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Sealed eEvelopea

\irsdirected

Telegrams.

FiUng ot

Card lndex system.

Method o( lnE

4

4U. (a) All correspondence reports and returns should be
forwarded to head office in sealed envelopes.

(b) Maps and plans, if forwarded i! envelopes' should be
unsealed. the envelope being fastened by means of a paper
fastener. Ofrcers should see that letters and packets are
correctly stamped so that surcharges may be avoided.

418. In the event of communicaLions being sent to an

on-""i i" erior, he should redirect any such communication
iJ-in" p"iso"'for whom it was intended, and notifv head

office of the action iaken.

419. Telegrams should be sent only in cases of urgency'
fnev snouia"ne carefully worded so that the message will be
clear and concise.

420. All correspondence, permits, contracts, insiructions'
etc.. should be carifutly and syslematically nled, so that they
ni"v 

-ui-ii"oitv 
access-ible for leference at anv time'

421. only in districts where a Forest Assistani is employed

will the lecords be kept on a card index system''wire" 
uitp"ovat has been given for the intloduclion of this

svsiem. J'ctert from head ofice will, if requiled, proceed to
tire dis[rict omce [o assist to establish the system on stalldaro
liues.

422. In districts where a Forest Assistant is not employed
Itre ioltowing method of dealinc with records should be
iolio*"a, so that some degree of uniformitv wlll exist throuch-
out the difierent ofrces;-

(a) A flle consisting of a flle back' then the correspond-
, ence. etc., and a iace sheet on which will be written

bhe subject matter of the Jile, and ilr some cases the
name oi the person introducing the subject, will be
fastened together by a paper fa,stener inserted from
the back. File covers and face sheets are obtainable
on requisition from head omce.

(b) All papers should be placed on the fl]e in order of
date, the paper bearine the latest date being always
on top. Copies of correspondence issuing from a
district ofnce, as well as those received, must be
inserted on the flle dealine wiih the partlcular subject
refelred to.

(c) Au inward couespondence and othel papers should
be da,ted with the ofrce date stamp or by hand at the
smaller ofrces, immediately after being opened.

(d) After a file has been Ce&lt with for the time beirg,
it should be placed in its proper position in pigeon
holes Provided for the Purpose.

423. No records shall be destroyed except by special
Dermission of the Conservator or other authorised officer
icting on his behau, and then only in excepiional circum-
stances.

424. The following is a list of standard headings and sub-
headings which will embrace most ol the subjects dealt with.
one of these standard headings should appear oYer each
Diseon hole in uhich will be kept aU flles comine under that
headine. 

.fhe sub-headings are suggested as subjects for nles.

D
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Lrcenses.
(a) Firewood.
(b) Fence post.
(c) Forest produce.
(d) Other licenses.

Mill sites.
(a) Applications for.
(b) General.

Permits (issued b! head ofrce) .
Separate flles should be kept for each head ofnce pelmit'

Perrtuits (toca, ,
(a) Iocal firewood.
(b) Local hewing.
(c) Local Pile and Pole.
(d) Settlers.
(e) Local sawmilling Permits.

Plqns and, Surpeus.
(a) District plans.
(b) Topographical surveys.
(c) Fire Plans.
(d) F.D. 80's.
(e) MisceUaneous Plans.

Propertg.
(s,) Handing-over statements
(b) Horses, harness, and vehicles.
(c) Ofrces, quarters, and furniture,
(d) Stores and equtpmeni.
(e) Returns of equipmeni.
iii uoior venicte!-separs,te nle for each Yehicle'
t"-) 

--wroior 
*itict" mileage returns (FD 68A)-separate- 

flle for each vehicle
(h) Tractors.
(i) Power saws.
(j) stations,ry engines.

Prosecutions ,

Regulations '
(a) Instructions and new regulations

Reports s,nd R'eturn,.
(a) Monthly iournals.
(b) Quarterly reports.
tcj iiiurnsl--a 

-separate 
file to be kept for each regular

return dealt n'lth by the ofrce concemed.
(d) General.

ReD enue and, E xP enditur e.
(a) Audit.
(b) Cash orders.
(cr Estimates.
(d) Expenditure.
(e) Petty cash.
(l) Refunds.
(c) steEps.
(h) General.
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macblnery and bu6h

I

(c) Forest officers should, therefore, bear this in mind, and
report any matters which they consider worthy of note' to
the Government Entomologist. No regular repod is called for.

429. (a) The question of inspection of machinery and gear
used in sawmilling alrd other forest operations, with a view
to minimising accidents, is dealt with by the Inspector of
Machinery, and it is considered that, as far as mill machinery
is concerned, adequate safeguards are provided under the
Inspection of Machinery Act, 1921. These inspectors, how-
ever. exercise no supervision over bush work.

(b) Every forest omcer should, therefore, regard it as part

of his duty to pay attention to the equipment used in the
bush, and draw ihe attention of permit holders and responsible
persons in charge of bush operations to anylhing which he
ionsiders may lead to accidenl' Discretion must be exercised
in cairvlnc ;ut this duty, so that needless trouble may not
be caused bv drawing the attention of workmen rather than
rlisponsjble overseers 1,o defects. If any defects ale- pointed
o"t 'unA "o action is taken to repair them' a report should be
immediately submitted to head ofdce, together \tith recom-
mendations concerning necessary action

(e) Matters deserving of attention are:-
(1) The condition under which log hauling is ca,rried out,

and the tackle used.
(2) Condition of pelmanent way, bridges, culverts, signals,

and staff system for running bush trains.
L3) Method of stacking t imber'
(4) Method of loading tlucks.
(5) condition of rolling stock, whims and lifting gear.

(d) It is advisable, if possible, to point out anv defects
which may be noticed, or to refer any trouile wlich 4a.y
occur r,o an Inspector of Machinery, and seek to obtain his
advice in the ma[ter. Should the Inspector of Machinery
ieEard tfre trouble as coming within his purview, then the
wliole matter can be left with him to deal with.

430. (a) The omcer in tharge of a district is responsjble
foi seeing that head office is notifled immediately an omcer
ieooits to him fot duty from another district, or immediately
an officer leaves his district for another district. It is neces-
sary thal,  the omcer's new address be supplied, otherwise- pay
ineques ana other mail matter may b.. senL to the old address.

(b) It is not sufficient for head ofrce to know that certain
instructions for transfer have been issued, because local
circumstances may have necessitated a change in the auange-
ments which were contemplated.

431. (a) Evely officer before vacating his ofnce on transfer
or leave shall see that everything is left in order for his
successoi'and that a correct handing-over statement, in the
Form F.D. 20, is Prepared

(b) A list of all works in hand and instructions for future
Gperations that may be pending should be written up. AII
lecords should be completely entered up and any returns that
may ol.  due prepaled. A lecord ol any ourstxndina royalty
;rr coni ctron with local permiLs or other malters requir ing
lmmediaie attention should be left.

432. when an ofrcer is vacating an office, he must hand
over the keys of all safes, cupboards, buildings, etc., pertaining
io such omce.

'IIa[8ferE ol 3t4ff,
cballge8 of addre8s,

I

)Vacatlon ol oEc€.
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436. Advices of despatch are made out at head offce in
triDlicate. the original and duplicate being sent to the ofrcer
requirinq the supplies. who must complerc the receipt on the
dublicate and return iL 1o head office immediately after
reieiving the goods.

43?. When plant or- equipment is to be transferred from
one district to another, instructions in duplicate, for the
transfer, are issued to the omcer in possession of the goods
at the time. IIe will retain the original and forward the
cluplicate to the consignee when despatching the goods. The
consignee must sign the acknowledgm?nt on ihe duplicate
foi-m and forward. l t  lo head ofnce immedialely after the
Ieceipt of the goof,! .  l [  is mosl, jmporLanl that this system
be stlictly adhered io, and no tlansfers to any omcer other-
than those under the control of the person to whom the
goods are on charge, and for whose equipment he accepts
lesponsibility, shouid be made without the proper authority,
except in cases of extleme urgency, when notification of such
action should be at once sent to head omce, the form of
lequisition fol equipment, plant and machinery being altered
fo! the purpose, if no F.D, 198 is available.

438. (a) When submitting tequisitions, care should be
taken to see that sumcient particulars of the articles of equip-
ment, lequir-ed ar'e submitted. W.A.G. Nos. musb be quoted on
Iequisitions fol palts for motor vehicles. and house numbers
on lequisit ions lor 'matel ial for houses.

(bl Requisitions fol folms should quote the F.D. numllers
oi the forms Iequired.

(c) It should be lemembered Urat the Stoles Clerk in Pelth
l..as for'guidance in most instances no othel information than
that which has been supplied by the oflicer who has prepaled
the requisition.

(d) Tetephone calls to head omce lor equipment and spare
palts ale to be kept to an absolute mi[imum. Officels should
lealise ihat vely Iittle timc is gained and that elrors ate
easily made when oldeling by telephone. This mattel has
been the subject of a number of cilculals and letters from
head office.

439. In oldel that the cost of supplies mav be charged
against the collect accounts, the ledgel leierence number'
should be shown on the requisition, in the space provided,
or, failing this, the wolk for which the supplies are required
should be shown. (See Estimates and Standard Headings on
forms 9l and 92.) Requisitions should also be malked "Loan

Account" where applicable.

440. A11 stores and equipment are debited to the district
or work, and the officer in chalge is held personally r'espon-
sible for its proper care and safety. lle should see that all
equipment in use by his assistants is in good and serviceable
condition.

441. The department has a large and increasing capital
investment in motor vehicles, engines, tractors, graders and
power equipment. In some divisions a vehicle and engine
inspector is appointed to assist ihe Divisional Forest Omcer
to ensure good maintenance and economy.

442. Au forest omcers are responsible for the correct
maintenance of vehicles under their contlol, for the correct
entering of the lunning book F.D.373 and for keeping form

D
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448. Where articles of equipment are lost or missing, parti-
culars of same must be submitted in writing to the Conserva-
tor with an explanation stating the manner in which the
loss was incurred, and any action taken for the recovery of
the same.

Articles ol equipment which are on charge on Form I'.D.
138 so lost or missing may only be written otr with the
approval of the Hon. Minister for Forests. Certain articles
which are part of tool kits and are lost or stolen may be
replased on a requisition supported by an explanation from
the D.F.O.

449. In the event of any articles being no longer required in
connection with any distlict o! work, the matter should be
reported to head omce when, if considered advisable, the
transfer will be authorised or other action taken.

450. officers leaving any district or taking up work in a
district should see that a handing-over statemeni in the Form
F.D. 20, sisned by both pafties, is prepared in triplicate. The
original should be forwarded to head office, the duplicato
taken by the person handing over, and the triplicate retained
by ihe ofrcer taking over the district. The equipment handed
over should be shown on the Forms F.D. 138 and F.D.362,
which should be attached to the handing-ovel statement.
This statement should be as complete as posslble, so as to
avoid all necessity ior audit queries and enquiries at a later
date.

451. (a) Under no circumstances whatever may Govern-
ment property be sold, hired, loaned, or otherwise disposed of
without the written approval of the Conselvator flrst being
obtained.

(b) In the event of surplus material being on hand which
is of no further use within the distlict, the officer in charge
shalt supply full particulars, together with any offers which
might have been received therefor. rf in the opinion of the
Conservator, such material cannot be utilised in any other
district the approval of the Tender Board wiU be obtained
for its disposal. PetIoI and other like commodities shall not
be loaned or disposed of to persons contracting to carry out
works fo! the Department.

(c) Proceeds from the sale of Government property shall be
brought to account in the usual way.

452. ofrcers must make everv endeavour to obtain the sup-
plies required through the ordinary channels by requisition.
If in emergency goods are urgently requiled,.such goods may
be purchased locally with the approval of a senior ofrcer.
All accounts shall be prepared on a Tleasu(y }'orm 10, and,
if in older, shall be signed in the space provided for the
signature of the "ofrcer incurring expense," and should be
forwalded to head oiice for paymeni. only in exceptional
circumstances should officers pay for goods locally by cash
orcler.

453. Exptosives may be purchased locally after approval is
obtained from head omce, or a senior professional omcer,
provided the rates charged are not considered excessive.

454. GoDernnent Gazettes ate supplied only to a limited
Dumber of senior officels. Such omcers should, therefore,
arrange for any assistant foresters to have access to the
GaDernment Gd.eettes NI..ey receive in orde! that ihey may
have an opportunity of becoming conversant with notices

I
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(1) that good quality forest suitablv situated shall be
retained for dedication as State Forest;

(2) that the alienation of land shau not interfere with
the economic management of State Forest as a result
of the loss of necessaly water supply, access routes'
eic.;

(3) that marketable timber in excess of the quantity
required by a settler to effect necessary improvements
on land selected shall not pass from the ownership
of the Crown or be destroyed in the process of
clearing, etc.

In certa,in cases, $here some information concerning the
lond applied for is already available in head omce, a detailed
jnspection and full report is not required. In such cases, this
position is explained in the instructions sent ffom head office.

460. In aU cases where no special insiructions a|e issued,
a complete rcport on printed folm F.D. 89 is required. When
sllbmitting a land inspection leport on this form, no forward-
jng letter is requiled. If available, however, additional
information. such as local circumstances which it is con-
sidered may afiect the case, should be given in the space
nrovided on the report for additional remafks.

461. When starting on a land inspection, a preliminary
reconnaissance should be made to determine the distance
apart it wiu be necessary to Iun classification lines. Thls
may vary flom 10 to 40 choins apalt, depending on such
factols as the size of the area to be inspected, ihe nature
of the country, and the value of the forest it is carrying.
As a general ru1e, classification lines should be run across
the fall of the country, and preterably at rlght angles to
the main axis oi the area to be inspected. In running these
classification lines the volume of timber wlll be estimated
on a strip a chain wide (half chain on either side of the
line) and omcels must not attempt to alter these flgures
with the idea of allowing for variation in loadage thoucht
to occul outside the one-chain strip.

462. As he paces along the classiflcation line, the inspecting
officer must enter-, at 10-chain intervals-

(a) marketable log timber over 90 inches eirth;
(b) malketable loe timbel under 90 inches eirth;
(c) t imber lemoved.

(All the above figures to be given as loads pel:
acre in the lound, full volume measure.)

(d) notes on piles, poles, regrowth, understory and ground
vegetation, and descriptive notes of soil types.

As he passes from one type to the next, a line must be
drawn in the notebook and separate records kept of the
loadages and vegetation on each type.

463. Attention is drawn to the necessity for qualifying such
descriptions as "poor," "open," "good," "sparse," "scattexed,"
"dense." In themselves these terms have very little meaning,
and particulars concerning average heights, number of stems
per acre, and similar information, ate essential. The same
r'.marks apply to u1e use of telms such as "flrst quality forest,"
"second quality," etc. Ordinary log volume tables will be
used lor calculating the volume of standing timber. Mid-
girth measurements will be obtained by ocular estimate or
the usg of taper tailles. ln genelal practice, officers will

lleld noteB,
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The remarks column of the report provides -space in which
to "iii orifiiaions for the recommendation made'

469. omcer in charge of divisions and districts should
""i!!uo"'t*to .ugtibte h;d ins-pection work Lo avoid unneces-

rix;'""l"tHh'f-":",LT"'%J;'Jii'""'""*u'iu*''iilll""u#l
iiiiii"'ii i-" ii,it"ioered that unnecessarv expense in tll1lx'ing
uti-a- li,s-" oi time w ill resul t t"-. ollf o;""tJ"",ir''?:';"i J":H";:for land inspection a letter sho
iiitniai,Ge lhe period likelv to elapse before a land inspection
report will be received.




