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Hints on Economy of the Use of
Printing and Stationery

ENVELOPES

Don’t use a large envelope when a small one will do by foldmg the enclosure to the

smallest practicable size.

Don't use a new cnvelope except for the {outside puhlic) when a "use—agmn" envelope
can be used with economy stickers.

Don't use an envelope at all when the same result tmay be obtamed by postal-folding the
communication, or for any but confidential matter within your own Unit.

PAPER

Don’t nse foolscap paper when @ quarto or octavo sheet will do. Oectavo will suffice for
short memoranda, and quarto {or minute-sheets and files in many eases.

Don’t use a new sheet * paper for rough drafts, notes or messages, when the hacks of
ohsalele forms or memo ands, which have served their purposes, are available,

Don’t write on backs of unused printed forms.

Don’t keep stocks of paper and forms in a place open to dust—Dirt leads to Waste,
BLOTTING PAPER

Don't be extravagant with blotting paper—lt 13 scaree and expenswe

RUBBER STAMPS
Don’t demand unnecessary rubber stamps—supplies of rubber require to be conserved.

PADS FOR INDIA RUBBER STAMPS

Don't leave the lid of the tin open. The life of a pad is prolonged if the lid is closed, and
the tin is turned upside down when not in use,

TYPING AND DUPLICATING

Don't use double spacing unless you have instructions to do so for :partacuhr documents
or classes of documents.

Don't insist on retyping for trifling errors. A manuscript correctxon saves paper and the
typist's time.

Don’t ask for unnecessary carbon copies.

. Don't throw away carbon sheets when they are.only half exhausted, nor diseard type-

writer ribbons until they have been turncd.
Don’t neglect the regular cleaning and oiling of machines. A clean typewriter means its
longer life, fewer repairs, and better output.

PRINTING AND DUPLICATING

Don't be extravagant when requisitioning for printing or duplicating paper, as paper is
scarce. Stocks are not to be built up and hoarded by Units, Branches and Sections.
Don't duplicate if a typist can run off & sufficient number of carbon copies at one typing.

- " ARMY FORMS

Don't create new forms: approval must be given by Lh.Q. Whenever possible, adapt and
use standardized forms, obiainable from Stationery Depots.
Don't destroy old forms. ‘They may be used for memorands or other purposes,

MISCELLANEOUS

Don't use large memoranda books when smaner ones will suffice, and Don't use small
ones unless absolutely necessary,

n't leave the cover off the bottle—Ink evaporata-—paste hardens—gum gets dirty
and thick — by undue cxposure.
Don’t use wire clips and paper {asteners when pins will serve. Pins are cheaper, consume
less metal, and in many cases are more effective—they can be taken from old papers and

usedagam.

WASTE
Don't throw away wrapping paper and string. Save it for future use,

Don't forget that a small ececnomy in each officc means a large saving throughout the :

jce,




