GENERAIL INSTRUCTIONS

1. This report shall be rendered for all en-
gine and train crews including yard and switching
crews, Enginemen, firemen, conductors, flagnten,
train baggagemen and trainmen shall also use
this form when reporting individually. The
report shall be rendered and signed by the
engineer for the emgine crew and by the con.
duetor’ for the train crew, If there is no en-
gineer or conductor it shall be rendercd and
signed by the ranking employe whose time is
reported thereon.  Reports shall be numbered con-
secutively for each month beginning with No, 1.

2. This report shall be dated as of the date
on which the employe first goes on duty.

8. Under “Remarks” shall be shown any
irregularities of the hours of duty, If an em-

plove is released from duty for any period -

between the time of first poing on duty aud
the time finally relieved from duty such fact

must be shown under ~‘‘Remarks,” giving the

place at which the release is given, the time
at which it began and the fime at which it
cnded.. ‘Time of duty for meals taken by yard
crews .shall _also be showr under- “‘Remarks.”’
It tho whole ‘or part of service i3 deadheading
the place at which the deadheading began and
ended and the train on which the employe dead-
headed will be shown. When 2 crew or em-
ploye is relieved before the completion of a trip
the name of the conductor or engineman of the
erew relieving or the name of the employe
relieving will be shewn,

4. Wherever time is shown A.M. or P. M.
shall be given.

5. In reporting delays the cause of each
delay, the place at which it occurred, the time
it began and the time ended shall be given.
Delays due to different causes shall bs shown
separately.

6. Seo instructions on reverse relative re-
porting delays. Delays to yard and switching
erews whose servico is conflned entirely to yard
limits need not be shown,
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DELAY REPORT~Train Ne : Dale , 1€,

Al delays must Be shown and divided between causes

Duration of dala

PLACE Thne Began | Time Ended
() (2 (3

Time of Delay must be assigned to or divided between the contributory causes, and Jesignated in column 5 above, (See
detailed fnstructions below.} :

IN DESIGHRATING THE CAUSE USE THE FOLLOWING SYMBOLS:

D—Meeting or to be pDassed by Passenger trains. Fi—FLoading :
Da-—Meefing or fo be passed by Freight fraius,
F—Toading or uuloading LCL freight.

inloading I S

g7 and freight train
foehing station freight.

Hi—A1 other delays

oggage, mall and empress.
sleyes” wesls.

Conductor Bngineesd,

SFRCIVIC INSTRUCTIONE - .

(@) Conductor will render this report in duplicate (triplicate for freight conductors—ooast
ILines) to cover his entire trip, whether interdivisional or otherwise, sending the original to Super-
intendent and duplicate te Tralnmaster of Division on which his time is kept. For Coast Lines,
Freight Conductor will send a copy to Car Accountant, Whern delay due to engine is reported, an
additional copy will be made and the Conductor's report wiil be signed by the Engincer. ”

Conductors on interdivisional runs will furnish omn this forme, delay information for each division
pagegd over, properly identifying same by Allihg in necessary headings, and file the delay report for
eackh division at the final terminal of such divisicn upon arvival thereat. -

€b) Engineer will render one originul copy of this report, and send same (¢ Superintendent of
the division on which his time ig kept. P

Engineer will send copy of the Comduclor’s report to Mester Mechanic in ceves where delays
due to engine are reported, : .

{cy The total time of each delay should ‘he secounted Ior:

In cases where delay time is exclusively assignable to a specific cause as represented by one of
the symbols specified, such time should be assigned under the appropriate symboll “Where delay tims
is devoted concurrently to iwe or more symbolized causes, such time shouwld be divided equally among
the contributing causes. Where the delay is chargeable to two or more symbolized causes and one
of them requires more time than the other or others, the excess detay time should be charged against
the symbol which causes the additional delay as well as its proportion of the concurrent time.

(d) At all stops of passenger traing for mealy, exeess delay over the regular meal time, I
any, is to be charged to the contributing causes as provided for unmder Rule (o).

(e} A&l time of freight (rains uweed for wmeals should be sseigned to symbol “Ks (Fuel and
water and freight train meals),

(f) When ‘crew performs station aw
delay time should be azssigned o R,

{g) Delays assigned to aymbal °°
woaeunt of gelay chargeable
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