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(c.) Public offices must be properly supplied. with pens, 
ink, and bloUing-paper, and the necessary postal and telegraph 
forms: Only forms which are for immediate use, and are 
intended to be issued. to the public, are to be supplied. Official 
envelopes are no·t to be issued. Ink-bottles must be frequently 

and the ink kept fluid. Whenever a sheet requires to 
be removed from Do blotting-pad a knife should be l'llU under­
neath the edges of the sheet, in order (;0 keep the pad tidy 
and obviatcits coming 1;0 

BUILDINGS AND FITTINGS. 

26. 'l'he Department provides the buildings. Dond for 
Doll offices Dot which post-office and telegraph or telephone business 
is oonducted its own permanent officers; at all offices 
in charge 01 non-permanent offwers the necessary 8,ccommodation 
must, unless otherwise agreed upon, be provided by the person 
in charge, to the satisfaction of the Minister" At every office 
the word,; "POST "TELEGRAPH O]"l!'ICE," "TELEPHONE 

" or "POST AND TELEGRAt'H O]'FICE" must be exhibited 
in large and characters on the outside of the build-

The hours during which the office IS open must be 
announced prominently on the outside of the building. Notice­
plates for the purpose are ohtainable from the Stores Manager, 

27. A progress report on it new building, structural alterations 
to a huilding, or maintenance-works of an extensive character, is 
to be furnished once on form YO" 111. In the case of a 

the report is required more frequently as the building 
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