EThe hi gher the content of rags
5
; Paper $1255. The largest size is call 5d AD (zero. . By fcidlng &
5/ 5055
$951M gJJI I LI @ and Si zes
n- nm
p555? is madE fromeither of the Foll ow ng:
. TUD% r ags
5 100% chem cal wood
a mxture of rags and wwod
Bond paber 51 ' 100 Q nz El Etter headEdypa$gt
Bank paper 45 - 61 " carbon CODi ES and draftsm
Airmail | 28 a 30 " airmail, carbon copies
1
Duplicating paper cones in tw differem types:
Abaor bent, sem eabsorbent For ink duplicating
Non- absorbent For gmirit duplicating
The nost commonly used paper 5129 tnday is the Awseries Inter matiuna
.r’
ane, the aize Al is obtained. By halving 51, one obtains Size A2,
and so on. 5 TI
St andardi 555 papersizes help to keep coats 50wn at the olfice
files, Luck shelves, desk drawera, Fiiing cabinets and Lupbaard
be manufactured in long seriea. This makes the equi pnent much 55
It is also attqgggigg to see rows of files where all the papersv
innicely. ' E" "’
P J.f31& 3A. 311?: 3') :13qu | "y 5:, 1H Wggly :3: E (451 j/E U Hr
2 3,: ( 231/125) .L) _&lp (:7 f 5) .5
Meqgsur vimenLl
4am nM-un-m
RU 8&1 x 1159 mm ALMHYS 5TUHE P&PRRS FLAT
Al 5114 x 8&1 ,, mH , r .n
A2 420 x 594 AND HMAY FF UM HEN. AND LI bHT!
A3 297 x 420
A4 210 x 297 ?APERS AR& EXPENSI VE. AVO D WASTE! M.
55 1A8 x ?10 Pl an your tYUGSCI LPt befgre you star? typing.
AB 105 x 158 Bel act the approprlate 3128 and quality.
A7 74 x 105 Make note pad5 flow scrap papal

AB 52 x )75 I proofrgad and type script wh.ile still in the
59 37 x 52 tycewlter.

R18 25 x 37

Steal i ng

A stapiez’ is U550 for rat stun.ing dacunents togethex. Th5 stnpl eQ can

he F55t5wed For p5xmanent or tenporary use: ' "I.
Per manent fasteni ng C323

Tenporary Fastening af’ 15

Use ane Of th5se ways to

stapl e documents: qyyvzc

JIXLd

n 15 1-H 2.41. 13:



AND BTHYTUNf HY

for1 -/;1? % stwg, |

Envel opes to fit the A-seriea paper sizes cone in Bw and Caseries.
The B-series enveiupes are |arger than the C series envel opes;j They
are intended For a large bul k of docunments, whereas the C-serids
envel opes are used For only a Few docunents.

AS

f ol ded once

luiva 5. , ,,

thy; e Folded n

fimec H, ,

A5

Fol ded .

three tines

w.. M

tuggpxet enuel nseg have the flap al ang the shorter side.

ygndgg envel opes have a transparent rectangle through which the
" 55 on the letter is seen. It 15 therefcre unnecessary to . _h
the address, which saves tinme and also eliminates thEgrisk

Q ng a Post box number, for instance. W ndow envel opes

LTW cannnt, hbgever, be ugeu for Registered and I nsured mail
E322

M



PAPLH C5 - MAIL AND STATI ONERY

aullloti . 1" f 11:;L.

mvww 1. .

fhe guillotine is used to cut papers into required si geBQWw’

Th9 51293 are indicated eithe 9: on a "ruler" as shown aWthe iii
tion, or by line drawn on the board OF the guilletinE

Col I ati ng nachin

mm

You have typed a repurt consisting of 8 pages. Each page of

apart has been duplicated in 20 copies. Now you have been as

t he doc. unents.

11 yum huuw u 10111111 nulhlnv you jualL inagtt tiva pHQEa in

correct urder and rollaEe tlam as shown in the plcture belcm

If you nmust collate the dncunments by hand and have a | arge nunber OF
pages, axrange themin tha co.rrect order along the edges of a Larga
table. Start Fromthe f’i AL t plne and nma. 1k around the table, piCking
up the docunments in the CDIIBC U UEI
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PAPER C5 - | NCBHI NG MAI L

HOW TU SORT THE | NCDM NG MAI L

w

The mail 13 sart-ed into Four categories:

Urgent: tel egrans, tel ex messages, express

Regi st ered nai

Confidential and personal (Private) mi

General Mail

Regi stered mail nust be signed For at the Posk folca. |E uzv
contalns an lnportant docunment 01 sonething ualua-ble.;n E

a remttance (cheque, cash or other paynent), it s.hau dxbn ea"

a special "Remittances book". The renittance should ,1 s

the anobunts indicated on the letters they acconpany, End EhE aw a
nmet hod of paynent and opener s initials are witten on the cdrner of
the dDCunmaht.7 IF the Figures dO nut culreamund,thl3 should be
reported immediately to the person in charge.

ConFi dEnti al and Personal fPriuate) nmail should be delivered unn enEd
to the addressees. when the name of the addressee is witten ba-ore
the nane of the conpany, the letter is treated as Eergunal .

Egheral mail consists of variaus business dntumEnts. Wletter$ are

cunsi dered Esaeral Nail, not personal, when the name 6F the conpany
precedes thE dane 0? an individual. This applies alsu to | eEtErsh
addreSsed a-g "The Sal es Manager", "Chief accountant".

gg_ting Prodedure y F Li
The Uggght mail shoul.d be delivered i EEEEEitd X to the pursan
commnt hud f
The Regi st9led mmil should be txansferred for proseasing tO
the person in charge.
The BunfidEntial and Personal Miil should be transferred uncpened
Ito the addressees. ENE
vThe Ceneral Mil should be kept For further processing.
To facilitate sorting, use Four trays, either in Four different col ours,
or markpd URGENT, Ri -G STEPED, LGJFI UFJTIHL/ PERzDNHL, and GENERAL. You
Can alsmprint four signs with the Lategory nanes and pl ace them at
the edge Of the dusk.
WL
TELEGRAM
R?No32600
Karnak Tradi ng Co
P 0 BOX 1234
DAR ES SALAAN
L) Karnak Tradi ng Co
P 0 Box 1234
DAR ES SALAAM
The Librarian
Karnak Trading to
P 0 Box 1234
DAR ES SALAAN
M A Asad
Karnak Tradi ng Co
P 0 Box 1234
DAR 15 SALAAM



| NCDW NG MAI L
PAPER E6
Exar gi se
U %Jgent) R (Registered), CD (Eanfxdentxal) (Ear
G 55n55al13 an the line after each address. 5.,
1 Eantral Sank of Tanzania
P-D Box 100
DAR ES SALAAN
?p B Bax 5555’
DAR E5) 55LAAN
3 African Society For Devel opnent
.7 p 0 Box 5307 _
5, LUSAKA . r , 555E5d; $55
a ROyal Institute of Public Adm nistration
:5 7 LONDGN MXIH 980 5
. Attention N: A Awad
. TELEGRAM
M S Kuri
Chi ef Management Devel opment Branch
NEm YDRK
Ul
E CONFI DENTI AL
" International Labour Urgani 5atian
CH51211 CGENEVE 22 5.
Switzerland ....... "a - -JBL
? Bwedi sh Inbtituth
, UUA 1&b M
W. 5450 5TUCKHULM
585 nmek’ 55ddb5r |
Institute of Public Adm nistration P .
. AWMMAN "53. 32. 51. 555-
5 9 Juhn Snith 5 Bros Ltd
M S Janal
10 05k Street
LONDON ENGLAND
10 Ms Lyl a Wisa
Karnak Tradi ng Conmpany
- p O Box 123a
ANMAN , "P_E- SEczbyivh- /
" LETTER OPENI NG MACHINE 5 , .
The | atte: opening nmachine is used
process OF opening the incom ngx
cuts off a thin strip of the t of the envelope. It is therefnre
essential to ensure that the ontents of the envel ope 5t5y 5155 from
the top part of the enuelJ.o e to prevent. danmage.
NQTE: If there is no.
wth aletter knife.
or speeding up and sinplifying the .5
11. The nmacnine _ manual 0: electric 5



nk-w nuwnw ' uzwu
pg#98 cj bwfngQans mAIL ,. .-: ., i
35323539a2. 4771 Vx W5 H
[thm hQ n$i| Should be datestampEd. It is inb5ffa f t6 knbw t-g:
date of arzival OF incom ng docurments. A lat ?rgm ht hava, baen"
da 3,9d 1n 8 ivery for various-reasunsnmg The Sendggwgpoul d be 1n?0i $ed
abou% the reason why the reply ta tha letter mas-nut sent earlier
Dat eustanping is usually dgpe’ wd&h_aHrg&l w , w
anws fhe mart RFCETUED uiih fhe date or Univ tHQ g%
"ww nf the ddnmu mo’ GS
cmw a free spaca, usually in the Unnet ;;
thw htanmp al so includes spacw fur the v? grw.3 a JW . n 1 iw
mhi cn_degart nent ahoulLd deal wiimth
Wiww, . . M
. 313, .1 aHHTHEH .3 L T5
P U Box RKU
uauuma _ 20 May 19841

ST Ccaen
-

.1

bn
XXXX XXXXXXM XX XXXXXXXAa XXXX XXXXXX XX XXX XXXXX XX
XXXYXXXXXX XE. XXX XXYXmyyy X XX X X XXXXXXX XXXXXK
KRAL MAI L

5 Et haJAngpi hy

Friu-ie:?:?zzne?: :e&2::3:f&



PAPER CB - | NCBM NG NAI L

41 11 VENELSSURES W TH | NCOM NG NEI L

EEheck documents For encl osures

At Each Encl osures to docunents

Nat e mi gsi ng encl osures

A Check docunents For encl osures

W' WM

The sign ./, is typed in the margin On the 111

encl oSure is mentioned. 1

He enclase our Invm CejNhj 1 H . _

; 1 VEEnggbbr ew aEEnS ENC Of EnES 0119971155/ 1389quC Ehe boEEOnth t he
1 Legtgimwn" 1 '3

1

L1. ENC Inuo.1.Q No 12346 1

1 Two stickers wEth Ede Excqgi numbers can ai go be u36dl one an

the Lethat and Ehe oLhar on the encLa5ure, usquLg 1n the Leru

Nani boEEom ear ner

- MwnE-w JMxo .

.. Vvl1.3

vl" ML HWI | W

M. mU - 1., Vs

VEHEW L,

rwww . WAWW

.t -

Each docunent shoui a be ahzcked gchLLy FO1 enchsnre.tn&l6qEEOh. |F
you FEmdvmme o07? t hewgbove Emmuchl10ns, Checthhqt the GicLosQ e 15
QCEquLf wWLEkr EnQ docunenE

0.6

b Attacm ngen encLssurees EQ documents

Am encl osur e. should be. e& xnmunmaA. $0 1E$ dQCMNEVE EO anqgrc EHaE pEldcus
. noE 53E Lost.

L NO1 .ing nb5;’ 1WL 11110d411

IR y e Ha! w. ..

| E Q dccumunt has an 99L13 U U LHULlallLh buE nO anglLosure, thESFQQQVef’
OF Ehe docunent shoulu bl31lnlorned. 'LHETNI SE he m ghE start a Fruit- TH
Less saaxuh Fur tue v11111 re The | nFufqul on can be wlthen dLrecELy

Elmthe 1.319011111121111; 111 11111311th spare where: 1E ’'13 (, Lequy Visiwg,

SEN? GE papar, qttanhed-Eo Ehe AbcunenE
-151 Af hcu’ Juan5

eee . B o o= 0 J 46:24:

fa7c/
m JJ/ ny

IV

_.MMn w. W... v.0..
VK- E- mmw. .. Mao. .

or

On 611,



d: (3514-

., . L Ving 66(cqu6ier-s6’i’63drbm 16-59 ré&zm

Vimint y) ,

6 (deg?

19 a’'larga’ nrgani satiom '’

%

., are several hules6in_th3 _7

% | ope. They are thafe:tOLmakp

easy 30 check if’'d dddUnewg’is

t 4n the envel apw.

On the Lay of .Hu), QmelLope there (a

an 1nde@JOm wHHWLCbhx| t ht os 0% : 66;

| N$2r %on gn& extrncflomc# the i ’

. dncunmems. w

Th2 16i ornal EMVQXOPE5 arc wnAC 6% ;

verse; :3 Pong paper. (may Qe (:here ;

gore qunongommicu tn age. 3’

?2..me mi... "6.6-6:...

MAt hHANHLI HG

6 gr.# $3632.70 6 P7 ' 5 .

" Teahni CQL4 financial and C&EJ pwqusgi onal V?" MWWfM N'6fg 6
peri odi coxts are 0-?an 05.; intaest t9 F&nyfgqg/ Sufis-
QQUenl peppLe: mthe. orgmsntiomreg; -v
re 6L CAr&Q %t LONh$t and! attach it to

-;;we nmagazine, 0!? insert the nmagazine in em

ALLEQELDLL-,Efllkmiiifi with the names 0? the
readers; ( ted. QeLWer H m nygazine (for

115 props; place an its Final return.,

Ennura (hat 1t 15 stafed ink 6’

Elii’iifiiigegi3.19, with, Mre. Onm 9h?39bl. ecit

, W mum" M :6, ........ 4.

5115131883 (enters show :1 Ciem nm QnLy dne

Subj ect, bud; .(thQS szemthQE a: 136W

arrivessa which nust be gethw thhw nom °’

t han mmg; dg?qrf mgn$. (%" Q H6( EEETE&f VEO

wananme ' w | QGEEWQ REBEQ QEQX 07? the

the docunt. (Furnea’ the CC) y (:0 the

ot her departnent, Lndida%ng 6Ha( i1l is a

documan’t 93rd 3533:; e: omgny; KO the

[

?

cum and where (Jae Origim |Is 563M ¢

($75 (:6.&

dvpartmmt that, has (W maminteresk m

W-.. @ 6.6.-.. ..-. ... W-......

6 ch-1

mu-nr-r-Munm

.4

GW\VA;

M

(11331192115 6 CF? O

W.._.w. 54, ... M-



PAPER C1D _ | NCUM NG MAI L

MAI L HANDLI NG contd

Arranging mail in order of urgencx

Your boss M Ahned Salemis a busy nan, and he does not want to waste
his tinme unnecessarily. To help himgo through his mail as quickly
as possible, arrange all nmail itens in order of priority on his desk
every norning

K

Look at the mail bel ow which arrived today. Arrange it so that

M Sal em gets the nbst urgent docunents on top and the |east urgent
ones at the bottom wite nunbers 1 - o in the order which you think
is the nost appropriate one, besiJe the letters A- F

..5..11 A brochure advertising a new typewiter
..L.. B Atelegramfroh Daris
.32.. C A personal letter from Beirut

..%J. D The |l atest issue of the nagazi ne THE ECUNDM ST

.?.. EAsurface letter from Lusaka

..%. F An Express Airmail letter From Maputo
LETTER SURTER QDESK SURTER) '
A letter sorter (desk sorter) is used for sorting documents into a
certain order, either for the distribution of the incom ng mail or
for filing.

It consists of a nunber of flaps or |eaves, usually marked with the
letters OF the al phabet or with consecutive nunbers.
The docunents are placed behind the corresponding flaps/I| eaves.
This Facllitates and speeds up the sorting process considerably.
Letter sorters are available in various sizes. They are made from
mani | a paper, plastic or netal.



' PAPER (311- DUTGDING MAIL r__ 1
"4 Obtains nai
22 00000 r Folds .
1 equi pnent HANDL (N G docunents |
EB Inserts
document s
i n envel opes
THE
$ U QUTGO N6
2 | MAIL

Recei ves mmai |
|

109
Extra 1 Seals
copies 1 envel bpes
|
3
1
i
|
10
wei ghs
mail itens
’ Dat e
f |
.2. Referen:
3 Address
" letter/
envelope i | ;
Enters mail in
Qut Registry
o J

When there is no
correction to be made
proceed From
Corrects/
TransFers For
correction
I
31
E Cal cu; at es
; bost age
Recei ves
corrected nmi
Put s stanps
on envel opes
CT
Enters nuai
i n postage book
|
74 Delivers mail 1
to the
Post O fice
3.7 tc g.

Sone organi sations use .L

Franki ng machi nes and
have to fill in a
weekly Control card
For tHe Post O fice.
?gi ReturnS mai |l |
equi prent Q
e
Mai | i ng
i nstruction



PAPER C12 - DUTGUI NG MAI L

CHECKI NGTHEOQUTGOI NQ MA | L

KARNAK TRADI NG COVPANY

P 0 BOX 1234

E3 DUDUVA

Qur ref

7/ 3/91/ 84

C. 15 May 1984 /h

Best Bookshop

P O Box 501

DAR ES SALAAM

Dear Sirs

I nvoi ce 12

Wth reference to your letter 2 May

1984, we encl oee Eredit Note 008/ 84.

we | ook forward to your orders For

next year.

Yours faithfully

A&Khader

Sal es Manager EXPRESS

EENC' C a

F EXPRESS F: 4 Best Bookshop

cc Irbid Branch (3 P 0 Box 501

DAR ES SALAAN

Kar nak.

Tradi ng Co

/A ls the DATE included and

correct?

E3 I's the REFERENCE i ncl uded?

(: le the ADDRESS on the letter identica

w th the address on the envel ope

E) Is the letter SIG\ED?

t IF the letter nentions ENCLOSURES, are they attached?

F- If there are special MAILING I NSTRUCTI ONS, are they noted
on the envel ope? (Airnmail, Express, Registered)

(3 1f the letter indicates that one or nmore EXTRA COPI ES (cc)
is kept. Make sure there is an extra copy of each docunent and
insert it in the File, the newest document on tog Of the File.
X, O



PAPER C13 - DUTGDI NG MAI L

The signature book consists of a

nunber of pages made From bl otting
paper. The bl otting paper helps to

dry the ink so that the signature does
not get blurred or snudged. The pages
are punched in sone places. This

T helps to ensure that no letter is left
. unattended in the signature book
FOLDI NG

S| GNATURE BOCK

Letters waiting for signature are kept

; in a si nature book. They stay cl ean
% and smooth and it 15 practical to keep
t themtogether in one place.

Study carefully how this docunent is FOLDED
f to Fit into a rectan ular envegope (nost
. comon size is (3855
Fol d docunment into three parts.
The first fold should be slightly |arger
than the other two Folds. Find two
reasons For this!
The text of the letter should face you.
% | NSERTI NG
VWhen inserting docunents into W NDUw ENUELUPES,
be especially careful to ensure that the
address shows in the W NDDM
Renenber that you are not allowed to use

LU NDUU!' ENVELOPES for REGQ STERED MAI L.

SEALI NG
I f you have many envel opes to seal, place them
in arow as shown here
at the sanme tine.
The sealing of the envel opes takes nmuch | ess
tlme than 1? you danpen each Flap separately.
Danpen all the flaps



PAPER C14 - DUTGDI NG MAI L
ADDRESSI NG MACHI NE
The addressing machine is used
For printing addresses of regul ar
custonmers who receive reports, price
lists, catal ogues etc at intervals.
This saves time and noney and al so
elimnates the risk For mstypihg
addr esses.
The addresses are preprinted on specia
cards or plates.

Stencil cards which can be pre-
pared on an ordinary typewiten

Metal plates where the address tETe’ . h -
enbossed in a special machine.

1 The cards/plates are arranged.in , J .,% s, H
al phabeti bal or numerical drder and 3ff _nf7"t V:.:e
kept in boxes or Filing cabinets. :"t’ " t

2 Stack the cards/plates in :jE;:::TTheee:::i;
addr essi ng machi ne. TTThei
3 Sort the mail into categories O size.
a Feed the letters into the machine.
5 The cards/plates will then autonmatically
print the addresses on each mail item
FRANKI NG MACHI NE
The franking machine "prints" the
post age on the envel ope which elie
m nates the need to affix stanps.
It is a very Quick neans of
franking mail. It elimnates the
ri sk for running out of stanps
and for pilfering of stanps.
The Post O fice issues |icences
For the use of franking nmachines.
The machi ne automatically adds the
amount spent and deducts thls sum
fromthe anmount paid.
A control card show ng the readings
of the neter at the end of each day
has to be given in to the Post
50y Namuwnvs &
O fice each week.
flr J 4/1. 1
It 15 al so possible to have an Poireli’?
advertisin 510 an printed with "1
the postage. . /7057//



