' Mr. Henry Shenk
107 Robinson



August 3, 1946

Netice of Civil Service Examinations:

The Department of Civil Service has just announced
that examinations for the following classifications are to
be given during the month of September and that applications
will be received through August 30th: -

Account Clerk IT
Clerk IV

Clerk I
Clerk-Stenographe?d I
Clerk-Typist I
Groundsman II
Florist

Please post this notice where it can be read by
members of your staff who may be interested.

RAYMOND NICHOLS
Executive Secretary



Dr. F, C, Allen
Physical Education
105 Robinson




TO CIVIL SERVICE SUPERVISORS

ThlS 1s to advise you that Armistice Day, Saturday,
November 11, has been designated a holiday by the Governor
under Rule lO 9 of the Civil Service Rules.

It 1s recommended that wherever possible the Uni-
versity offices and departments observe the holiday and give
the day off to their Civil Service staff. Offices which
find 1t necessary to stay open in the morning should file
with the Business Office application for overtime credit of
one-half day for each Civil Service employee who did not
take the morning off.

RAYMOND NICHOLS
11-8-44, Exeeutive Secretary






UNIVERSITY OF KANSAS

REPORT OF LEAVE TAKEN
(To be filed at Business Office not later than 5 p. m. of last day of month.)

(Name of Employee)

took the following time off during the month of.
in accordance with Civil Service rules 10.2, 10.3, 10.4 or 10.5:

VACATION . ... SR
(No. days) (Give dates of days taken off)

DU R e e S e P S e G St AR e e o R o e O SR BRI e O,
(No. days) (Give dates of days taken off) |

OVERIINE:. e B e S e e e L
(No. days) | (Give dates of days taken off)

IEAVE WEED L R PR A e ran ot MR i
(No. days : (Give dates of days taken off)

August 21, 1944

-----------------------------------------------------------------------------------

Supervisor.

20-1764 1-44—6M










UNIVERSITY OF KANSAS
REPORT OF LEAVE TAKEN

(To be filed at Business Office not later than 5 p. m. of last day of month.)

(Name of Employee)

took the followmg time off during the month of
in accordance with Civil Service rules 10.2, 10.3, 104 or 10 5

VACATION: .. . .. .
(No. days)

B BN D R R I et R G ST R e s S
(No. days) : _

OVERTINE:. ... ... Sl (e ok Ty R Rimede Sl il o g

| (No. days) I <

LE AVE W HOU T P A Y oo iiiiiaiies’ ainscsaciiesssinscssssminsssssioonsommsansssssnstesnatethasasttanuncdhsnncts beresassassuttsetnssars snssnces
(No. days) '

Date... Ootober 16, 1944 . . . . Signed . oo oaaEbe e

2 Supervisor.













F, C, Allen
Physical Education

105 Robinson



o - UNIVERSITY OF KANGSAS
b Office of the Chancellor

1 r February 20, 1946
To Heads of Offices and Departments:

1l. Friday, February 22, is a holiday under the Civil Service
regulations. The University will not observe the holiday, how-
ever, and application for holiday overtime credit should be filed
at the Business Office for all Civil Service employees who work
on that day.

2. The University is operating on a L44-hour work week, except
in a few positions where the week is longer. This schedule was
filed with the Civil Service Department more than two years ago,
and any department not operating on this schedule should either
adjust upward the work hours of its staff or adjust salaries
downward to a part-time basis.

RAYMOND NICHOLS,
Executive Secretary






















































