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FESTIVALS, BANK AND PUBLIC HOLIDAYS

Epiphany
Septua. Sunday
St. David
Quinqua. Sunday
Ash Wednesday
1st Sunday in Lent
St. Patrick
Annunciation
Palm Sunday
Good Friday

St. George
Easter Sunday
Easter Monday
Low Sunday
Empire Day

January 1

Spring Opens
Summer ,,

January 6

... February 21

March 1
7
10
14
17
25
18
23
23
25
26
2
24

Good Friday, April 23

FOR

Queen Mary's Birthday
Rogation Sunday
Ascension Day

Whit Sunday

Whit Monday

Trinity Sunday
Midsummer Day

August Bank Holiday
Queen Elizabeth's Birthday
St Michael

1st Sunday in Advent

St. Andrew =
King George VI. Birthday
Christmas Day

Boxing Day

SCOTTISH BANK HOLIDAYS

Monday, May 3

Christmas Day, December 25

THE SEASONS

March 21

June 21

The longest day is June 21.

Lady Day
Midsummer

Candlemas
Whitsun

Autumn Opens
Winter »

The shortest day December 22

QUARTER DAYS

ENGLAND AND IRELAND

March 25
June 24

Michaelmas
Christmas

SCOTLAND

«.. February 2
May 15

Lammas
Martinmas

1943

May 26
w30
June 3
»n 13
w14
w20

w 24
August 2
" 4

..September 29

November 28
w 30

.. December 14

n 25

n 26

Monday, August 2

September 23
December 22

September 29
December 25

Angust 1

. November 11



BRITISH SYSTEM OF WEIGHTS AND MEASURES WITH
METRIC EQUIVALENT

(See Page 6 for useful conversion table)

AVOIRDUPQIS WEIGHT.

1 GRAIN =0.0648
grammes
1 DraM (dr.) =1.772 &
16 dr. =1 OUNCE (0z.)=28.35 o
16 oz. =1 Pounp (lb.) =453.592 ,,
14 1b. =1 STONE =6.35
kilogrammes
28 1b. =1 QUARTER =12.7 ,,
100 1b. =1 CENTAL =45.3592,,
4 qrs. =1 HUNDRED- =50.8
WEIGHT (cwt.)
8 st. =1 -
20 cwt. =1 Ton =1016
7,000 grains=1 Ib.

LINEAL MEASURES.

1 INncH =25.4

millimétres

12 in =1 Foor =30.48
centimétres

St =1 Yarp =01.44 2

54 yds =1 Rop, POLE =5.03 métres

or PERCH

4 poles =1 CHaIN =20.12

10 chains =1 FURLONG =201.17

8 furlongsor=1 MiLE =1.609

1,760 yds. kilométres

SQUARE MEASURES.

1 8g. IncH  =6.4516 s5q.
centimétres
144 5q. in. =1 Sg. FooT =9.2903 5q.
décimétres
9 sq. ft. =1 59. YARD =0.836 Sq. métres
301 sq. yds. =1 Sg. PoLE, =25.29
Rob or PERcH

40 sq. poles =1 Roop =10.117 ares
4 roods =1 ACRE =+.047 dekares

640 acres =1 Sg. MiLE =259 hectares
(3,097,600 5q. yds.)

CUBIC MEASURES.

1 CusicINcH=16.387 cubic

7 centimeétres
1,728 cub.in.=1 Cugic FooT=28.317 cubic

décimétres
27 cub. ft. =]CUBICYARD=U.76455 cubic
meétre

MEASURES OF CAPACITY. (Dry.)

1 CuBic INCH=16.387 cubic
centimétres
=141.983
millilitres
4 gills =1 PINT =0.568 litres
2 pints =] QUART =1.136
4 quarts =1 GALLON =4.546
2 gallons =1 PEck =9.092 ,,
4 pecks =1 BUSHEL =36.368 ,,
8 bushels =1 QUARTER =2.909
hectolitres

8.665cub. in.=1 GiLL

MEASURES OF CAPACITY. (Liguip.)

4 gills =1 pint =0.568 litres
2 pints =1 quart =1.136
4 quarts =1 gallon =4.546
314 gallons =1 barrel =1.432

hectolitres

"

2 barrels =1 hogshead =2,864

APOTHECARIES' MEASURES.
WEIGHT.
20 grains =1 scruple
60 grains =3 scruples =1 drachm
480 grains =8 drachms =1 ounce

CAPACITY.

60 minims =1 fluid drachm
8 fluid drachms =1 fAuid ounce

CIRCULAR MEASURES.
60 seconds =1 minute
60 minutes =1 degree
30 degrees =1 sign
12 signs =1 circle or circumference

TROY WEIGHT.
1 grain troy = 0.0648
grammes
24 grains =1 pennyweight= 1.5552 ,,
20 dwt. =1 ounce = 31.1035 ,,

PAPER MEASURES.
WRITING.
24 sheets =1 quire
20 quires =1 ream

PRINTING.
516 sheets =1 ream
2reams =1 bundle
5 bundles =1 bale

METRIC SYSTEM OF WEIGHTS AND MEASURES WITH
BRITISH EQUIVALENTS

(See Page 6 for useful conversion table)

LINEAL MEASURES.

1,000 microns =1 MILLIMETRE =0.039 in.
10 millimétres=1 CENTIMETRE =0.393 ,,
10 centim@tres=1 DECIMETRE =3.937 0
100 ,, =1 METRE =39.371,,
10 métres =1 DECAMETRE =10.936 yds.
100 ,, =1 HECTOMETRE=109.36 ,,
1,000,, =1 KILOMETRE =.621 miles
10 kilométres =1 MYRIAMETRE =6.213 ,,

MEASURES OF SURFACE.

1 Sg. CENTIMETRE =0.155sq. in,

100sq. centi-=1Sg. DECIMETRE=15.5 ,,
métres
100sq. déci- =1 Sg. METRE orR =1.196
métres CENTARE sq. yd.
100sq. métres=1 ARE =119.60
sq. yds.
100 ares =1 HECTARE =2.471 acres
100 hectares =1 SQ. KILOMETRE = 247.105,,

100 sq. kilo- =1S50. MYRIAMETRE = 38.55
meétres sq. miles

EXPLANATION OF

LENGTH (Unit—Meétre) :
Myriamétre = 10,000 métres
Kilométre = 1,000 "
Hectométre S 100 "
Décamétre = 10 ”
Métre = 1 métre
Decimétre = o »
Centimétre = 185 "
Millimétre = 065 »
Micron =  Y508050 »
SURFACE (Unit—Square métre):
Millimétre carré = rsasoo0 Square métre
Centimétre ,, =  yosdos »
Decimétre ,, = 185
Centiare = 1
Are 100
Hectare = 10,000
Kilométre carré =1,000,000
VoLuME (Unit—Steére) :
Décastére 100 cubic métres
Stére or métre cube 1 » métre
Decimétre cube - o0 » ¥
Centimétre ,,
Millimétre

= tooBoon » "
= YO000B060G n "

CUBIC MEASURES.,
1 CuB. CENTI- =0.061 cub. in.
METRE
1,000cub.=1 Cus. DECI-
centimétres METRE
1,000cub. =1 Cus. METRE =1.308cub. yds.
décimétres
MEASURES OF WEIGHT.
1 GRAMME =15.432 grains
or 0.564 dr,
logrammes=1 DECAGRAMME =5.64 dr.
100 w =1 HECTOGRAMME =3.527 oz.
1,000 ,, =1KILOGRAMME =2.204 lbs.
10 kilo- =1 MYRIAGRAMME =22.046 ,,
grammes
50 » =1 CENTNER

100 » =1 QUINTAL

=61.024 cub.in.

=110.231,,

=1.968 cwt.or
220.4621b.

1,000 ,, =1 TONNE =0.9842 ton

MEASURES OF CAPACITY.
1 CENTILITRE  =0.07 gill
10 centi- =1 DECILITRE =0.175 pint
litres
10 déci- =1 LITRE
litres
10 litres =1 DECALITRE =2.20 gals.
100 litres =1 HECTOLITRE = 22 gals. or
2.75 bushels

=1.759 pint

METRIC TERMS

WEIGHT (Unit—Gramme):

Tonne = 1,000,000 grammes
Quintal = 100,000

Centner = 50,000
Myriagramme = 10,000
Kilogramme 1,000
Hectogramme 100
Decagramme 10

Gramme 1 gramme
Décigramme To "
Centigramme = 180 ¥y
Milligramme = 1065 "
Microgramme = 100000 .

CapacIiTY (Unit—Litre) :
Kilolitre = 1,000 litres
Hectolitre = r
Décalitre = 10 ,,
Litre 1 litre
Décilitre = ™%
Centilitre = 135
Millilitre = 1055

Microlitre = roodoos




FOREIGN TIME-TABLE TABLES OF DISCOUNTS

Twelve o'clock noon, Greenwich mean time, as compared with the clock in the following places (Can also be used as simple interest tables : rates per annum).

Local Standard or
Time | National Time

| PLACE Local Standard or 1 [ 1 14 2
Time National Time per per per

- ——— — Cent. Cent. Cent. : Cent.

H.M. H.M. | [ H.M. H.M. = = T

Adelaide ... 914 p.m. 930p.m. || New York v |7 4am. 7 0Oam,
Athens ... 135 135 o Newfoundland,
Auckland, N.Z. 11 39 11 30 o St. John's 8 29
Berlin 12 54 1 0 w Panama ... 642
Bombay ... 4 51 530 » Pekin o | 746 p.m,
Brisbane ... 10 12 TONMDie Perth, W. Australia 7 43
Buenos Ayres ... 8§ 6a.m. 7 43 a.m. | Petrograd i B
Calcutta ... 553pm 5 30 p.m. | Quebec ... 7 15 a.m. |
Cape Town e 0 » || Riode Janeiro ... 97N
Chicago ... 610 am. 0a.m. || Rome 12 50p.m.
Copenhagen 12 50 p.m. Op.m. | Rotterdam 12 18 ,,
Istanbul 155600 0 , San Francisco ... 350 a.m.
Lisbon ... 11 23 a.m 12 noon Stockholm 112p.m.
Madras ... 521 p.m. 5 30p.m. || Valparaiso 7 13 a.m.
Madrid ... 11 45a.m.| 12noon || Vancouver e 338 .,
Malta 12 58 p.m. 1 Op.m. | Vienna ... 1 S5p.m. 0p.m,
Melbourne ... | 940 10 0 , | Washington .. | 652am.' 7 Oam
Montreal ... . 7 6a.m. 7 0a.m. || Wellington, N.Z. 11 39p.m. | 1130 p.m
Moscow ... 230 p.m. 2 lp.m. i Winnipeg 532a.m. 6 0am
9 |

New Orleans ... 6 0a.m. | Oa.m. || Yokohama 9 18 p.m. 9 0p.m
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In the United States and Canada nve dilerent umes have been arranged by the Railway Companies. Atlantic
Time is that of the 60th meridian, Eastern that of the 75th, Central that of the 90th, Mountain that of the 105th and
Pacific that of the 120th meridian west of Greenwich, But the boundaries actually in use do not follow the above
meridians exactly, Europe has three time systems: the Western. taking its time from Greenwich, the Central. or
Mid-European, varying by one hour, and the Oriental, or East-European, varying by two hours, Australasia has
adopted a Standard Zone time, ranging from 8 hours fast in West Australia to 114 hours fast in New Zealand.
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CONVERSION TABLE

Multiplyby |  To Convert Multiply by
mils to millimetres ... 025 millimetres to mils ... e 40
inchestocentimetres... wesl oA centimetres to inches 4
yards to metres .. ... 9 metres to yards G l1:1
kilometres to miles .. D g w62
sq. cms, to sq. inches

cub. cms. to cub. inches ...

cubic metres to cubic feet...

cubic yds. to cubic metres .. ... ... .76 cubic metres to cubic yds....

grains to grammes ... grammes to grains

Ibs. to kilogrammes ... ... .. .. 45 | lilogramues ol . SIZES OF PAPER AND CARDS

gallons to litres

s
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miles to kilometres ... we 1.6
sq.inchesitosq.em,i..c L LR ERE
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litres to gallons s b e e PRINTING PaPER WRITING PAPER Cor CaRDs
Dimensions Dimensions Dimensions
Foolscap ... ... Foolscap ... . 164 13} Thirds . ..
Water Large Post .. 163 Large Post .. 21 * 164 ;:‘r:ﬁ’fhlrdﬁ :
To.C i Crown Small Post e 184X 144 SRS
o Convert Multiply by To Convert Multiply by Demy st s 20N Sheet & ¢ F'cap 22 x 13} Ceazsde-Vinke 5

: | L ge e .
cub_xc i ... 62.27 Thsdiote o it . wai 016 Medium .. .. 4 .. 24dx 13t P:;tcard (Official)
cubicft. to gallons ... .. .. . 6.2

: gallons to cubic feet... ... . 16 Roval e il Medium ... .. 23 % 1§ ("'o(xl:ifw ]{.f:g||Titq?{1]
gallons to 1bs, R N O Ibs. to gallons 1 Imperial ... ... TR perTALI i st % 2 -
gallons to litres ¥, 4.8 .

2 Double Small
lit 1 22 Large Royal ... S, Demy . . 20 X 154 )
itres to gallons e E i 2 73 ) e
head of water ”t] to lbs. per B S. Mediom... ... 22 : 173 Double Large )
x

5
53
43
M

6

.4

- 5Qun. ... .43 Ibs. per sq. in. to head of water (ft.) -. S. Royal .. .. 24 X 19 Sl‘.:;gi?rqg]; s ;
A pint of water weighs a pound and a quarter Super Royal ... 27 x 19 i L
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TABLE OF SIMPLE INTEREST

Giving simple interest on £100 for 1 day to 300 days : rates per anoum,

1 13 13 2 2} 3 4 5
Per Cent. | Per Cent Per Cent. | Per Cent. | Per Cent. | Per Cent. Per Cent. | Per Cent,

= i —
d. d. d. , d. d. ‘ d.
0.658 0.822 0.987 . 1.644 1.973 5 3.288
1.315 1.644 1.973 f 3.288 3.945 f 6.575
1.973 2.466 2.959 A 4.932 5.918 o 9.463
2.630 3.288 3.945 5 6.575 7.890 g 13.151
3.284 4,110 4.932 i 8.219 9.863 . 16.438
3.945 4.931 5.918 8 9.863 11.836 . 19.726
4.603 5.754 6.904 11.507 13.808 X 23.014
5.260 6.575 7.890 . 13,151 15.781 J 26.301
5.918 7.397 8.877 0 14.795 17.753 29.549
6.575 8.219 9.863 y 16.438 19.726 32.877
13.151 16.439 19.726 G 32.877 39.452 65.753
19.726 24.658 29.589 .452 49.315 59.178 98.630
26.301 32.870 39.452 2.6 65.753 78.904 131.507
32.877 41.096 40.315 . 82.192 98.630 164.384
39.452 49.315 59.178 78. 98.630 118.356 197.260
46.027 57.534 69.041 d 115.068 138.082 230.137
52,603 65.754 78.904 & 131.507 157.808 263.014
59.178 73.973 88.767 147.945 177.534 295.890
65.753 82.191 98.630 . 164.384 197.260 328.767
131.507 164.384 197.260 263, 328.767 394.521 657.534
197.260 246.575 295.890 394.521 493.151 591.781 986.301

DI W

NUMBER OF DAYS

From any date in one month to the same date in any other month.
(NoTE: In a Leap Year add one day if the end of February comes within the period)

Feb. Mar. April May June July 3 Sept.

31 59 90 120 151 181 243
365 28 59 89 212
337 365 31 61 2 2 184
306 334 365 30 153
276 304 335 365
245 273 304 334
3 asiinanns 215 243 274 304
August ..., 184 212 243 273
September . 2 153 181 212 242
October.... 123 151 182 212
November . 92 120 151 181
December 62 90 121 151 212 243 304

From the above table it is easy to calculate the date on which a Bill of Exchange, etc., will fall

ue

at 90 days, 30 days, 60 days. etc., from now For example, suppose to-day i1s March 18th, and a

bill due in 90 days is being drawn. On running across the table from March you notice 92 in the
0.

June column, showing that June 18th is 92 days from March 18th; thus the due date will be June It

HOW TO CORRECT PRINTERS’ PROOFS

Th; first consideration in correcting a Printer's Proof is clarity. Corrections should always be made in red ink ar
possible in the margin of the sheet. Where there are several corrections close together in the margin, each shoul
separated by an oblique stroke,

The following are the most generally used signs and will be understood by all printers :—

Change to Roman

Change to Italics

Change to Lower case
Change to Small capitals
Change to Capital letters
Transpose

Let it stand

Wrong fount

No paragraph

New paragraph

Insert one-em dash

Insert two-em dash

Insert em space

Reader's query to author
Move to left or right
Insert or change to hyphen
Insert or change to quotation

Turn inverted letter

Push space down

Battered letter to be changed
(Dele) Delete

Insert what has been omitted
Insert space

Space evenly

Take out space

Close up

Raise

Lower

Straighten lines

Insert full point

Insert comma

Insert colon

Insert semi-colon

Insert apostrophe

[ ](Hgﬁ:)',gxl—\a

=

[ o)

i if

MEMORANDUM




MEMORANDUM VENDREDI—1 Janvier, 1943 e VIERNES—1 de Enero de 1943
FRIDAY—January 1st, 1943

2 NEW YEAR'S DAY (Scottish Bank Holiday)
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MERCREDI—31 Mars, 1943 =l MIERCOLES—31 de Marzo de 1943

WEDNESDAY—March 31st, 1943 MEMORANDUM
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THURSDAY—April 1st, 1943
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SATURDAY—Apr]l 3rd, 1943
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DIMANCHE—4 Auvril, 1943 DOMINGO—4 de Abril de 1943

SUNDAY—April 4th, 1943
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LUNDI—5 Avril, 1943
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MARDI—6 Avril, 1943 MARTES—6 de Abril de 1943

TUESDAY—April 6th, 1943
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MERCREDI—7 Avril, 1943 MIERCOLES—7 de Abril de 1943 99—266

VENDREDI—9 Avril, 1943 VIERNES—9 de Abril de 1943
WEDNESDAY—April 7th, 1943

FRIDAY—April 9th, 1943
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SATURDAY—April 10th, 1943
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DIMANCHE—T1 Avril, 1943 DOMINGO—T11 de Abril de 1943

SUNDAY—April 11th, 1943
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MARDI—13 Avril, 1943 MARTES—13 de Abril de 1943

TUESDAY—April 13th, 1943
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LUNDI—12 Avril, 1943 LUNES—12 de Abril de 1943 MERCREDI—14 Avril, 1943 MIERCOLES—14 de Abril de 1943

MONDAY—April 12th, 1943 WEDNESDAY—April 14th, 1943
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JEUDI—15 Avril, 1943 JUEVES—15 de Abril de 1943

THURSDAY-—-April 15th, 1943
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SAMEDII7 Avril, 1943 SABADO—17 de Abril de 1943

SATURDAY—April 17th, 1943
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VENDREDI—16 Auvril, 1943 VIERNES—16 de Abril de 1943

FRIDAY~April 16th, 1943
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DIMANCHE—18 Avril, 1943 DOMINGO—18 de Abril de 1943

SUNDAY—April 18th, 1943
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MARDI—20 Avril, 1943 MARTES—20 de Abril de 1943

TUESDAY—April 20th, 1943
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MERCREDI—21 Avril, 1943 MIERCOLES—21 de Abril de 1943

WEDNESDAY—April 21st, 1943
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JUEVES—22 de Abril de 1943

THURSDAY April 22nd, 1943

JEUDI—22 Avril, 1943
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VENDREDI—23 Avril, 1943 HigRaD VIERNES—23 de Abril de 1943 DIMANCHE—25 Avril, 1943 DOMINGO—25 de Abril de 1943

FRIDAY—April 23rd, 1943 SUNDAY—April 25th, 1943
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SAMEDI—24 Avril, 1943 SABADO—24 de Abril de 1943 LUNDI—26 Avril, 1943 LUNES—26 de Abril de 1943
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MARDI—27 Avril, 1943 MARTES—27 de ARril de: 1043 JEUDI—29 Avril, 1943 oy JUEVES—29 de Abril de 1943

TUESDAY—April 27th, 1943 THURSDAY—April 29th, 1943

i /;

' f 2 ~
C Oh - VA1t Leirtsprer [ ¢ yi. ,/t alane e Aen .

~ g
> (/ﬂz/ A gt

A Ay e JMWﬂ/év’ﬁ
o i - i o la e flon 4,

¢

’

3 7/ R 7 i R
‘j;é-/-cc. L - ~.{-‘ eI Apan ‘/Zi. Vé‘/“bé'ﬂ"rw . [ 7 ",7‘"’/( ’/// f'i?/ﬂfznk' l”gi’-ﬂn 2 rttimtes 7 ;;u Nors . Al gop..

v

CELLETTED

— : ! -
5/ r T § i S 7 / A
Y ST "}Lybpo A% .'fn Lahs yan oadd . O L. Serrrrnsircindh.
G - g I/

MERCREDI—28 Avril, 1943 kA e MIERCOLES—28 de Abril de 1943 VENDREDI—30 Avril, 1943 $a0ssedd VIERNES—30 de Abril de 1943
WEDNESDAY—April 28th, 1943 FRIDAY—April 30th, 1943

/s

T L il -"“"’/ i ;
K 1670s. 5+ B Tl sy

4 7 2 A .
,\’//A-J-L e hor ‘4/“ : % [/b’w{ﬂ L0 ta “Fovo o'-("“"- S en 23000.
a"j v A 5S¢ /:{'ﬂa“\_t-—/:é‘--‘l an lﬁ-“b yF34 .’-e? ee.

y
4

T U
e T L // Lo ﬂ"'!t/';;l*y-' e? 9 G !-_l{./z.'-";;_-.

= ) ), P
v"’{—'f-'trlsz’z)’—'r”r. : / ‘;15,(‘,. 22 L }x.. Lfg4; P2 A o rvlwt

&

;2'/;, 2ol BT e

/

¢ / A 7 U{a’/” e Meor ik & ,;%%;;M.‘
st ’//ax‘i— : 2// l/dry?’r—b

e, o Aath Mf,.,z /m,w, f’: 49 N A ritee T Ol Rt
) ’j : /-/ et e Aw—;ﬂ o

i fod eadia




| Juy § AUGUST SEPTEMBER BWH OCTOBER [ MAY |

MEMORANDUM

CASH
OUTWARDS

CASH
INWARDS

asvanve CAN AYVNNEI RA HOUVN




MEMORANDUM

FEBRUARY

121—244 -
SAMEDI—1 Mai, 1943 SABADO—I1 de Mayo de 1943

SATURDAY—May 1st, 1943
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TUESDAY—May 11th, 1943
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MERCREDI—19 Mai, 1943 MIERCOLES—19 de Mayo de 1943
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VENDREDI—21 Mai, 1943 VIERNES—21 de Mayo de 1943

; FRIDAY—May 21st, 1943
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MERCREDI—26 Mai, 1943 MIERCOLES—26 de Mayo de 1943
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JEUDI-27 Mai, 1943 JUEVES—27 de Mayo de 1943

THURSDAY—May 27th, 1943
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The word ‘ Roneo ' to most people means a duplicating machine. There’s
every reason why it should ! For over thirty years now Roneo have been
making duplicating machines and leading the way in performance and quality.
But duplicating machines are not the only good things Roneo make ! They
make order out of chacs with their office record systems. They make offices
look comfortable and efficient with their steel furniture. They make steel
partitioning which need not be scrapped if it were moved every week for a
year. They make it almost impossible to lose a letter in the office files!
In other words, Roneo make it their business to make business easier for
others. One day you will want to call in the help Roneo can give. We
can't allow a duplicating machine to stand in the way !

[HovensE

The following pages are nothing more than a slight indication of Roneo's
capacity to make business life easier, to make it less complicated and more
comfortable all round. Unfortunately wartime conditions have stopped the
supply of some of these products and restricted others, but they will all be
made available for everyone at the earliest possible moment.  In the mean-
time, besides Roneo's own direct contribution to war production, they are
still able to assist in many ways thousands of other firms to organise for
maximum effort.
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When the Roneo ‘500" was designed the

designers had one simple end in view—to take

the troubles out of duplicating. Now all the
time-wasting, money-wasting snags have gone
and in their place is the most efficient and most

economical duplicator that ever graced an office.

To appreciate fully all that a duplicator of completely modern design

will perform, call in Roneo and arrange for a demonstration of “500.” You

will see, for example, the simple control by one lever; the high-capacity

feed-board accommodating a full ream of 500 sheets plus 250 extra sheets,

You will see 500" feed paper 155" 91" down to 2§"x 43" and print from

edge to edge of a foolscap sheet. You will see 500" colour change in 25

seconds without touching the ink or ** cleaning down ' the machine. Inshort,

to see simplicity simplified, see 500 ™’
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p service '—install a Roneotype Office Printing Machine

duplicator ; it It is not
: a

i prints from type in the ordinary way— =

et e rat: 4 s e o
3 |e“; 5 n out thousands of perfectly printed copies an hour at a savin eo‘f

MACHINE WITH AUTOMATIC FEED AND PRINTER : per cent. on the usual printers’ prices. L

The No. 20 Roneotype is entirely new in design and

construction and has been specially planned to meet the

requirements of those concerns which, whilst demanding
a thoroughly efficient machine, do not consider that their
needs justify the installation of the Electric Model No. 59.

BASIC MODEL : Many of the essential refinements
which have contributed towards making the 59 the most
efficient machine of its kind, are built into the No. 20 ;

the result is a machine giving a 100 per cent. efficiency in RONEOTYFE
p L

performance and maximum simplicity of operation, at a j.f
L
v
L

low price.

BASIC MODEL WITH AUTOMATIC FEED : As shown
in the illustrations, the newly designed automatic feed,
together with the inking attachment with its two steel
and one composition roller, are separate units which
can be attached to the machine in a few seconds.

BASIC MODEL WITH PRINTER : Thus, the purchaser
has the alternative of installing the complete equipment
of commencing with the basic machine and adding the
attachments as and when desired.

THE RONEO TYPE




ice li a lot of time
And not only envelopes, but statements, price lists and so on. What

e e
and work the Roneo Addressing Machine can save your staff ! A junior can opera

i ewriter,
it and produce neat, perfectly printed addresses from stencils, cut on any typ

et
at the rate of 800 per hour. No wrong addresses—no straying letters. And it's

in; the stencil
an excellent card-index system into the bargain ; the blank space on

bought,
card can be utilised for recording data such as purchases, classes of goods g

i i i colours,
credit limits, quotations, follow-up letters, etc. Stencil cards, in a variety of

and guide cards make any system of indexing or classification possible.

ﬂ
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For such widely differing purposes as the accommodation of street clothes,
office stationery, filing, ledgers and books ; or for desks, tables and chairs,
Roneo Steel Office Equipment is as practical as it is efficient. It cuts down
risk of fire because it will not burn ; it cannot warp or rot and is well nigh
indestructible. All metal surfaces whether exposed or not, are heavily stove
enamelled, giving a hard, durable finish that is sufficiently flexible to prevent
cracking and chipping. Instal! Roneo steel equipment in your office—you'll
find that in the long run it's a very real economy.
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Closed, they protect their contents against
damage from fire, dust and vermin, yet they
open at a touch! Constructed of steel,
Roneo Filing Cabinets are free from
warping or cracking. The drawers are
fitted with ball-bearing suspension slides,
<o devoid of friction that, even when carry-
ing a full load, a drawer moves easily and
silently at a touch. All Cabinets are
thoroughly stove enamelled both inside
and out, and supplied with special automatic

lock with two keys.
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Steel for efficiency—Roneo for Steel !  Most particularly does this apply to
Roneo-SteeI Desks. They are workmanlike and comfortable. They z«:vcr
show signs of age—in use or appearance ! The linoleum top provides an
excellent working surface, pleasant to touch and easily cleaned. Pedestals

are provided with filing or plain box drawers, both types being interchangeable

on most i
desks. Besides steel desks for the executive, there are inexpensive
models i
for typists and for general use throughout the office, all of them built

to ensure really efficient working conditions.

steel des¥
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Shuffle and re-shuffle your departments as you will, their

accommodation and comfort won't suffer if your offices

are Roneo partitioned. Roneo Steel partitions and doors

are built up from standard unit sections, to suit every

requirement of office planning. In position, they form self- —and everything in its place

contained, fire-resisting rooms, while they can be easily

taken down, without damage, and re-assembled, should it be It doesn’t matter whether it is massive castings. parts
necessary to leave existing premises or alter the layout of as small as peas, or material in boxes or rolls Itgallrpoes
the offices. Roneo partitioning permits the grouping of on to Roneo Steel Shelving, constructed fr;m Staniard
each department’s staff regardless of expansion, and enor- parts— uprights, shelves, doors ; in such a variety of
mously increases the value of floor space. Itsstove enamelled sizes, for any load—light or heavy ; for any pk,:c_
surface can be finished in any colour to suit the general factory, warehouse or office. Easily and quickly erected

galisie Ay | extended by additional standard parts, and re-arranged
either in layout or location by taking to pieces the inter-
changeable standardised parts and re-erecting without
damage or expense,

e
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RONEO movable unit steel parfitions




—and the card is yours!

Roneotol is a new inexpensive Roneo system that conve
the ordinary * blind * card index into an up-to-date * wisibfretf
s?«stem. providing signalling facilities. There are no complica-
‘uons. no fuss, no bother. Titles on the cards areps
immediately the drawer is opened, the top edges sprl:adt?en
out on the Roneotol springs that form the basis of the syste:-lg

Speed of entry and reference is doubled,

Roneotol enables the maximum output to be obtained from
Lt?dger Posting Machines—it has been specially designed
with an eye on convenience in handling account cards and

AFFAIRS AT A GLANCE! for speed in locating and replcing them.

It's so easy with Roneodex. One pull, and a complete tray lies before you,
every title aligned and clear. A flip of the finger and any card is fully exposed to
view. Entries visible. Hands free. Classification easy. No guide cards.
No fumbling. No loss. No misfiling. No soiling of cards. No wonder they
call in Roneo.

The Roneodex Visible Card Record is the most effective system of its kind.
It is an essential aid to business control ; it constitutes an infallible and easily
accessible record of vital facts that could only be extracted with difficulty
from book or ordinary card index files. Roneodex enables records to be
maintained in half the usual time, without risk of loss or misfiling of cards.
Essential data is automatically shown by coloured signals.

For Customer Records Roneodex reveals how much, how often and from which
department a customer is buying, and when he was last contacted. For Stock
Records it shows how things stand, and how they are moving. For Works
Records it gives the progress of every job in hand, and simplifies the speeding
up of urgent orders or handling of detail modifications on special jobs.

Used as a ledger, Roneodex provides invaluable reference for all your
accounts, each account having a separate card which shows, at a glance, whether
it is up-to-date or in arrears.
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The Neopost Insurance Machine, sanctioned by His Majesty’s Ministers,
eliminates the use of stamps for National Health, Pensions and Unemployment
cards and books. It embosses the stamps mechanically, records the total
expenditure and provides an infallible numerical check for employees’ and
employers’ contributions. It is compact, easily stored, and saves the time
and labour of purchasing, handling and cancelling loose stamps. Losses
by fire or petty pilfering are impossible. Whereas the cash value of paper
stamps or stamped cards destroyed by fire is not recoverable in the absence
of evidence of their existence, the embossed impression method shows
actual figures in proof of what values have been used and what credit remains
in the machine. This is admissible evidence of loss and makes insurance
unnecessary. In the case of employees who are leaving your service, recent
regulations have made it*possible to hand them cards franked in this way
instead of as formerly required being stamped in the normal manner.

ine
\nsurancé ach

with this

N0 MORE STAMY

Just turn the handle !

The Necpost machine will stamp your letters
and postmark them at the same time.
it can be worked by a junior.

and frank
It's so simple that
: It cuts out a good deal of
clerical work and Puts an end to that mesh of trivial losses
the ‘stamp book.' Each machine is fitted with a counter'
which records postage expended, the amount being settled
periodically with the Post Office by cheque. The Neopost
saves time and money and into the bargain it provides a

us isi inti
eful means of advertising, printing designs, slogans, etc
» BtC.,

by an interchangeable device, simultaneously with the
franking.

Any range of values to cover individual requirements can
be fitted.
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A business must be affected by the efficiency of its
Filing Department. The confusion and damage that
may result from important letters and papers being
mislaid are incalculable. With this new Roneo System
you can be certain of finding any letter in the
shortest possible time. The names of every corres-
pondent is visible directly the drawer is opened, the
titles being indexed on the channel bars which carry
the interlocked pockets. Correspondence
is in folders which hang in these pockets,
and new names can be added anywhere in
the chain, always maintaining strict alpha-

betical order.

RONEO LIMITED

service and supplies

A chain of Branches throughout the country enables every user of Roneo
Equipment to receive the full benefit of the service freely offered to all Roneo
customers. Supplies for their machines are also readily obtainable from all

these addresses.

ABERDEEN

42 Bridge Street
(Aberdeen 116).

BIRMINGHAM

MACHINES AND SUPPLIES :

|17 Martineau Street.
(Central 1886).

STEEL EQUIPMENT AND
OFFICE SYSTEMS :

13 Albert Street.
(Central 1609).

BRIGHTON

76 West Street.
(Brighton 4537).

BRISTOL

Exchange Avenue.
(Bristol 25186),

CARDIFF

17 Charles Street.
(Cardiff 1733).

DUNDEE
34 Dock Street
(Dundee 2055).

EDINBURGH

23 George Street
(Edinburgh 25583).

EXETER
9 Bedford Circus
(Exeter 54574).

HEAD OFFICES
Telephone : Romford 4242

GLASGOW

165 Hope Street.
(Central 1766).

HANLEY

Arcade Chambers,
Stafford Street.

(Stoke-on-Trent 29041).

HULL
Queen’s Hall Buildings,
Alfred Gelder Street.
(Hull 15271).

LEEDS

MACHINES AND SUPPLIES :
3 East Parade,
(Leeds 30164)

STEEL EQUIPMENT AND
OFFICE SYSTEMS :

95 Albion Street.
(Leeds 29503/4).

LEICESTER

33 Market Street
(Leicester 58867).

LIVERPOOL
Exchange Buildings,
Chapel Street.
(Advance 3813).

LONDON

MACHINES AND SUPPLIES :
17 Southampton Row,
w.C.I
(Holborn 7622)

STEEL EQUIPMENT AND
OFFICE SYSTEMS:

Victoria House
Vernon Place, W.C.1

(Holborn 6495).

ROMFORD

Telegraphic Address

MANCHESTER

8 Clarence Street,
Albert Square.

(Blackfriars 4364).

NEWCASTLE

19 Collingwood Street.
(Newcastle 28161).

NOTTINGHAM
5 Victorla Street.
(Nottingham 45485)

PLYMOUTH

12 Princess Square
(Plymouth 5670),

READING

4 Blagrave Street.
(Reading 3790).

SHEFFIELD
MACHINES AND SUPPLIES

39 Church Street.
(Sheffield 20675)

STEEL EQUIPMENT AND
OFFICE SYSTEMS:

37 Church Street.
(Sheffield 23464).

SOUTHAMPTON

9 College Place
(Southampton 3572).

SWANSEA

37 Castle Street
(Swansea 2434)

ESSEX

Roneo * Romford

Branches and Agents all over the World - Facteries: Hc rnchurch Rd.,Romford,Essex
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