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ATTENTION
TRAIN AND ENGINE CREWS

Always keep in mind that the customer is the BUYER and that it is your job to make every
BUYER a satisfied customer. To that end, the following matters deserve your constant attention:

1. If an error or misstatement has been made somewhere along the route, put forth every
effort to correct it. Nothing should be considered too trivial.

2. Ever be alert to the safety and comfort of your passengers, and freely give informati'on
and advice when requested. The aged, infirm and the young passenger traveling unafchmpamed
require special attention. Be helpful to them in every way possible, particularly in assisting them
on and off trains, and occasionally inquire as to their comfort.

8. Protect both coach and sleeper passengers against undue noise or disturbance, particu-
larly at night. Remember they pay to sleep.

4. The avoidance of arguments or friction with passengers is a test of your diplomacy. A
calm and pleasant manner, regardless of the circumstances, is the best assurance of your success.

5. Keep posted on connecting line train service, arbitrary holds they h?.ve in effect i;‘or our
trains, and advise passengers so as to avoid, as far as possible, any uneasiness on their part
about missing connections, and when same is unavoidable, tell them what time the next connec-

tion is due to depart.
6. Cheerfully offer explanation of unusual delays and pass such ir.nffmnation to other mem-
bers of your crew — Brakeman, Porter, Sleeping Car, Pullman and Dining Car employes — so

they too may advise passengers. Generally speaking, passengers will .gla}dly accept a condition
which they understand, but on the contrary are irritated when kept in ignorance.

7. Neatness of appearance and courtesy bespeak pride in your job, and create good-will for
the Railroad.
8. Being considerate of others is the key to popularity. This applies to the institution and

individual alike. Many of your passengers may be riding a train for their first time. This is espe-
cially true of the younger generation. Kind and attentive treatment to make them feel at home

creates additional passenger traffic.

9. Remember that people traveling on passes have a right to that privilege, and are entitled
to the same courteous treatment as other passengers. A satisfied “free-transportation” passen-
ger is always a booster.

10. On crowded trains, New York Central employes riding on passes should, and will if prop-
erly approached, cheerfully cooperate in seeing that revenue passengers are given every possible
consideration.

11. Train Porter should keep coaches clean and in tidy condition at all times. Toilets particu-
larly are the source of adverse comment. Inspect them frequently.

12. AVOID ROUGH HANDLING OF YOUR TRAIN. New York Central enginemen have
an enviable reputation for smooth starting, running and stopping of their trains. Never lose sight

of this feature, as passengers are more disposed to avoid the route that do.es not g'ivg them a
smooth ride, than they are to exert the effort involved in registering complaints about it.

18. Of equal importance is SMOOTH HANDLING OF FREIGHT TRAINS. Roug.h ha.n-
dling results in damaged lading and delays due to damaged equipment, which creates dissatis-
fied customers.

14. On-time delivery of passengers, mail, express, and freight at destination is what the cus-
tomers pay for and expect. Your best efforts, always within the zone of safety, should be extended
to keep your trains on time.
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SPECIAL INSTRUCTIONS

Special Instructions prefixed by letter or number modify
Rules of the Operating Department with corresponding let-
ter or number, unless otherwise specified.

A. GENERAL.

The title Transportation Superintendent will be used in-
stead of Superintendent.

Al. OTHER RAILROADS.

Trains operate as follows:

Indianapolis Union rules govern between Washington St.
and S. College Ave. on the east, and West Street on the
west, and on the Belt R. R.

Ohio Division
Lake Division between BR and BE.
Toledo Terminal District between Toledo and Rockwell

Junction.

.Ol?io Central Division between Stanley Tower and Ber-
wick.

Toledo Division between Sandusky and Bay Junction.

Michigan Division between OD and Jackson.

N. Y. C. and Erie joint territory—

Between Burt and Marion, the movement of trains will
be under the direction of the Erie R. R. and between Cold
Springs and Tates Point will be under the direction
of the N. Y. C.

Between Glen Echo and Cold Springs, operation is un-
der direction of Erie Railroad.

The employes of either company will be governed by
the rules and time-table of their respective company.

C. & O. time-table governs between Rockwell Jet. and
Walbridge.

Toledo Terminal R. R. time-table governs between Wal-
bridge and Stanley Tower.

Ohio Central Division between Georgesville Road and
Oakland Park Ave., Columbus, Ohio.

Dayton Union Special Instructions govern between Second
Street and Miami City Jet.

Cincinnati Terminal Division between Sharon Ave., and
Wade.

Indiana Division

Cincinnati Terminal Division between Sharon Ave., and
Wade.

B.&O. rules and time-table between North Vernon and
Jeff Yard.

N. K. P. rules and time-table govern between Altamont
and Templeton.

Illinois Central rules and time-table govern between
Kankakee Jet. and Chicago.

Toledo Division time-table governs between “B” Tower,
Elkhart and CX.

Western Division time-table governs between “B” Tower
and “WG” Elkhart.

N. Y. C. rules and L. & J Terminal special instructions
govern between Jeff Yard and Floyd St.

Rushville, N. K. P. main track extending from the junction
switch approximately 2,000 feet north of B. & O. crossing to
approximately 250 feet south of P. R. R. crossing will be
used jointly by N. K. P. and N. Y. C. trains. Trains will run
expecting to find other trains switching or occupying track.
Stop board governing southbound movements is located at
clearance point of joint track switch.

lllinois Division

P. & E. time-table governs on P. & E. tracks between Hil-
liary and Cory at Danville, Illinois.

N. Y. C. and G. M. & O. joint rules and time-table govern
between East Alton, Wann and Bridge Jet.

St. Louis Municipal Bridge rules govern between Gratiot
St. St. Louis and Broadway St. East St. Louis.

T. R. R. A. rules and time-table govern between Granite
City and St. Louis and Bridge Jet. and St. Louis.

C. & E. I. rules and time-table govern between Straight
Line Jct. and Evansville; between Haley and Baker yard
Terre Haute.

L. & N. rules and time-table govern between Evansville
and Howell.

B2. LAWS AND REGULATIONS.

When train and engine service employes have been on
duty 14 hours they must notify the Transportation
Superintendent promptly.

Employes must know when called for service that they are
available for duty under the Hours of Service regulations,
and if in any doubt, bring it to the attention of the proper
official.

Indiana. Railroad crossings not protected by Interlock-
ing Signals, trains or engines must come to a full stop not
less than 40 feet nor more than 500 feet from a railroad
crossing or drawbridge.

Ohio. Railroad crossings and junctions at grade, not pro-
tected by Interlocking Signals, all trains must come to a full
stop not nearer than 200 feet nor farther than 800 feet from
the crossing and shall not cross until signaled to do so by the
watchman, nor until the way is clear.

Defective Cars.

Cars becoming defective enroute when loaded with live
stock or perishable freight may be hauled by chains instead
of couplers to next repair point, and when so hauled at
the rear of caboose must be chained in addition to being
coupled unless the air brakes are in service.

Other defective cars must not be hauled by chain in
revenue trains or in associatlon with cars commercially
used, beyond the first side track.

K1. FIGHTING.

Fighting while on duty or on company property is pro-
hibited.
L2. MIS-USE OF COMPANY PROPERTY.

Abuse, mis-use, defacing of or deliberate damage to or
destruction of company property, tools or equipment is
forbidden.

M. SAFETY.

Employees must provide themselves with the Book of
Safety Rules and be governed by the rules contained
therein.

O. READING ON DUTY.

While on duty, books, magazines or papers other than
company instructions, must not be read.

REPEATING INSTRUCTIONS:

All verbal instructions affecting train movements or in-
volving equipment or track conditions must be repeated
back by the employe receiving them.

1. STANDARD TIME.
Ohio Division

Fastern Standard Time is in use.
Indiana Division

Eastern Standard Time is in use between Cincinnati and
Wade.

Central Standard Time is in use west of Wade and west of
Cold Springs.

Illinois Division
Central Standard Time is in use.

3. STANDARD CLOCKS.
Ohio Division

Galion Y aRd il | ety oot il Telegraph office.
(Car Inspector’s
COlUIDIE oot ot s oty vt e S 58 Office-

Union Depot
!an'd office.
Engine-house
West ‘Columbus i v e it loibr s Y Yard offial
BN Y ard: vy, =il Sl i singlinots Telegraph office.
fSandusky Ave.
1 Engine-house.

Ansonia Ifivd LY AT SatEk G e Telegraph office.
o Anderson:iYard: il ha e Telegraph office.
By Engine-house.

Brightwood! L. iss stiid s Laain { Yard oftds.
Shelbyr: St il (gaert S rohe i Telegraph office.

Indianapolig:/ i S i 8l aiiy UN Teleg’h office.







