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D UR[&NG ste meeting of the Press Association in
'lorontra the advisability of having a set of regula-

ons for employes in country newspaper and job offlices was
discussedl bri-ffly by sev-ral members of thte weekly section.

*rhough the guttural opinion seemed to be that such
rules should bu adopted, none of tiiose prescrnt recom-
niended any set of regulations.

A communication tu the malter has since beeti
recuivedl from Robert Holmes, Ni P., New Era, Cliiiton,
Ont. MIr. Holmes writes: Il lrewith 1 send you copy of a
set of office rules îlîat speak for themiselves. A good many
others ct-Id bc addud, but I think they cover the require.
ments of the orclinary country office. If you think it worth
while to publisl îiîem, thuy nîigli be of service to other
offices, and if any office has a better set, or cati imiprove
on thenm, 1 shall bu glad if they will rnake themi public."

The ses of iules is as follows:

i. Type dropped should bc at once picked up by cach
enmploye at thuir own stand and distributed. In no case
should fallen type bc allowed to remain on the floot any
lengîli of dime.

2. Ili of any sort should not be allowed to remain
longer than is alsolutuly necessary on window ledges,
frames, or anywhere eise.

3. Rules, Icads, slugs, etc., should be put in their
prolier places, and news leads and rules should not be left
si a case Mien il is iifted down.

4 Cases should be kcpt dlean as fat as possible, and
%whan a case has heurn set Il low," any broken type or dirI
shotild be remioved.

ýý (ýad boxes should contain quads only, and if any
empioye linids type ti thu quad box of a case thcy arc using,
it is their duty 10 temove samne.

6. Une compositor shouid nol read the copy of another
unless to aid in deciphering il.

7. As fat as it, is Possible to do so, ail galys of news
type are t bu c rad UP and corrccted by WVcdnesday
evening.

S. Whispering, promiscuous or loud conversation, and
"fooling " should bc avoided as niuch as possible. Abso-

lute quiet is not expected, but cach employc should give
careful attention bo whatcvcr work is in band.

:). In corrccting rcading matcr or advcrtiscmcnts, care
must bc cxercised to makc ail corrctions markcd, and

where dates or figures occur, they should bc carefully yeri-
fied. Iii correcting job forms every precaution must be
used to sec that they are righît before being worked off.

zo. f)isplay type used in ads. or elsiscwere should nez
î)C left in sticks ahter distribution of body malter.

a s. job forms, when unlocked, if not at once distri-
bu~. -1. shouid be lifted on a galiey, or in sorte other way
protccted front pieing.

12. Reglets, sidesticks, quoins, metal turniture, wood
type, and ail such articles must bc kcpt ti their proper
places.

13. In running off a job care must be exercised 10 sec
that it is working ail right and 10 keep stock free from
ranger marks or other disfigurement.

14. Il a job is on the press and there are not more than
about one hundred to finish when the six o'clock bell
rings, the work shouid be completed.

i S. These rules are not intended te bc arbiîrary
nor to be hatshly enforced, but it is cxpected that each
employe will endeavor to observe themr in a fait spirit, and
thus facilitate the working of the office.

Have you such rules in your office? If so, do you
enforce them? And how do you find thein to work ?

This is a malter wothy of attention, for such attention
may be the means of stoppiig- many little leaks. Give us
the benefit of your experience.

BIE 1INCTUAI..

There is a lot of sound wisdom in the advice expressed
in the rwo words of ihis heading. Thie printer who is
punctual possesses an atîribute which is none t00 common
in printing offices; an attribute which because of this
rarity is bound bo be appreciated by his customers.

MVile there is ofien much reason (tqr a Iack of pondtu.
ality, the fault can generally be traced to either carelessness
in making promises or to forgexîing the day or hour a job
has been promised for.

Thc onaly way to remcdy the first of these faults i5 10

keep in close îouch with the work in the shop, and bo neyer
promise unicss confident that the work cans bc done as
staîed.

Once a job has been acccptcd on condition of being
finished at a ceilain date, it is advisablc, in order that the
condition shali bc lflhied, 10 have a system of kceping

tab ' on ail jobs.
When a job contes into the composing room il should

be accompanied by a work ticket, on which should bc a
statenlent aIwhen wanted," and, if necessaty, "when 10

show proofs.1"
The fotemant should have some system cf keeping l'la

on what lie bas 10 do. A good mcîhod is followed by a
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