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On campus mail that must be sealed it is not eco-
nomical to use the University Envelopes which have been
printed with lines for six addresses. They cost 75¢ per

box, whereas the ones without the lines cost only 25¢.
Special attention is called to the necessity of sav-

ing typewriter ribbon spools. In the near future it will

probably be necessary to have an old spool in order to
buy a new one,

Tiras on University delivery trucks are getting thin,
and new >nes cannot be obtained, which necessitates a
gradual curtailment of delivery service. A fact which

is regretted, but which cannot,be avoided.
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THE UNIVERSITY OF KANSAS
Lawrence

Business Office

liay 6th, 1942

10 THE DEPARTMENT HEAD ADDRESSED:

The '/ar Production Board has included typewriter
ribbon spools and adding machine spools in cur-
tailment restrictions so this will mean that
some method of accumulating used typewriter rib-
bon spools and aduing machine spools for re-use
is now essential,

It is proposed that we start immediately to ac-
cunulate typewriter ribbon spools and so hereafter
in order for you to secure a new typewriter ribbon,

it will be necessary for you to turn in a used
typewriter ribbon spool. These spools should be
handled carefully to avoid damaging,

Please note that nothing but empty spools are to
be turned in, All used ribbons should be removed,

It is also requested that all empty tin containers
for the typewriter ribbons be turned in at the

same time,

Thanking you for your cooperation in this matter,
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Yours very truly,
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THE UNIVERSITY OF KANSAS
Business Qffice

February 17, 1942

To the Department Head Addressed:

In order to concentrate into less time the distribution
of all office supplies, including stamps, which have heretofore
been distributed directly from this office from 8:00 o'clock in
the morning to 5:00 o'clock in the afternoon, will hereafter be-

ginning March 1, 1942, be distributed directly from the Business
Office Store Room in the basement of Frank Strong Hall from 8:00

AM, to 9:30 A.,M, and from 1:30 P.,M, to 3:00 P,M,, except on
Saturdays only from 8:00 A,M, to 9:30 A.M,
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Please anticipate your needs and secure your supplies
during the hours indicated above as the store room will be closed
during other hours of the day, Please also give advance notice

on large stamp orders,

Since our office wishes more information for accounting

purposes on the transfer checks it is requested that you give
accurate and complete detail on all transfer checks you vwrite,
both to the Business Office and other departments, such as, number

of and the items, unit cost and the total,

The selling of University supplies for cash to individuals
for private use is not permitted, University organizations may

purchase for cash,

Thanking you for your cooperation in this1matter, I am
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