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requirement. Tho requisition must be signed with, ink by the post-
master himself 5 except that, if he be sick or absent, the assistant may
sign the postmaster's name, adding Ms own as assistant, thus:

BlOHAKD BOB, P. M.j
By JOHH DOE, Assistant P. M.

Unless the blank be so properly filled out and signed the requisition
will not be honored, bat returned for correction, whereby delay will
ensue. The requisition must be forwarded to the Third Assistant Post-
master-General (Stamp Division).

See, 166, First Ssplsitioas for If ewspaper Stamps.-—When newspaper
and periodical stamps are for the first time ordered, the requisition should
be accompanied with a copy" of the publication for the mailing of which
the stamps are desired, to enable the Department to determine its ad-
missibility to the mails at second-class rates. Unless such a requisition
is so made for stamps, as soon as the first newspaper or periodical pub-
lished to be mailed at the office is presented for mailing, the postmaster
will be held for the difference in postage if the publication be adjudged
inadmissible at second-class rates.

NOTE.—As to the duty of tlie postmaster respecting tlio entry of now publications
as second-class matter, see sections 333-336.

Sec. 167. Requisitions for Special-Bequest Envelopes.—Eequisitions for
special-request envelopes must be made by postmasters immediately
upon receiving orders from, parties wanting them, at whatever time in.
the quarter it may be, and upon the blank form ("Ho. 3202) furnished
by the Department for the purpose.

When money, which has been -paid to a post-office upon an order for
special-request envelopes, is lost or embezzled, the envelopes 'will be
furnished according to the order, and the postmaster held for the money
if the loss be chargeable to the fault of himself, Ms clerks, or employe's.

See Sax-laser's case, 9 Ofc. Claims K., 338 ; Bank of Boston v. IJ. S,, 10 Id., 519 ; Gar-
fieldev. U. S., Hid,, 601; MoCoUumc. U. S., 17 Id., 102; Pierca »,IJ, S.,7 Id.,65;
The Floyd Acceptances, 7 Wail., 686,

Sec. 168, Hales Governing1 th© Supply of Special-Eecpest Envelopes.—
The following rules will be strictly adhered to in connection with the
supply of special-request envelopes:

1. Neither superscriptions nor special devices of any kind will be
printed.

2. The printing of cards and requests across the end has been dis-
continued. In future they will be printed on the upper left-hand corner
only.

3. Business avocations or employments will be excluded from, cards
and requests.
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4. Cards and requests must be limited to the following matter, or so
much thereof as may be desired, to-wit: First, the name of the writer,
whether individual, firm, company, or corporation. Second, the post-
office address, including number and name of street, name of city or
town, county, and State, The name of the post-office as given for print-
ing must correspond in spelling with that given in the Official Guide.
Third, a request to return if not delivered within a given or blank num-
ber of days,

5. Should it be desired to leave in blank the post-office address of
the party to whom the envelopes are to be made returnable; it must be
so stated.

6. "When the name and post-office address only are desired, without
a request to return, the order must so specify; in which case, by law,
the letter will be returnable, if not delivered within thirty days. (See
section 592.)

7. E~o variations will be made in the style of type, the color of ink,
or-the form of request adopted by the Department 5 neither will cards
or requests be surrounded by borders of any kind.

8. If possible, a printed card should always accompany the order j
if not, the matter desired to be printed must be plainly written, in or-
der that mistakes may be avoided,

9. Cards or requests will not be printed on newspaper wrappers, or
envelopes for covering circulars.

19, Bequests making envelopes returnable to another post-office
than that of the postmaster who makes requisition for them will not be
printed, unless the party for wliose use they are intended is accustomed
to receive mail at both places, or some other sufficient reason is given
with tli© postmaster's requisition or plainly written, thereon.

See. 169. Postmasters to Count Supplies when Eeceived,—Upon receiving
any supplies of stamps or stamped paper postmasters are required to
count them in the presence of a disinterested witness, to date and sign
the receipt, and transmit the same to the Third Assistant Postmaster-
General (Stamp Division), In case of any deficiency the affidavit of the
postmaster and that of the witness, stating the amount of such defi-
ciency, with all the facts in the ease., will be necessary in order to obtain
credit therefor j and in every such case the wrapper, label, and box, or
wooden case in which the supplies were received .should also be trans-
mitted with such affidavit and a letter making the claim to the Third
Assistant Postmaster-General, and a record kept by the postmaster of
the number, date, address, and all other marks oa the same. .Receipts
must be signed in the same manner as requisitions.

Sec, 170. Damaged Supplies, h.ow Treated.'—If any portion of a parcel
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of stamps, received upon requisition, be found to be damaged, the post-
master will sign the receipt for the whole amount of the parcel, and,
having written across the face of the receipt the number and amount of
stamps, envelopes, wrappers, or cards unfit for use, he will return the
same, together with the receipt, to the Third Assistant Postmaster-
General (Stamp Division), who will give credit for the amount returned.,
But if the damage be total, the entire number should be returned with
the receipt not signed, in order that others may be supplied in their
place. The package must be registered, and the postmaster must be
able to prove the act of mailing it by a disinterested witness. Post-
masters failing to register such packages will not receive credit for the
amount alleged to have been returned, in case the same fails to reach
the Department. When supplies are damaged by fire or other cas-
ualty after they are received, they will be returned to the Third Assist-
ant Postmaster-General (Stamp Division), who will allow credit for the
amount thus returned, upon satisfactory evidence that the stamps
returned were those with which the postmaster returning them was
charged.

Sec. 171. Mistakes in Printing Special-Bequest Envelopes.—Special-re-
quest envelopes which may be refused by the parties ordering them,
on account of misprinting or other mistake, should be sent registered
to the Third Assistant Postmaster-General (Stamp Division), with a
letter of advice. If the mistake occurred through the fault of the De-
partment, or of the manufacturer of the envelopes, credit for their full
value will be given in the postmaster's account, and the requisition
will be re-filled 5 if otherwise, credit for the postage value only of the
envelopes will be given, and the postmaster should forward a new and
correct requisition. The postmaster must not dispose of special-request
envelopes to any other than the party for whose use they were ordered.

FOB BULKS GOVERNING THE ENTRY OB1 SUPPLIES on account and returns, see sec-
tions 238, 240-243, 244, et seq.

DISPOSITION OF STAMPS, ETC.

Sec, 172, Postage Stamps Sold at Discount to Designated Agents.—Post-
age stamps and stamped envelopes may be sold at a discount to certain
designated agents, who will agree to sell again without discount, under
rules to be prescribed by the Postmaster-General j but the quantities
of each sold to any one agent at any one time shall not exceed one
hundred dollars in value, and the discount shall not exceed five per
centum on the face value of the stamps, nor the same per centum on
the current price of the envelopes when sold in less quantities. (IK. S.,
§3919.)
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