
12G HOW TO WRITE BUSINESS LETTERS

Matter Partly Printed, Partly Written.

All such matter, with the exception of the articles
mentioned under ** Books and Printed Matter," is
subject to letter rates of postage within Canada,
that is, 2 cents per ounce or fraction thereof. It
embraces legal and commercial papers of all kinds,
pass-books of banks and other institutions, stubs of
receipt books, minute books, plans when accom-
panied by specifications, visiting cards when any
words other than the address of the sender and not
more than five words of good wishes, congratula-
tions, thanks or other forms of courtesy are written
upon them, deeds, wills, mortgages, insurance
policies, etc.

Retmn of I -Iter to Sender not Allowed.

A letter or any other mail matter once posted be-
comes the property of the person to whom it is ad-
dressed, and must be forwarded according to its di-
rections. On no application, however urgent, can it
be delivered back to the writer or to any other per-
son.

Letters Delivered to Wrong Person.

A letter delivered to the wrong person in conse-
quence of his name being the same as that of the per-
son for whom the letter is intended, should be at
once returned to the postmaster from whom re-
ceived; and if it has been opened, the person who
opened it should write on the cover "Opened by me
through mistake," and give his name and address.
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