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Karl Klooz, Bursar

THE UNIVERSITY OF KANSAS
Lawrence

BUSINESS OFFICE

June 3, 1939

TO THE DEPART: ENT HEAD ADDRESSED :

As the fiscal year draws near to the end we are also completing
our first year under the new purchasing procedure and with few ,
exceptions the cooperation has been fine and I want to take this “
opportunity to thank you one and all for your helpfulness in
carrying out this plan successfully,

I wish to call your attention to the necessity of your close co-
operation in seeing that all accounts and invoices dated prior
to July 1, 1939 be properly requisitioned and encumbered or the

University cannot assume the responsibility for payment of same,
If instructions have been followed there should be no difficulty
in this connection as all purchases will have been encumbered in

advance, Where it has been necessary to make an emergency pur-
chase and you have not followed it up immediately with a purchase

request, please see that this is done at once,

In order that we may close the fiscal year with the least diff 1~
culty, it is requested that you anticipate your needs for the
whole month of Junc during the first two weeks of June and ref rain
from placing purchase requests, for the balance of this f iscal

year, after June 17.

It is highly IMPORTANT that you see to it at once that all obli-
gations incurred in the name of the University be handled
TMVEDIATELY or it will be necessary for the individual who incurred

the obligation to assume the responsibility for payment of same,

Thanking you for your cooperation in these matters, I am

Yours-very truly,
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The University of Kansas
Lawrence

Office of
The Chancellor - July 1, 1939

TO HEADS OF DEPARTMENTS AND DIVISIONS:

Some departments are overlooking the
purchase request requirement that the reason for

the purchase be stated explicitly. In the future,
will you kindly bear this regulation 1in mind? The

information will very greatly assist Chancellor
Malott in becoming acquainted with the purchasing

procedure and practice.

Sincerely yours,

RAYMOND NICHOLS,
Executive Secretary.






PAYNE RATNER,

Bt SR, | STATE OF KANSAS GOVERNOR

BUSINESS MANAGER

D. A. N. CHASE,

. AssT. BUSINESS MANAGER OFFICE OF

STATE BUSINESS MANAGER

STATE HOUSE
TOPEKA

JUly 1, 1999

Dept. of Physical Education,
University of Kansas,
Lawrence, Kanssas

Gentlemen:

We are sending you your Purchase Request
No., 5336 and the gquotations we have recsived
and ask that you decide which one you want

and return the enclosed file on the P. R. tg

US o

Thanking you, 1 am

DANC :J S




—_— e o - . x — ——————= o —

— —— ——

DEPOSITED WITH THE CASHIER /|

OF
THE UNIVERSITY OF KANSAS

- . . L T T T - - -------’-----h---_-- - e . .

5 e s G G pRe o)
RRE o e e e
T R R N IR s e RSl e L




No.

(Leave blank)

REQUISITION FOR PRINTING

To the Business Office:

Please procure for the use of the
(Department, Committee or Administration Office)

listed below, the number called for being the estimated requirements for the fiscal year ending June 30, 19;.....‘1

Copy 1s attached. Date wanted

(Number of copies)

LA OR0er. . o N R R B e Rl e e A R R e
(Signature)
Ordered—date: | Allowed—will ship | Received Cost
State Printer Journalism Press DATE
3

1-37—10M 17-35



No.

(Leave blank)

REQUISITION FOR PRINTING

To the Business Office:

Please procure for the use of the.......... WWW

(Department, Committee or Administration Office)

listed below, the number called for being the estimated requirements for the fiscal year ending June 30, 1%‘1 |

e Rttt B B R B L B B B Bk R R R R R R R R R A L B B B & L & B & L N 3 % |

(Designation of job)

A T SRR T T L U S ol S O RO T ¥ 3 8 S AT L S £ I 30 0 S BSOS LR e MO SN L 0 e e MO D, % Ll s T
(Signature)
Ordered—date: Allowed—will ship Received Cost
State Printer Journalism Press DATE |

T-37—10M 17-35






MONTHLY STATEMENT

Bell Muiic Co.

Everything that is Best in Music

925-927 MASSACHUSETTS STREET
LAWRENCE, KANSAS
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KARL KLOOZ, BURSAR

THE UNIVERSITY OF KANSAS
LAWRENCE

BUSINESS OFFICE

April

Dr. Forrest C. Allen, Director
Physical Education
University of Kansas

My dear Dr. Allene

This wilill acknowledge receipt of your
letter of the 10th concerning enroll-
ment of certain students in some of

your &activity classes as auditors for

the second half of the spring semes-
ter.

With reference to making a reduction
in the fee for the part of the 2nd
semester, I wish to say that it has
not been our policy to make any re-
duction in laboratory fees when a
student enrolled late in the labor-
atory course. Once a plan of this
sort 1s started there is nc telling
how far it will go, causing addition-

al checking and additional lists to
keep up tc date.

Unless there are other very good

reasons for 1t I do not favor making
a reduction in the fee.

Karl Klooz
Bursear

KK+« JMT

13, 1939



BUSINESS COFFICE
April 6, 1939

DEPARTMENT OF WLMW

Please list below all courses in your department to
be offered during the coming "SUMMER SESSICN" for
which laboratory fees are tc be charged., Alsc list the
information designated in the column headings. Will
the head of each department check these fees so there
will be no mistakes made In charging them?

NO. OF COURSE NAME

NO, OF HOURS . FEE

e

- DFPOSIT REQUIRED _ [

ANY NEW FEES OR CHANGES IN LABORATORY FEES should
be referred to the BUDGET COMMITTEE for approval.

please return to the Business 0ffice, completely
filled out, not later than April 20, 1939,

Yours very truly,

xw%

Karl Kloog
Bursgar




