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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The Hunt Institute Archives contains hundreds of thousands of pages of historical content,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collections contain material that reflect outdated, biased, offensive and possibly violent views,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 Archival records are historical
documents, and the Hunt Institute keeps such records unaltered to maintain their integrity and to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.



UNIVERSITY of PENNSYLVANIA |

THE MORRIS ARBORETUM
9414 MEADOWBROOK AVENUE
. PHILADELPHIA 18

Jonx M. Focs, Jr,, Director Jaruary 13, 1965

Mp, Thomas Yoseloff, Director
The University of Perma. Fress
3729 Spruce Street
Philadelphia li, Pa.

Dear Mr. Yoseloff:

The enclosed bill comes to us as a
complete surprise and T think it must have |
been sent in error. The Arboretum, to my
knowledge has assumed no financial responsi=-
bility in this matter and is certainly with-
out funds to pay such a bill.

I shall be grateful if you will |
give 3:'0111‘ attention to this matier. 5

Sincerely yours,

e

John M. Fogg, Jﬁ,j )}r

Director

JMF:am

enc
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UNIVERSITY OF PENNSYLVANIA PRESS

3436 WALNUT STREET L PHILADELPHIA 4, PA.
i
NEW ADDRESS: 3 1

- DATE

SHIP VIA DEFT. NO. ORDER NO. ACCOUNT NO. M. 1| DAY | YR, SALESMAN INVOICE NO.
12|30 | 6L 5978

Morris Arboretum = |
University of Pennsylvania INVOICE

Philadelphia L, Pa.

TERMS: NET 30 DAYS. PRICES SUBJECT TO CHANGE WITHOUT NOTICE

7Y TITLE ORDER NO. BOOK CODE’ LIST PRICE DISCOUNT EXTENSION

Geo. H. Buchanan Co., Invoice #6L(7, 11-27-6L

AUTHOR'S ALTERATIONS; "SEIE GUIDE TO THE LITERATURE 1089.80
ON NG PLANTS OF MEXECOM

m
r

« RETURNS NOT SPECIFICALLY AUTHORIZED OR WITHOUT SPECIAL RETURN LAB
BE MADE WITHIN ONE WEEK OF DELIVERY. NOT RESPONSIBELE FOR LOSS OF GOODS UNLESS INSURED,

A
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UNIVERSITY OF PENNSYLVANIA PRESS

3436 WALNUT STREET L] PHILADELPHIA 4, PA.
o wamn enpeE €T, PILLA PA 19104
HEW ADDELSS. ot :
J DATE
SHIP VIA DEPT, NO. ORDER NO, ACCOUNT NO. Mo, |l DAY | YR. SALESMAN INVOICE NO.
12(30 | 6l 5978

Morris Arboretum il DUPLICATE INVOICE
University of Pennsylvenia
m.-:&.- Ly Pue

TERMS: NET 30 DAYS. PRICES SUBJECT TO CHANGE WITHOUT NOTICE

Y TITLE ORDER NO. BOOK CODE ’ LIST PRICE | DISCOUNT EXTENSION

Oeo, H. Buchanan Co., Involoe FGLTT, 11-27<6L

AUTHOR'S ALTERATIONS "“SEIEC GUIDE 10 THE LITHERATURE 1089.80
oN NG PTANTS OF MEXECOM

(8} . RETURNS NOT SPECIFIGALLY AUTHORIZED OR WITHOUT SPECIAL RETURN LABEL WILL NOT BE ACCEPTED, CLAIMS FOR SHORTAGE OR DAMAGE MUST
* BE MADE WITHIN ONE WEEK OF DELIVERY. NOT RESFONSIBELE FOR LOSS OF GODDS UNLESS INSURED.
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3436 WALNUT STREET Ld PHILADELPHIA 4, PA.

1 SRUDE ST. PHLL PA 18104

_’ DATE -
SHIP VIA DEPT. NO. OROER NO. ACCOUNT NO, MO, [ DAY | ¥R SALESMAN  INVOICE NO.

' 12|30 | & %978

Yorris Arboretum 50 TRIPLICATE INVOICE
University of Pennsylvania
hﬂdﬂxﬂ by

£t

TERMS: NET 30 DAYS. PRICES SUBJECT TO CHANGE WITHOUT NOTICE
ITY TITLE ORDER NO. BOOK CODE LIST PRICE DISCOUNT EXTENSION

Geo. H. Mchanan Co,, [ovoles #ELT7, 11-27-6l

AUTHOR'S ALTERPATIONSy ®SBIRCTHD CUIDE 0 THE LITHAATURE 1009.80
o8 TR0 PLANTS OF MEXXCOM

OTE RETURNS NOT SPECIFICALLY AUTHORIZED OR WITHOUT SPECIAL RETURN LABEL WILL INOT BE ACCEPTED. CLAIMS FOR SHORTAGE OR DAMAGE MUST
BE MADE WITHIN ONE WEEK OF DELIVERY. NOT RESPONSIBLE FOR LOSS OF GOODS UNLESS INSURED.
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June 25, 1962

Mr. Alan J. Sprow
National Secience Foundation

Washington 25, D. C.
Dear Alan:

In your letter to Mrs. Ida K. Langman dated May
14, you make the following statement:

"In its grants for support of single publica-
tions the Foundation ordinarily includes a provision
requiring that all proceeds from sales during the
first three years after publication over and above
the amount contributed by the grantee and up to the
amount of the grant be retumed te the Poundation.”

I am writing to assure you that this arrangement
is satisfactory to the University and to the Morris
Arboretum,

Sincerely yours,
"\\L‘{A‘» |8 :)Ufjod.f& '

|i Johﬂ M. NH. Jr-..
' Director

JMFiam
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UNIVERSITY of PENNSYLVANIA

THE MORRIS ARBORETUM

9414 MEADOWERCOK AVENUE
PHILADELPHIA 18

Joun M. Foce, Jr., Director October 19, 1960

Mrs. Lazella Schwarten, Librarian
Harvard Herbarium Building

22 Divinity Avenue

Cambridge 38, Mass,

Dear Mrs, Schwarten:

This letter should doubtless be directed to
the Librarian at Jamaica Plain but since, I am ashamed
to confess, I do not remember her name I am addressing
it to you in the hope that you will see that it re-
ceives the appropriate attention.

Cur departmental librarian, Miss Elizabeth
Thorp, recently received by mail a copy of Sy‘-’tt.h-Buch
1720-1930 from the Arnold Arboretum Library (Shelf No.
Ceg. Sp 1.2.2). It was not accompanied by any letter of
explanation so, thinking that we might have requested it
on an Inter-library Loan, she forwarded it to us at the
Arboretum,

No one here has any knowledge of this trans-
action and I am hoping that through your good offices,
this mystery can be cleared up.

I am sorry not to have seen you on the
occasion of my recent visit to Harvard, but they kept
me pretty busy.

Best wishes and thanks for any attention you
can bestow on this problem,

Sincerely yours,

John M. Fogg, Jr.,
Director

Digitized by the Hunt Institute for Botanical Documentation
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UNIVERSITY of PENNSYLVANIA

P PHILADELPHIA 4

The College

Division of Biology October 23, 1953

TO WHOM IT MAY CONCERN:

This is to certify that Mrs. Ida K. Langman, who is

preparing a Bibliography of the Flora of Mexico, is a Regearch
Fellow at the University of Pennsylvania where she is working
under my supervision.

During the course of her studies Mrs. Langmen will find
it necessary to use the stacks of the Library of Congress.
If you cen extend this courtesy to her it will be greatly

appreciated. {

O P St .!

John M. Fogg, Jr. i
Professor of Boteny 1
Director, Morris Arboretum

Digitized by the Hunt Institute for Botanical Documentation
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In December 1955, xwasxmwaxdas =& grant wee made by the National Sclence 'onﬂdntton
to help toward the cmglat.‘.nn of a Bibliography relating to Mexican botany, the work
to be done by Mre Ida K. Lengmen under the superviasion of Dr. John M Fogg. Jr. Actual
work mm under this grent was not begun until September 1956 when Mrs. Langmen was free
of previous commitments.At that time, the bibliogrephy numbered about 10,000 items
coneiating mainly of citetions of books pemphlets mmixx &8 well es pex'iocill matier]
from megazines published in Mexico

1966 7

Mrs. Langmen left for Mexico in Septmmber and remained there until June 1958, collect i
ing additional meterisl from libraries in Mexico City,thet had not been visited on earlier
witits, and from libraries in every state of Mexlico ,with the exception of Baja Californie
About 3000 items were added to the bibliography and while there are still desiderata that
have not been located, the time required to track them down would mot be economicelly
feasible. Mre. Lengman feels satiefied thet she 28 Xwem now seen all the materisl khmk
in Mexico that might interest the vest majority of students imkxxwxx studying the Mexican
flora. Monthly reporte of her activities were submitted with descriptions of conditions
encountered in the various libraries. A brief resume of her experiences was given by her
at one of the sessions of the Americen Soclety of Plant Taxonomists at the AIBS in Stanford
in Beptemshr, 1957, Following the meetings, three weeks wer spent in meetings
California, collecting matetial from lihraries there, whimk had Namx not previouslybeen
vieited,The libraries were at Stanford, Berkeley Lf}tr San Francisco =g Los

-

Angelee end Sen “iego. Thar™ o
B il s

Since her return in June (except for the time epent in “akifornia) Mre. Langman has
been working on the last phase of the project: going through the petéodical literature
published in countries other than Mexico. It tock the better part of a month just to
compile the list of journals to be revmwi. from the Union List of 9 Serials and its two
supplements. Most of the work is being dore’ in Philadalphh.—"\iﬂhm{ of the journals
needed found in the “cademy of Natural Sciences ad the Univerisyt ot Fennsylvania.
Once & month , 2 week is spent either in New Yorr mmd or “ashington end it is calculated
that the collections in those two cities will be covered by September 1959, It 1s also
hoped that the work still to be done in Philadelphia will be compgeted et the same time,
but it is et3IT-difficult to be sure about that phase of the worky Ko

XA XEEXXEXEIXTEXIREIFrEBATE fanxaf x s he AR e rink x furxxka x g riny z-mmmm:
mmmmm FearxischEingxanked, L :—-‘f--v-M 4
for en edditiocnal o e

It might be of interest to note here that Mme. Langmen hes hesd an offer of
publication from the Sociedad Mexicana de Gaosrafis y “stedistica but the offer was _. .1~
predicated on the possibility that the manuscript would be resdy by the beginning of
1959, Unfortunately that dateline could not be met.There h s been some thought given to '
the sugedstion that it might be wise to get pert of the bibliogrep'y into print - at Tt
least that pert desling with books end pamphlets, leeving the part based on pericdicael /
materiagl to come out later in 2 separate volume or volumes. No decision has been reached °
on this point but if this application is granted, end & typist can be put to work in
June, it might be possilde to get at least part of the bibliogrephy into print in 1959.

—

—

& 1ist of journals slready reviewed since July 1957 is eppended. The 1ist
includes only those publicetions firom which meterial was secured for inclusion in the
bibliography. Journele which yielded no such meterizl have been excluded.An approximate
ru ber of journale still to be examined dividdd eccording to locelities is listed below,

Pudgst proposed

Selary
Typist
Travel
Supplies
Paper, Cerbons, Type riter ribbons,

Digitized by the Hunt Institute for Botanical Documentation
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BULLETIN NO. 10. AMENDMENT NO. 1.

OFFICE OF THE BUSINESS VICE-PRESIDENT
March 16, 1960

Purchasipg Policies

TO ALL DEANS, DIRECTORS, BUDGET ADMINISTRATORS AND CHIEF CLERKS:

In the interest of mutual understanding, this bulletin is being re-issued,
covering the purchasing policiss of the University.

L. GENERAL STATEMENT ON PURCHASING

All purchases for the University (with certain approved exceptions) are made by
the Director of Purchases through the Purchasing Department. In the absence of
written approval by the Purchasing Agent, no other officer, staff member or employes
of the University is empowersd to incur any obligation or meke any commitment on be-
half of the University in connection with the purchase or repair of suppliss or
equipment. This policy applies to all budgets administered by the University and in-
cludes all balenced, deficit and endowed budgsts, all government and other contracts
and grants,

Requests to the Purchasing Department to purchase material and equipment are
made on Purchesing Department Requisition Forms*, prepared in duplicate, Each such
requisition mwust carry the signature of an authorized budget administrator of the
University.

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

S8ince requisitions are an actual obligation mgeinst departmentsl funds, they
should be prepared with extreme care. The following check 1ist should be followed in
the proper prepsration of requisitions:

1. Number the requisitions serially, beginning & new series each fiscel yeer.
2. Issue 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 and University

lelephone gxtension.
5. Indicate the date supplies are needed.

6, Describe each item carefully, using catslogue number if possible. Whers
practicable, attach & semple if description without it would be inadequats.

7. When a long list of items is being requested, mark the requisition "Per
Attached List."

* Requisitions are available upon request from the Purchasing Department.

Digitized by the Hunt Institute for Botanical Documentation
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B, Show the estimated cost, if convenient,

9, If any correspondence, conversations, or Lmdérst.mdinga of any kind apply
to the items on any requisition, attach a record of £ll such to the requisition
with a thorough explanation of any matters which mey affect the selection of a

source of supply by the Purchasing Department.

10. Only requisitions carrying authorized signatures will be accepted. (The
official 1ist of authorized signatures is maintained in the Purchasing Department
and the Comptroller's Offics. Only the President, in writing, may delegate the
authority to sign a purchase requisition.) Rubbar stamped signatures will not
be accepted. Budget administrators may in writing, with copies of the Dirsctor
of Purchases and the Comptroller, designate to one additional person authority
to sign purchase requisitions,

11, Avoid “Rush" orders. Anticipation of needs will reduce the necessity for
"Rush" orders and will result in substantiel savings to your budest.

12. Consolidate orders when possible, to avoid unnecessary expense to the
University and your budest.

13, When procedures are not understood, please contact the Purchasing
Department for advice.

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., Purchasing welcomes & visit for
inspection and consultation,

111, UNAUTHORIZED PURCHASES

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

Invoices sent to the Comptroller which are not supported by a Purchasing De-
partment order number will be returnsd.

1V, EMFRGENCY NEEDS (EXT, 216 - SHOPPER)

When an emergency is of sufficient magnitude to warrant deviation from the normal
systematic procedures for purchasing, srrangements may be made with the Purchasing
Department to secure the material before a formel purchese order is issued. Call the
Purchasing Department--Ext, 216, ask for the Shopper and explain the emergency. If
approved, an order number will be provided., A deperimental requisition, marked
"Confirming," and showing the order number, must be forwarded tc the Purchasing
Department immediately.
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Regulations prohibit the issuing of emergency order number for purchases in
axcess of $25 except in unusual circumstances,

Y, USE OF UTTLITIES '

Purchases involving the use of utilities, (gas, water, elsctric or steam) in-
stallation, building alterations or the like, which rsquire the services of an
enginesr, should be sent to the Buildings and Grounds Department on the Buildings and
Grounds Requisition Form. Items or materials resquired for the project will be
purchased by the Purchasing Department upon request from Buildings and Grounds.

VI, BLANKET ORDERS

When a department has miscellansous small requirements over a psriod of time
which can best be supplied by a local firm (exemple: laundry, ice, animsl foods, etc,)
they will request the Purchasing Offics to make arrangements for a "blanket order."

A requisition for & "blanket order" is issued in advance for an estimated amount
of expenditure or material and for a definits period of time to be billed on a monthly
basis,

VII, REPPIR OF EQUIPMENT

When repair of squipment is necessary, the Purchesing Department must be con-
tacted for & recommended source of service. If the repair requires shipment to the
factory or a service shop, the equipment should be sent prepeid with a covering
lettsr (copy to the Purchasing Department) requesting an estimate of required repairs.
Upon receipt of the sstimate, a requisition should be issued to authorize the work
to be done.

A1l contracts covering service egreements are exscuted end filed in the
Purchasing Department and are placed with the vendor upon receipt of a requisition
in the ususl manner,

To reduce the number of purchase orders for items of low cost, budget adminis-
trators are authorized end encouraged to purchase from Petty Cash Funds any item
which does not exceed five dollars ($5.00) im cost.

Freight and express bills may be paid from Petty Cash where the amount is not in
excess of twenty-five dollars ($25.00). Budget administrators who require such funds
may establish an account by written application to the Comptroller. The University
does not mwaintain a charge account for putgoing Railway Express. All shipments
should be prepaid.

Vi ES
Duplicate invoices are received by the Purchasing Department, checked for ac-

curacy, and recorded, One copy is then sent to the Comptroller for payment, the
other to the department for its records,

Digitizec ; ‘ on
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A1, CLAINS, CREDITS AND DELIVERIES

Deliveries should be inspected the day received and any shortages or damages re-
ported immediately to the Purchasing Department so that & claim may be filed. All
correspondence with reference to delivsries, adjustments, repair, claims or replace-
ments will be handled by the Purchasing Depertment. No meterial will be returned for
credit or repairs until the Purchasing Department has received written imstructions
from the supplier. No changes to & purchese order may be made sxcept by the
Purchasing Department.

Suppliers will forward all credit memoranda to the Purchasing Department where
they can be recorded. A copy of the memorandum will then be sent to the department
so that the amount of the credit can be applied sgainst futurs invoices., In special
cases, cash settlement can be obtained,

411, SALESVWFN

Salesmen from firms soliciting University orders from individuals on the staff
should be referred to the University Purchasing Depertmsnt, 3025 Walnut Street.

E A 1V

Equipment, or other items of velue, for which there is no foresesable need, must
be reported to the Surplus Property Officer (Ext. 201) as being available for transfer
to another department or for sale,

Items of salvage or serap will be disposed of through the Purchasing Department.

There are strict regulations regarding disposal of State or Federal property and
approval must be obtained from the proper governmental agenciss by the Surplus
Property Office.

AIV, BUDGET PRICE ESTIMATES

The Purchasing Department will be used as the source of price information for °
equipment to be listed in budget proposals. A list of items that are contemplated as
budget proposals should be sent in writing to the Purchasing Department well in ad-
vance of the time budgets are to be submitted.

AV, OFFICE SUPPLIES
The University's approved standard office supplies are set forth in the "Office
Supplies Catalogue." These supplies ars requisitioned directly from the Office

Supplies Stockroom and not through the Purchasing Department, (For information
relative to Office Supplies, call Extension 572,)

Regulations do not permit purchasing to procure substitute items for those office
supplies listed in the catalogus.

(Signed) John L, Moore

Business Vice-President

Bulletin No, 10, dated August 17, 1954, is hereby rescinded and cancelled.

This Bulletin is effective on the date of issuance,
D



	Cover Page
	DSC_0001
	DSC_0002
	DSC_0003
	DSC_0004
	DSC_0005
	DSC_0006
	DSC_0007
	DSC_0008
	DSC_0009
	DSC_0010
	DSC_0011
	DSC_0012
	DSC_0013

