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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The Hunt Institute Archives contains hundreds of thousands of pages of historical content,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collections contain material that reflect outdated, biased, offensive and possibly violent views,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 Archival records are historical
documents, and the Hunt Institute keeps such records unaltered to maintain their integrity and to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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American Philosophical Society
held at Philadelphia
for Promoting Useful Knowledge

Independence Square

Philadelphia 6, Pa.

Application For a Grant From The Research Funds
(Applications should be Typewritten and in Duplicate)

Date:
1. Name of Applicant: Ida X. Langman
a. Mail address: 3509 Baring St. Philedelrhis 4 Pa.
b. Place and date of birth; Borzna, Russis; Februsry 7, 1904

c. Education and degrees:
South Philedelphia High School for Girls-gradusted
N ot [ Februery 1920
University of Pennsylvenig-sce seperste sheet
d. Present position:
Huseum Teacher, Academy of Wetural Sciences, FPhiladelphia

2. Statement of the Problem of Investigation. If work is in progress, state degree of completion; if not,
date when you are planning to begin.
Preparation of & Bibliography of the Floga of Mexico - see separate shee t

G -C.

An application involving travel abroad will not be idered the G i until it has the following

information: (1) that arrangements can be made to carry out the trip with assurance that a visa from the
tate Department can be secured, and (2) that, if the work is to be done in any laboratory or library

abroad, adequate access to the same has assured and the material to be studied will be available.

3. Total amount desired: $ gﬂﬂ

a. Budgeting of this sum to be specified in detail, e. g., equipment, assistants, field work, travel, etc.:
Travel in T-hxicn_,/tq_ _t_hn various libraries not yet visited

b. Person or Institution to whom payments should be made:
To the applicant

c. Schedule of payments desired:
$200 a month for 10 menths, Septeuber to July

(over)
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4. a. Procedure to be followed:
see peparate sheet

b. Expected duration of investigation: AP TS
one year in Mexico, followed by two yeers in the United States

c. Proposed method and means of publication:

Dr, Verdoorn,of Chronica Botanica, says he knows a Dutch pu‘nlishnr
nho wight be interested in publishing the Bibliography

5. Amount and nature of institutional contributions toward this work:
LN

Al ¥

6. Previous grants received for this work, grants now available, or other applications for grants which
are now pending:
September 1943-September 1949 Travel erd Maintenance CGrant from the
U,S. State Department for research in Mexico

7. Names am}nddrm of at least three individuals competent to pass judgment upon your project:
Dr. John M, Fogg, Jr University of Pa
Dr, H,¥W, Rickett - New York Botanicel Garden
f__ Dr_‘ Edgar Anderson - Missouri Botanical Garden
/ Dr, Frans Verdoorn - Chronice Botenics
;Dr. Margery Carlson-Northwestern University, Evanston Ill
( ° Dr, Faustino Miranda - Jerdin Sotenico, Tustle futierres, Chiepes, hexico
# Dr, Manuel Haldonado Koerdell - Instituto Nacional de .l.rqmolugia

y Historia, Mexico
/D:r. Jose Cuatrecasas - Museum of Natural Eiatory. Chicago, Ill.

8. Papers published by the applicant bearing upon this subject and other pertinent information:

(ut seperate sheet )

In 1952 I was elected a corresponding member of the Academia Necional
de Clencias de Mexico,

Signature \.ﬂd.av '&J d—’;—?-——-—/

T\il‘o_ mpms should be provided of applications and ome copy of supporting documents.
Additional information which the applicant desires to offer may be given on the following pages.
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I was brought to the United States when I wes & months old, and became a
:1;:::11 of this country in 1916, when my father was granted his naturalization
a] .

I received my Bachelor's degree from the University of Pennsylvanis in 1930,
and my Master's degree in 1947, The unususl length of time teken for comple-
tion of my college work was dus to the fact that my studies were carried on
while I was teaching school, Courses were taken in the afterncons, evenings
and on Seturdeys. After & short period of post graduste work, I discontinusd
formel class study but concentrated on plent collecting, In June 1940, while
on sabbatical leave from teaching, I spent the year in Mexico, Out of this
year came en interest in Mexican plants, and when I returned to the University

to complete my work for a master's degree, I started work on the Bibliography
of Mexican Flowering Flente.

The bibliography was started in th8 summer of 1945, at the suggestion of Dr,
John M, Fogg. At first materiasl was collected from the libreries in Philadel-
phia, New York end Washington, In the summer of 1947, trivs were mede for
additional material from libreries in Boston, Cambridge, Providence and the
Rare Bocks Division of the Army Medical Library in Cleveland. In 1948, on
recelpt of the grant from the State Department, I was eble to spend a year
in Mexico and review the collections in a number of Mexican libraries. However,
& year proved to be insufficient to complete the work. I was able to check
the materiel in only about half the close to fifty libraries in Mexico City,
and in ondy & few libraries outside the capital: Oaxaca, Tuxtla Gutierrez,
Merida, Campeche and Ciudad cel Cermen, I also geined eccess to about a dozen
private collections. The bibliography, on my return from Mexico, conteined
gbout 5000 items. Since then, additional meterial has been sdded from the
Lloyd Library in Cincinnati, the Missouri Botanicel Garden, end libraries in
Chicago and New Orleans. At present the bibliography numbzrs sbout 7500 items,
teken meinly from books and separste publications, &nd from maferial in Mexicen
magazines, Another year sKent in Mexico would enable me to complste my researches
in the libraries there. (® detailed itinzrary is given under point 3).

Although a visa is not necessary for travel te Mexico, I amiappending
& statement from the Mexican consul in Philsdelphis to indicate that there would
b= no problem slong that line. As for access to libraries in Mexico, I never
hed any difficulties in that direction at all., The libraries in which I propose
to work are 211 open to the public. As for private collections, if my success
in the past is any criterion, I should be sble to consult as many of them as it
is possible in the time avallable,

N

Three or four months would have to be spent in Mexico City, finishing up in

the libraries that were not seen on the last visit, The rest of the time
would be spent in the following cities, allowing from a week to three weeks
for each city, depending on the emount of materisl that turned up in the libra-
ries there. The cities are Monterrey, Puebla, Toluca, Queretero, Susnsjuato,
Morelia, Gnadalajars, Jalape, Cordcba, Orizebe, San Luis Potosi, Chihumshha,
Ciuded Juarez, Aguascalientes, Durange, Zacatecas, Hermosillo and Culiacex.

In each city listed, there is &t lesst one library to be visited-University,
Scientific Institute, private collection, Generally, beceuse of poor cate-
loguing methods, the entire catealogue has to be checked, In some cases, the
entire collection hzs to be examined on the shelves, Speciel search has to

be mede for periodical litersture thet did not reach the United States and for
printed theses that reneined in local libraries.
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8, Publications - in botany and on Mexican themes

A New Stetion for Potentilla Tridsntata-Basrtcnia 1939
Guedelsjera - Modern Mexice July 1943
Ve Spend a Year in Mexico - Modern Mexico March 1944
Eating is Fun in Mexico - Pan American 1945
The Uruspan Ve Knew - Pan Americen 1946
With Plant Press in 0ld Mexico - Frontiers 1944
The Fruit Bowl Goes Tropical - Frontiers 1946

(reprinted in National Digest 1946)
Book Beviews on verious botanicel works - Frontiers

June 1946, June 1948, December 1950, February 1951, April 1851

Dos Figuras Casi Olvidadas en la Historia de la Botenica Mexicena

Revista de le Socledad Mexicana de Historia Wetural 1948
Una Bibliograefis de la Flors Mexicana - Memoria del Congreso Cientifico
W ot : Ns % 7 1§ Mexicane 1953
LY L TRC Ja A e ) e
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In my position as museum teacher, assigned by the Philadel-hia Board of
i %ﬁ“ﬁ. Academy of Natural Sciences, I have been considered as
staff of the Academy, 1 have had office space there, the

use of the Academy library facilitles and when I have spoken at scientific
meetings, I have spoken &s a member of the Academy staeff with the consent
of the Director. But I have not asked the institution for financial help
since I am not actually a member of their scientific steff and becauee
there did not even seem to be enough money awailable to pay for the cost
of slides that I used at a telk given at the last meetings of the American
Institute of Biologicel Scdénces.
.7 (Nleither have I asked the University of Pennsylvenia for help.
‘although the bibliographical project was started in connection #ith my
* therexmiiwxx work for a master's degree, because II am not a member of',t_.h_? s‘tf{f;

of the University,/ .~ - (oo (s e Rl Ao T B
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Since I am applying for assistance with a bibliographic project,
and since I understand thet the Amerdicén ' hilosophical “ociety does not
usually support this kind of activity, I hope that the following remarks

are in order,
I feel that the work that I have done so far in the prepearation

of the bibliography hes been true research; it has not been just & compilation

of references ‘rom variome lists and cutalogues. “very one of the works cited

has been seen by me and hee been examined with sufficient vare to provide an
annotation, except in those cases wheee the title was self-explanatory. In a
considerable number of cases,; titles for which I was searching, &s the result

of & previous rcference, turned out to have been incorrsctly cited and it required
painsteking detective work to locete the desired item. Often, after considerable
search and correspondence, a work was located in some library outside the United
States, and was the secured and deposited in some United States library.

In going through pericdical literature, looking for material to be
ineluded in the bibliography, it wes often neceesery to visit verious libraries
or brrrow material in order to secure a complete run of & certain journal.

Often works which weremblished in & Mexican journal furn out té have been
printed earlier in another countiry end in another lanfuage, and in meny ceses
it reguires considerzble searching to loc-te the original wversion. (In a few
cesss, I must confeas, it has been impossible ) I

Names of authors are often printed in different forms, or even
incorr<ectly, &nd again research is required to bring the works of one author
logether under the correct name.

Since I undertook the compilation of the bibliography, about 15 years
&go, 1 have been continaally consulted about references on vari us subjects
covered in the bibliography. Let me cite just a few exampless references to
economically useful plents (sweet potatoes); biographical material (C. A. Purpus);
medicinal plants of Mexico; phytogeographic works (flora of San Luis Potosi)s
taxonomic titles (grasses of Mexico); historieal works (the 16th century
"relaciones" sent from Mexico to the King of Spain); netive wocabularies (for a
dioctionary of common names of economically useful plﬁnLE.) 1t seens to me that
if bibliographies are useful for the researcher, then grants to assist the

bibliographer are equally important.
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: . ROLLER
El BUDGET SUMM %_._ YEAR TO DATE
'.' #

W 5P 3119 4 1181 8/31/6 2
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(

T & AND W AUG 1962 [ 189 ¢
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BUDGET APPROPRIATIONS

DESCRIPTION ACCT. OR RECEIFTS EXPENDITURES
RALANCE JULY 1 1961 26696
assEs “
RECE|PTS T0O MAY 31 1962 4 154500
154500 =
0 8 AND W TO MAY 31 1962 6 168 312
0 S AND w JUN 1962 6 18[7 58
= 166437
CURRENT EXPENSE TOQ e 8 11764
CURRENT EXPENSE JUN 1962 8 1120
” 12884
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. UNIVERSITY OF PENNSYLVANIA

OFFICE OF THE COMPTROLLER
i CURRENT EXPENSE AND EQUIPMENT CHARGES
&M&
DEPARTMENT CLASS DEPT TYPE FUND wo. ™ v
AMER PHILOSOPHICAL SOCIETY 4 3119 4 1181 662
MRS J LANGMAN
BOTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION i TOTAL CHARGES
PAYEE g e [ invorce wo, GROER NO RED, NO. NGIBTES N | N UNT, CLRRENT MONTH YEAR.TO.OATE = vh?l:'::::
TOTAL EXPENDED THRU |[MAY 31 010 7900 i 2439
e 2439w
I |
TOTAL EXPENDED THRU |MAY 31 0105 8180 ! I 4825 =1 D=l
i * 4625%
] ]
TOTAL EXPEINDED| THRU |[MAY 31 01/0 § B634 | 4500 i
= | = 4500
| |
TOTAL EXPEINOED, THRU [MAY 31 01|05 B940 3 101000 Ll
TNE 101000 =
| |
TOTAL EXPENDED THRU [MAY 31 01]0 5 8941 = = 161000 CH
L » 101000%C
1 I
| LANGMAN |056/25 400668178990 -1 2l
11i20= 1120%
| |
¥ 1120% 12884¢#
|
T ! N
| |
1 |
T T ——oui [ D
1 |
| |
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| |
1 |
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UNIVERSITY OF P

BUDGET. SUMMA /‘E\&]_T :

ROLLER

NSYLVANIA

2

YEAR TO DATE
DEPARTMENT DEPT FUND Mo DAY YEAR
A R P LOBOPHICAL SOCIETY 3119 4 1181 53162
ARE® JPLANEERAN'C % | |
ROTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION D TN EXPENDITURES ﬁ;” . BALANcE" %
ENLANCE LY 1 19861 26696
26696 ® |
RECEIPTS TO APR 30 1962 154500 ‘l!;
154500 Y T
s
0 8 AND ® 70 APR 30 1962 3
0 8 AND W MAY 19862
CURRENT EXPENSE TO APR 30 1962 84|70
CURRENT EXPENSE MAY 1962 3294
11764 =
110 »

#CR SYMBOL IN BALANCE COLUMN INDICATES EXCESS OF EXPENDITURES OVER APPROPRIATION OR RECEIFTS
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UNIVERSITY OF PENNSYLVANIA
OFFICE OF THE COMPTROLLER 2
CURRENT EXPENSE AND EQUIPMENT CHARGES

(MONTHLY AND CUMULATIVE)

DEPARTMENT _ cLass et Tree Funo o, "7y
AMER PHILOSOPHICAL SOCIETY 4 3119 4 1181 562
MRS J LANGMAN .
BOTANY DEPARTMENT
MAC FARLANE HALL
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o2 XD 2439= 2439m
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I LANGMAN 0518 17590 3005681958160 555 : 2197
AR ) " B |-, B N DO S Tl 855+ O [
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i T 4500%*
| | | |
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SRS B G it2 L Mol e i et 1 : e | =2 ] S S . o 1010:00*
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MONTHLY STATEMENT.

PLEASE MAKE PAYMENT ON THIS INVOICE AS YOU WILL NOT RECEIVE A

- —— = e, = = — e
LEAVE THIR SPACE BLANK 1
THE UNWE;IBITY OF MICHIGAN INVOICE Ly ||
ANN ARBOR, MICHIGAN e Invaice: Mo: 1 ('zf‘
ey 8-31-62
LI =
University of Pennsylvania - Library Sl
Philadelphia 4, Pennsylvania : :
Job No, M63-0598
Attn: Delphine Okie Richardson,
= 8 ~ Interlibray Loan Librarian o c ‘s Order No. 1
a Shipped via 8—7—62
TERMS: MET
DATE ITEMS AMOUNT TOTAL
, |8-3-62 | Neg. Microtilm. (See att. sheet) 2.25
A postage « Ol
: $2.89

1_ I

MAKE REMITTANCES PAYABLE TO THE UNIVERSITY OF MICHIGAN AND ADDRESS TO CASHIER. THE UNIVER-

SITY OF MICHIGAN. PLEASE DO NOT REMIT WITH STAMPS. REFER TO INVOICE
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OFFICE OF THE BUSINESS MANAGER
BULLETIN NO. 10, AMENDMENT NO. 2
April 9, 1962

PURCHASING POLICIES

TO DEANS, DIRECTORS, BUDGET ADMINISTRATORS, AND CHIEF CLERKS

This bulletin covering the purchasing policies of the University is being
reissued to reflect changes which have become effective since Amendment No. 1
was issued on March 16, 1960.

I. GENERAL STATEMENT OF PURCHASING POLICY

All purchases for the University are to be made by the Director of Purchases
through the Purchasing Department. Certain approved exceptions may be made by
the Director of Purchases. 1In the absence of such written approval, no other
officer, staff member or employee of the University is empowered to incur any
obligation or make any commitment on behalf of the University in connection with
the purchase or repair of supplies or equipment. This policy applies to all
budgets administered by the University including University-supported and autono-
mous budgets, such as government and other contracts, grants, endowed departments,
etc.

II1. PROCEDURES GOVERNING THE PURCHASE OF SUPPLIES AND EQUIPMENT

A. Requisitions

Requests to the Purchasing Department to purchase material and equipment are
made on Purchasing Department Requisition Forms*, prepared in duplicate. Each
requisition must be signed by the authorized budget administrator or his desig-
nated alternate,

On receipt of a requisition, the Purchasing Department will check the speci-
fications, determine the cost, select the source of supply, and issue an official
purchase order.

Since requisitions are actual obligations against departmental funds, they
should be prepared with extreme care. The following check list should be followed
in the preparation of requisitionms:

1, Number the requisitions serially, beginning a new series each
fiscal year. Retain the duplicate copy for your records.

2. 1Issue a separate requisition for each departmental budget coding.

3. Identify the department accurately, giving the complete official
name.

4, @Give accurate shipping destination--building, room, person, &nd
University telephone extension.

* Requisitions are available upon request from the Purchasing Department.



5.

10.

115

127

13,

14,

Indicate the date items are needed.

Describe each item carefully, using catalogue number if possible,
Where practicable, attach a sample if description without it
would be inadequate.

When a long list of items is being requested, mark the requisi-
tion '"per attached list," and submit lists in duplicate.

Show the estimated or approximate cost.

If any correspondence, conversations, or understandings of any

kind apply to the items on a requisition, attach a record of all
such to the requisition with a thorough explanation of any matters
which may affect the selection of a source of supply by the Purchas-
ing Department. Otherwise it will be assumed that no inquiries
have been made pertaining to the request.

Only requisitions carrying authorized signatures will be accepted.
The official lists of authorized signatures are maintained in the
Purchasing Department and the Comptroller's Office. Rubber stamped
signatures will not be accepted, Budget administrators may delegate
to additional persons authority to sign requisitions. Signature
cards for this purpose are available in the Comptroller's Office.
Separate cards must be filled out and filed with the Comptroller

and the Director of Purchases.

Try to avoid "rush" orders. Anticipation of needs will reduce the
necessity for "rush" orders and may result in substantial savings
to your budget.

Consolidate orders when possible to avoid unnecessary expense Co
the University and your budget,

Requisitions for 'radicactive" materials must be sent to the
Radiation Safety Office which will approve, record, and transmit
them to the Purchasing Department for ordering.

If any of these procedures are not understood, please contact
the Purchasing Department for clarification.

B. [Exceptions

Requests for exceptions to the established policy must be addressed in writing
to the Director of Purchases, If the request is approved, authorization will be
given in writing.

C. Catalogues

A library of pamphlets, catalogues and other memorabilia is available in the
Purchasing Department for use by all departments. The Director of Purchases wel-
comes visits for inspection and consultation.

Digitized by the Hunt 1ical Documentation
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ITIL. UNAUTHORIZED PURCHASES

Requisitions in confirmation of unauthorized purchases or negotiations for
purchases will not be accepted by the Purchasing Department. Purchase orders
will not be issued in confirmation of such arrangements.

Invoices sent directly to the Comptroller for payment which cover items not
approved as exceptions by the Director of Purchases and which are not supported
by a Purchasing Department order number will be sent directly to the Provost or
appropriate Vice-President for approval.

1v. EMERGENCY NEEDS (EXT. 216 - SHOPPER)

When an emergency is of sufficient magnitude to warrant deviation from the
normal systematic procedures for purchasing, arrangements may be made with the
Purchasing Department to secure the material before a formal purchase order is
issued. Call the Purchasing Department (Ext. 216), ask for the shopper and
explain the emergency. If approved, an order mumber will be provided, A depart-
mental requisition, marked "confirming" and showing the order number, must be
forwarded to the Purchasing Department immediately.

Emergency order numbers for purchases in excess of twenty-five dollars
($25.00) will not be issued except in unusual circumstances.

v. USE OF UTILITIES

Purchases involving the use or installation of utilities (gas, water, electric,
or steam), building alterations, etc., which require the services of an engineer,
should be sent to the Buildings and Grounds Department on a Buildings and Grounds
Requisition Form. Services or materials required for the project will be procured
by the Purchasing Department upon request from the Buildings and Grounds Department,

VI. BLANEET ORDERS

When departments have miscellaneous small requirements over a period cf time
which can best be supplied by a local firm; e.g., laundry, ice, animal foods, ete.,
they may request the Purchasing Department to issue a "blanket order."

A requisition for a '"blanket order" is issued in advance for an estimated
amount of expenditure or material and for a definite period of time to be billed
on a monthly basis. If it is felt that a "blanket order" would be beneficial in
the routine operation of your department or grant, call a buyer in the Purchasing
Department for proper procedure,

VII. REPAIR OF EQUIPMENT

When repair of equipment is necessary, the Purchasing Department must be con-
tacted for a recommended source of service. If the repair requires shipment to
the factory or a service shop, the equipment should be sent prepaid with a cover-
ing letter (copy to the Purchasing Department) requesting an estimate of requ’.-l
repairs. Upon receipt of the estimate, a requisition should be issued to authozlize
the work to be done.

1A
1VU11
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VIII. CONTRACTS FOR MAINTENANCE SERVICE ON EQUIPMENT

All contracts covering service agreements are executed and filed in the
Purchasing Department and are placed with the vendor upon receipt of a requisi-
tion in the usual manner.

IX. PURCHASES FROM PETTY CASH FUNDS - FREIGHT AND EXPRESS

To reduce the number of purchase orders for items of low coat, budget adminis-
trators are authorized and encouraged to purchase from petty cash funds any item
which does not exceed ten dollars ($10,00) in cost.

Freight and express bills must be paid from petty cash. Budget administrators
who require such funds may establish an account by written application to the
Comptroller. The University does not maintain a charge account with Railway Agency
Express or any other common carrier. All shipments should be prepaid.

X. INVOICES

Invoices, in duplicate, for materials purchased by the University are received
by the Purchasing Department, checked for accuracy, and recorded., The original is
certified to the Comptroller for payment, and the duplicate is sent to the requisi-
tioning department for its records, Pertinent instructions are stamped on the
duplicate copy.

XI. CIATMS, CREDITS, AND DELIVERIES

Deliveries should be inspected the day received and any shortages or damages
reported to the Purchasing Department so that a claim may be filed. All correspond-
ence with reference to deliveries, adjustments, repairs, claims, or replacements
will be conducted by the Purchasing Department, No material may be returned for
credit until the Purchasing Department has made arrangements with the supplier.

Ho changes may be made to a purchase order except by the Purchasing Department,
Suppliers will forward all credit memoranda to the Purchasing Department where
they will be recorded and a copy sent to the department for its records.

XII. SALESMEN

Salesmen from firms soliciting University orders should be referred to the
University Purchasing Department, 3025 Walnut Street,

XIII. UNUSED EQUIPMENT AND SALVAGE

Equipment or other items of value for which there is no foreseeable need must
be reported to the Surplus Property Officer (Ext. 201) for transfer to another
department or for sale.

All items of salvage or scrap will be disposed of through the Purchasing
Department.

Digitizec 1tion
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XIv. BUDGET PRICE ESTIMATES

The Purchasing Department will be used as the source of price information for
equipment to be listed in budget proposals. Requests for estimates should be sent
in writing to the Purchasing Department well in advance of the time budget requests

are to be submitted.

Xv. OFFICE SUPPLIES

The University's approved standard office supplies are set forth in the
"Office Supplies Catalogue.'" These supplies are requisitioned directly from the
Office Supplies Stockroom and not through the Purchasing Department. (For infor=-
mation relative to office supplies, call Ext. 572,)

HAROLD E. MANLEY
Business Manager

Bulletin No. 10, Amendment No. 1, dated March 16, 1960, is hereby rescinded.

This bulletin is effective on the date of issuance.

Digit on
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UNI VERSITY QF PENNSYLVANIA

OLLER

BUDGET S'I.IMM %BTH YEAR TO DATE

__J o l-‘-v

DEFARTMENT LA N TYPE FUND MO, DAY YEAR
AMER PHILOSOPHICAL SOCIETY S~ =0 3119 4 1181 5‘30‘62
MRS J LANGMAN g
BOTANY DEPARTHMENT
MAC FARLANE HaLL
DESCRIPTION picr | SOESELALRRIATIONS EXPENDITURES X BaLance ™
BALCANCE JULY 1 1961 26696
26696 =
RECETPTS TO FEB 28 1962 4 154500
i545po0 =
0 8 AND W TO FEB 26 1962 & 126125
0 8 ANND W MAR 1902 6 248|735
L 151000
CURRENT EXPENBE T0 FEB 28 1962 8 #4170
# 8470 X
SETE6 *

[l.;_,‘li'{ A

e

e N i

#CR SYMBOL IN BALANCE COLUMN INDICATES EXCESS OF EXPENDITURES OVER APPROPRIATION OR RECEIFTS

Digitized by the Hunt Institute for Botanical Documentation
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UNIVERSITY p
BUDGET suun) 2
SRt e S Ve
a#E“J’fihaﬁﬁﬁ“'°‘L SOCIETY 1181 4P0Fa
BOTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION aeer|| PHSTTTRaeATIoNs EXPENDITURES 3
BALANCE JULY 1 1961 26696 5 3
266196 &=
RECEIPTS TO WMAR 31 1962 4 1545000 -
154500 B
0 5 AND W TO MAR 31 1962 3 51060 |
0 8§ AND W APR 1962 6 25000
176000
CURRENT EXPENSE TO MAR 31 1962 |8 8 4l70
84|70

32

4 ER%

'ummmmm?nmwmwmmwmmm

g

__Digitized by the Hunt Institute for Botanical Documentation
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£ UNIVERS!TY Q—- ; NSYLVANIA 2

_:ﬁ'f‘l{ ROLLER

C aunsersum R THE YEAR TO DATE
OEPARTMENT p [tﬂ ﬂ] DEPT, TYPE FUND ') DAY YEAR
L ER P 0SOPHICAL SOCIETY ey 3119 4 1181 22862
BESt rriNRERgm e v |
KOTANY DEPARTMENT
( MAC FARLANE HALL
( DESCRIPTION _ ot || DT ATERARATONS EXPENDITURES
FREENCE gy 1206d : aest
{ 266096 =»
RECEIPTS TO JAN 31 1962 4 154500
L
1545/00 =
( O 8 AND W TO0 UAN 31 1968 6 1
0 8 AND W FEB 1962 6
( * 1261
URRENT EXPENSE TO JAN 31 1962 |8
( CURRENT EXPENSE FEB 1962 B
| L
I
¢
(
¢
¢
e
'ummmmmmmmmwmu_mmmmm

e

—



UNIVERSITY OF PENNSYLVANIA
CURRENT EXPENSE lANﬁ, EQUIPMENT CHARGES

/""\

DEPARTMENT | CLASS BEPT TYPE FUND MO AL
AMER PHILOSOPHICAL SOCIETY - 4 3119 4 1181 462
nRER P UARGURE
ROTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION [C TOTAL CHARGES
PAYEE v BATE T vorce wo. ORDER NO REQ. MO, PEDISTER S | AcaHUNT CURRENT MONTH YEARTO.DATE Uh?L:J:::E:
TOTAL EXPENOED| THRU [FER 28 0107 T80 ; 3970
dl JE 3970=
TOTAL EXPENDED| THRU [FER 28 01jo2 8634 I 45100
{ 4o UU® at
| |
TOTAL EXPENODED| THRU [FEB =28 (o] § {0 ]F] Y40 101000
» 101000%
TOTAL EXPENDED| THRU [FER 28 01lo 2 8941 | 101000 Cci
H = I0TO00®TH 3 al
= | |
- T BATO® [
Y ! | -
i i
| |
! -
| 1
FURPRIT : i
| I
[} 1
) = R
I I
| |
1 T T
I I
I |
] I Bk s Tk
| |
I |
T T S R
| |
I | -
i I
|
T
|
T T
I
|
I
|
NaSttyrrn XL 1 b 4 1
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romec et UNIVERSITY OF PENNSYLVANIA

OFFICE OF THE COMPTROLLER
' REQUEST FOR REIMBURSEMENT OF TRAVEL EXPENDITURES

a—
-3
o
w©
=

Name. &N " 3 Ko Date: ay 15, 195
Please Print or Type

! Univ. Add

| S dipe o B < : ] le v ntor=libra
Toan (f¢

| I certify that the expenditures listed below were incurred by me while on authorized travel in the conduet of official
business to and from

during the period ___ 19 AM. through - 21962 AM.
B —x__pMm
' and that if an automobile was utilized for which reimbursement is requested, it was insured at the time of travel for Public
1' Liability in the limits of $25,000/50,000 and $10,000 Property Damage, 1
B I T Sondges favn S ilerhons ileorarh -
Pull 7 Other (_! on )
: First Class
Air Travel

Auto Mileage _mi. @— ¢

Total Expended 855 ‘
Taxi, trolley, ete

Less: Advance (if any)

* Hotel Bal to be reimbursed
Meals. Cash returned (if advance ex-
Tips ceeded expenditure)........
cl :
(Department)
Accounting Code: Dept. Exp. CL Fund Amount
|
|
\.,U- ' S ) . '
Budget Administrator Payee Signature

* Hotel receipts, airline ticket stubs, pullman stubs and other vouchers received must be attached to this request.

| Note: If total reimb ble is not in of $100.00 reimt t may be obtained in cash. If cash is desired, please
complete section below.

REQUEST FOR REIMBURSEMENT IN CASH

I, the undersigned, request reimbursement in cash in the ol %
for expenditures incurred by me and detailed above, receipt of which is hereby acknowledged.

= or's Authort Payee (to be signed at Cashier's window)

Digitized by the Hunt‘fyiseres e 3 B65Eical Documentation
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UNIVERSITY NSYLVANIA A2 /
OFFICE Tt
BUDGET SUMM.
DEPARTMENT TYeRE FUND =1 DAY YEAR
AMER PHILOSOPHICAL SOCIFETY 4 1181 13162
MRS J LANGMAN
BEOTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION e ""m'g.‘."mm, it EXPENDITURES BaLaucE'
BRCANCE JUOLY I 1961 BGGEE
26696 =
RECETPTS TO DETC 30 19061 4 154500
154500 #
O § AND W TO DEC 30 1961 [ T61R25
0O 8 AND W JAN 1962 6 25000
= 10115
CURRENT EXPENSE TO DEC 30 19561 B 390
CORRENT EXPENSE JAN 19562 B8 I66Pp 0= A58
Ed 205[(T0 =
P [
! :
70-
fie.o!
1-"_’,'
oL §

*CR SYMBOL IN BALANCE COLUMN INDICATES EXCESS OF EXPENDITURES OVER APPROPRIATION OR RECEIPTS

__Digitized by the Hunt Institute for Botanical Documentation
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UNIVERSITY OF PENNSYLVANIA
OFFICE OF THE ¢ OLLER
euRRaQTexPEN§gL

QUIPMENT CHARGES

ND' CUMULATIVE)

A

2

DEPARTMENT R '_ 1 CLASS [ TYRE FUND wo, 2T
AMER PHILOSOPHICAL SOCIETY < 4 2119 & 1181 %52
MRS J LANGMAN
BOTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION TOTAL CHARGES
PAYEE Ty paTE | mwoice No. onDER NO nEQ. NO. e Y e CURRENT MONTH YEARTOOATE V:I:.r::;:
TOTAL EXPENDIED, THRU |uanN 31 o101 8180 i 3970
I _3970% -
I |
_ 2 2850C SEIC 5002313768634 4500 i
4500 4500=
1 |
TOTAL EXPENDED THRU |[JAN 31 o101 B635 i 16600
2 _28BEMP BENN 500231378635 16600 A | _ )
16600 *CH | ®CH
1 |
TOTAL EXPENDED| THRU [oAN 31 o101 B940 H 101000
| % 101000% [
| |
IO T AL FrprlanFn THRU [JAN 31 D1l0 89541 | 101000 ¢
ik ) o 10100050
I |
12100 =H B4aT0® |
| |
| :
T P — T
| |
= | |
T 1
| I
| |
T o .
| ]
| |
T T
| |
| |
T T
| |
| |
| I
|
I
|
1
s S A L T e A e O R B | .
Digitized by the HuntInstitute for Botanieal Documentation
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OLLER

PENNSYLVANIA  ~.f

YEAR TO DATE

FLIND

Mo DAY YEAM

1181 12?0%1
ll \
DESCRIPTION et ||| A ERCERIATIONS EXPENDITURES F‘ _.: BALANCE ™
BALANCE JuLY 1 1961 266P 6 RS
26606 =# = .
RECEIPTS TO NOV 30 1961 4 154500
; 154500 = -
c @ S AND W T0 NOV 30 1961 3 51000 |
" 0 S AND W DEC 1961 6 25125
[ ( * 761 E 5 =}
| CURRENT EXPENSE TO NOV 30 1961 |8 390 |
: ® solo sl
i 101101

#CR SYMBOL IN BALANCE COLUMN INDICATES EXCESS OF EXPENDITURES OVER APPROPRIATION OR RECEIPTS



DEPARTMENT oee. TveE Fumo o, ™
E P 8 HICAL SDCIETY 4 L1 A 118 261
AHER,PELREERE " CA alihas
BOTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION TOTAL CHARGES
PAYEE o e INVDICE NO. QADER HO. mED. N gl A e 1) CURRENT MONTH YEARTO-DATE vn?l.?h?l.":z:
ToTAL EXF’ENQMED THRUL [NOV 30 o111 B180 i 3970
I _m 39708
: » 39!?0#
i i
| | [
I |
| |
: B — - S8
| |
T 0 ] :
| |
-~ — i = = —— - B e ___.__1|—_____ .:_
| |
—— — + ol —
I I
T Aa e ; : —
| |
s e T T
I
T
|
|
T
|
|
T
|
I
—1
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&

FUND DAY YEAN
AN 1181 11‘3n‘51
KO
MA
DESCRIPTION o B s el EXPENDITURES BALANCE*
FALANCE JULY 1 1961 26696 =
Z6696 ® ¥
RECETPTE TO OCTH 31 1901 4 1545100 -.
I545D0 @ L]
0 8§ AND W TO0 0OCTY 31 1961 O 26000
0 8§ AND W HNOV 1961 6 25000
» 51000 =
CURRENT EXPENSE TC O0CT 31 19612 ] 39170
L 39(7T0 =|
126226 ¥

#CR SYMBOL IN BALANCE COLUMN INDICATES EXCESS OF EXPENDITURES OVER APPROPRIATION OR RECEIPTS

Digitized by the Hunt Institute for Botanical Documentatlon
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¢ 30 UNIVERSITY
Qi e o 2
D BUDGETSUMM | .
DEFARTHMENT E ; FuND wo DAY YEAMN
R P H s TY
SRS ST ERARAR DL Y oL bR 1181 11@0#1
ROTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION ACET. "‘”“";’nm““"“ EXPENDITURES
FALAWCE JULY 1 1961 assEs
>
EECETPTS TO Uch 31 1961 4 154500
i545p0 #
( 05 AND W TO0 OCYT 31 1961 B Z60P0
0 S AND ® NOV 1961 6 250p 0
* 51000
CURRENT EXPENSE TO 08T 312 1981 B 3970
B 39070

=

] Digitized by the Hunt Institute for Botanical Documentation




N N‘SYL_VANIA
QUIPMENT CHARGES

CUMULATIVEY

2 y

CURRENT E'XPENS

’

61

MO, DATE
11

FUND
1181

PR
4

DEPT.
2339

HICAL SOCIETY

wm e
Fx o=
=2 o3

VOUCHER
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taliivtadl LJUCTUuUllillil LQ_LIUII
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UNIVERSITY QfJ’ENNSYl.VANlA 2
OFFICE OF ) Frltou.u
BUDGET SUMMJ: )
DEFARTMENT FUND DAY  YEAR
AMER PHILOSOPHICAL SOCIETY 1181 olz1le
MRS J LANGMAN 1 Eoyre
BOTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION ol et A s el i EXPENDITURES \ ~ BALANce® :
FALANCE JULY 1 1961 : 26696 S0
26696 * w|
10 S1AMERICAN PHILOSOPHICAL S0C |4 1545(00 3 )
154500 » i
0 8 AND W TO SEP 30 1961 3 195p0 |
0 8 AND W OCT 1961 6 6 50.0
® 26000 =
CURRENT EXPENSE TO SEP 30 1961 |8 11lon SO
CURRENT EXPENSE OCT 1961 a8 28l4 a-~F
® 3970 =|
. 1513p6 e

£k D1g1tlz ed by the H_1_11_1t Institute for Botanical Documentation



UNIVERSITY NNSYLVANIA @)
OFFICE OLLER ‘/é
CURRENT EXPENSE| Ahlﬁ( EQUIPMENT CHARGES
DEPARTMENT .'_:.;_(_.'_ T T b 4 <R CLASS oEPT, TYPE FUND uo " ym
AMER PHILOSOPHICAL SOCIETY e 4 3119 4 1381 1061
MRS J LANGMAN
BOTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION TOTAL CHARGES
PAYEE SPATE T wvoiewa, | oacenwo nEn. MO, NESISTRRNG: || |ACRUNT, CURNENT MONTH YEANTO OATE T vr?u.lnl::zsg
TOTAL 'EIPENDIEU THRU [SEP 30 0109 B180 : 11'2[‘5
1A A-N-G AN bl L3225 201027238180 24844 2 627
auma# 36708
A TR \f\i”‘g‘) \ -’\W_ -
= — = o WO
-8 r_;lr"“ ! T
| |
T
I
|
i
|
i | 2
| |
i t 1 =
| |
| 1
i .
| I
T = T
| ]
i L
|
da | = . S
| |
|
— | = ==
|
|
i
|
|
T
|
|
|
i |
] e T_T e B 2R L L AN — e Lo e (U R NS E SR
UISLLILCU Jy € rIraic sttt L'Cl_LC Ul UltdlliCal DOCUIIITITTATIU1L

— e i



-

“q,:_r‘-; UNIVERSITY OF NSYLVANIA Rl 2
AT 3 OFFICE PIROLLER fis 2 7
e j,«;/' BUDGET SUMM : HE YEAR TO DATE 30/ 6 ¢
i -~ y
wm f/‘. -,..?~_)| oErT TYrE FukD =] DAY YiEAn
R _P g H A SOCIETY il 19 4 a8
ANER JPHILRSQRMICAL I 31 1181 9‘30'61
BOTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION o i i EXPENDITURES BALANCE *
BRALANCE JULY 1 1961 26696
26696 = ™ =
0 S AND W TO AUG 31 1961 6 13000 Y
0 § AND W SEP 1961 6 6500
* 198500 » = |
CURRENT EXPENSE SEP 1961 A T I |
|
* 1128 = |
606H =

" Digitized by the H
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L] CURRENT EXPENSE'._-.AM@_EQUIPMENT CHARGES
(MONTHLY AMOD CUMULATIVE}
DEPARTMENT = 4 o .‘ - CLaSS DEPT. TYPE FUND wo, P
ER PH SOFHICAL SOCILETY - ' 4 3119 4 1381 5{;;1
BREE SHBRES
29 WMAC FARLANE
DESCRIPTION = TOTAL CHARGES
| PAYEE T e IN\C:‘GI wo, ORDEN NO ) R e, L CURRENT MONTH YEARTO.DATE v?'?l:.‘::::
I LANGMAN DsH6| 17351 4 0lps5bBa BEl81 80 45000 i
4500009 45000% | g
{ | |
45000% 45000 =
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- | |
{ i i
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{ < 1] { S
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Expense Acc-unt for trip to Mexio [
Jumd 3, 1961 to June 29, 190} |
(including & stopover for two days in New O loans to check
some ilems in Tu.&ne Unive sity, Mi dle Ame ican
Research Institute)

Fere
135.15
105.97 Total grent 1000
Excess Beggage
301 o Typist S
7. 02 W2

srave)  4lion | T2 rhs
Food ++77.60
Balaioe 31.96

Hotél 66.88
 Laundry 1,92 .,,‘3'." o
tips 2424 us9q
Fuire 18.00 Pe:mission is he:eby requested to use the
fRhond 25 balarce for a trip to Cambridge Muss to
check some iteme in the Ha:verd Libraries
418.04 and to get microfilme of some materiel in

the Lloyd Li ary in Cincinneti, materisl
which is not availabel on loan.

S
An aiﬂitiunaf is aleo requested for t{ppng help for six months

to complete the index, the sum to consist of 1500 salary plus
sk 45 sociali security meking & total 1545.
§ o)

uoT4wonyT

—e
geduiyn 20 SO0pIaNOBH
4248

E aauy om umdonin auy
GP6T o ey umg ootxey uf ung sy Sury
86T LInp o 2 \\..,[,.. w
WWET Lroma o aoTYXE U -3 Sk
61 . T reanay

Digitized by the Hunt Institute for Botanical Documentation



[NV 8

UNIVERSITY e NSYLVANIA 2
OFFICE § APTROLLER
BUDGET SUMM -“ HE YEAR TO DATE
DEPARTMENT perT, TYre FUND MO DAY TEAR
AMER PHI.bOSOPHIcaL SOCIETY : 3119 4 1181 5‘30‘51
MRS J LANGMAN
BOTANY DEPARTMENT
MAC FARLANE HALL
DESCRIPTION e el EXPENDITURES aALANCE "
RECEIPTS TO mMAY 31 1961 4 100000 —
100000 = ®
U 5 AND W TO WAY 31 1961 6 @) 315000 X = R
f 219300 ® LS
61 B 45000 =
CURRENT EXPENSE JUN 1961 8 319 6cCR N ¥ 4
s 41804 3 I8
=2 26696 =

LL T el
$ o 74

R M
Sl b

*cr sSYMBOL IN BALANCE COLUMN INDICATES EXCES:

OF EXPENDITURES DU'!ZH' APPROPRIATION OR RECEN




TRE PAPER ON WIILA THEXE FORMS ARE FRINICD HAS BEEN
SPECIALLY TREATED. CARBON PIPER 1S NOT REQUIRED IN ORDER TO MAKE COPIES. |

~mesmae  UNIVERSITY OF PENNSYLVANIA
OFFICE OF THE COMPTROLLER 1 322 5
REQUEST FOR REIMBURSEMENT OF TRAYEL EXPENDITURES

Name  befigsan, Mrs, lde E, Dater September 25, 1961
. 3 F|su.n Print or Typ.l
Univ. Adds ¥y, Bilol. (Roc £y
cink Tt Ta dlscuee t iblication of the Wexicen Bibliogrephy with representa-
tives oF the { snal {ence Toundet lon, P ame ricar ion End Smitheonien Immtitucis|
on,
I certify that the ﬂxpendltum l:sted be]ow were._ mcu.rmd by me while on authorized travel in the conduct of official
bmineul:umdh'ﬂm‘:__l_l_‘_ > SpLaneeT 15
d Ths R B, JoNs A.M. through et T Tl X AN |
. P.M. NI
and that if an automobile was utilized for which reim} t is ted, it was i 'a!ﬂmﬁmeofh-avalfmm':':

Liability in the limits of $25,000/50,000 and $10,000 Property Dnmnge

7 S

# Fare: Coach 1 arar 1 3 .30
Pull Other (describe)
First Class
Air Travel
g % Total Expended 29, 58
Auto Mileage mi. @ ¢ ————— : g ;
el wales o .D Less: Adv:m (i any) ai i
* Hotel . Bal to be reim} 1
Meals e Cash returned (if advance ex-
i « U ceeded expenditure) ..*T /4
: (Department)
Accounting Code: Dept. Exp. CL Fund Amount
Budget Administrator Payee Signature

* Hotel receipts, airline ticket stubs, pullman stubs and other vouchers received must be attached to this req

Note: If total reimburseable is not in excess of $100.00 reimbursement may be obtained in cash. If cash is desired, please
complete section below,

REQUEST FOR REIMBURSEMENT IN CASH

I, the undersigned, request reimbursement in cash in the amount of $

for expenditures incurred by me and detailed above, ipt of which is hereby acknowledged.
Comptroller's Authorization Payee (to be signed at Cashier's window)

Digitized by the Huntdn strratdefesi=Besterrtical Documentation



FUND O oay YEAR
1181 3P1F1
DESCRIPTION woer || RHIEE AL ERATHIATIONS EXPENDITURES BALANCE™
BALANCE JdJULY=1 T963 26696
26696 = -
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* CR SYMBOL IN BALANCE COLUMN INDICATES EXCESS OF EXPENDITURES OVER APPROPRIATION OR RECEIFTS
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