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indexed. Not illustrated. 1917 Excerpt: .oFice will usually be of a limited nature and relate chiefly to quotations
and purchase of materials. Letters of the purchasing clerk will be signed by the superintendent. All
correspondence with the general oFice will be by the superintendent, although he may refer such parts as he
desires to heads of departments, through the assistant superintendent having charge of them. Matters in
reference to work done in and about the plant by outside parties should be arranged by correspondence, the
nature of the work clearly specified, and if practicable a price should be fixed by the parties doing the work,
and provision made for any extra work that may be found necessary. No contract for this class of work
exceeding fiGy dollars should be valid until approved by the general oFice. All matters that can be conveniently
typewritten should be done in that manner. The practice of taking letterpress copies of letters and other matter
sent out is clumsy and involves too much subsequent labor. Replies to letters should be duplicated by carbon
copies attached to the answered letter and filed by the simple and efficient vertical system. The superintendent s
orders to the shop will be made in triplicate when the work is done under the jurisdiction of both assistant
superintendents, each having a copy. These should be written in a carbon copy book with an indelible pencil.
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