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J. A. MERMIS, WALTER A. HUXMAN,

BUSINESS MANAGER STATE OF KANSAS GOVERNOR

MARK KROUCH,
ASST. BUSINESS MANAGER

OFFICE OF

STATE BUSINESS MANAGER

STATE HOUSE
TOPEKA

October 10, 1938

Mr. Forrest C. Allen

Director of Physical iducation
University of Kansas

Lawrence, Kansas

Dear Mr. Allen:

The repair of footballs, basketballs,
and other athletlc equipment as mentioned 1in
your letter of the 8th inst. can be very easlily
taken care of by sending us a Purchase Request
made out to the firm that you select and best
equipped to do the work.

The Purchase Request should show the actual
cost to the state, and by so doing, more spzsedy
action can be had.

Very truly yours, —

Mark Krouch
Asst. Business Manager
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THE UNIVERSITY OF KANSAS
Lawrence

Office of .
The Chancellor July 1, 1938

TO HEADS OF DEPARTMENTS:

' Your attention is called to the application of Senate Bill, No. 86
Chapter 71, Special Session 1938, which requires that allpurchases shall

be charged immediately to the proper appropriation.

.Actlng'under the blll the State Board is r3301nd1ng, as of July 1,
the minutes of January 7, 1 ﬁ- which authorized institutions to make minor
purchases not to exceed $25 Thls means that hereafter no one will be able
to make a purchase of any kind, or for any amount, without advance authori-
zation. In addition, overdraft? in maintenance allotments is not to be per-
mitted. In the event of an emergency or unusual situation, however, appeal
may be made to the Budget Committee.

-The State officials do not 1ntend that the'new law hinder tne Work of

the institutions in any way. .Accordlngly5 they have worked out a procedure
which is relatively simple and.d631gned.to minimlze as far as posslble, |
inconvenience to purchasing officers. Under this procedure the department
head will send to the University Business Office an.order for the materials
desired, using 2 new form, the Purchase Request. This Purchase Request,
5 4 approved by the Bu51ness Office, will be forwarded.immedlately to the
State Business Manager, at Topeka, who will award the contract. In case
it seems advantageous to purchase the materials locally, or in case of real
emergency, the regulatlone prOV1de that the Bursar may authorize purchases,
subject to confirmation by the Topeka office. In. either case, however, the
Purchase Request must be submltted to the Bursar.

In order to avoid inconveniences and interruptions df”eork depart-

ments will find it advisable to anticilpate their needs as far in advance

as possible. Until the law has been in operation for several months it is
expected that minor problems will arise, in which case the departmental
purchasing officer should .consult with the Bursar. Experience with the

law may indicate that modifications in the regulations are advisable or
necessary. Your full cooperation during the next few months will be very
helpful to the Bursar and the State officials in making these adjustments.

Cordially yours,

E. H. LINDLEY,
Chancel lor
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DEPOSITED WITH THE CASHIER

OF
-~ THE UNIVEE@ITY OF KANSAS







KARL KLOOZ, BURSAR

THE UNIVERSITY OF KANSAS
LAWRENCE

BUSINESS OFFICE

JUNE
tenth

1.938

T0O THE DEPARTMENT HEAD ADDRESSED:

This month being the last month of the fiscal year

and it being necessary to pay for all services for

June out of this fiscal year's funds, the time for

sending in your irregular oll is being changed

from the 2lst to the 3 so that the whole montht's
time can be included in one payroll.

Please send in your irregular time sheets to this
office so they will reach our office by the evening
of June 30th and not later than noon July lst, sure,

Please notify your people that the payroll will be
ready for signature by the morning of July 2nd and
will close the evening of July 6th, and that it is
absolutely necessary that they sign at the time
designated if they wish their pay, as it will be
impossible to pay them later,

Thanking you for your cooperation in this matter,
I am

KK :JMT
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J. A. MERMIS,
BUSINESS MANAGER

MARK KROUGH,

WALTER A. HUXMAN,

STATE OF KANSAS

OFFICE OF

ASST. BUSINESS MANAGER *

STATE BUSINESS MANAGER
STATE HOUSE

TOPEKA

March 25, 1938

GOVERNOR

iéc/lg‘éw

Mr. Forrest Ce. Allen

Director of Physical Education
University of Kansas

Lawrence, Kansas

Dear MNMr, Allen:

We have your letter of March 22 call-
ing attention to the order placed with Bowen-
Nuss-Brown Hardware Company for athletic

supplies, and which up to date they have failed
2O E13k,

I have taken this up with the above named
firm, and they informed us that they have no
record whatsoever of this order. They stated
that in the event you would like to purchase
same Irom them, they will make delivery in a
week to ten days' time. On the other hand if

you want to cancel the order, you have our
permission to do so.

Very truly yours,

Mark Krouch
Asst. Business Manager

]
#
L
-
-

MK:G









'\"I

DIVISION OF PHYSICAL EDUCATION

September 13, 1937,

TO MEMBERS OF THE STAFF:

| The following letter has just been received from
Mr, Karl Klooz, Bursar, Please note that the regular payroll
is ready for signature on or before noon of the 1léth of each
month, |

"In order to distribute the flow of work through the
State Auditor's Office in connection with writing the warrants,
it is necessary that we change the date of sending in our pay-
POllS. | %

"Hereafter, it will be necessary for the irregular paye-
roll to be in the State Auditor's hands on the first of each
month, instead of the twenty-third, Beginning with this month,
you will kindly close your irregular pavrolls on the twentieth
ol the month and have your payroll sheets in this office not
later than 5 o'clock on the twenty=first of each month,

"We again wish to call your attention to the necessity
of’ having these payroll sheets in this office on or before the
time set as sbove, It is necessary that the sheets be arranged
by departments alphabetically and the names arranged alphabet-
ically by the department, so that when any sheet is not in when
-1t is time to close the payroll, we must hold up the entire pay-

roll or leave out the sheet tha% is late, We especially urge
your cooperation in this matter. - .

| "The time for sending in the regular payroll has also
been moved forward so that it is necessary that we close the
regular payroll for signature at noon on the sixteenth of each
month, Beginning with this month, please request your depart-
ment staff members to be sure to sign the payroll on or before
noon of the sixteenth., Your cooperation in this matter will also
be appreciated,

Yours very truly,

Karl Klooz, Bursar,”
Sincerely yours,

Director of Physical HEducation.







KARL KLOOZ, BURSAR

THE UNIVERSITY OF KANSAS
LAWRENCE

BUSINESS OFFICE

Sep tember 1, 1937

Dr. Fe C, Allen
Department of Physical Education

To the Coach Addressed:

Because of our very acute financlial condition

and since the Board of Regents have appointed
myself as Business Manager of Athletics respon-
sible for all financial matters and the need for
following good accounting practices, hereafter

no financial obligation will be considered against
the Corporation unless there first has been a
requlisition issued covering same.

Please place in the hands of Mr. Falkenstein all

purchase requests. He will see that the purchase
has proper approval and will issue the requisition
when approved.

Thanking you for your cooperation in this matter,
I am

Yours~very truly
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