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" INSTRUCTIONS FOR THE
. SECRETARIAT.

(e) If a paper is marked to be printed
urgently or as special the Superintendent of
the section concerned should sign the Press
slip, The Superintendent should exercise a
careful discretion in the matter.

(b) Each letter, memorandum, or order, or set
of orders, in thefile of correspondence should
be headed in succession with the Roman
numeral I, II, IIT, etc., the number being
written in red ink cr blue chalk above the item.
The particular papers to be printed in the

| 'special issuetcopies ‘should be indicated by the

Roman numeral (I, IT, etc.) by which that item
had been headed in the correspondence file.

Al matter, includingmarginal remarks or

references, to be printed should be written in ink
and matter which should not be printed should
be encircled. Initials and signatures that are
not quite legible should be re-written distinctly.

(¢) For rules regarding printing of notes,
see the chapter on printing and proof correc-
tion in the Secretariat Office Manual.

(d) The number of copies and the details of
distribution should be filled in by the Superin-
tendent or clerk concerned. :

(e) In the absence of special instructions to
the Press to keep matter standing for a specified
period, ordinary papers of 8 pages and under
will be kept standing for one week, and larger
papers for fwo weeks only. The type of notes
and of all confidential papers ts distributed
tmmediately after siriking.

(f) This slip, properly and completely filled
in, should accompany every paper sent to
Press; it will be returned by the Press when
proofs are furnished ; it should be sent to the
Press when a call is made for revised proofs or¥,
when a corrected proof is sent for striking.
When finally returned by Press it should be
filed with the original order or letter.

INSTRUCTIONS FOR THE PRESS,

(a) If, in the opinion of the Superintendent
of the Press, a paper has been marked special
of urgent unnecessarily, he should send the
Press slip to the Assistant Secretary with a
remark to that effect.

(b) Unless a note to the eoni:rary is made
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