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Statement on harmful and offensive content

The Hunt Institute Archives contains hundreds of thousands of pages of historical content,
writing and images, created by thousands of individuals connected to the botanical sciences. Due
to the wide range of time and social context in which these materials were created, some of the
collections contain material that reflect outdated, biased, offensive and possibly violent views,
opinions and actions. The Hunt Institute for Botanical Documentation does not endorse the views
expressed in these materials, which are inconsistent with our dedication to creating an inclusive,
accessible and anti-discriminatory research environment. Archival records are historical
documents, and the Hunt Institute keeps such records unaltered to maintain their integrity and to
foster accountability for the actions and views of the collections’ creators.

Many of the historical collections in the Hunt Institute Archives contain personal
correspondence, notes, recollections and opinions, which may contain language, ideas or
stereotypes that are offensive or harmful to others. These collections are maintained as records of
the individuals involved and do not reflect the views or values of the Hunt Institute for Botanical
Documentation or those of Carnegie Mellon University.

About the Institute

The Hunt Institute for Botanical Documentation, a research division of Carnegie Mellon
University, specializes in the history of botany and all aspects of plant science and serves the
international scientific community through research and documentation. To this end, the Institute
acquires and maintains authoritative collections of books, plant images, manuscripts, portraits and
data files, and provides publications and other modes of information service. The Institute meets
the reference needs of botanists, biologists, historians, conservationists, librarians, bibliographers
and the public at large, especially those concerned with any aspect of the North American flora.

Hunt Institute was dedicated in 1961 as the Rachel McMasters Miller Hunt Botanical Library, an
international center for bibliographical research and service in the interests of botany and
horticulture, as well as a center for the study of all aspects of the history of the plant sciences. By
1971 the Library’s activities had so diversified that the name was changed to Hunt Institute for
Botanical Documentation. Growth in collections and research projects led to the establishment of
four programmatic departments: Archives, Art, Bibliography and the Library.
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UNIVERSITY OF FENNSYLVANIA
0ffice of Froject Research and Crants
Dipest of Terms of Coatruact or Gront for Resesrch Project

CONTRACT NO: GN-41 FRINCIPAL INVISTIGATOR: Dy, I.K. Langmen
ACCOUNT CODE NO: 4=-03119-3-6234 UNIVGRSITY DEFARTMENT:  Biolegy
SFONSOR: Natiemal Science Foundation. 71 % OF CONTRACT: Grant

TITLE: A selected Guide to the Literature’ /CUNT OF CONTHACT: $30, 100

ts of Mexice.
10/1/62 to 9/30/63CV :.HIiD:  20% ($5016) ;ﬂ}
REFORTS, INVOICES: Scientific Reports: Anngal and final

Financidl Reports:  Semi-annual and final

MIGEP:s A University budget covering these funds should be prepared and
submitted throwgh regular chunnels.

on the Flowering Plan
DURATION OF CONTHACT:

TRAVEL: To be authorized by: Fer Dien on a quarter
day basis or, actuzl subsistence net to exceed § per day if
suppar ting roceipts accompany claim.

Automobile roimburscment: ¢ per mile,
APFROVALS: Prior approval must be obtained for subcon ase orddrs
that f£211 in categeries rhecked beloy? s
Insurance.

ECIAL oS
Exceod G500., §1,000, ucTl
Involve research or development. BUDGET!NSTR

Provide for building alteraticnt or ccnstﬂﬁﬂ
Overtime pay. R
Foroign purchzses,

Travel to Scientific Meetings and all foreign travel. Federal
tronsportation taxes moy not beo pald with grant funds. DOxemption
certificztes available ot Comptroller's office.

! M m ‘fd.ﬂr
TMPLOYRE BN H .J. z of Salaries and wages should be budgeted for Employce
Bena

neiits,

e g

PUBLICATIONS: Copyrighted material shall carry byline granting sponsor royalty-
free right of reproduction and shall acknowledge sponsor!s support.

FATENTS: Any patentable invention to be reported to sponsor. X

FROFERTY ¢ Title to property purchased with sponsort!s funds rests with University
Accurate records must be kept of all non-cxpend:ble items
purchased with contract or grant funds,
Unexpended balance reverts to the foundation, four (4)
OTHR » reprints
\ of each publication to be forwarded to foundation.

WOTE: Accounting Code 4e03119=3«6234:5 been ossigned to this project. Flease use
this number on all requisitions, inveices, etc. to be charged agzinst these funds.

DISTRIBUTION: File
Comptroller, Attn: Miss Rennard, w/cy contract
Frincipal Investigator Dy, Lengmen ./ "

Dean
Pur r:he.s:.ﬂf' 9

Dr, Erickson AAB:pm 10/5/62
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cL oEPT. FUND |
NSF GH=41
¢ UNIVERSITY of PENNSYLVANIA NAME OF FUND. GRANT, OR CONTRACT NUMBER i
___College i
SUMMARY OF SCHOOL !l
o Division of Biology ;1
BUDGET PROPOSALS DEPARTMENT i
{
|

Fisca Yean 10-1-62 to 9-30-63

(STATE BUDGET PERICOD IF OTHER THAN FISCAL YEAR)

ISTATE SALARIES AND WAGES |I
= - CURRENY EQUIPMENT TOTAL
Mt | aoMiniSTRATIVE Az i T EXPENSE |
ONLY) AND ACADEMIC INSTRUCTIONS| | INSTRUCTIONS) i
PROFESSIONAL i |
AMOUNT |
APPROPRIATED 1
|cuRmENT YEAR |
' |
AMOUNT
o $,000 $1,500 $2k,600 $30,1<9)‘
NEXT YEAR
DO NOT WRITE IN SPACE BELOW
e Jy | :
]
= =l ] el S i
|
Approved: To THE BUDGET ADMINISTRATOR:
-
é‘ A/‘ &‘?”“‘-J K"fgfi = .f""."i”‘" = The Trustees of the University of Penn-
LT ij“‘“”dr‘:& sylvania have approved the budget named
0% b\ Qr.\ —\\Q,E \ — above in the amount of 160
a3 5:‘:“'; e ot \)n"‘;a“ & -' for the purpose contained herein.
< oc) o
i et
— o e

October 22, 1962

Date

U. aF F. BuboET Fomw Mo, 1

Digitized by the Hunt Institute for Botanical Documentation
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ACADEMIC SALARIES

(A=2)

cooe No. 4]

03119

[ 3623k

TEPT. FUNG

o x
n‘aﬁ?o?qgﬁ{i—m‘w
FiscAL YEAR 10-1-62 to 9-&-63

_ (STATE BUDGET PERIOD IF OTHER THAN FISCAL YEAR:
ik oW
Do wor : [TRSSENT §RECOHM EALARY EALANY FaLD
POS, NAME EXPL waITE TITLE FoR NOW PAID excomMm. [FRec e DO NOT WRITE
(LAST NAME FIRST} i
NO- (PRIMT MAME ONLY IN THiS coLumn) | e oy B S fgpesiets him e IN SPACE BELOW
BELOW ) PROGPER . mARIE
[=-1-1 1
| Lengmen, Tda K. 6095 $4,0001 12
o
Title Code Title Code
Professor Emeritus 6000  Instructor 6040 ToraL THis Pace n
Professor 6000  Assistant Instructos 6050 =
Amsociate Professor 6010 Assistant 6060
A ot Professor 6020 Lecturer 6070 Custvzamive Toral—A-2 ONLY Pace No. __2
ate 6030 Fellow or Scholar 080

i e B bl ML nvestigator | 6095 A n
Digittzad By the Hunt Institute for Botanical Documentation



A-3 SALARIES

|__White, Ann

Cobe No | !ﬂ 0311 ! 3562311
oErT. UND
__NSF GN-R1
MAME OF DEPT,, FUND, GRANT. OR CONTRACT NO.
(FOR EMPLOYEES PAID AT ANNUAL RATES ON A SEMI-MONTHLY BASIS) Fisca. Yean 10-1-62 to 9-30-63
ISTATE 'uu&tt FERIOD IF OTHER THAN FISCAL i‘hl}
pos. o P CLASS Ti RATE AT PAiS
P AT EXPL. OSITION LASSIFICATION ir NOT WRITE
(-8 ....m‘p'c‘{'-‘.:"aﬁ'v’f:‘}ﬁ.'."é%{unm IN sPace | TEF L G LG LI g IR SPACE BELOW
o PERIOD  MONTH
1 | Clerk-Typist II 1,500
I

Allowance for salary increases

* Per instructions from Personnel Department

Torar Tuis Pace

Digitized*by the Hunt Instita

Comuramve T

1,500

AL—A-3 ONLY

PAGE No. —L

ation
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CURRENT EXPENSE AND EQUIPMENT

Cope No.

k.l_Q.me _3-_623!1_‘

N_agxsgr%m FUND, GRANT. OR CONTRACT NO.
FiscaL Year 10-1-62 to 9-30-63 i
(STATE BUDGET PERIOD IF OTHER THAM FISCAL 'ml

AMOUNT AMOUNT
i CURRENT EXPENSE Rer | T Cinrent | "Fon " | o nor wRiTE In seace BELOW
N AN Gty B s e |
7000 | Stationery and Office Supplies I
7152 | Printing or Duplicatir 7 I 19,002 i
7200 | Supplies for 1 |
7300 | Building and Cleaning Supplies (see note) ‘.I
7400 Fuel (sce note) |
7800 Egllﬂ for Ruurdl 50 rrI
7500 | Mi ) i
%000 | Communications |
8100 | Traveling Exp 50
£210 | Freight, Express and Drayage, ete.
$310 | Philadelphia Elcctric Current (see note) |
£320 | Steam Plant Charges (see note) |
$400 | Laundry and Towel Supply (ses note) |
3510 Repairs to Ei 25
8520 | Repairs to Building (see note)
3600 Rent, Taxes, I and Interest
8710 | Publicity and Advertising
8720 Dues
8730 | E
8910 | Fellowship and Scholarship Stipends
8990 | Other Miscellaneous Expense
!
Sub-Total 19,127 !
8634  |Social y + employee benefits 457 |
3633 Employee Bencfits |
2653 Contribution to Reti: Plan
8940 |Overhead: XXXXX XXXXX
“Full" Rate $ . XXXXX XXXXX |
Less: Univ. Contril XXXXX XXXXX |
Overhead Allowed i 5,016
ToraL CURRENT EXPENSE 2k,600
EQUIPMENT"*
9100 New Equipment
9300 Replacement of E
ToraL EQUIFMENT

* See “Instroctions” on Back of Page 1.
** [temized on “Explanatory Sheet”

U, oF P, BuSoET Fous No. 8

PagE No. _h‘__.

Digitized by the Hunt Institute for Botanical Documentation



EXPLANATORY SHEET cooe no. Bl 03119 | 3-60%
_NSF G4 T S
(List items consecutively as they appear in the Budget Proposals and NaME oF DEPT.. FUND, GRANT, OR CONTRACT No.

indicate the reference number in column “Expl. Ref. No." on budger FiscaL Yearn 10=1=62 to 9=30=563
sheets, [temize proposals for equipment appropriations on this sheet.) (ETATE RUDQET, FIERCE. Ly XTI TR EISCALS R

1. Mrs. White is being appointed for a six-month period at the annual FT
rate of $3,000.

2. This smount is to cover all expenses incurred by the University of Pemnsylvenia
Press in the printing of the bibliography which is being prepared by Mrs.
Lengman, including costs of printing, advertising, editor's salary, etc.

Y. or P. BuostT FoRw No. 8 PacE No. __5___
Digitized by the Hunt Institute for Botanical Documentation
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ASSOCIATEO SUSINESS FONMS, INC., P.0. 801 88, RONLYN, Pa.-2213

St UNIVERSITY OF PENNSYLVANIA
OFFICE OF THE COMPTROLLER 14882
REQUEST FOR PAYMENT IN CASH ANP_(O,I_I..\ADV&NC! ALLOWANCE FOR mva
COMPTROLLER: o g o
Please pay to - cash in the amount of §

for the purpose set forth below (check applicable section);

[] For incidental services or expenditures incurred in the conduct of official busi (Please attach all
-ol- s m' vouch el‘c.)
Explain:

|| As an advance allowance for travel to

on or about 19 to 19

Payment is preferred by [ | check [ ] cash

Charge Budget

CODE: CL. DEPT. ACCT. FUND AMOUNT
# 03119 8990 1161

APPROVED: FATEE
COMFTROLLER'S AUTHORIZATION : T . DR ADMNEIRATeR

HECEIFT IN CASH OF THE AMOUNT INDICATED ABOVE IS HEREBY ACENOWLEDGED.

NOTE: NOT VALID FOR AMOUNTS IN EXCESS OF §100.00,
{PLEASE SEE REVERSE SIDE FOR INSTRUCTIONS)

Digitized by the Hunt Institute for Botanical Documentation



UNIVERSITY OF PENNSYLVANIA

Supplemental Budget Sheet
Attach to ONE copy of each Budget
Code No, 1=03119-3-6234

Class Dept.

Please answer each of the following questions, Further information

is required when any question is answered "Yes" and this information

should be typed on all copies of the regular pink "Explanatory Sheet®
not on this Supplemental Budget Sheet, Do not type anything on this

page oxcept the "Yes" or "No" answer to the questions and the budget

code number,

mei

1,

2.

Is any person paid on this budget being pald on enother
budget? Yes _ No x (If answer is "Yes," please

indicate for each such person (2) the other budget(s) on

which he is paid and (b) the salary paid on each budget,)

If the answer to question (1) is "Yes," does the total salary
for any person who is paid from other budgets exceed the

1imit set by the "Interim Policy Concerning Research Salaries"?
(This policy was published June 1L, 1961 and became effective
July 1, 1961) Yes __ No __ (If answer is "Yes," please

explain, )

The following questions apply only to budgets for research contracts

and grants,

3.

L.

Will building alterations be required? Yes No x (If
answer is "Yes," please explain and indicate sources of funds,)
Are matching funds required from the University? Yes

No x  (If answer is "Yes," please explain,)

August 29, 1961



UNIVERSITY of PENNSYLVANIA

SUMMARY OF

BUDGET PROPOSALS

E—— g

coxne 10319 | 3-623 |

_NEF G-l =t

NAME OF FUND, GRANT, OR CONTRACT NUMBER J,

_College

ScHooL I

Division of Biology l

DEPARTMENT

FiscaL Yean 10=1-02 to 9-30-63 '
|

(BTATE DUDGET FENIOD IF OTHER THAM FISCAL YEAR)

SALARIES AND WAGES

|
Al CURRENT |
At ~ EQUIPMENT TOTAL |
Mooiians | |ADMINISTRATIVE R e [‘“"ga EXPENSE £
Y.

OMLY) i . INSTRUCTIONS) | INSTRUCTIONS | i gt

AMOUNT {
lm'_.!!m
|
|
i
AMOUNT }
ek, 600
ror
e 4,000 $1,500 pek, $3o,wc;£ I
DO NOT WRITE IN SPACE BELOW
= —) = = = ~IH
|
Approved: To THE BUDGET ADMINISTRATOR:
= 5

Budglt Administrator

December 15, 1962

U. oF P. BuSSET Fomw Mo. 1

Date

The Trustees of the University of Penn-

sylvania have approved the budger named

above in the amount of L.s_ﬁr.l_@—

for the purpose contained herein,

22 7’4“4%%"

,}(ﬁus BUDGET REPLACES THAT SUBMITTED OCTOBER 25 1962

Digitized by the Hunt Institute for Botanical Documentation
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ACADEMIC SALARIES

Cobe No. |1h 03119 | 3-&)23’&
L. oEFT. ru
HSE Gli=lt], i

(A=2) NAME OF DEPT.. FUND, GRANT, OR CONTRACT NO.
FiscaL Yean 10-1=62 to 9-30-63
(BTATE BUDGET FERIOD IF OTHER THAN FISCAL YEAR
L How
POS. I Loyl gt "“";:“- HALARY ::ULG‘:: FalD o
NG, NAME (LAST NAME FIRST) y [HiLgL MW RAID . FREEHF NOY DO NOT WRITE
i (PRINT NAME ONLY 1N THie cotumn) | RS- | namace | NG | "orex | tcchiams | csouiame JYUIRL S | | INSPAGE BELOW
BELOW) FROPEN e
cooe
_Langmen, Ida K. _| &0a5. 14,000 12
1
Title Cade Tutle Code
Professor Emeritus 6000 Instructor 6040 ToraL THis Pace 4,000
Professor 6000  Asvistant Instructor 6050 =1
Associate Pl’a:guur 6010 Assistant 6060
Assistant Professor 6020  Lecturer &070 CuMULATIVE TOTAL—A-2 ONLY 2
Associate 6030  Fellow or Scholar 6080 : PAgE No. &

Digittzed by the Hunt Insti

tute for Botanical Documentation



e

comeno. LT oo 1 3-6034
3 SALARIES il 3 -
SF Cii=+1
A- SA NI\IAI OF DEPT.. FUND, GRANT, OR CONTRACT NO.
- (FOR EMPLOYEES PAID AT ANNUAL RATES ON A SEMI-MONTHLY BASIS) pFiecal Year 10=1=02 to 0-30-O
(STATE BUDGEY FERIOD IF OTHER THANM 'f'cﬁl. Yl.ll}
SALARY bt
DO MOT | . | PoBITION CLASSIFICATION |RATE AT [FUS | o0 oo o
ILAST asT RIT
am CPRINY S LY N e oMM N SPACE e i b R 2 A IARTS el SPACE BELOW
BELOW ONTH
PENIOD. ekt
White, Amn il Clerk-Typist II 1,500
24

for salary i .

* Per instructions from Personnel Deparment

Pigitized"by the Hunt Instit

Torar Tuis Pace

1,500

CumuLagve Torat—A-3 Oyuy

3

Pace No. —.j__._

{ite 10T Botanical Documentation
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CURRENT EXPENSE AND EQUIPMENT

B GH=b1
NAME OF DEPT., FUND. GRANT, OR CONTRAST NO. ;

FiscaL Yean 10=1-02 to 9-30-03 |

(STATE BUDGET PERIOD IF OTHER THAN FISCAL YEAN) t

. AMOUNT AMOUNT
°.?3_‘ CURRENT EXPENSE M e “'é'l-?a'-":"ﬂm i FOR s DO NOT WRITE IN SPACE BELOW
NO. YEAR MNEXT YEAR
(ooLLARS ONLY)|IDOLLARS ONLY
7000 _| Stationery and Office Suppli |
7152 | Printing or Duphuun; 20,002 |
7200 | Supplies for I
7300 | Building and Cleaning $: (see note) i
7400 | Fuel (see note) |
7800 Supplies for Research 50 i
7900 | Miscellaneous Supplies
5000 | C et
8100 | Traveling Expenses 50 {
8210 | Freight, E: and Drayage, etc.
8310 | Philadelphia Electric Current (see note) |
8320 | Steam Plant Charges {sce note)
8400 | Laundry and Towel Supply (see note)
§510 | Repairs to Equip 25
$520 | Repairs to Building (sce note)
2600 Rent, Taxes, Insurance, and Interest
£710 | Publicity and Advertising
4720 | Dues
8730 | Entertainment
£910 | Fellowship and Scholarship Stipends
8990 | Other Miscellaneous Expense
Sub-Toral 20,217
8634 |Social Security + employee benefits 57
8653 | Contribution to Reti Plan
8940 | Overhead: XXXXX XXXXX
“Full” Rate $ XXXXX XXXXX
Less: Univ. Ci ibuti l= XXXXX XXXXX
Overhead Allowed 3,926
‘ToraL CURRENT EXPENSE 21I- ,600
EQUIPMENT**
9100 | New Equi e, I
9300 |Replacement of Eq
Toral EQUIPMENT

* See “Instructions” on Back of Page 1.
** [temized on “Explanatory Sheet”

U. oF F. BUDSET Fone NS 8

PaceE No. I"

Digitized by the Hunt Institute for Botanical Documentation



EXPLANATORY SHEET coeno. || 03119 | 303

(List items consecutively as they appear in the Budget Proposals and NAME OF DEPT., FUND, GRANT, OR CONTRACT No.
indicate the ref ber in column “Expl. Ref. No." on budget FiscaL Yean 10=1<62 %o
sheets, Ttemize proposals for equipment appropriations on this sheet.) STATI BUBBRY: PR NIO0 5 OYHRA TIAN KR Yy

1. lrs. White is belng appointed for a six-month period st the snnual FT rate
of §3,000.

2. This ssount 1s to cover miscellmeous expenses incwrred by the University of
Pennsylvanis Press in the printing of the bibliography which is being prepared
by Mrs. Lengmen, including costs of printing, sdvertising, editords sslary, eto.

U. or P, BuBeET Foas NG, & Pace No. __!_—
Digitized by the Hunt Institute for Botanical Documentation
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POSITION TITLE
WAME OF BUDGET POS. NO ANNUAL SALARY fcLASS DEFT, ACCT, FUND SEMI. MO. SAL.
WAME OF BUDGET POS. MO ANNUAL SALARY [cLass OEFT. ACCT. FUND SEMI. MO, SAL.
NAME OF BUDGET POS. ND ANKUAL SALARY |cLass GEFT. ACCT. FUND SEMI. MO. SAL.
T0
(8) Clexk-Typist II 4

POSITIGN THTLE S0 oo

HSP GN-b1 _$3,500-
NAME nrm u s ﬁ m‘os. NO . ANNUAL SaLary fcLass DEPT. ACCT. FUND SEMI. MO. SAL.
_______ Aumua) ¥ yate of $3,000)
NAME OF BUDGET POS. NO. | ANNUAL SALARY cLASS DEFT. ACCT. FUND SEM| . MO. SAL
| NAME OF BUDGET PDS, NO ANNUAL SALARY foLASS DEPT. ACET. FUND SEMI. MO. SAL.
(9] TRANSFER OF FUNDS (EXPLAIN)
[FOR USE IN TERMINATION ONLY)

(101 REASON FOR TERMINATION
(11] FORWARDING ADDRESS
(12] VACATION ALLOWANCE FOR CURRENT YEAR ALREADY RECEIVED DAYS

UNIVERSITY of PENNSYLVANIA

A-3 PERSONNEL BUDGET MEMORANDUM

It is understood that the employment, salary change, promation or transfer reguested below has
olresdy bean discussed with ond has the praliminary epproval of the Persennel Departmant.

(1) DATE

10-22-62

L2] NAME

« NO.

| iNCOME
EREMFTE

q&’ | l‘

EFFECTIVE PAYROLL DATE

Oct. 22, 1962

(3) UNIV. ADDRESS
(41 woue aooress O3 Colar Avesue, Pltmoms Hede

{5) SCHOOL

161 NATURE OF ACTION

FROM

SPACES ENCLOSED BY
HEAVY RULE RESERVED
FOR COMPTROLLER

RECOMMENDED :

e TR RN

APPROVED

BUDGET ADM U| STRATOR

DEAN OR DIRECTOR

2

DEPARTMENT CHAIRMAN

OFFICE OF DEAN OR DIRECTOR

01 RECTORLr RgR@onNFL *

Digitized by the Hunt Institute for Botanical Documentation
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UNIVERSITY INTRAMURAL CORRESPONDENCE

To: Principal Investigators on USPHS, NSF, and other Grants
FROM ¢ F. Haydn Morgan, Director, Project Research and Grants

DATE: November 16, 1962

In the past the University has been allowed to obtain reimbursement
from grants for its contribution to Employee Benefits made on behalf
of personnel assigned to the grant. We have attempted to make an
actual computation of the exact amount assignable to each grant, how=
ever, this has been difficult and grows more so as the number of
projects continues to increase,

Although it is difficult to ascertain the exact amount of such charges
which should be made against a particular grant, the total annual cost
to the University is known and it is relatively easy to compute the
exact percentage of salaries and wages. The use of an average figure
has been approved by the Government. The audited percentage for 1961-62
was 9.3% of total salaries and wages,

The following are the major items included in Employee Benefits:

TIAA Retirement Program (7,5% of salaries)

Social Security (3.625% of salaries and wages up
to $4,800 as of Jan, 1, 1963)

A-3 Employee Retirement Program

Tuition privileges for the faculty, employees,
and dependents

Group Insurance Program

Workmen's Compensation

Major Medical Insurance

In order for the University to be in a position to meet its financial
obligations under these programs, it is imperative that funds be pro-
vided in all University grant budgets for this purpose. Funds in the
amount equal to 9.3% of salaries and wages must be included in appli-
cations for grants

The foregoing applies to grants and contracts from any agency which
does not provide for full reimbursement of indirect costs.

If you have any questions concerning this matter, please feel free
to call this office or the Comptroller,

Digitized by the Hunt Institute for Botanical Documentation
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THE DIVISION OF BIOLOGY

Budget Summary
L-03119 3-623L

Neme and Code of Grant N.S.F. GHN-d Administrator l. Langman
Total Funds Appropriated Duration of Contract
Amount Budgeted  ©30,100 Duration of Budget 10-1-1962 to 9-30-1963
On the basis of the Comptroller's statement of March 29, 1963 a summary
of this budget indicates:
Budget Estimated
Allocation _Expenditures Commitments Balance
A-1 Salaries
A-2 Selaries $li,000 £1,999.98 £2,000,02
A-3 Balsries $1,500 $1,336.L9 $163,51
A-L Salaries
sy Sub-total $20,217 $71.0L £20,115,9
gg Overhead £3,926 £3,926.00
Benefits §L57 $1:90.00 $33.00 CRI
Equi pment
TOTALS £30,100 £7,823.51 $2,163.53 $20,112.96

Comptroller's Belance: $22,276.L9
Estimated Commitments:  92,163.53
Corrected Balance: $20,112.96

Remarks :
Due to & lack of information pertaining to salaries, you will

note that I am only assuming that you have comnited all of the
funds allocated for salaries,

Date April 2L, 1963
n




THE DIVISICN OF BIOLOGY

Budget Summary
L-03119 3-623L

Name and Code of Grant N.S.F. GN -ld Administrator Ida K. Langman
Total Funds Appropriated Duration of Contract
Amount Budgeted $30,100 Durstion of Budget 10-1-1962 to 9-30-1963

On the basis of the Comptroller's statement of April 30, 1963 a summary

of this budget indicates:

A-1 Salaries

A-2 Salaries

A-3 Salaries

A-4 salaries
Sub-total

5 § Overhead

)

g E Benefits

Equipment

TOTALS

i

Remarks: A.

Date June 12,

Budget Estimated
Allocation Expenditures |Commitments | Balance
|
!
$l,000 $2,333.31 ¥1,666.69
$1,500 $1,519.15 §19.15 cH*
$20,217 $71.0L  §19,500.00 $615.96
§3,926 $3,926.00 A
857 £190,00 §1.70%* $3k.70 ca*\]L" '
$30,100 £8,339.50  $21,168.39 | $592.11

Comptroller's Balance: $21,760.50
Estimated Commitments: $21,168.39

Corrected Balance: £592,11

There will be additional Employee Benefits taken out--due to
the additional expenditure in A-3 Salaries. Employee Benefits
are taken out at a rate of 8.9% of the total expenditure.

R Signed 4
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PIOLOGY DEPARTMENT REQL”S'TION lREQUEST___

BUDGET OR GRANT NUMEER .
2 \
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INFORMATION ON ORDERING:

If this request is for metcrisl that will become & pormancnt addition to his Department's equipment, furnishings,
collections, ete. or is for replacement parts for such non-expendable items, please so indicate in the Description column
with the letters "NE".

When completed, forward this request to Mrs. Hucke, Room 103 Leidy Laboratory. Within 2k hours it will be returned to
to you with a formal typed requisition. Please compare the typed copy with your originel and therafter arrange for its
approval by the appropriate budget administrator. Next forward it in the envelgpe provided to the Purchasing Department.
This is your last involvement in our procurement procedure, however, in error you may ocoasionally receive other forms, or
correspondence concerning this purchase. In all such cascs please route them to Mrs. Hucke.

It 1s possible to side step the above procedurc and verbally order for immediate delivery or pick up items that are
urgently needed. University policy, however, dictates that these purcheses generally should not exceed $25 in any one
instance and further should be securcd only in cases of genuine emergency. Mrs, Hucke (Ext. 7133) will be pleased to handle
these emergency purchases for you.

An even faster method of emergency buying is to use our petty case fund; here again, however, individuel purchases are
linfted and may not exceed $10. Mrs. Hucke also handles petty cash. The adventege here is that if your experditure is allowa
under cne of our budgets you can Pirst purchase the item yoursclf and later see Mrs. Hucke for reimbursement.

Digitized by the Hunt Institute for Botanical Documentation




The attached item is bsing ordered directly by the Biology
Department rather than through the University Purchasing Organ=
isation. Thers will therefors be no formal typed requisition
for you to aign and forward to tham. In lieu of this pleass
check the attached purchass corder with your origilnal request and
have the eppropriate budget administrator sipgn it. Thereafter
geal it ia the envelope provided and place ia the OFF CGAMPUS
mailbox,

Thaolt you
This arrangement has been initiated by the Purchasing Departe

ment to lessen the pumber of some types of small orders going
through their offica.
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