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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 information
and advice when requested. The aged, infirm and the young passenger traveling unaccompanied
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.

3. 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 have in effect for 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 information to other mem-
bers of your crew — Brakeman, Porter, Sleeping Car, Pullman and Dining Car employes — so
they too may advise passengers and when practicable RPO clerks. Generally speaking, passengers
will gladly 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 erowded 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 does not give them a
smooth ride, than they are to exert the effort involved in registering complaints about it.

138. Of equal importance is SMOOTH HANDLING OF FREIGHT TRAINS. Rough han-
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 destinatidn 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.




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.

'I'i1e title Transportation Superintendent will be used in-
stead of Superintendent.

Al. OTHER RAILROADS.

Trains operate as follows:

Indianapolis Terminal Timetable from Post, Hunter,
and Grove to South College Avenue on the east and from
30th Street and AN to West Street on the west.

Ohio Central Division

Lake Division between BR and BE.

Toledo Terminal District between Toledo and Rock-
well Junction. .

Toledo Division between Sandusky and Bay Junction.

Michigan Division between OD and Pearl St. Jackson.
N. Y. C. and Erie Lackawanna.

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

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

The employes of either company will be governed by

the rules and time-table of their respective company.
C. & 0. time-table between Rockwell Jet. and Walbridge.
Toledo Terminal R. R. time-table between Walbridge

and Stanley Tower.
Dayton Union Special Instructions between Second Street
and Miami City Jct.
Cincinnati Terminal Division between Gano and Wade.
Bremen and New Lexington trains run via P.R.R.
Spangler and Zanesville trains run via P.R.R.
Armitage and West Athens, trains run via C. & O. Ry.
Hobson Jet. and Kanauga, trains run via C. & O. Ry.
Kanauga and Gallipolis, trains run via C. & O. Ry.

Indiana Division

Cincinnati Terminal Division between Gano and Wade.

B.&0. rules and time-table between North Vernon and
Jeff Yard. y

Pennsylvania Railroad rules and time-table between
Hunt and Lebanon.

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

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

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

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

Western Division Timetable governs between Indiana
Harbor and Englewood.

Indiana Harbor Belt Timetable governs between Indiana
Harbor and Osborn.

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

Rushville. Main track from the junction switch about
2000 feet north of B. & O. Crossing to the north end of
N. Y. C. No. 8 track, about 250 feet south of P. R. R.
Crossing will be used jointly by NKP and NYC trains.
N. Y. C. trains moving wit{in these limits will run as
extra trains and will not require Clearance Form A or
train orders. Trains will run expecting to find trains switch-
ing or occupying track within these limits. The normal
position of switch at north end of joint track indicates pro-
ceed for N. Y. C.

lllinois Division

N. Y. C. and G. M. & O. joint rules and time-table be-
tween East Alton, Wann and Bridge Jct.

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

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

C. & E. 1. rules and time-table between Straight Line
.IT-;:t. and Evansville; between Haley and Baker yard Terre

aute.

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

Mitchell: N. Y. C. trains using A. & S. Railroad will
operate over these tracks prepared to stop short of train,
obstruction, or switch not properly lined.

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,
a&d 'ifl 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 rail-
road crossing before entering upon or crossing such other
track, until the way is known to be clear.

Ohio and West Virginia. At railroad crossings and junc-
tions at grade, not interlocked, 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 signalled
to do so by the watchman, nor until the way is clear.

Defective Cars.

Cars becomlng 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. y

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

G. ALCOHOLIC BEVERAGES, INTOXICANTS OR
NARCOTICS.

The use of aleoholic beverages, intoxicants or narcotics
by employes subject to duty, or their possession or use
while on duty, is prohibited.

K-1. DISCHARGE OF DUTY.

Fighting while on duty or on company property is pro-
hibited. While on duty, books, magazines or papers other
than company instructions must not be read. The use of
radios other than those furnished for Railroad Operation is
prohibited.

L-1. UNAUTHORIZED REMOVAL OF MATERIAL.

The unauthorized possession of, removal or disposal of,
any material from railroad property or property served by
the railroad is prohibited.

L2. MIS-USE OF COMPANY PROPERTY.

Abuse, mis-use, defacing of or deliberate damage to or
gesltjgggtion of company property, tools or equipment is
'orbidden.

M. SAFETY.

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

Employees are prohibited from riding or walking on the
roof of any moving car unless car is equipped with roof
running board.

Except as their duties require, employes are prohibited
from standing, walking or riding on the top of any car or
to pass from one moving car to another and extreme care
must be exercised while so doing.

REPEATING INSTRUCTIONS.

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

DIVISION.

Branch. That portion of a division or subdivision desig-
nated by timetable.

STATION.
Controlled point. A location where signals and/or other

functions of a traffic-control system are controlled from the
control machine.

1. STANDARD TIME.

Ohio Central Division
Eastern Standard Time is in use.

Indiana Division

Eastern Standard Time is in use except Central Stand-
ard Time is in use between 30th Street and Kankakee and
Wyton and Osborn.

lllinois Division
Central Standard Time is in use.

3. STANDARD CLOCKS.

Ohio Central Division

Galian Wand 1.0 .00k casesssiienYard office,
BN R e i s ke i « ... Telegraph office.
g /Engine-house.
Bellefontaine oo oo . o i VEWIT, | YMCA.
Ansonmin USSR o U AL R ....Tower.
So. Anderson Yard ............... Yard office.
L 0 T AR e AR .« +« . Station.
Enginemen’s office
Colamm R e s e d i aata s s {Unmn St
Springfiald Faed ... ..o 0L G Yard office.
Springfield SRR L Vi i s KI Telegraph office.
MOTAITIOT Sl B R 6 aivvis s o oieie slaias Yard office.
Middletown XYardi o4 ... ovv.vodiids Yard office.
Jacks8On ...ovenaes 3 AR Pearl St.
Van Wert Yard ...... SN e Yard office.
Telegraph office.
Stanley Yall Gl L oo, ool {Diesel shop.
Yard office.
West Columbas sicecoscs siinens . {E ngine-house.
Bueyron Tabd' oo 0 ol oo oraas Engine-house.
¢ Telegraph office.
OOTHINE v (i AR - { Engine-house.
BRICONBAN, ... .. Ui e UG 1 Telegraph office.

Tele h office.
BOBRON ... ... o TR {Yardg;:gce.

Engine-house.

Yard office.
BT e b e § Dispatcher’s
office.
SREKINBII . Lo o b b s e e Telegraph office.

Indiana Division

Lawrenceburg ............ ok w iheldil Station.
Connersville ........... s e 0nslssswistation,
GYEENBDUTE < .. o6 ddb v bt st .. Station.
16 L SR R AP g R R Station.
South Anderson Yard ............ {E:;Enzgig:;e
BERYTON oo o s o ninanitn s ¥ e el Station.
WRRREI (s i s + o finaiantinaldh i atuk s oo o Station.
Sehnelder| ..o L S Rt i ....Station.
Yard office.
Toyong Wad ... Lt { Enginehouse.
Illinois Division
e AN AL g S L ARG Yarq office.
Engine-house.
TEEDR HRUEB .\ . eisnie aihsbdia s ek 5k Station.
IR, oo 4 s o B i Yard office.
Engine-house.
Yard office.
e R U e L Tas {Eng—ine-house.
Station.
- E] T e N M R U R Ky Station.
CET T VMU et bt Station.
East 8t Lobils [} k0 Dua Dhiee s Yard office.
Engine-house.
M Chimad R Engine'mh“"-
et R s 1 e Yard o
; Yard office.
Harrigharg Yard .. ..c. ..l vocds { Block station.
: Engine-house.
A T S s W G R Yard office.
O A e ik Engine-house.
Station.

3b. COMPARING WATCHES.

When practicable, conductors and enginemen must com-
pare watches with each other before commencing each
day’s work. Other engine and train employes must com-
pare watches with the conductor or engineman as soon as
practicable.

11¢. | FUSEES.

Where no form of block signal system is in effect, a
train or engine moving on a main track finding an un-
attended fusee burning on or near its track must stop and
not proceed until fusee has burned out.

12. HAND, FLAG AND LAMP SIGNALS.

Unless otherwise provided, main track switch tenders will
use green signals for main track movements and yellow sig-
nals for crossover or diverging movements and must use red
signals when necessary to stop a train or engine.

gine, while handling ing crane in
wrecking operations, must not be moved until given proper
hand signal with green flag or green light.

Ohio Central Division

West Columbus: Trains and engines arriving yard from
or departing to, Western Branch No. 1 or No. 2 main tracks
must receive proceed signal from switchtender with green
flag by day and green light by night.

Trains and engines arriving yard from, or departin
vard to, other than Western Branch main tracks, and a
other crossover movements must receive proceed signal
lf:‘rom_ s}v;w;itchtender with yellow flag by day and yellow light

y night.




Columbus: At Third, High and Park Sts., trains and
engines must not foul or pass switches until signaled by
switchtender. At High and Park Sts., switchtenders will
use yellow signal in giving proceed signal for movements
out of station and green signal for all other movements.

Union Station switchtenders will use green signal for
Eastward movements and yellow signal for Westward
movements.

Blﬁ Yard: Trains and engines must not foul or pass
switches until given hand signal or verbal permission by
Signalman BN Yard.

13. EMERGENCY SIGNALS AT INTERLOCKINGS
AND OTHER POINTS.

Ohio Central Division

Emergency horn signals are in use at Marion, Belle-
fontaine, Delco, HV Tower, Grandview, SA Tower Stan-
ley, F Tower Fostoria, BJ] Tower Grand View, WF Tower
Frankfort Street.

Institute: Klaxon Horns located on Southward manual
block signal and on Signal No. 46162. When sounded, trains
and engines operating on side tracks must stop and will
not move until instructed by plant guard or other author-
ized person.

14. ENGINE WHISTLE SIGNALS.

Whistle Posts.

W Rule 14 (I) whistle signal to be sounded at whistle
post.

W/MX Rule 14 (I) whistle signal to be sounded at whistle
post for multiple crossings and prolonged or re-
peated until last crossing is reached.

W/R Rule 14 (1) whistle signal not to be sounded ex-

cept in emergency at locations listed in Rule 31.

The whistle must be sounded at whistle posts and where
required by rule.

In sounding whistle signal 14 (I) the forward facing
horn must be used. The rear facing horn will be used alone
in sounding this signal only when the forward facing horn
is inoperative.

ADDITIONAL WHISTLE SIGNALS FOR TCS TERRITORY

— — — — Flagman return from west or south No. 2

track
o — — — — Flagman return from west or south No. 1
track.
0o — — — — Flagman return from west or south on con-

trolled siding.
————— Flagman return from east or north No. 1

track.
0= === Flagman return from east or north No., 2
track.
00 — = ——— Flagman return from east or north on con-

trolled siding.

15. TORPEDOES.

After exploding a torpedo or torpedoes, train or en-
gine will proceed, reducing speed and preparing to stop
short of train ahead or obstruction. After proceeding for

: a distance of one mile from the place where torpedo was
. exploded train may resume normal speed if track is seen
to be clear.

18. YARD ENGINES.

Yard engines will display dimmed headlight on each end,
by day and by night, except that at night headlight may be
extinguished on that end of engine which is coupled to a
high solid end car. When headlight is not provided or is
inoperative, a white light must be displayed. Yard engines
will not display markers.

19. MARKERS.

Engines occupying the main track with cars must display
a red flag by day and a red light by night on the rear of
the rear car.

Note: Reflectorized markers on each side of rear car or a
circular reflectorized disc mounted in the center of
the rear car of a train may be used in lieu of marker
lamps.

Illinois Division

C. & E. 1. trains may display markers showing green
front and side and red rear.

21a. OMISSION OF WHITE SIGNALS.

Ohio Central Division
Display of white signals will be omitted.

Indiana Division

Display of white signals may be omitted between Wade
and Kankakee.

Illinois Division
Display of white signals will be omitted.

33. COMMUNICATION OF SIGNALS.

All members of engine and train crew must, when
practicable, communicate to each other by its name the
indication of each signal affecting the movement of their
train and engine. The aspects of signals must be clearly
seen before the indication is communicated.

33a. ELIMINATED.

34. FLAGMEN'S SIGNALS.

The following signals will be used by flagmen:

Day Signals—A red flag, Night Signals—A white light,
Torpedoes, Torpedoes,
Fusees. Fusees.

83. TRAIN REGISTERS.

Ohio Central Division

Sandusky -.......... e alis 4 e Station.

O R R SRR R oLy Station.

BERNIEY W AP . o ooneonisonssinniisne Telegraph office.
T O R Sl 4 Telegraph office.
OB COIOMDHS .. ...ccvvneenssasie Yard office.
BRI LB .« ik oiilaiate ot iaintatte Engine house.
T S g AR ARG A 1 e i < Telegraph office.
RIS o v« os o vior v s SR woTe & Telegraph office.
B lerinEEON . .. ...cc0onrabnenens Telegraph office.
REEHER T T ki o mibls s b Telegraph office.
L T e IR o e e o Telegraph office.
BEOREON oo o snienin S S Yard office.
e TR P o R e Telegraph office.
3 R PR 3 S Telegraph office.

Ridgeway, Thurston, Bremen, New Lexington, Hobson
and Kanauga:
Operators register all trains.

Corning: Southern Branch. Second class and extra trains
register by phone.

Charleston: Engines or trains with initial station at
Bigley Avenue Junction, Morris Street Junction or Bridge
Junction will verbally ascertain from the Train Dispatcher
whether all trains due which are superior or of the same
class have arrived or left.

Indiana Division

T B O 4 e p e 1 Station.
North Vernon .........c.cu0.s «....Station.
South - Anderson Yd. .....ivioieciun Yard Office
75 i R RN (5 SN oo e Station.
COldLBBTIRES . ...« o wsns o o e b a0d0 Y Station
TR AR SR R R e gy Station
b R R &b i e T Station
SelEIder. . ... 40 Sl ot B e aass Station.
A0 T T R e T Station.

At Kankakee, Cold Springs, “DX”, Milford Jet., Wyton,
St. John trains will be registered by the operator if signals
for a section are not and have not been displayed.

83d. CLEARING OF TRAINS.

On two or more tracks, trains will be cleared at initial
stations by signal indication except:

Ohio Central Division

Westward trains will not be required to receive Clearance
Form A at BE except with train orders.

When running on a schedule represented on the Lake
Division time-table, train may proceed from BE on cor-
responding schedule.

Galion Yard: Trains starting will secure verbal clear-
ance from signalman at Crestline,

Westward trains from Central Sub-division connection
at Hayes will not be required to receive Clearance Form A
except with train orders.

Trains needing clearance at Muncie will be cleared
verbally through Vance.

South Anderson Yard: Extra trains starting must
secure verbal clearance from Taft or Gridley.

Columbus: All trains starting must receive verbal clear-
ance from signalman CD yard office.

Linden Avenue, Springfield: All trains must receive
Clearance Form A.

Springfield Yard: Eastward trains starting must se-
cure verbal clearance from signalman at Linden Avenue.

When running on a schedule represented on the Cincin-
nati terminal time-table may proceed from Gano on cor-
responding schedule.

Sharon Yard: Eastward trains starting must secure ver-
bal clearance from signalman at West Sharon.

Middletown Yard: Trains starting must secure verbal
clearance from signalman at M. & C. Jct.

Dayton Yard: Trains starting will secure verbal clear-
ance from signalman Tates Point.

Moraine: Trains starting during hours office is closed
will secure verbal clearance from signalman Tates Point.

Bellefontaine: Westward trains must receive verbal
clearance from Bellefontaine Interlocking Station. East-
ward first class and passenger extras east must receive
verbal clearance from Bellefontaine Interlocking Station
and Clearance Form A from BN Yard. Other eastward
trains must receive Clearance Form A and verbal clear-
ance from signalman at BN Yard. Eastward Sandusky
trains must receive Clearance Form A at BN Yard and
verbal clearance from signalman at Bellefontaine Inter-
locking Station.

Jackson: Southward trains will obtain their train orders
and Clearance Form A and block at Pearl St.

Van Wert Yard: Trains starting during hours office is
closed must receive Clearance Form A from signalman at
interlocking station Van Wert.

Carlisle Jet.: Northward trains must receive clearance
Form A.

Glen Echo and Cold Springs via Erie Lackawanna R. R.:
Trains must not leave without train orders and/or Clear-
ance Form A.

Trains will not leave the following stations without Clear-
ance Form A,

North Findlay . .All trains.

Ridgeway ...... Northward Ohio Sub-division trains.

“F” Fostoria ... All trains.

Frankfort St. ... All Southward trains. Engines to
Truro or East Columbus.

Bremen ........All trains.

New Lexington. . All trains.

Kanauga .......All Southward trains.

Trains will not receive Clearance Form A at the follow-
ing stations:

Hitop
Swiss

Stanley Yard: (Eastern Branch) Trains and engines
must not ocecupy main track at switch at crossover lead to
yard S, or at SO switch at yards S and O lead without
permission from train dispatcher.

Berwick: Northward Ohio Sub-division trains must not
occupy Central Sub-division main track at junction switch
without permission from train dispatcher, and Southward
Ohio Sub-division trains must report to train dispatcher
when clear of Central Sub-division main track at junetion
switch.

Swiss: Northward trains must not leave without permis-
sion from signalman at DB Tower.

Indiana Division

Valley Jet.: Second class and extra trains to or from
points between Valley Jet. and Beeson must secure verbal
clearance from Wade.

Altamont: Eastward trains are relieved from receiving
Clearance Form A.

Lafayette: First class and passenger extra trains must
receive N.Y.C. Clearance Form A.

Anderson, KY: Northward trains must receive Clearance
Form A.

South Anderson Yard: Second class and extra trains
must secure verbal clearance from signalman at KY.

Cold Springs (Ohio): Westward Indiana Division trains
must receive Clearance Form A.

Craig and Columbus: Columbus Branch Trains are re-
lieved from receiving Clearance Form A.

Connersville and North Vernon: Trains are relieved
from receiving Clearance Form A during hours that
stations are closed.

Sheff: Northward trains other than passenger, perform-
ing work within yard limits must secure verbal clearance
from the Signalman before departure.

Schneider: Northward trains, other than passenger,
performing work within yard limits must secure verbal
clearance from signalman before departure.

St. John: Southward trains must receive Clearance Form
A

Yost: Southward trains are not required to receive
Clearance Form A.

Shirley: Eastward and Westward trains must receive
Clearance Form A during hours train order office is open.

Greensburg: Northward and Southward trains must re-
ceive Clearance Form A.

North Vernon: Northward trains must secure verbal
clearance from signalman at Greensburg, except when
train order office is open.

Illinois Division

MY: Westward First Class, Mail and Express and
passenger extra trains will not be required to receive
Clearance Form A.

Trains starting must secure verbal Clearance from
signalman.

Duane Yard: Trains starting must receive verbal Clear-
ance from signalman at Terre Haute. !

Trains doing work at Duane Yard must not leave with-
out permission from signalman at Terre Haute.

Permission must be received from signalman at Terre
Haute before fouling main tracks at Duane Yard.

Trains using Drill track or Storage track at Haley, or
Siding at Preston, to clear main tracks at Duane Yard,
gust immediately report clear to Signalman at Terre

aute.

Mattoon: Extra trains starting, First Class, Mail and
Express and Passenger extra trains must receive verbal
clearance from signalman.







