken numbers, it
applies also to the last number of an exhausted
stock of local tickets.

46. Tickets recalled should be promptly for-
warded according to instructions, and credited, in
red ink, in G—Form 271—Local or in G—Form
271—Foreign, as the case may be.

417. All tickets issued must be reported, whether
there is any money value attached to them or not.

48. Unless specially authorized, tickets must
not be issued on credit.

DATING TICKETS.

49. Before the beginning of each day’s business,
verify correctness of the date in ticket stamps by
taking an impression thereof and seeing that it is
correct as to day, month and year.

50. Frequent inspection of stamps should be
made during the day to guard against errors in
dating tickets. It is a matter of very great im-
portance that the correct and legible date of sale
be cut or stamped on all tickets issued, especially
tickets the limits for use of which are covered by
the dates stamped thereon ; hence the utmost care
must be exercised in issuing tickets in order to
avoid trouble on trains and annoyance to passen-
gers and conductors.

51. If tickets of any kind are issued with an
erroneous date, and the error is discovered, the
Auditor of Passenger Receipts should be advised
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immediately, giving a full description as to forms,
numbers, &c. If the error is in connection with
tickets the use of which is affected by the date
thereon, the advice should be given by telegraph,
and the nearest Ticket Receiver also informed, so
that conductors may be instructed.

LIMITING TICKETS.

52. Agents will strictly comply with instructions
issued by the Passenger Department in limiting
tickets with the “L” or “@” punch, or by
writing the limit on Local or Foreign tickets.
When tickets have been limited in error, they
must not be issued, but must be marked “sporLED,”
and treated as such. When issued with an erro-
neous limit, and the fact is discovered, prompt
advice by telegraph must be sent to the Auditor
of Passenger Receipts and to Ticket Receiver, as
the limits of the tickets determine the passengers’
privileges.

ALTERATIONS OF TICKETS OR ORDERS.

53. Alterations of tickets or orders will not be
permitted, and under no circumstances must any
erasure or alteration of the reading on the face of
a ticket or order, or of the date on the back, be
made after once being filled up. The reason for
this lies in the fact that conductors have instruc-
tions to refuse to accept for passage any ticket that
bears evidence of alferation, and agents must
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endeavor to prevent trouble on trains between
passengers and conductors. ‘

54. When tickets or orders have been filled up
erroneously, they must not be issued, but must be
marked “sPoILED” with INK, and others issued
instead.

SPOILED TICKETS OR ORDERS.

55. Agents must take special care of “spoiled”
tickets and orders. They should be so endorsed
or canceled, as, should they be lost in transit,
or fall into improper hands, the result might be
pecuniary loss to the agent.  All SPOILED or mu-
tilated tickets or orders must be retained until
the end of the month and forwarded with
monthly reports, and accounted for thereon in
geographical order, on separate line and without
value, noting the word “Spoiled” under Expla-
nations.

56. SpPorLED LocAL tickets must be enclosed in
envelope G—Form 634, marked “LoCAL,” and
the Foreign tickets and orders in the same form
of envelope, marked “FOREIGN,” and sent in with
monthly ticket reports G—Form 254 and 259 (or
260), as the case may require.

OLD AND UNUSED TICKETS.

67. Patrons of the Company presenting tickets
of old dates, or tickets partially used or with expired
limits (except such as agents are authorized by the
Passenger Department fo redeem), should be re-
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ferred to the General Passenger Agent. If patrons
desire, agents may forward the tickets for them,
with a full statement of the case.

TICKETS -LOST BY PURCHASERS.

68. When tickets of any character have been
stolen from or lost by patrons of the Company, the
particulars should be obtained as accurately as:
possible as to the forms, destinations and numbers,
together with the name of the station at which
they were sold, and the date of purchase. This
information should be embodied in a letter, with
authority to lift ticket if presented by ANY person
(if a blank provided for this purpose is not at
hand), signed by the purchaser of the ticket and
addressed to the Auditor of Passenger Receipts,
and forwarded at once, that prompt action may be
taken .to outlaw. If deemed more than usually
important, the information obtained may first be
furnished by telegraph and followed by the
request of the purchaser.

59. As the rule to lift, in such cases, will be
made absolute, the patron should be instructed not
to attempt to use the ticket if found, but to forward
it to the Auditor of Passenger Receipts for adjust-
ment.

SURRENDERED AND FOUND TICKETS.

60. All unused equivalents for passage, extra-
fare or Pullman tickets or checks, that may at any
time be surrendered by passengers for any cause,
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or which may be found in or about stations (or
trains), are not to be considered as private property
(that is, as the property of the finder or agent), but
| must be sent to the Auditor of Passenger Receipts
direct, at the close of each month, or turned in to
the nearest Ticket Receiver for forwarding, accom-
panied by a specific statement of the facts.

FORWARDING RECALLED TICKETS OR
VALUABLE PACKAGES.

61. Envelope G—Form 249 will be used only
for forwarding recalled tickets or othcr valuable
packages (EXCEPT MONEY). Properly seal, enter
name of station and division, date forwarded and
consecutive number of package. Iftoo bulky to be
enclosed in the envelope, make up a package, and
use the envelope as a label, entering full details.

62. In book G—Form 247, make a eomplete
record of packages forwarded, as required by the
headings,and take receipt of Train Baggage Master.

63. Way-bill G—Form 246 must accompany
the envelope G—Form 249 to destination, and all
the information required by the headings of the
blank must be given.

64. Number all packages consecutively, begin-
ning with No. 1 for each year.

65. Care must be taken in keeping records and
numbering packages, that they may be readily
traced if lost in transit.
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66. Remittances of money made by agents MusT
NOT be sent by service mail as valuable packages,
but must invariably be forwarded-by Express, en-
closed in the regular Express Money Envelope.

DAILY REPORTS.

67. Daily Ticket Report G—Form 251 will
be required for each day (Sunday ewcepted, unless
Sunday falls on the last day of the month), whether
there are sales to report or not. It must be
forwarded in envelope G—Form 201 not later
than the day succeeding the date thereof, and as
early on that date as possible. See paragraph 93.

68. G—Form 251—Special, “Daily Report
of Tickets Sold,” combining both * Local” and
“TForeign” sales, will be required daily from such
offices as make this report. It must be forwarded
inenvelope G—Form 238. G—Form 276, “ Daily
Report of Commutation Ticket Sales,” will be
required only for days on which sales are made,
and must be forwarded in envelope G—Form 213.

MONTHLY REPORTS.

69. Monthly Ticket Reports must be forwarded
promptly after the close of the month in envelope
G—Form 202, so as to reach this office NoT
LATER THAN THE SECOND DAY of the subsequent
month.

70. All monthly reports must bear the personal
signature of the agent. Clerks or assistants are
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not permitted to sign these reports for the agent
unless specially authorized, and then it must
be done in the name of the agent, per (the
substitute).

71. All the different columns of the reports
representing tickets and money must be added
and properly balanced. The money amounts of
the several classes must be carried to the sum-
maries of the reports into the spaces provided
therefor.

72. All the blank spaces on monthly reports
provided for information must be properly filled
in by agents, except the subdivisions below the
agent’s certificate on back of reports, which space
is for the use of* the Auditor.

73. Care must be taken to see that all reports
are properly balanced and made to agree with the
records before they are allowed to leave the office.

BOOK G—FORM 271, “RECORD OF
LOCAL TICKETS.”

74. In this book agents will fill in all the blank
spaces in the headings as required. Enter from
invoices a record of all local tickets, in station order
named on book G—Form 251, “ Record of Local
Ticket Sales.” Blank Book, Special and Local
Commutation tickets must be recorded in the
closing pages of this book. Additional and new
stocks received must be entered in columns under
“Tickets Received by Agent.”
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75. When the columns under “ Tickets Received
by Agent” have been filled out to “Balance on
Hand ” (at the extreme right of each page),
this column will be used for making balance to be
carried to a subsequent page. This rule will also
apply in transferring all balances from an old to
a new record book.

76. Local tickets forwarded to this office, as
instructed by letters of recall, must be accompanied
by G—Form 273—Local, which will be furnished
with each letter of recall. The commencing and
closing numbers inclusive, with. date returned,
must be entered in the book, in RED INK, opposite

“the destination, and on the same line in “ DATE”
and “Cros. No.” column.

77. AGENTS MUST NOT FORWARD TO THIS
OFFICE LOCAL TICKETS THAT HAVE BEEN REG-
ULARLY INVOICED TO THEM, UNLESS SPOILED
OR RECALLED.

BOOK G—FORM 271, ““RECORD OF
FOREIGN TICKETS.”

78. In this book agents will fill in all the blank
spaces in the headings as required. Enter from
invoices a record of all ForEIaN tickets in form
and class order named below, when not provided
with books having printed destinations:—

Main Line Chart (Forms reading via Pittsburgh).

2500 “o(- “  via Erie).
3000 “o(“ “  miscellaneous).
5000 “ (o« “  South, via Delmar or Balti-

more).
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8000 Chart, (Forms reading South, via Washmgu)n)

D Form “ ( “  to Foreign Lines).

X, DX and BX Forms ( “ “  from terminals).

Excursion Chart ( “ «  to Summer and Winter
Resorts).

Following the above chart order, each class of
tickets must be entered separately in the follow-
ing order:—

Combination Contract Tickets.

Limited First Class L Forms (Continuous Train).
Clerical, Printed Destination (One Way).

Clerical, Destination (One Way).

First Class Card and One-Way Blank Book Tickets.
Second Class (L—Z and Card) Tickets.

Second Class Extension Tickets (X—Z and DX—Z Forms).
Second Class Extension Tickets (A. 1 Z, &c., Forms).
Extra Fare Tickets (L—P).

Parlor Car Checks.

One-Thousand-Mile Tickets.

Foreign Commutation Tickets.

Excursion (Summer and Winter) with Form No.
Excursion (Clerical) with Form No.

Excursion (Paper) having no Form No.

Round Trip.

Special Excursion.

Excursion (all others not enumerated above).
Emigrant Tickets.

Emigrant Extension Tickets (X—E and DX—E Forms).
Emigrant Extension Tickets (A 1 E, &c., Forms).
Order Books and Feeders.

Party Tickets.

Transfer Tickets.

Additional stocks received must be entered in
column under “Tickets Received by Agent.”

79. Foreign tickets received for which pro-
vision has not been made, must be entered after
the tickets of same chart or form' order.




41

80. The right-hand pages of this book are for
crediting tickets accounted for on monthly ticket
reports and also tickets recalled. Enter the
commencing and closing numbers of all tickets
reported during the month on G—Form 259 or
G—Form 260, “Monthly Report of Foreign
Ticket Sales,” so that the closing number of one
month will be the commencing number of a
subsequent month, unless it should be the last
ticket received with an invoice, which number
must be marked “Inc.,” for inclusive.

81. Spoiled tickets returned with monthly
| reports must be credited the same as if sold.
Tickets altered to halves must be credited the
same as if issued as whole tickets, the object being
to keep an account of the specific numbers of the
tickets received and issued, without regard to
value.

82. Foreign tickets forwarded to this office,
as instructed by letters of recall, must be accom-
panied by G—Form 273—Foreign,which will be
furnished with each letter of recall. The com-
mencing and closing numbers inclusive, with date
returned, must be entered in the book, in RED
INK, opposite the form and destination, and on
the same line in month returned.

83. AGENTS MUST NOT FORWARD TO THIS
OFFICE FOREIGN TICKETS THAT HAVE BEEN REG-
ULARLY INVOICED, UNLESS SPOILED OR RE-
CALLED.

84. On December 31st of each year, strike a
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balance between the two sides of the account, and
place the result in last column on right-hand side,
headed “ Balance on Hand December 31st,” en-
tering the closing numbers inclusive. Transfer
this “balance” to new record book (which will
be furnished prior to the close of the year), to
column headed * Balance on Hand January 1st,”
on left-hand side. Tickets on hand at that date
(January 1st) must then be checked against the new
record book and its correctness verified.

SHEET G—FORM 251, “DAILY REPORT
OF LOCAL TICKET SALES.”

85. Local card and excursion tickets with
printed destinations must be reported to trains for
which sold.  (This will not apply when tour sheets
are in use, or to agents who are otherwise specially
instructed.) Always take the closing numbers for
the trains and for the day from the tickets in the
case.

86. The closing numbers of all tickets, printed
and blank book, must be given in columns pro-
vided, or in summary, on each daily report, even
if there be no sales. The total number of tickets
sold from each book or stock to blank, and milk
tickets, &c., need not be given in summary.

87. Milk tickets,and card or paper tickets with
written destinations, must not be reported to trains.

88. The commencing numbers deducted from
the closing numbers for the day, will show the
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total number sold for the day, which will also.
include any tickets that may have been spoiled, the
value of which must not be included in the report.

89. The number of train and connections for
which tickets are sold must be given as required
by headings on daily reports G—Form 251.

~ 90. Agents must note time of changing card
and paper ticket stamps on daily report G—Form
251, in space provided.

91. Names of the stations not given on this
report, to which agents have local card or ex-
cursion tickets with printed destinations, must be
written on the blank lines provided for such pur-
pose, or over unused printed names.

92. Local extra baggage collections (including
storage and package stamp  collections), also
marketing on Philadelphia, Wilmington & Balti-
more Railroad, must be reported in summary of
sheet G—Form 251 in space provided.

93. Sales for trains on Sunday must be reported
on sheet G—Form 251, to be used for report-
ing sales on Monday (marking them ¢ Sunday
sales,” and also inserting both dates in heading),
excepting when Sunday falls on the last day
of the month, when a separate report must be
made’ for sales on such day, as the reporting of the
sales to trains on such Sunday on G—Form 251
for following Monday, would cause the tickets sold
in different months to be reported on the same
report. Agents having an excess of Sunday trains
must make a separate report for Sunday sales.
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94. All ordered corrections for errors on these
reports must be promptly made on a subsequent
daily, if the notice is received within the month in
which the error occurred; otherwise it must be
omitted. Additions or deductions on account of
mdnthly reports must NoT be made on daily re-
ports. '

95. Agents who are AUTHORIZED to redeem
local excursion tickets or coupons of same, will
deduct from Summary of Local Ticket Sales, on
sheet G—Form 251, the value of such redeemed
tickets or coupons, and enter net amount in column
2, book G—Form 267, which total should agree
with local sales in book G—Form 251. Retain the
coupons redeemed to forward after the close of
the month with Monthly Ticket Report G—
Form 254.

96. The DATE in the stamp used for dating
card tickets, the validity of which is not affected
by the date stamped thereon, must be changed
at the time the daily report is closed, so that
the date on such tickets will correspond with the
date of report on which they are accounted for;
but the date in the stamp used for dating tickets
issued from stock to blank, or any ticket the
time limit for use of which is affected by tht date
stamped thereon, whether local or foreign, must
not be changed until after the last train for the
day for which such tickets are authorized to be
sold has left the station. The latter-named tickets,
which may be issued after the adopted time for
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closing report G—Form 251 for the day, will
be reported on the blank for the following day,
and included with sales for such day, as though
they bore the date of such report, excepting on
the last day of the month, when the daily report
of sales should be held open until the last train
for the day for which such tickets are sold has
left the station; and all soft-paper tickets sold on
such day should be included in and accounted for
on the report for such last day of the month.

97. Tickets must NOT BE RE-DATED. When
a local card ticket which has been dated for some
reason, or returned by purchaser and exchanged for
another for use on same train as that on which
the returned ticket was sold for, is sold on day
other than its date, the words “See report
G—Form 251,” with date, must be marked on
the back of ticket; and on said report, where such
ticket is accounted for, an explanation of the date
thereon must be given.

98. When a ticket from a blank stock is filled
up improperly, or otherwise spoiled for use; or
when an excursion or other ticket, good only
within a certain time, is dated and not sold, or
returned by purchaser and exchanged for another
kind of ticket, or for one of the same kind to a
different point for use on the same train for which
ticket returned was purchased, instead of making
changes in such tickets to fit them for subsequent
use (except that such tickets may be issued
to passengers calling for tickels to like points,
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on date of sale), explanatory note must be made
of the occurrence on report G—Form 251 for the
day. Such tickets must be marked spoiled and for-
warded with G—Form 254, “ Monthly Report of
Local Ticket Sales.” (See paragraphs 53 and54.)

99. When there are special sales of any kind of
consecutively numbered tickets with printed des-
tinations, not provided for on this report, such
as special excursion tickets, the destinations must
be written on unused lines on G—Form 251, and
the commencing and closing numbers, number
sold, and amount received entered as provided
for.

100. Agents should carefully read instructions
printed on margin of daily reports, G—Form 251.

BOOK G—FORM 254, “RECORD OF LOCAL
TICKET SALES.”

101. Under their respective headings, at the
beginning of each month, enter the commencing
numbers of all local whole and half tickets of
every description, which should be the closing
numbers of the previous month. When sales-
are made from printed stocks, enter (opposite des-
tinations and under the proper date) the closing
numbers for that day, and so continue until the
close of the month. The closing numbers of ALL
stocks must be entered at the end of the month,
whether sales have been made or not. Subtract
the commencing numbers for the month from the
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closing numbers, and the result will be the
total number sold to each destination. Enter
rates and extend money values in “Amount”
column.

102. Agents supplied with printed tickets read-
ing to the same point by different routes, will enter
the one reading by the most direct route opposite
the printed destination, and the others on some
blank lines on which the destinations must be
WRITTEN IN (giving the routes).

103. Tickets to blank, for use to points to which
printed stocks have not been furnished, must be
issued in consecutive order, and the stubs as well
as the tickets plainly filled in with INK, and DATED.
Abbreviations (except those shown in tarifs) and
also use of telegraph calls and station numbers are
not permitted on stubs or tickets.

104. When a ticket is issued from a blank stock
to a point that may be reached by more than one
route, the ROUTE must be specified on the ticket,
and entry made in recotding the sale in book
and on monthly ticket report.

105. When a number of tickets are sold from a
blank stock in any one day to the same destination,
and there is not sufficient space to record all the
numbers in the column headed “Nos. Sold,” enter
the quantity sold, and note the specific numbers
on an unoccupied space, so as to have the neces-
sary information to correctly make up G—Form
254, ¢ Monthly Report of Local Ticket Sales,” at
end of the month.
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106. Tickets of any kind sold out of order must
be accounted for by actual numbers on the day of
sale (or as soon as the mistake is discovered), and
note made “Sold out of order (giving date),”
and a memorandum of the fact placed in the
package or book. Sale must be resumed at the
lowest number on hand, and a letter of advice
sent to this office. When the numbers sold out
of order are reached in sale, their value must be
omitted from book G—Form 251 (and also from
daily and monthly ticket reports), and note made,
“Sold out of order and accounted for (giving
month and year)” If tickets sold out of order
are passed in sale in the month in which they were
issued, notation ‘will be required only on Daily
reports.

107. At the foot of the forms -assigned for
recording Blank Book ticket sales, enter the
commencing and closing numbers and number sold.
The footing of column ¢ Total No. Tkts. Sold,”
together with those to Foreign points and Spoiled,
must agree with the total number issued. -

108. Tickets rendered unfit for sale must be
plainly marked “SpoiLEp” with ink (so as to
make them invalid for passage if stolen or lost in
transit), and properly recorded without value.
These, with orders and authorities, must be enclosed
in envelope G—Form 634, marked “LocaL,”
and forwarded after the close of the month with
Monthly Local Ticket Report. SPECIAL CARE
MUST BE TAKEN OF SPOILED TICKETS.
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109. All tickets issued to delegates on certifi-
cates at regular or special rates must be faced
“ DELEGATE,” and the specific numbers recorded.

110. When Commutation ticket sales are made,
ALL the information required by the headings of
the various columns must be given.

111. Local Commutation “Stock” and “Special
Requigition” tickets must be entered separately
under their - respective headings. A separate
entry for each ticket sold must be made; and
when more than one ticket is sold to the same
destination, the rate must be repeated, and the
amount of each day’s sales carried to column
“Total Amount for Each Day.” When the space
provided in this book for Commutation ticket
sales is insufficient, agents will obtain a book
G—Form 274, “Record of Commutation Ticket
Sales,” and record sales therein, transferring their
value opposite this class of tickets in the summary
of book and sheet G—Form 251.

112. When a Commutation ticket has been re-
fused or not called for, it must be considered
spoiled, and should be so marked. Such tickets
must be recorded, entering all the information
required by the headings, except the value, and
note must be made why it was refused. A cor-
responding entry must be made on G—Form 254,
% Monthly Report of Local Ticket Sales,” and
the ticket forwarded with such report in envelope
G—Form 634.
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113. Under head of “Miscellaneous Ticket
Sales,” agents will report sales of all tickets which
are not provided for in other portions of the book.
In recording sales of MILK or CREAM tickets (except
where single tickets are authorized to be sold),
enter the number of tickets and packages sold and
the rate per package, with proper money extension.
Special Yellow tickets to local points will be
accounted for in consecutive order, recording the
destination, entering the specific number of each
ticket issued in column “Com. No.,” and giving
the rate per person and the value of the ticket.

- 114. When two or more Special Yellow or
Clerical tickets are issued on order to cover pas-
sage to a foreign point, they must be accounted
for as foreign, at rate authorized, specifying each
number and the points between which each was
issued.

115. When a ticket has been sold from a local
blank stock to a foreign point, the number only
must be noted in book G—Form 251, in space
provided ; but proper record of sale must be made
in book G—Form 272, “Record of Foreign
Ticket Sales,” for the day,and its value, with that
of other foreign tickets sold, must be transferred
to its proper place in summary of sheet and book
G—Form 251, opposite “ Foreign Sales for the
Day.”

116. A Ticket Agent at a station on the Phila-
delphia, Wilmington & Baltimore Railroad who
receives marketing collections from the Baggage
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Agent and also from Baggage Masters running
thereto, must keep a record of parties, from whom
they are received, in blank space headed ¢ Local
Miscellaneous Sales,” in book G—Form 251,
showing separately the amount received from the
Baggage Agent and each Baggage Master. This
information must also be given on G—Form 264
in detail, but the total only transferred to G—Form
254, “ Monthly Report of Local Ticket Sales.”

117, In “Summary of all Passenger Receipts” a
correct entry must be made, DAILY, opposite each
source from which money has been received, the
total of which should be a complete exhibit of re-
ceipts for the day. The total business for the
month will then equal the amount as entered in
summary of G—Form 254, “ Monthly Report of
Local Ticket Sales,” and also the total of column’
headed “ Local Sales” on G—Form 267, “ Month-
ly Cash Exhibit of Passenger Business.”

118. In the space provided in summary for
noting the date of the daily report on which an
error occurs, for which correction by addition or
subtraction on a subsequent daily report (according
to notice) is to be made, such erroneous report
must be designated by giving the date thereof after
the word “for,” and entering on the line below
the amount, which will be added to or deducted
from the footing of the “local sales for the day,”
as the case requires, to obtain the ‘“amount of
local sales for the day.”

119. Agents who are AUTHORIZED to redeem
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local excursion tickets or coupons of same, will
deduct the value of such redeemed tickets or
coupons from the total of printed local excursion
ticket sales for the day on which the redemption
is made.

120. Books G—Form 251, “ Daily Record of
Local Ticket Sales,” embracing also the Foreign
Ticket Sales in the Summary, and G—Form 267,
“ Monthly Cash Exhibit of Passenger Business,”
must be balanced at the end of the month and |
made to agree, and each must then be signed
PERSONALLY by the agent, and not by a clerk
or assistant, unless specially authorized.

MILEAGE AND COMMUTATION TICKET
SALES.

121. In the issue of mileage tickets and Local
and Foreign commutation tickets, agents will
comply strictly with instructions issued by the
Passenger Department as to filling in name of
purchaser, address, stations, month, year, &c.

122. After a ticket has been filled up and
stamped, and before it is passed to the purchaser
for signature, it must be properly recorded, if
local, in book G—Form 251 (or in G— Form 274
when the lalter is provided); if foreign, in book
G—Form 272, This is necessary in order to
properly make up G—Form 276, and that the
correct information may be obtained to outlaw
tickets lost or stolen.
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123. On each day that mileage or commutation
tickets, Local or Foreign, are sold from stocks
provided (excepting those furnished on special
requisition by Passenger Department), agents will
make up report G—Form 276 from office records,
and forward promptly to Auditor of Passenger
Receipts in envelope G—Form 213. Reports are
not required for days on which sales are not made.

124. In reporting Mileage, Local and Foreign
Commutation ticket sales, all of one class or kind
of business must be entered separate and distinct
from the others, and a separate total made for each
class on G—Forms 276, 254 and 259.

125. When from any cause a mileage or com- |

mutation ticket has been spoiled or exchanged,
notation to cover must be made on G—Forms
276 and 254, or on 259, as the case may be, and
the tickets forwarded with monthly reports. In

cases of tickets exchanged, advise the Auditor of |
Passenger Receipts by letter, giving full informa- |

tion as to cause of exchange, &c.

126. When sales of Local and Foreign Com-
mutation tickets, monthly and quarterly, are made
on last five days of the month for succeeding
month, such sales must be regularly reported on
G—Form 276 on day of sale, and the total value
thereof incorporated into the daily ticket report
G—Form 251 for the first day of the succeeding
month.

127. The total Local Commutation ticket sales
for the day, as recorded in book G—Form 251 or
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274, must be entered in the summary of sheet G—
Form 251, opposite Commutation Ticket Sales.
The total Mileage or Foreign Commutation ticket
sales for the day must be included with other For-
eign sales as recorded in book G—Form 272, and
the total sales for the day entered in summary of
sheet G—Form 251, opposite Foreign Ticket Sales.

PACKAGE STAMPS.

128. Ticket Agents (who are mot Baggage
Agents) supplied with Package Stamps, will keep
a record of stamps received and sold in book
G—Form 414.

129. At the beginning of each month, enter in
columns 2, 5, 8 and 11 the number of the re-
spective denominations of Package Stamps on
hand, as shown the previous month at foot of page
of book G—Form 414.

130. When new supplies of Package Stamps
are received, enter from the invoice the total num-
ber in columns named, opposite the date of their
receipt and under the proper denomination.

131. When sales are made, enter the numnber
sold each day, together with their value, in the
columns provided, and carry the total value of the
several denominations issued into column 14,
which amount must be entered in summary of
book and sheet G—Form 251, as provided for,
or on one of the blank lines, writing in the words
“Package Stamps.”
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132. If the number of the stamps received,

together with the number sold, have been properly

I recorded, the totals of the columns will agree with -

© the entries of the respective denominations on
monthly report G—Form 264.

133. Before closing the monthly report, the
stamps on hand should be carefully counted, so
that any irregularities may be adjusted before the
report leaves your station.

134. All agents issuing Package Stamps will
report sales for the month as provided for on G—
Form 264, “Local Extra Baggage Report,” unless
otherwise instructed.

135. Should any of the Package Stamps become
unfit for use, mark them sPOILED, and return
them with your monthly report, carefully enclosed
in an envelope. To get credit for them enter the
number spoiled in space provided therefor, and
deduct them, together with the number sold, from
the total of the “Received ” column, which will
leave the number to be carried forward to the
next month, as per count.

136. Package Stamps furnished to agents who
are not Baggage Agents will be reported on first
portion of report G—Form 264, which must be
detached and pasted on “ MISCELLANEOUS” page
of report G—Form 254. Do not include the
value of Package Stamps in total of miscellaneous
sales, but enter their value in summary in the
space provided therefor.
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MARKET SHIPMENTS ON SCHUYLKILL
AND WEST PENNSYLVANIA DIVS.

137. In book G—Form 255—B, enter a record |
of all freight, marketing, &e., to be forwarded by .
passenger trains. From this record make manifest

G—Form 255—A, giving station from, date, ship-
per, consignee, articles, weight, rate and amount,
which must be delivered to Baggage Master or
Market Agent on train, together with market
tickets covering the amount of charges.

PARLOR CAR TICKETS.

138. Ticket Agents who sell seat tickets for the
Parlor Cars of the Pennsylvania, West Jersey and
Camden & Atlantic Railroads, and hold the
diagrams, G—Form 298—P. C. (which diagram
must accompany car to destination), will fill in
thereon, for each trip of car for which seat tickets
are on sale, the information as to train, date, &c.,
called for by the headings thereof, whether sales
of tickets for such trip of car are made or not.

139. The sale of tickets for seats in Pennsyl-
vania Railroad Parlor Cars must be recorded on
the card, G—Form 298—P. C., for the cars in
which the seats reserved are located, as follows:
On the diagram of the interior of the car, the
Ticket Agent will encircle the number of the seat
for which ticket is sold, and, on the reverse side,
he will state, opposite the number of such seat,
the points between which same is reserved, and
the number of the seat ticket issued therefor.
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140. When a seat is reserved for the use of a
person entitled to occupy seat in Pennsylvania
Railroad Parlor Car free of charge, the seat number
must be encircled as above, and the name of the
passenger and the number of the seat to be occu-
pied must be stated in the provided spaces on the
margin of diagram. On the reverse side of dia-
gram will be stated, opposite the seat number, the
points between which the seat is reserved for use,
and the word “Free” written in the column
headed “ Ticket No. or other equivalent held.”

141. Ticket Agents will treat Pennsylvania
Railroad Parlor Car tickets as foreign, and account
for them accordingly on their daily and monthly
reports.

142. Agents selling seat tickets for the West
Jersey and Camden & Atlantic Railroads’ Parlor
Cars will report the sales thereof on daily report
G—Form 251, and on monthly report G—Form
254, as local. The checks sold for seats in these
Parlor Cars reading between Philadelphia and
Atlantic City must be of the issue of the road over
which the cars will be moved regardless of the
ownership of the cars.

143. The sale of tickets for seats in West Jersey
and-Camden & Atlantic Railroads’ Parlor Cars
must be reported by the Ticket Agent on the card
G—Form 298—P. C. by encircling, on the side :
showing the interior arrangement of the car, the
number of the seat reserved, and writing above |
such number the consecutive number of the check ’
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issued. When a seat is reserved for the use of a
person entitled to free-seat privilege, the seat
number must be encircled as above and the name
of the person written over such number.

144. Agents will use ink in filling in all re-
quired data on the cards G—Form 298—P. C.

BOOK G—FORM 272, “DAILY RECORD
OF FOREIGN TICKET SALES.”

145. In this book a daily entry must be made of
sales of ALL FOREIGN TICKETS and also of all
Foreign Extra Baggage Collections. The total of
the day’s sales must be extended in column pro-
vided, and the amount transferred to book and
sheet G—Form 251, under “Summary of all
Passenger Receipts” on line provided, and also
entered in column 3, book G—Form 267,
“ Monthly Cash Exhibit of Passenger Business,”
where the latter is in use.

146. Agents who are authorized to redeem
Foreign Excursion tickets in whole or in part,
will deduct the value of such redeemed tickets or
coupons for the day from the total foreign sales
for the day, and enter the net amount in sum-
mary of book and sheet G—Form 251, and also
in column 3, book G—Form 267.

147. All ordered corrections for errors in
Foreign ticket sales, or thore discovered by agent,
must be promptly made by adding to, or deduct-
ing from, the day’s sales as recorded in book
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G—Form 272, which total must be transferred to
“summary of book and sheet G—Form 251, and
also entered in column 3, book G—Form 267.

DUPLEX MEMORANDA.

148. Ticket Agents are instructed to redeem, at
TEN cents each, whether issued to whole or half-
fare passengers, the excess portions of duplex
memoranda issued by the following lines, viz.:

Pennsylvama Railroad Co., Penna. Railroad Division.

“ “  TUnited R. Rds. of N. J. Div.

“ “ “ Philada. & Erie R. R. Div.

Philadelphia, Wilmington & Baltimore Railroad Co.
West Jersey Railroad Co.
Camden & Atlantic Railroad Co.
Northern Central Railway Co.
New York & Long Branch Railroad Co.
Pennsylvania & North Western Railroad Co.
Cumberland Valley Railroad Co.
Huntingdon & Broad Top Mountain R. R. and Coal Co.
New York, Philadelphia & Norfolk Railroad Co.
‘Western Maryland Railroad Co.
Atlantic Coast Steamboat Co.
Philadelphia & Reading R. R. Co., Lehigh Valley Division.

149. Plainly stamp on back the name of station
and the date on which redeemed, and send them to
this office with monthly reports G—Form 267,
as vouchers for the deductions made thereon.

150. At offices where a large number of these
duplex memoranda are redeemed, it is desirable,
in order to facilitate the work of the agent and
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the audit of accounts in this office, that those
redeemed EACH DAY be kept separate, by placing
a paper or gum band around them and marking
the date and number on the package.

151. Care should be exercised in enclosing
duplex memoranda in envelope G—Form 645.
The NUMBER of duplex enclosed, the DATE for-
warded, NAME OF STATION, and DIVISION or
ROAD, should be endorsed in spaces provided and
envelope properly sealed. 1f the package be
small, enclose it with monthly ticket reports in
envelope G—Form 202; if too bulky, forward
separately. In case envelope G—Form 645 be too
small, the duplex should be placed in a package
and carefully sealed. Paste or tie thereon an
envelope G—Form 645, with the blanks filled
up; or properly endorse the package as. indicated
on the envelope, and forward to the Auditor of
Passenger Receipts. Special care must be taken
that the NUMBER of duplex enclosed agrees with
the entries on G—Form 267.

152. Agents will refuse to redeem any duplex
memoranda bearing the impression of another
Ticket Agent’s stamp, showing that they had
been once redeemed, or any that bear a facing or
endorsement by Conductor to the effect that
excess had not been collected.
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G—FORM 267, “MONTHLY CASH EX-
HIBIT OF PASSENGER BUSINESS.”

Local Sales.

153. Under “AMOUNT OF LOCAL SALES” must
be entered each day, for the entire month, the
local ticket sales as represented by sheet and book
G—Form 251.

154. When there are also receipts from one or
more of the following sources: Local Extra Bag-
gage, Storage, Package Stamps, and Marketing,
or if there is any debit or credit on account of
the current month, such entries MUST BE ITEMIZED
IN COLUMN 1; and, if all occur on the same day,
the combined amount must be entered in column
2, over the amount of the local ticket sales of
the day on which received. (“ Marketing” here
does not apply to agents on West Pennsylvania
or Schuylkill Divisions who sell Market tickets.)
The total of this column (No. 2) should then agree
with the ¢ Total Local Sales for the Month ” as
represented by G—Form 254, “ Monthly Report
of Local Ticket Sales,” sent to this office.

Foreign Sales.

155. Under “ AMOUNT OF FOREIGN SALES”
enter the amount of money derived from the sales
of FOREIGN tickets, and also amount- of Foreign
Extra Baggage Collections interlined above, as
represented by G—Form 272, “ Daily Record of
Foreign Ticket Sales.” The total of this column
(No. 3) at end of month must agree with the total
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sales reported on G—Form 259, “ Monthly Report
of Foreign Ticket Sales.”

Balance from Previous Month.

156. In column headed “ Miscellaneous,” oppo-
site “ Balance from Previous Month,” enter any
debit or credit authorized by letter from this office
to be carried forward from the previous month.
Such amounts must be added to or deducted from
the sum of the first day’s local and foreign ticket
sales, to make the “Total Amount Chargeable to
Agent” for that day.

Monthly Audit Corrections.

157. All cash corrections on MONTHLY ticket
reports (as noted in monthly qudit letters) will be
entered only in “Miscellaneous” column imme-
diately on receipt of monthly audit letter, and as
instructed therein; and will be added:to or de-
ducted from the “Total Sales” for the day in
column 4, in order to arrive at the “ Total Amount
Chargeable to Agent.”

158. Should a credit authorized to be taken be
greater in amount than the sales of the day on
which the entry is made, combine the sales of two
or more days, and make no entry in column
“Total Amount Chargeable” until the credit is
overcome; then enter the difference and proceed
in the usual way.

This rule will apply also if value of duplex
memoranda redeemed exceeds any one day’s sales.

159. Balances from previous month, and debit
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or credit corrections in monthly reports, must Nor
be entered in summary of book G—Form 251 or
blank G—Form 254.

Orediting Duplex Memoranda.

160. Agentswho redeem “ Duplex Memoranda”
will DATE them the day they are presented (see
paragraph No. 149), and enter their value in
“Credit” side of “ Miscellaneous” column, de-
ducting the amount from the “Total Sales” for
that day, to make, “Total Amount Chargeable to
Agent.” The value of such memoranda must not
be combined with any other credit entry author-
ized to be made on the same day, but must be in-
terlined above. In summary on right face of book
G—Form 267, deduct the value of all duplex
memoranda redeemed during the month from the

“Total Sales of the Month,” as provided for.

Cash on Hand.

161. When the amount of daily sales at an
agency is small, and the money on this account
is not remitted daily, the “Cash on Hand not
Remitted ” must be the sum of all the daily sales
until a remittance is made.

Care of Money.

162. The care of moneys accruing from the busi-
ness of the office is of the utmost importance.
Agents must, therefore, give it personal super-
vision. At no time must more money be retained
over night than the amount allowed by Treasurer,
unless by special authority from him. The in-
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structions on this subject must be strictly complied
with.

163. The money on hand at the close of the day
should be balanced with the records, and must
not be allowed to remain in the drawer over night,
but must be locked up in the safe or other place
of security. An excessive amount of money should
not even be allowed to remain in the drawer during
the day, but should be removed to the safe or
other secure place for protection. To aid in this,
cash drawers should be so located as to prevent
access thereto by the public.

164. Agents will be held responsible for counter-
feit money, and for mutilated or defaced coins or
notes received by them in the course of business.

165. AGENTS ARE FORBIDDEN TO USE THE
COMPANY’S MONEY FOR THEIR OWN PERSONAL
USE. . :

166. Agents being responsible for their cash re-’
ceipts, and also for cash-books and other property
pertaining to the business intrusted to them, no
one but the agent or authorized assistants should be
allowed access thereto.

167. The funds of this Company must be kept
separate from those belonging to the Express Com-
pany, Post-office Department, &c., which agent-
may also represent.

Remittances.

168. REMITTANCES TO TREASURER must be
made promptly and in accordance with instruc-
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tions issued by him in his “ Notice to Agents,”
Numbers 1 and 2, and the “Cash on Hand not
Remitted ” must never exceed the prescribed
amount. The date of entry on G—Form 267
must be that on which the money is actually re-
ceipted for and forwarded.

169. Remittances must be reported to the Treas-
urer and to the Auditor of Passenger Receipts on
the blanks provided therefor (G—Forms 268 and
269), and these must not be used to report moneys
on any other account.

170. Remittancesshould be madeaslatein theday
as practicable, so as to include as much as possible

" of the current day’s receipts, and thereby reduce the

liability for any amount which might be stolen.
171. Should an agent, from any cause, over-

¢ remit his ticket sales, the balance due agent each

day must be entered in column “Cash on Hand

not Remitted,” and marked ¢ Cr.”

172. Provision has been made on G—Form 267
for entering the “Date of Closing Remittance.”
This must always be made the FIRST day of the
succeeding month, unless the first should fall on a
Sunday, in which event the final remittance for
the previous month must be made on the second.

173. Agents who remit on Passenger, Express
and Freight accounts, should exercise great care
in making remittances, especially at the close

of one month and beginning of the month follow- :

ing, to see that credit is claimed for the right
month and proper account. The adjustment

i
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of mistakes arising from negligence in this par-
ticular oceasions considerable correspondence. To
avoid errors, the “ Memorandum of Remittance,”
G—Form 268, and the * Report to Treasurer,”
G—Form 269, must be carefully compared with
book G—Form 267, “ Monthly Cash Exhibit of
Passenger Business.” The date and amount of
G—Forms 268 and 269 must agree with each
other and with the entries on G—Form 267, and
the date must be that on which the money is
actually forwarded and receipted for by the
Express Messenger, Bank Official or other party
authorized to receipt for same.

174. Moneys remitted must be receipted for as
required, and the “ Receipt Book,” G—Form 42,
must be kept in proper place for ready reference
and for use of Special and Route Agents.

175. Agents of thisCompany,whoare also agents
of the Adams Express Company, will take receipts
for this Company’s money forwarded by express
in “Receipt Book ” G—Form 4%, and only from
Express Messengers on trains.

176. Where moneys are deposited in person in
bank, or delivered to a Baggage Master on train
to be by him in turn delivered to another Baggage
Master to be forwarded by express, agents will
take receipts for remittances in “ Receipt Book ”
G—Form 290.

Money Received from Baggage Agents.

177. Ticket Agents who are authorized to re-
ceive moneys from Baggage Agents, will give




. separate receipts for Local and Foreign Baggage
Collections and also for Transfer tickets sold.
Euter the amount in proper column on G-—Form
267, on the last day of the month (unless more
Jfrequent payments are made),and remit accordingly.

Adjustment of Differences between G— Form 267
and Monthly Reports.

178. The totals of columns 2 and 3, “ Local ”
and “Foreign ” sales, entered on face and in sum-
mary of G—Form 267, must ALWAYS AGREE in
amounts with the respective ticket reports G—

" Form 254 and G—Form 259, as rendered by the
agent. Should a difference exist between column 2
on G—Form 267 and the Local Ticket Report, the
ticket report must be immediately revised, and if
the difference is not discovered therein, the differ-
ence must be adjusted by adding to or deducting
from the sales of the last day of the month. For
cxample: Suppose the amount of monthly local
ticket report G—Form 254 is $500.00, while
the footing of column 2, “Amount of Local Sales,”
on G=—Form 267, is $510.00, including $15.00,
the amount of the local sales for the last day of
the month. To adjust, strike out the $15.00, and
make entry over the date in ** DATE” column,
thus:—

Sales...c..veeneneen $15.00
Cr. errors to bal... 10.00

leaving $5.00 to enter in column 2, “ Amount of
Local Sales,” instead of $15.00, as originally
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' entered. With thi§ correction the column will

add $500.00, the amount of local ticket report as
rendered.

Should the difference be a debit, the amount of
local sales, column 2, footing only $490.00, make
entry over the date, in “ DATE” column, thus :—

Sales...eirerenenns $15.00
Dr. errors to bal... 10.00

making $25.00 to enter as local sales for the last
day of the month, instead of $15.00. With this

correction the column will add $500.00.

179. A difference between the amount of column

. 3 on G—Form 267 and the amount of Foreign |

Ticket Report G—Form 259, must be adjusted
in same manner, by adding to or deducting from
the amount of foreign sales for the last day on
which sales were made, thereby adopting a uni-
form mode of adjusting errors on face of G—Form
267.

Adjustment of Unauthorized Balances.

180. Agents will be careful to avoid the creation
of a balance on G—Form 267 at the close of the
month, by remitting to cover the “Total Amount
Chargeable to Agent.” This invo