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© ~and family name or names should be written in full, and his

Notice to Parties corresponding with the Education Office.

I. The number upon letters from the Department should be marked on replies.

9. On all letters the name of the county should be added to that of the place from which they are
addressed to this Office. oS

3. Signatures should always be written legibly, but when this happens not to be the case, the name
should be written apart, so that it may be read with accuracy.

4. To avoid leading the Department'into errors or omissions, one subject only should be spoken of in
each letter, as each particular case is entered in a separate Record.

5. Notes or postscripts ought never to be written on the inside of envelopes, but should be added to the
letter itself.

6. In reports or recommandations having reference to the appointment of any person, the christian
place of residence, profession or occupation
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