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PART TWO 

P a r t  Two consis ts  of ru les  and regulations which a r e  

f i sca l  in nature.  These may  be deleted o r  amended 

by the Board of Regents without the necessi ty  for  

p r io r  notice o r  action. 
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C H A P T E R  I 

GENERAL 

Sec. 1. Gifts to  the University 

1. 1 The authority to accept gifts to the University o r  to any of the compo-, 
nent institutions is vested in the Board of Regents. 

1. 2 Recommendations for  the acceptance of gifts showing 4etails  a s  to value, 
form,  stipulations regarding use, and provisions for custody and d ls .  
bursement of funds shall  be t ransmit ted by the institutional head to the 
Chancellor and by him,  with recommendations, to  the Board of Regents. 
These provisions,  however, do not apply to contracts  with public agencleG 

1. 3 The authority to  accept gifts to  a component institution i s  delegated to 
the institutional head when the gift i s  t o ' a  fund, foundation, o r  enter-  
p r i s e  a l ready approved by the Board of Regents o r  i s  a continuation of 
a s e r i e s  which has  been previously approved by the Board. Such gifts 
shall be reported to the Board a r ranged  uniformly a s  prescribed by the 
Office of the Board of Regents by the dockets of each component mstltutlon. 
Unconditional gifts to  Texas Western College for  support of the a t h l e t ~ c  
p rogram of the college may be reported to  the Board of Regents in the 
manner  prescr ibed in Section 1 . 4  following this  subsection. (Adopted 
April  5, 1963) 

1 . 4  Each administrative head i s  empowered to accept cash  gifts to the Unf-. 
vers i ty  of Texas of l e s s  than $100, within the policies of the Board of 
Regents and Legislature governing the acceptability of gifts, and to 
deposit such gifts to the appropriate  accounts. A semi-annual report  of 
such gifts showing name and addres s  of donor, amount, purpose,  and 
date of the gift shall  be filed in! the Office of the Board of Regents within 
thirty (30) days a f te r  August 31 and February  28 of each year .  Such 
repor t s  f rom the M. D. Anderson Hospital and Tumor Institute may 
exclude gifts of $25 o r  l e s s  (Adopted June 30, 1962) 

1 . 5  Except a s  provided in the preceding sections,  no member  of any staff 
has  the power to accept gifts of money to the University o r  to  any of I ts  
component institutions. Gifts to  the component institutions of books o r  
other objects of very  sma l l  value and very  obvious propriety,  without 
conditions attached, may  be accepted by individual members  of the s taffs  
provided these  gifts a r e  reported promptly to the institutional head. Such 
gifts need not be reported to  the Board. 



1. 6 The Universi ty will not accept a gift f o r  the  b e n e f ~ t  of any designated 
student unless the  donor i s  exempt f r o m  Fede ra l  Income Taxes  a s  
defined by the  Commissioner  of Internal  Revenue. 

1 .7  The acceptance of gifts of rea l  p roper ty  i s  prohibited wlthout p r l o r  
exp re s s  approval  of the  Legis la ture  except fo r  establishing scholarsh:ps ,  
p rofessorsh ips ,  o r  other  t r u s t  funds for  educational purposes  and then 
only on condition that  such gifts mus t  not l a t e r  requi re  legislat ive appro-. 
pr ia t ions  fo r  maintenance,  r epa i r ,  o r  construction of buildings. (Cur ren t  
Appropriation Bill) 

Sec. 2. Fellowships,  Scholarships,  and Loan Funds. 

2. 1 After gifts f o r  fellowships, scholarships ,  and loan funds have been 
accepted by the  Board  of Regents,  a s  indicated previously ,  they a r e  
adminis tered jointly by designated commit tees  and the  business  office 
of each component insti tution.  

2 .2  In the c a s e  of scholarships  and fellowships, the  appropria te  commit tee ,  
o r  designated individual, rece ives  applications,  m a k e s  the  neces sa ry  
inquir ies ,  and de te rmines  the  award.  The commit tee  advises  the  ins t l -  
tutional head of the  award and he ,  in  tu rn ,  approves  and forwards  the  
notice of award t o  the business  office. Payments  on scholarships  and 
fellowships a r e  made  through the  bus iness  offi.ce of the  component 
institution. 

2 .3  In the ca se  of loan funds,  the appropria te  commit tee  rece ives  applica ... 
t ions fo r  loans,  makes  the  neces sa ry  inquir ies ,  and approves  o r  declines 
the or iginal  loan a s  well  a s  a l l  renewals  and extensions.  The chairman 
notifies the  business  office of the  granting of loans,  and a l l  r eco rds  
including notes ,  cash,  accounts and collections a r e  thereaf te r  handled 
by that office. The principal of loan funds i s  kept intact  s o  f a r  a s  i s  
possible. The cha i rman of the  awarding commit tee  m a y  be  requested 
by the business  office t o  a s s i s t  in  collection of pas t  due in te res t  o r  
principal .  

Sec. 3. Tuition and Other Fees .  --Tuition and o ther  fees  will be  fixed a s  p r e sc r ibed  
o r  a s  authorized by s ta tute ,  and will be s e t  out in  the  institutional catalogue. 

Sec. 4. F i s ca l  Year.  - -The  f i s ca l  year  of the  Universi ty shall  be September 1 through 
August 31. 

Sec. 5. Pol icy Against Discrimination.  --.With respec t  t o  the  admission and education of 
students,  with respec t  to the  employment and promotion of teaclung and non- 
teaching personnel ,  with respec t  t o  student and faculty act ivi t ies  conducted on 
p r e m i s e s  owned o r  occupied by the  University, and with -respect. to student and 
faculty housing si tuated on p r e m i s e s  owned o r  occupied by the  Universi ty,  nej.ther 
The Universi ty of Texas  nor  any of i t s  component insti tutions shal l  d i sc r imina te  
ei ther in  favor of o r  against  any person  on account of h i s  o r  h e r  r ace ,  c r eed ,  o 
color.  (Adopted May 16, 1964) 



C H A P T E R  I 1  

ACCOUNTING, AUDITING, REPORTING, AND BUDGETARY CONTROL 

Sec .  1. Types of Funds .  

1. 1 General  Funds .  - -Genera l  Funds a r e  those unres t r ic ted ,  operating funds 
which a r e  available for  any purposc . They a r e  expended in  accordance 
with the budgets and appropriations approved by the Board of Regents .  
General  Budget Funds balance2 shall  not be reappropria ted f r o m  one 
f i sca l  year  to another unless specific approval i s  given the institutional 
head and the business  officer by the Chancellor and the Board of Regents.  

1. 2 Special  Activities Funds .  --Special  Activities Funds a r e  genera l  funds 
r e s t r i c t ed  b y  the University;  the incomc and expenditures a r e  ordinar i ly  
re la ted  to a par t icu la r  depar tment .  With few exceptions,  expenditures 
a r c  l imitzd to the income derived f r o m  the project .  They a r e  subject  
to the s ame  res t r ic t ions  a s  Genera l  Budget Funds although balances 
a r e  automatically reappropria ted a t  the end of each  f iscal  yea r .  

1 . 3  Curren t  Res t r ic ted  Funds .  - -Cur ren t  Res t r ic ted  Funds a r e  those 
received f r o m  individuals, f i r m s ,  agencies ,  corporat ions ,  e t c . ,  o r  
income der ived f r o m  private endowments, to  be used only f o r  a par t icu-  
l a r  purpose o r  project ,  specified by  the donor ,  such a s  r e s e a r c h ,  con- 
fe rences ,  scholarships ,  fellowships , e tc ,  The period of use i s  usually 
designated in  the agreement  approved by the Board of Regents .  Balances  
a t  the end of a f i s ca l  year  shal l  be  ca r r i ed  forward to the succeeding 
year  unless  otherwise  specified.  

1 . 4  Agency Funds.  --Agency Funds a r e  funds handled through the institutional 
busines,; office a s  the agent of the owner,  a f te r  approval by the insti tu- 
tional head, the Chancellor,  and the Board of Regents through the Insti-  
tutional Docket. Balances  shal l  be c a r r i e d  forward f r o m  year  to  year  
unless otherwise  designated Agcncy Funds shal l  be expended in  accord-  
ance  with the limitation; of the agency agreement  and the applicable 
ru l e s  and regulations of the Board of Regents.  

Sec .  2.  Accounting. 

2 .  1 The financial accounts of the Univers i ty  shal l  be kept in  accordance 
with the recommendat ions  of the National Committee on the Prepara t ion  
of a Manual on College and Univers i ty  Business  Administration,  a s  s e t  
fo r th  i n  Volume I of "College and Univers i ty  Business  Administration" 
(1952) published by  the Amer ican  Council on Education. Where those 
recommendat ions  conflict with s ta tutes  applicable to the University o r  to  



official o rde r s  of the Coordinating Board,  Texas College and Universltv-. 
System, the la t te r  shall  be controlling. * 
All accounting records  and procedures  shall  be subject to the approval 
of the institutional business officer and the University Comptroller.  

The business office of each component institution shal l  be the central  
office for  accounting control for  a l l  financial transactions of the inst i -  
tution. The institutional business officer shall  confer with departmental 
and administrative officials and ins t ruc t  them concerning the records  of 
financial t ransact ions to be kept by the departments .  

Each departmental head shall  keep an  account of funds and property 
f o r  which he i s  responsible,  a s  detailed a s  necessary  to supplement 
the business  office records  and to furnish accurate  information on 
rece ip ts ,  c red i t s ,  expenditures,  and other charges.  

Records shall  be  kept for  each f iscal  year 

All expenditures must  be in  accordance with the approved budget. 

Statements of departmental accounts shall  be prepared monthly by the 
business office and shall  be sent  periodically to the department  heads 
who will compare the i r  records  with those of the business office and 
r epor t  any  differences promptly to the business office. 

A person in  each department  may be designated by the department head, 
with the approval of the institutional head, to sign vouchers,  requis l-  
t ions,  etc.  . in  his absence.  These designations shall  expire a t  the end 
of a f iscal  yea r ,  o r  sooner i f  specified, and must  be renewed each  yea r .  

Sec.  3 .  Auditing. 

3 .  1 The institutional business officer i s  initially responsible for the p re -  
audit of a l l  business  i t ems .  Financial  transactions concerning the 
receipt ,  custody, and disbursement  of moneys shall  be preaudited to 
the extent necessa ry  under the institutional accounting procedures and 
sys tem of internal control, the f iscal  regulations,  and statutes o r  laws 
applicable to the University.  

3 . 2  The preaudit of disbursements  and other transactions shall  be a pa r t  
of the regular  accounting procedures  of the business offices.  Pos t -  
audits of various units and departments  shall  be performed a s  directed 
by the institutional business  off icer  or  the University Comptrol ler .  

- 

* 
Amended July 9,  1966. 



Although the Univers i ty  Comptrol ler  i s  responsible  for  the internal 
postauditing of business  trancactions affecting the component insti tu- 
t ions ,  this work shall  be  done under the supervision of the business  
officers of the component institutions and the Branch  College Auditor. 

The business  r eco rds  of accounts and other r eco rds  shal l  b e  verified 
and authenticated within the budgets, regental  act ions ,  and s ta tutory 
requi rements .  

The Branch  College Auditor,  under the supervision of the University 
Comptrol ler ,  shal l  be  init ial ly responsible  for  the postaudit of business  
activit ies a t  the component insti tutions,  except the Main University.  
He shal l  conduct the audits in  accordance with accepted auditing 
s tandards ,  including necezsa ry  tes ta  of the r e c o r d s .  He shal l  make a 
wri t ten r e p o r t  of each  audit ,  calling attention to any t ransact ions  
which m a y  not be in  accord  with legal requi rements ,  injt i tutional 
accounting pr inciples ,  and institutional policies and regulations.  

The State Auditor, under State law, i s  rezponsible for  the external  
audit of the Univerzity';  books. 

Sec .  4. Reporting.  

4. 1 All financial r epo r t s  shal l  be  prepared  i n  accordance with the 
provis'ions of the s ta tu tes ,  official o r d e r s  of Coordinating Board ,  
Texas College and University Sys tem,  and the d i rec t ives  of the Board 
of Regents and in  conformity with the manual,  "College and Univer- 
s i ty  B u s i n e s ~  Administration,  " r e f e r r e d  to  above. The f o r m s  shal l  
b e  prepared  b y  the institutional buainesa officer and approved by the 
Vice-chance l lor  f c r  Businesz Affair2 o r  h i s  delegate.  * 

4. 2 Two r e p o r t s ,  both of which shal l  b e  prepared  under the direct ion of 
the imti tut ional  business  officer and the University Comptrol ler ,  shal l  
be prepared annually by the University: 
4. 21 Annual Financial  Report.--On o r b e f o r e  December  29, printed 

financial r c p o r t s ,  s e t  up in  accordance with the fo rms  recommended 
in  Volume I, "College and University Business  Administration" 
(1952) shal l  be  filed with the Coordinating Board,  Texas College 
and Univers i ty  Sys t em.  The cer t i f icate  of audit of the State  
Auditor i s  to be included if his r epo r t  has been completed. * 

4. 22 S a l a r y  Payment  Repor t .  --On o r  before  December  31 eack  yea r ,  
an  i temized schedule shal l  b e  prepared  of s a l a r i e s  and wages 
paid all employees for  ' se rv ices  during the preceding f i sca l  year  
out of any  funds f r o m  any  source  o r  charac te r  under the control 

* 
Amended July 9,  1966. 



a n d l o r  custody 0;: the Board of Rogents,  showing for  each  
employee the total amount paid f rom cach so,mce dining the 
twelve months of the f i sca l  y c a r ,  the t i t le of the position held o r  
kind of service rcnde rcd ,  and a :i.~i;xmary of a l l  expcndit~i?:~:; by 
depar tments .  Three  copies of this repor t  shal l  be prepared ,  onc 
copy for  the Officr of the S e c r e t a r y  of the Board of Regents ,  on(: 
copy f o r  thr: Vice-Cha-cellor to r  Business Affairs ,  and one copy 
f o r  the 0fii.c;: of the Comptro l lc r .  ):( 

4. 3 A morithly financial r epo r t  shall. be prepared by  each  businass  off ice  
and dis t r ibuted to ac1mi:li;trativc officials and to the Office of the S e c r e -  
t a r y  of t h c B o a r d  of R::;::nt.;. 

4. 4 Pcrioclic fiinancial r cpo r t s  reflecting income r ece ip t s ,  approved budget 
changes,  qnd expenditures f o r  each component institution shal l  b e  p r e -  
pared by c e n t r a l  Adminictration.  ':; 

4.5 Othzr r e p o r t s ,  3uch n; :he qua r t e r ly  r e p o r t  to the Bureau  of the Ccnsuii, 
may  be mqde f r o m  t imc to t i a c  a s  well a s  internal  r epo r t s  pertaining 
to e s t ima te s  of income,  budgcts ,  e t c . ,  but only those considered essen t ia l  
to effective a d r n i r i ~ t r ~ t i s n  illall bc requested f r o m  the institutional 
b~!~;ixc.;:; offic::, 

Annm! Budgets f o r  a l l  the component institutions .:hall be  approved by 
tho Board of Regents within thc budgct estimate:; of income prepared  
by the in.?titutioim! bu;incn; officer a r d  the institutional head. 

Genera l  politic:; f o r  the budgct p repara t ion  shal l  be  recommended by 
the Chancellor to thz S o a r d  of Regents and shal l  be followed in  p r e p a r -  
ing the burlgcts. 1:mtruction:j fo? detail.; of budgct p repara t ion  shal l  br: 
furni:;hcd to  thc in:;tituticnal head: by  Central  Administration.  

Thc institutional head shal l  i s sue  local  in;truction:; and :shall fu rn ish  
f o r m s  to the bud:;et-rccorn~~lcnding officials.  The i r  recommendat ions  
f o r  s a l a r i e s ,  mni::tcnancc and operat ion,  equipment, t r ave l ,  and other 
per t inent  i t ems  .:!~a?l be  'cvicwed by t h  insti tutional head and. t r ans -  
mitted,  with hi.$ recommendation;,  to tlie Chancellor f o r  review and 
final  recomrnr:r.datio:i to thc E o a r d .  

Rules and procedures  for  budget adminis t ra t ion shal l  be  prepared  by  
Central  Admic is t ra t ion ,  approved by  the Board of Reprcnts, and shal l  
be  included in the corxpletcd budgets.  

.,, 
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5 . 5  A copy of each such budget, and any subsequent amendments thereto,  
shall  be filed with the State L ib ra ry  to be available for  public inspection. 

(Subsection 5 .  5--Amendment No. 5 to September 1960 revision, Meeting 
No. 605, F e b r u a r y  1962) 

Sec .  6. Biennial Budget Requests .  

6 .  1 The U n h e r s i t y  shal l  submit biennial budget requests  a s  may be 
required to the Coordinating Board,  Texas College and University 
System, to the Legislative Budget Budget Board,  and to  the Executive 
Budget Office in the fo rm and a t  the time prescr ibed .*  

6.2 These requests  shall  b e  prepared in conformity with the s a m e  genera l  
procedures  a s  outlined above for  the annual budgets: 
6 .  21 Approval of budget-writing policies by the Board of Regents 

upon recommendation of the Chancellor. 
6 .  22 Prepara t ion  of the budget of expenditures by the institutional 

head in conformity with thcse policies 
6. 23 Approval of the finished budget by the Chancellor and the Board 

of Regents.  

6 . 3  The est imates  of income shal l  be included in the biennial budget 
reques ts  prepared by the institutional business  officer and the 
institutional head .  

ak 
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C H A P T E R  I11 

RECEIPT,  CUSTODY, AND DISBURSEMENT O F  MONEYS 

Sec. 1. Receipts ,  Cash Regis te rs ,  and Admission Tickets.  

1. 1 No depar tment ,  division, o r  individual staff member  i s  authorized to 
receive money in the name of the University without p r ior  approval 
of the institutional business  officer and institutional head. 

1. 2 An official receipt  in  the form prescr ibed  by the institutional business  
officer shal l  be i s sued  for  all  moneys received. 
1 . 2 1  Where the volume of s a l e s  justifies their  use, ca sh  r eg i s t e r s  

shal l  be  used with recording tapes  l ist ing the amount of each 
sale .  When cash  r eg i s t e r s  a r e  not used,  ca sh  sa l e s  t ickets  
o r  rece ip ts  shall  include, if pract ical ,  the name of the pur- 
c h a s e r ,  i temization,  and pr ice  of the art icles sold. 

1 . 2 2  Admission t icke ts ,  including complimentary t i cke ts ,  shal l  
have the pr ice  of admission indicated thereon,  and all such 
t ickets shall be prenumbered,  except for  cer ta in  events 
where the section,  row, and sea t  number a r e  shown. Ad- 
miss ion  t ickets  and coupon books shall  be purchased for  
del ivery to the institutional business  office and issued to the 
depar tment  concerned. Unused t ickets  o r  books shal l  be 
re turned along with a prescr ibed  ticket repor t  to the business  
office within 30 days  f rom the date  of the event, and a l l  r ece ip t s  
f r o m  such sa l e s  shal l  be deposited in  the business  office a s  
outlined l a t e r .  

1 .  2 3  A l is t  showing the names  of all  persons receiving complimentary 
t ickets  shal l  be furnished the business  office a s  a par t  of the p re -  
sc r ibed  ticket repor t .  

Sec. 2.  Deposits  with Institutional Business  Office. 

2 .  1 Money received by all  depar tments  f rom all  sou rces  s h a l l  be deposited 
in  the institutional business  office using an  official fo rm.  The deposits  
shall  be daily i f  the rece ip ts  a r e  $50 o r  m o r e ,  and weekly even if the 
accumulation i s  l e s s  than $50. When cash  i s  included, the deposit shal l  
be made in person by a depar tmental  represen ta t ive  to whom an  official 
receipt  i s  issued.  

2 .  2 Cash overages  a r e  deposited in  the business  office; notations pertaining 
to ca sh  over  o r  shor t  shall  be included on the deposit fo rm.  



2 . 3  Pet ty  cash  funds for making change shall  b e  provided only on approval 
of, and by a r rangement  of, the depar tment  with the institutional business  -- 
off icer .  Pe t ty  cash funds f rom which d isbursements  will be  made shal l  
have the approval of the institutional head an wel l .  

Sec .  3 .  Deposits  with the State T r e a s u r e r .  

3 .  1 The Appropriation Bill r equ i r e s  that  a l l  c a sh  rece ip ts  a t  the Main 
University,  a t  Texas Western College, and a t  Arlington State College be 
deposited i n  the State T r e a s u r y  with the exception of those f rom auxi l iary 
en t e rp r i s e s ,  noninstructional se rv ice ; ,  student s e rv i ce  f ee s ,  student 
activity f e e s ,  parking f e e s ,  agency and restricted funds, endowment funds,  
student loan. funds,  and Constitutional College Building Amendment Funds.* 
3 .  11 To facil i tate the t ransfer r ing  of institutional rece ip ts  to the 

State T r e a s u r y ,  i t  i a  providcd that each institution m a y  open a 
clearing account in  a local  deposi tory bank to which it deposits  
a l l  receipts  daily. 

3 .  12 Not l e s s  than 2vs ry  seven days ,  the institutional business  
officer shal l  make remi t tances  to the State T r e a s u r y  i n  the f o r m  
of checks drawn o n  the clearing account except that  a balance of 
not m o r e  than $500 m a y  b e  maintained.* 

3 .  13 The money deposited i n  the State T r e a s u r y  shal l  be  paid out via 
State w a r r a n t s .  

3. 2 At i t s  optlon, the University m a y  use  i t s  local  deposi tory General  Funds 
bank accounts instead of thc special  clearlng account within the genera l  
requi rements  for  deposits  and t r a n s f e r s  to the State T r e a s u r y .  

3 .  3 The University,  by law,  i s  authorized to malntain Revolving Funds to 
Facil i tate the payment of nominal expenses - to  pay bi l ls  within cash  
discount per iods .  
3 .  31 The University may  use the revolving fund f o r  regular  monthly 

payrolls  a s  well a s  for  weekly and spec ia l  payro l l s .  
3 .  32 Disbursements  f r o m  the revolving funds a r e  r e imbursed  f r o m  

s ta te  appropriations on cla ims filed with the State Comptrol ler  
under regular ly  prescr ibed  procedures .  One voucher and one 
war ran t  may  cover a number  of c la ims f o r  this purpose.  Re-. 
lmbursemen t  c la ims mus t  mee t  the s a m e  requi rements  a s  other 
c la ims  against  s ta te  appropriations. Each  insti tution shal l  p r e -  
pare  a reimbursement c la im a s  of the close of business  on the 
l a s t  day of each  month o r  m o r e  often a s  m a y  be expedient to  
avoid maintaining l a rge  revolving funds. 

3. 3 3  The Board of Regents shal l  de te rmine  the amounts of the revolving 
funds and shal l  designate a deposi tory bank for  each  such fund, 
specifying persons authorized to  s ign checks drawn on such funds.  
Depository banks shal l  s e c u r e  revolving fund deposits  a s  provided .. 

by law. 
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3 . 4  Under the cur rent  appropriation bil l ,  any money deposited into the State 
Treasu ry  which i s  subject to refand a s  provided by law shall  be  refunded 
f rom the fund into which such money was deposited. 

(Subsections 3 .  3, 3.31, and 3 .4 -  -Amendment No. 5 to September 1960 
revision, Meeting No. 605, Februa ry  1962) 

Sec.  4. Local Institutional Funds. 

4. 1 All local  income, not required to be deposited in  the State Treasu ry ,  must  
by law be deposited in local depository banks for safekeeping. Requests 
for  new depository bank accounts and for  any authorized signatures 
to be accepted by  the bank must  have the approval of the University 
Comptroller and the Chancellor who shall  notify the bank and others 
concerned. Depository agreements  with the local banks shall  be nego- 
tiated by the University Comptroller with the ass i s tance  of the institu- 
tional business officc and thc institutional head and shall  be submitted 
to the Chancellor and Board of Regents fo r  approval.  

4. 2 Depository banks selcctcd shall  furnish adequate sure ty  bonds o r  
secur i t ies  to a s s u r c  safcty of these funds. Local funds shall  be deposited 
in  the depository banks a s  soon as  possible,  but in no event l a t e r  than 
seven days f rom the date of collection. Such funds a r e  usually c a r r i e d  
a s  demand deposits;  howcvcr, they may be car r ied  a s  t ime deposits a t  
a negotiated in t e res t  r a t e .  * 

4 . 3  The Board of Regents and the institutional heads may  not, by law, 
borrow money f rom any person,  f i r m ,  or  corporation to be repaid f rom 
local funds except a s  specifically authorized by the Legislature .  

Sec. 5. Charge Sa les .  - -The University i s  not allowed, by law, to se l l  property o r  
serv ice  on c r e d i t , .  

Sec.  6 .  Sales  to Staff Members .  --Sales of University property may  be  made to staff 
members  only a f te r  authorization by the Board of Regents through docket 
approval.  

Sec.  7.  Vouchers for  Expenditures.  

7. 1 Main University Vouchers fo r  disbursement  of funds shal l  be prepared 
in the departmental offices a t  the Main University.  They shall  be 
signed b y  the head of the department ,  o r  someone recommended by h im 
in writing and appointed by the Chancellor, and such vouchers shall  be 
approved by  an authorized person in  the Auditor 's  Office.* 

7 . 2  At the other component institutions, vouchers shal l  be prepared ,  where 
possible, in the business offices, and a l l  vouchers shall  be approved by 
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the Business  Manager o r  some person to whom he may delegate such 
authority. 

7. 3 Vouchers shal l  be prepared on State of Texas Pu rchase  Voucher F o r m ,  
consisting of five copies a s  follows:*' 
No. 1 - F o r  State Comptrol ler  ( if paid f rom State funds) 
No. 2 - F o r  Board of Control ( if  purchase through Board of Control) 
No. 3 - F o r  Institutional Business  Office 
No. 4 - F o r  Institutional Department  ( file copy) 
No. 5 - F o r  r e tu rn  with check to  vendor ( sent by business  office with 

payment) 

7 .  4 Vouchers a r e  to oe coded in  the business  offices within the approved 
expenditure codes and, if payable by warran t  f rom the State T r e a s u r e r ,  
with the proper  expenaiture c lass i f icat ions  furnished by the State Comp- 
t ro l l e r .  

7. 5 If two o r  m o r e  invoices f r o m  the same  vendor and chargeable  to the s a m e  
account a r e  to be paid, payment may be by one voucher ,  even though 
coverea  by m o r e  than one requisit ion and /o r  purchase o r d e r  except: 
7 .  51 Separate  vouchers shal l  be prepared  for  contract  and noncontract 

invoices on purchases  through the Board of Control. 
7. 52 Separate  vouchers shal l  be prepared  for  invoices f o r  purchases  

made through the Purchas ing  Division and Print ing Division of 
the Board of Control. 

7 .  6 Cash discounts and c red i t s  shal l  be shown in full on the vouchers and 
shal l  include the amount and number of the invoice, l e s s  discount o r  
o ther  c r ed i t s .  and the net amount. Explanations shal l  be made for  all 
deductions. 

7. 7 A r e d  "Rush - Discount" tag shal l  be attached to the face of the voucher 
and, in  such c a s e s ,  they shall  be handled separately  f rom o ther  vouchers  
in the business  office. 

Sec. 8.  Vouchers Payable  f rom State Funds ( All funds on deposit in State T reasu ry ) .  

8. 1 When ma te r i a l s ,  supplies,  and other  i t ems  a r e  purchased through the 
Board of Control ,  four copies of the Voucher F o r m  a r e  submitted to 
the business  office and Copy No. 1 ( o r  the attached invoice) must  be 
notarized if the amount i s  m o r e  than $50. 

8. 2 If the amount i s  $50 o r  l e s s ,  e i ther  a notarization o r  a signed certif ication 
i s  required.  The cer t i f icat ion,  if used,  mus t  read a s  follows: 

1 cer t i fy  under the penalty of per jury  that th is  c la im has  been 
examined by m e  and to  the best  of my knowledge and belief i s  
t rue  and co r r ec t .  'x 

.,, .,. ... 
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8. 3 When purchases  a r e  not made through the Board of Control, a l l  copies 
excepting Nos.  2 and 4 a r e  submitted and Copy No. 1 (or  the attached 
invoice) mus t  be  notarized o r  a certification made a s  indicated in  the 
preceding paragraph.  

Sec .  9 .  Vouchers Payable f rom Local Funds (All funds not on deposit i n  State 
Treasury) .  

9. 1 When ma te r i a l s ,  supplies,  e t c . ,  a r e  purchased through the Board of 
Control, Copy No. 3 may become the original and, ?f so ,  Copy No. 1 
need not be submitted unless the required notarization o r  certif ication 
appears  thereon. Notarization o r  certification is required a s  stipulated 
in  the preceding section entitled "Vouchers Payable f r o m  State Funds.  I t  

9 .  2 When mater ia l s  a r e  not purchased through the Board of Control, only 
Copies Nos. 3 and 5 need be submitted,  with Copy No. 3 a s  the original.  
Notarization o r  certif ication i s  requi red .  

Sec .  10. Outstanding Checks.  

10. 1 Outstanding checks shal l  be ca r r i ed  on the official accounting r eco rds  
for  the two f i sca l  yea r s  following the year  i n  which they a r e  i ssued .  
(Example: if issued in 1963-64, they would be ca r r i ed  through 
August 31, 1966. ) Those s t i l l  outstanding at the end of the second f iscal  
year  a f te r  i s sue  shall  be cancelled and writ ten off the official accounting 
r e c o r d s .  * 

10. 2 Each  business  office i s  expected to  make diligent effort  to  minimize the 
number of such outstanding checks,  par t icular ly  those in excess  of $10. 

Sec .  11. Institutional Membership Dues.  - -Universi ty  funds shal l  be used to  pay member -  
ship fees  only in  educational, scientific,  o r  other associations of which the 
University i s  a n  institutional m e m b e r ,  with initial memberships  approved b y  the 
institutional heads and the Chancellor.  

Sec.  12. Payro l l s .  

12. 1 There  a r e  th ree  genera l  types of payrol ls ,  those for  (1) regular  sa la r ied  
employees;  (2) weekly sa la r ied  employees;  and (3) hourly sa la r ied  
employees.  

12. 2 At the Main University,  payrolls for a l l  regular  sa la r ied  employees,  
except those for  Auxiliary En te rp r i se s ,  sha l l  be prepared in the Payrol l  
Division of the Aus i tor ' s  Office and approved by the Auditor o r  Assis tant  
Auditor. 
12.21 Vouchers and payrolls f o r  weekly and hourly employees,  and 

regular  sa la r ied  employees in Auxiliary E n t e r p r i s e s ,  shal l  be 
prepared  in  t r ipl icate  on proper  f o r m s  by the department  concerned. 
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They shal l  be  approved by the head of the depar tment ,  o r  some-  
one authorized to s ign for  h im,  and shal l  include the name of the -- 

payee, accura te  calculations of pay, a s  well a s  the account to 
which charge i s  made .  

12.22 Those covered by  Workmen's Compensation Insurance sha l l  b e  s o  
indicated. 

12. 23 Two copies shal l  be t ransmit ted to  the Payro l l  Division for  proc-  
ess ing and for  approval by  the Auditor o r  Assis tant  Auditor. 

12. 3 At the other component insti tutions,  a l l  payrolls  shal l  be  prepared  in  the 
business  office f r o m  regular  budgets, appointment fo rms  and l e t t e r s ,  
t ime  c a r d s ,  e t c . ,  and approved by the Business  Manager o r  a person  
designated by  h im.  

1 2 . 4  If payment for  r egu la r  sa la r ied  employees i s  for  l e s s  than a month, the 
s a l a r y  shal l  be  figured proportionately on the actual  number of days in  
a given month, e . g . ,  28, 30, 31. 

12.5 Deductions for  income tax,  t eacher  and employee r e t i r emen t ,  and social  
secur i ty ,  a s  well a s  g roup  life insurance ,  hospitalization insurance and 
income disabil i ty insurance ,  a r e  made where  applicable on a l l  payrol ls .  'LC 

12. 6 Dates  for  distr ibution of s a l a r y  checks v a r y  a t  the component institutions 
and a r e  announced by  the business  office. . . . , 

Sec.  13. Absence f r o m  Usual and Regular  D u t i e s ,  Authorization for  Absence,  Including 
Trave l ,  and Trave l  Expense Reimbursement .  

13 .  1 Absence f r o m  Usual and Regular  Dut ies .  
13. 11 Authorization for  any member  of a faculty o r  staff of the University 

to  be absent  f r o m  his usual and regular  duties will be granted only 
under the following conditions: 
13. 111 When such  absence i s  on s ta te  business ,  which shal l  include3 

among other purposes ,  the fo rma l  presentat ion of or iginal  
r e sea rches  b y  a n  employee before  a national, regional,  o r  
s ta te  lea rned  society ,  and 

1 3 .  112 When appropria te  provisions a r e  made to  c a r r y  on the duties 
of the absent  personwithout additional expense to  the 
University.  

13 .  2 Authorization for  Absence f o r  Staff Members  Whose Regular  Duty 
Does Not Require  Trave l .  --Authorization for  absence f r o m  usual and 
regular  dut ies ,  including t r ave l  f r o m  the city o r  townwhere the Univer- 
s i t y  officer o r  employee i s  regular ly  stationed, will be  granted by  the 
Board of Regents,  o r  b y  the Administrative Off icer  to whom the Board 
may  delegate authority,  only by  advance permiss ion  obtained a s  follows: 

13. 21  Request  for  permiss ion  to be absent  for  a period not in  excess  of 
two weeks (fourteen calendar  days)  shal l  be  t ransmi t ted  through 

96 
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proper  adminis t ra t ive channels to the executive head of the com- 
ponent institution f o r  approval. At t h e ~ M a i n  University, r eques t s  
for  permiss ion  to  be absent,  including t r ave l  on official business,  
shal l  be t ransmit ted,  with r ea sons  therefor ,  through p rope r  adminis- 
t ra t ive  channels to  the Vice-chancel lor  (Academic Affairs)  f o r  approval,  
except that  i f  the per iod does  not exceed one week (7 days)  the appro- 
pr ia te  dean o r  equivalent adminis t ra t ive officer m a y  approve the request  
for  permiss ion  to be absent.  

13.22Request  f o r  permiss ion  to  be absent  f o r  a per iod in  exces s  of two weeks,  
but not in  exces s  of twenty-nine days, including t rave l  on official 
business ,  shal l  be t ransmi t ted  through proper  adminis t ra t ive channels 
to the Chancellor f o r  approval  p r io r  to such absence.  

13.23 Request  for  permiss ion  to  be absent  f o r  a period in exces s  of twenty- 
nine days,  (excluding holidays approved by the Board),  including t rave l  
on official business ,  shal l  be t ransmi t ted  through proper  adminis t ra t ive 
channels to the Chancellor f o r  approval  p r i o r  to such absence.  Such 
approva ls  a r e  to be reported in  the regular  dockets of the insti tutions 
affected, 

13.24Request  for  pe rmis s ion  to  be absent  by the adminis t ra t ive off icers  and 
staff of Cent ra l  Administration shall  be approved by the Chancellor. 

13.25Any t rave l  which contemplates  re imbursement  f rom funds appropria ted 
by the Legis la ture  for  t r ave l  expenses  i ncu r red  outside the continental 
l imi t s  of the United S t a t e s m u s t  have the writ ten approval of the Chan- 
ce l lo r  and the Governor p r io r  to the t ravel ,  in  addition to the authori- 
zations requi red  in  the appropria te  preceding subdivisions. 

13.26In l ieu of any of the delegations of authority to approve absence f r o m  
usual  and regular  duties,  including official t ravel ,  specified in  the above 
subdivisions, the Chancellor m a y  exe rc i se  such authority.  

13.27 The chief adminis t ra t ive off icers  of the component insti tutions shal l  
keep r e c o r d s  of a l l  approved absences  and shall  submit detailed 
s u m m a r i e s  periodically to the Chancellor f o r  distr ibution to the Board 
of Regents. 

13.28 Approvals of t r ave l  shal l  not be routine o r  perfunctory,  but shal l  be 
made  only a f t e r  the executive head, o r  h i s  authorized representat ives ,  
have carefully examined the purpose and need for each  t r i p  with a view 
to the economic and effective utilization of a l l  t rave l  funds. 

13.3 Approval of Trave l  Expense Reimbursements .  
13.31 Trave l  expenses  shal l  be r e imbursed  only f r o m  funds appropria ted o r  

authorized for t ravel .  Heads of component insti tutions shal l  plan the 
t r ave l  of a l l  employees  under the i r  authority to achieve maximum 
economy and  efficiency. E a c h  t r ave l  voucher submitted f o r  re imburse-  
men t  shall  include such a descr ipt ion a s  to identify pe r sons  o r  p laces  
contacted and /o r  the nature  of the official business  of the State per formed 
within the legal  responsibi l i t ies  of the institution. 

13.32 Trave l  vouchers  for  re imbursement  of a l l  official t r ave l  authorized 
pursuant  to  the foregoing provis ions  shal l  b'e approved and signed a s  
follows: 
13.321 Cent ra l  Administration - Reimbursement  f o r  a l l  t rave l  shal l  



be approved e i the r  by the Chancellor o r  by the Auditor 
of the Main University. . . 

13.322 Component Institutions - Reimbursement  f o r  a l l  t rave l  by 
employees of the component insti tutions shal l  be approved 
e i ther  by the Chancellor o r  by the Administrative off icers  
designated below: 

Main University - the Vice-chancel lor  for  Academic 
Affairs ,  the Bus iness  Manager ,  o r  the Auditor. 

Texas  Western College - the  P re s iden t  o r  the Bus iness  
Manager.  

Medical  Branch, Galveston - the Executive Director  
and Dean, the Associate Director ,  o r  the Business  
Manager.  

Southwestern Medical  School - the Dean o r  the Business  
Manager.  

Dental Branch  - the Dean o r  the Bus iness  Manager.  
M. D. Anderson Hospital and Tumor  Insti tute - The 

Director ,  the Adminis t ra tor ,  o r  the Bus iness  
Manager.  

Graduate School of Biomedical  Sciences  a t  Houston - 
the Dean o r  the Bus iness  Manager.  

South Texas  Medical  School - the Dean o r  the Bus iness  
Manager.  

Arlington State College - the P re s iden t  o r  the Director  - ~ -  
of Business  and Finance. 

13.33 P e r  Diem Allowances. -- T r a v e l  Status f o r  Continuous Pe r iod  of 
Twenty-Four (24) Hours  o r  More  - An employee who is traveling on 
official University bus iness  and is in  continuous t r ave l  for  a period 
of twenty-four (24) hours  o r  m o r e  will be r e imbursed  a t  p e r  diem 
r a t e s ,  i n  l ieu of ac tua l  expenses  f o r  m e a l s  and lodging, in  accord- 
ance  with the following schedules:  
13.331 If t he re  is attached to  the employee's  expense account 

when submitted a "Paid" bill o r  receipt  f r o m  a commerc i a l  
hotel, motel ,  o r  other  commerc i a l  lodging establ ishment  
f o r  the employee 's  Lodging f o r  the per iod for  which p e r  
diem re imbursemen t  is claimed: 

Ra te s  
In State Out of State 

P e r  diem p e r  
calendar  day $12.00 $15.00 

One-fourth (1 14 )  
the r a t e  for  a 
calendar  day f o r  each  
per iod of s ix  (6)  hours  
o r  f ract ion thereof 
(at leas t  2 hours )  3.00 



13. 332 If the employee 's  expense account voucher does not include - 
a supporting "Paid" bill o r  receipt  as  descr ibed in  Subsection 
13. 331 above: * 

Rates  
In State Out of State - 

P e r  diem per  calendar  day $7.00 $10.00 

One-fourth ( 114) the r a t e  for  a 
calendar  day f o r  each period of 
s i x  (6) hours  o r  f ract ion thereof 
(at  l eas t  2 hours )  ! $1. 75 $ 2 .  50 

13. 34Part iBl  per  Diem for  ~ e a l s  and Lodgipg. 
13. 341 Anemployee  who i s  traveling on official University business  for  

a continuous period of a minimum of s i x  (6) hours  but l e s s  than 
twenty-four (24) hours  which does  not involve over-night stay will 
be r e i m b u r s e d  a par t ia l  per  diem f o r  mea l s  in l ieu of actual  
expenses ,  a s  follows: 
13.341 1 Breakfast  allowance' if the employee depa r t s  f rom 

designated headquar te rs  before'7:OO A. M. (or ,  in  
ca se  of his  r e tu rn  to desighated headquarters  a f te r  
7:00 A. M. ). . . . . . . . . . . . . .,. . ... . .'. . . . . . . . . . $1. 00 

13.3412 Lunch allowance i f  the ernpiovee i s  away f i o m  his 
designated headquar te rs  after, 1:OO'P. M.. . . . $ l .  00 

13. 3413 Dinner allowance i f  the empldyee i s  away f rom his 
designated headquar te rs  af ter  T:OO P. M.. . . .$2. 00 

13. 342 Anemployee  who i s  traveling cm official University business  
f o r  a continuous period of a minimum of s i x  (6) hours  but l e s s  
thain twenty-four (24 )  hours  which does involve overnight s tay 
will be r e imbursed  for  meals  and lodging in an amount not in  
exces s  of: * 

$12. 00 at  the r a t e  of $3. 00 for  each s ix  (6) hour period 
involved o r  f ract ion thereof (at l eas t  2 hours)  provided 
a "Paid" bill o r  receipt  a s  descr ibed in Subsection 13. 331 
above i s  submitted.'% 
$7. 00 at  the r a t e  of $1. 75 for  each s i x  (6)  hour period 
involved o r  a f rac t ion  thereof ( at l ea s t  2 hours), i f  a  
"Paid" bill o r  receipt  a s  descr ibed in  Subsection 13. 331 
above i s  not submitted. * 

13. 3 5 P e r  Diem Allowances - Trave l  Status for  a Continuous Pe r iod  of L e s s  
Than Six (6)  Hours.  --No par t ia l  per  diem o r  actual  expenses ( except 
t ransporta t ion)  will be paid an employee who i s  away f rom designated 
headquar te rs  for  a period of l e s s  than s i x  hours .  

13. 36Day Defined for  per  Diem purposes .  
13. 361 The calendar  day ( midnight to rnidnight)is the unit for  computing 

the per  diem allowance. 
13.  362 F o r  a f ract ional  par t  of a day at the commencement o r  ending of 
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continuous t r ave l  the six-hour periods of 1 2 ~ 0 1  A. M. to 
6:00 A. M . ,  6:01 A. M to 12r00 Noon, 12:Ol P. M. to 
6:00 P. M. , and 6:01 P. M, to 12:OO Midnight a r e  each con- 
s idered  to be one qua r t e r  (114) of a ca lenaar  day. A fract ion of 
a per  diem period of s i x  (6) hours  i s  defined to be two (2) 
hours  o r  more .  

13. 363 Computation of per  diem shall  be on a qua r t e r  day bas i s ,  the 
init ial  qua r t e r  to be that in  which t rave l  begins and the final  
q u a r t e r  to be that  in which t r ave l  ends.  

13. 364 Out-of-State t r ave l  s ta tus  commences a t  the beginning of the 
next qua r t e r  af ter  the employee in t r ave l  s ta tus  c r o s s e s  the 
s ta te  line and continues through the qua r t e r  in which the employee 
r e tu rns  to the s ta te  line. Payments  for  both in-s ta te  and out-of... 
s ta te  per  diem allowance will not be made for  the  same period of 
a calendar  day.  

13. 37 Transporta t ion Allowance. 
13. 371 Rented o r  Public Conveyance Including Taxis.  --An employee 

traveling by rented o r  public conveyance, o r  the commerc i a l  
t ransporta t ion company furnishing s a m e ,  i s  entitled to  a t r a n s -  
portation allowance equal to  the actual  cost  of neces sa ry  t r anspor -  
tat ion for  performing official business ,  excluding Fede ra l  tax.  
Payment  of sa id  t ransporta t ion allowance may be made by e i ther  
of the following methods,  upon selection by the Chancellor o r  the 
head of the component institution, in  advance of authorized - 
official t rave l .  xc . . 

Where the employee pays for  public t ransporta t ion,  
including tax is ,  f rom his persona l  funds,  rece ip ts  for  
such neces sa ry  t ransporta t ion,  excluding rece ip ts  for  
city bus:, taxi  o r  l imousine f a r e s  in amounts of $2. 50 
o r  l e s s ,  shall  be  obtained and attached to the employee 's  - 
expense account when submitted.  A detailed l i s t  of al l  
c la ims  f o r  rented o r  public t ransporta t ion including city 
bus,  t ax i ,  and l i m o ~ s i n e  f a r e s  in amounts of $2. 50 o r  
l e s s  shal l  be shown on the Trave l  Expense Account under  

$6 
"Record of Transporta t ion Claimed for  Each Trip .  " 
The Chancellor o r  heads of component institutions may 
request  commerc i a l  t ranspor ta t ion  companies to furnish 
requi red  t ransporta t ion for official business  to designated 
employees of Central  Administration o r  such insti tutions,  
upon the presentat ion to cooperating t ransporta t ion 
companies of t ransporta t ion reques t s  approved by the 
Chancellor o r  the head of the institution requesting such 
t ransporta t ion.  The t ransporta t ion request  shall  specify 
the c l a s s  of t ransporta t ion authorized. The monthly 
billings for  such t ransporta t ion se rv i ces  f r o m  the t r a n s -  
portation company will be vouchered on a regular  purchase 
voucher7 showing the detai l  of such furnished t ransport? .  
tion for  each t r i p ,  with, a complete s ta tement  attached 
settlng out in detail  why each t r i p  l is ted was neces sa ry  i n  
the operat ion and maintenance of the institution. 96 

xc Adopted July 9, 1966. 



13 .  372 P r i v a t e  Automobi le .  - - A n  employee  t r ave l ing  i n  h i s  pe r sona l ly -owned  
automobi le  sha l l  be r e i m b u r s e d  a t  the r a t e  of e ight  c e n t s  ( 8 t )  p e r  
m i l e  on the b a s i s  of the s h o r t e s t  p r a c t i c a l  r o u t e  between poin ts .  
No addi t ional  expense  inc identa l  to  the o p e r a t i o n  of such  au tomobi l e  
s h a l l  be al lowed.  * 
13 .3721  R e i m b u r s e m e n t  f o r  M i l e a g e  in  the  S ta t e  of T e x a s  s h a l l  

inc lude  the  use  o f : F a r m -  t o - M a r k e t  r o a d s .  The  l a t e s t  off icial  
highway m a p  publ ished by the  Sta te  Highway D e p a r t m e n t  
s h a l l  be the  of f ic ia l  m a p  f o r  u s e  d u r i n g t h e  c u r r e n t  
b i enn ium.  F o r  out- of- s l a t e  t r a v e l ,  m i l e a g e  wi l l  be 
computed  f r o m  s t a n d a r d  highway maps..:: 

13 .  37!22 When two o r  m o r e  e m p l o y e e s  t r a v e l  in  a  s ingle  p r i v a t e  
au tomobi l e .  only one  sha l l  r e c e i v e  a  t r a n s p o r t a t i o n  
a l lowance ,  but t h i s  p r o v i s i o n  s h a l l  not p r e c l u d e  e a c h  
t r a v e l e r  f r o m  r e c e i v i n g  a p e r  d i e m  a l lowance .  + 

13 .  3723 When two, t h r e e ,  o r  f o u r  o f f i c i a l s  o r  e m p l o y e e s  of 
C e n t r a l  A a m i n l s t r a t i o n  o r  of one  of the  component  
in s t i tu t ions  of che Unive r s i ty  w ~ t h  the  s a m e  i t i n e r a r y  on 
Lhe s a m e  d a t e s  a r e  r e q u i r e d  to t r a v e l  on  the s a m e  off ic ia l  
s t a t e  b u s i n e s s  f o r  which  t r a v e l  r e i m b u r s e m e n t  f o r  m i l e a g e  
in  a  p e r s o n a l  c a r  i s  c l a i m e d ,  m i l e a g e  r e i m b u r s e m e n t  wi l l  
be  c l a i m e d  and a l lowed f o r  only one of the e m p l o y e e s  
excep t  a s  p rov ided  h e r e a f t e r .  If m o r e  than  f o u r  e m p l o y e e s  
a t t end  s u c h  m e e t i n g  o r  c o n f e r e n c e  i n  m o r e  than  one c a r ,  
fu l l  m i l e a g e  r e i m b u r s e m e n t  s h a l l  be a l lowed f o r  o n e  c a r  
f o r  e a c h  f o u r  e m p l o y e e s  and f o r  any f r a c t i o n  in  e x c e s s  of 
a m u l t i p l e  of f o u r  e m p l o y e e s .  If, i n  any i n s t a n c e ,  i t  i s  not 
f e a s i b l e  f o r  t h e s e  of f ic ia ls  o r  e m p l o y e e s  to t r a v e l  in  the  
s a m e  c a r ,  then p r i o r  of f ic ia l  a p p r o v a l  f r o m  the C h a n c e l l o r  
f o r  C e n t r a l  Aciul inis trat ion,  o r  the  head  of the component  
in s t i tu t ion  f o r  e m p l o y e e s  of tha t  in s t i tu t ion  s h a l l  be obta ined  
and s h a l l  be c o n s i d e r e d  a s  au thor i za t ion  and the b a s i s  f o r  
r e i m b u r s e m e n t  f o r  t r a v e l  f o r  e a c h  p e r s o n  a u t h o r i z e d  to 
u s e  h i s  p e r s o n a l  c a r  in  s u c h  t r a v e l .  

13 .  3724 R e i m b u r s e m e n t  f o r  out-of-  s t a t e  t r a n s p o r t a t i o n  f o r  the  u s e  
of p e r  sonal ly-  owned au tomobi l e s  toge the r  wi th  p e r  d i e m  
s h a l l  n e v e r  exceed  Lhe c o s t  of c o m m e r c i a l  f i r s t  c l a s s  
 rans sport at ion f r o m  the n e a r e s t  a i r p o r t  and  the p e r  d i e m  
r e q u i r e d  had the employee  t r a v e l l e d  by s u c h  conveyance .  
The  d e t e r m i n a t i o n  of the a l lowances  due o w n e r s  of 
pe r sona l ly -owned  au tombbi l e s  in c:ompliance with th is  
p a r a g r a p h  s h a l l  be  a s  fo l lows:  ( 1 )  P e r  d i e m  s h a l l  be cieter- 
m i n e d  by the u s e  of an  a i r l i n e  schedu le  which  would have  
suff iced f o r  the p e r f o r m a n c e  of t h e  of f ic ia l  b u s i n e s s .  
( 2 )  E x p e n s e s  of t r a n s p o r t a t i o n  to a i r f i e l d s  f r o m  po in t s  
w h e r e  airport!; a r e  not ava i l ab le  s h a l l  be al lowed in  
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addit ion to the  c o s t  of f i r s t  c l a s s  c o m m e r c i a l  a i r  t r a n s p o r -  
tat ion.  ( 3 )  When addit ional  p a s s e n g e r s  a r e  conveyed on - 
out- of- s t a t e  t r i p s  i n  personal ly-owned automobi les  they 
sha l l  r e c e i v e  a s  t h e i r  e x p e n s e s  p e r  d i e m  b a s e d  on auto- 
mobi le  t r a v e l  t i m e .  (4) P e r s o n s  t r ave l ing  to points  not 
s e r v e d  by a i r l i n e s  shal l  r e c e i v e  m i l e a g e  and p e r  d i e m  
based  on ac tua l  m i l e s  t r a v e l e d  and o the r  expenses  a s  
au thor ized  e l s e w h e r e  i n  these  regula t ions ."  

13. 373 P r i v a t e  Airplane .  - -  The c u r r e n t  appropr ia t ion  bill  p r o v i d e s  that  
the  r a t e  of r e i m b u r s e m e n t  to execut ive  h e a d s  and key off ic ia ls  f o r  
t r a v e l  i n  t h e i r  personal ly-  owned a i r p l a n e s  within the  boundar ies  of 
T e x a s  and between points  of n e c e s s a r y  official  bus iness  sha l l  be 
s ix teen c e n t s  (16C) p e r  highway m i l e .  :% 

1 3 . 3 8  R e i m b u r s e m e n t  f o r  Dues  o r  Reg i s t ra t ion  F e e s . - - R e i m b u r s e m e n t  wi l l  
not be al lowed f o r  dues ,  r e g i s t r a t i o n  f e e s ,  o r  s i m i l a r  expense  i n c u r r e d  
i n  joining o r  at tending any type of o rgan iza t ions  o r  a s s o c i a t i o n s  u n l e s s  
the  m e m b e r s h i p  i s  i n  the n a m e  of the  Sta te  of T e x a s  a n d / o r  The Univers i ty  
of T e x a s .  R e i m b u r s e m e n t  wi l l  not be al lowed f o r  the  c o s t  of m e a l s  tha t  
m a y  be included in  the  r e g i s t r a t i o n  f e e s .  R e c e i p t s  f o r  such  d u e s  o r  
r e g i s t r a t i o n  f e e s  sha l l  be obtained and a t tached to the  expense  account.  
If r e i m b u r s e m e n t  i s  c l a imed ,  v o u c h e r s  sha l l  inc lude a s t a t e m e n t  that the 
m e m b e r s h i p  i s  i n  the name of The Univers i ty  of T e x a s .  

d, q. 
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13.39 Exception to  p e r  Diem Allowance. --Executive heads of Compo- 
nent Institutions shal l  be re imbursed  for their  actual  mea l s ,  
lodging and incidental expenses when traveling on official busi-. 
ness  either in o r  out of the State. Employees of State Agencies 
designated by the Governor to  represent  him officially a t  govern- 
mental  meetings o r  conferences when held out of the State shall 
receive actual  mea l s ,  lodging, and incidental expenses,  and such 
employees may be re imbursed  out of appropriations made  to  the 
agencies by which they a r e  employed. 

13. 3 1O)Special Exceptions to  Foregoing General Travel  Regulations. 
The provisions of the foregoing general  t rave l  regulations apply 
to a l l  employees and a l l  funds but employees may elect to take 
advantage of the specific exceptions authorized below: 
13.3(10) 1 Contracts--  Travel  allowances under r e s e a r c h  o r  other 

contracts ,  which a r e  100 p e r  cent re imbursable ,  will 
follow the t e r m s  of the contract ,  and in the absence 
of specifications the t rave l  ru les  and regulations cover- 
ing payments f rom Grants  and Trus t  Funds will apply. * 

13.3(10)2 Grants  and Trus t  Funds - -  Travel  allowances paid f rom 
grants  and t rus t  funds, unless otherwise specified under 
the grant o r  gift,  may  be  on a p e r  diem basis  a s  specified 
in  the foregoing general  t rave l  regulations except that 
a maximum of $16.00 pe r  calendar day p e r  diem ra t e  
shall  apply to  both in- state and out-of- s ta te  t ravel .  When 
anticipated living cos ts  a r e  unusually low for  those 
engaged in  t rave l ,  the  person  authorizing the t rave l  
may reduce the pe r  diem for  a11 o r  any pa r t  of the t rave l ,  
provided that the employee shall  be notified of such 
reduced p e r  diem before being allowed to  incur any 
expense. In additionlo pe r  diem, cos ts  of public t rans-  
portation o r  rented vehicle,  supported by receipts  for 
expenses in excess  of $2.50 will be paid. If t rans-  
portation i s  by pr ivate  c a r ,  re imbursement  will be 
paid a t  a r a t e  not to exceed l o (  p e r  mi l e  but l imited 
to  an amount not i n  excess  of the cost  of regular  a i r  
transportation. When not otherwise prohibited by the 
t e r m s  of the gift o r  grant,  employees may a l so  be 
reimbursed for required regis t ra t ion fees  o r  s imi la r  
expenses incur red  in attending meetings of organiza- 
tions o r  associations.  Receipts for regis t ra t ion fees  
o r  s imi la r  expenses shall be obtained and attached to 
the expense account. * 

* Adopted May 23, 1964. 



13. 3(10)3 In te rco l leg~ate  Athletics. ..-Actual expenses will be 
paid a t  no p e r  diem limit, provided such expenditures 
in the amount of $2.00 o r  m o r e  a r e  supported by 
signed receipts .  

(Subsections 13. 33, 13.342, 13. 362, 13.371, 13.39--Amendment No. 5 to Sep- 
tember  1960 revision, Meeting No. 605, February  1962) 

Sec. 14. Freight  and Express ,  Advertising, Postage - and Box Rent, Telephone, Tele- 
graph, and Subscription Vouchers. 

14.1 Vouche r s fo r  freight and express  charges  a r e ,  i f  practicable,  made  
payable tO the local agent but in the name of the t ransportat ion company. 
A carefu lcheck  shall  be  made  for  damages o r  shortages and, if any, 
notation i B  made  on the receipt of the transportation company before the 
shipments a r e  accepted. The vendor shall  be notified in writjng when 
damages o r  shortages occur and a copy of the notification shall be 
attached 60 the  voucher when deductions a r e  made  on the invoice. In 
general ,  charges  for freight and express  a r e  made  against the same  
accounts @s those charged for the purchase of the related mater ia l s .  

14. 2 Transportation charges  for  purchases  a t  delivered p r i ces  i f .  o. b.  dest i -  
nation) cannot be paid by the University. An acceptance shall ,  there-  
fore ,  not be given the  transportation company unless such charges a r e  
prepaid. 

14. 3 A copy of the advertisement,  a s  well a s  the invoice and affidavit of 
the publi$her,  showing r a t e s  in conformity with State laws,  shall  be 
attached to vouchers fo r  advert isements .  

1 4 . 4  Vouchers for  postage and postal  box ren t  shall  be made  payable to the 
United States Pos tmas te r .  Postage s tamps  a r e  available a t  a cen t ra l  
supply center  a t  mos t  institutions. Where a postage m e t e r  i s  used by 
the institution, the use of s tamps  is l imited.  

14.5 P a y m e n t f o r  telephone charges  shall be handled a t  the Main Uni.versity 
through the Office of the Director  of Physical  Plant.. Interdepartmental  
vouchers  a r e  sent to  the department being charged and al l  long-distance 
cal ls  shall be carefully checked in the department before the vouchers 
a r e  sent 'to the Business Office. At the other component institutions, 
the vouchering and checking shall be handled through the business  
offices. :Only authorized per  sons shal l  make  long distance cal ls  on 
University business  and personal  long-distance cal ls  shall not be charged 
to institultional accounts. 

14. 6 Copies of a l l  t e legrams sent shall  be retained in the f i les  of the depart-  
ment o r  office responsible f o r  the charge  fo r  one f iscal  year  and shall 



be checked against the i temized bil l  f rom Western Union before voucher- 
ing the bill.  The i temized statement f rom Western Union showing the 
persons  sending each te legram and the person  to whom the message  
was  sent shall  be attached to the voucher for  payment. 

14 .7  Subscriptions to  publications shall be vouchered a f te r  the f i r s t  copy i s  
received. This i s  noted on the  voucher o r  invoice for  payment, a s  well 
a s  the period covered by the subscription. 

Sec.  15. Supplies and Equipment. - -At  most  of the component institutions, stationery,  
office supplies, and some other  general  supplies and equipment may be  se-  
cured through an institutional supply center .  Payment for such purchases  
shall be by interdepartmental  t ransfer  vouchers which originate in the office 
furnishing such ma te r i a l s .  When supplies and equipment a r e  purchased 
through the Board of Control,  o r  a r e  payable f rom local funds, the general  
regulations for  preparat ion of vouchers shall be a s  outlined herein.  

Sec. 16. Insurance on Money and Securit ies.  - -As approved by the Board of Regents, - 
the  University c a r r i e s  a blanket system-wide policy insuring against loss  of 
money o r  securi t ies  a t  any of the component institutions. The premium paid 
by each institution i s  separately computed and i s  based on the coverage appli- 
cable at  each institution. At the t ime a loss  occurs  the University Comptroller 
shall  be notified by the appropriate Business Manager and shall  approve al l  
loss  c la ims  and sett lements.  Any sett lement over $1,000 and under $10,000 
shall be approved by the Chancellor a s  well a s  by the Comptrol ler ,  and shal l  
be reported to the Board of Regents fo r  ratificati.on at  the next meeting. 
Sett lements in the amount of $10,000 o r  m o r e  must  have the advance approval 
of the  Board of Regents. 

Sec. 17. Receipting for Payments .  --Any statutory o r  r ide r  provision requirements  a s  
to receipts  for  warran ts  i n  payment of s a l a r i e s ,  wages o r  re imbursement  of 
official  t rave l  expenses shal l  be complied with by the component institutions. 

(Section 17--Amendment No. 5 to September 1960 revision, Meeting No. 605, 
February  1962) 





C H A P T E R  I V  

PURCHASING 

Sec. 1. Authority to Obligate Funds. - -The official purchasing agents of the compo- 
nent institutions shall have sole authority to obligate funds of their  respect ive 
institutions fo r  purchases  unless otherwise provided in these regulations o r  
otherwise specifically approved by the institutional head and the Chancellor 
o r  by the Board of Regents. The University can a s s u m e  no liability fo r  pay- 
ment of obligations except those incur red  in accordance with authority thus 
granted. 

Sec. 2. Purchasing Ethics. - 
2 .  1 All qualified, reputable bidders  shall  be given equal opportunity to sub- 

mit bids on a uniform basis  when competition i s  possible.  

2 .  2 No bidder shall receive special  consideration o r  be allowed to rev ise  
his  bid af ter  the t ime se t  for  opening bids. 

2 .  3 Purchasing agents and their  staffs and o thers  authorized by o r  under 
these regulations to make purchases  shall  not accept gratuit ies o r  
become obligated to individuals o r  f i r m s  seeking business.  

2 . 4  Any violations of these purchasing ethics shall be reported promptly 
to the Chancellor and to  the Board of Regents. 

Sec. 3 .  Purchases  of Supplies and Equipment. 

3.  1 Unless otherwise provided in these Rules and Regulations o r  specifi- 
cally approved by the Board of Regents,  the State Purchasing Act of 
1957 shall  govern the purchasing policies of the University. This Act 
gives the authority to the University to purchase,  without approval of 
the Board of Control: 

(a)  Supplies, mater ia l s ,  s e rv i ces ,  and equipment f o r  
resa le .  

(b) F o r  Auxiliary Enterpr i ses .  
( c )  F o r  Organized Activities relating to instructional 

departments.  
(d) F r o m  Gifts and Grants .  



3. 2 Unless otherwise provided in these regulations o r  specifically author- 
ized by the executive head and the Chancellor,  a l l  purchases  of supplies 
and equipment shall  be made through the official purchasing agents of 
the component institutions. 

3. 3  The official University purchasing agents and divisions, departments ,  
o r  offices of the University to whom the purchasing function has  been 
delegated shall  observe sound and generally accepted purchasing prac-  
t i ces  of educational institutions including the following: 
3. 31 I tems on State Contract p rocessed  through the Board of Control 

will be purchased through the official purchasing agents. 
3. 32  Purchases  of supplies and equipment payable (o r  re imbursable)  

f rom Federa l  funds, t ru s t  funds,  and auxiliary en terpr i ses  funds 
may be made directly f r o m  vendors if i t  i s  essent ia l  to efficient 
operation to do so  o r  i f  monetary savings would resul t .  

3.  33 Closed o r  noncompetitive specifications shal l  not be used except 
in unusual instances c lear ly  justified a s  being essent ia l  to efficient 
operating performance.  Reports of all such exceptions with a 
summary  of the reasons therefor  shal l  be fi led quar te r ly  with the 
Chancellor and with the Sec re t a ry  of the Board of Regents. 

3.  3 4  Competitive bids,  usually a minimum of three ,  shall be secured  
whenever competition i s  available. 

3. 3 5  Purchase  awards should be made to the supplier submitting the 
"lowest and best  bid" a sde f ined  in the State Purchasing Act of 
1957. 

Sec. 4. Contacts with the State Board of Control. --All contacts,  whether o ra l  o r  
writ ten,  with the State Board of Control and with vendors a r e  handledthrough 
the official purchasing agents and the divisions, departments ,  o r  offices to 
whom the purchasing function has  been specifically delegated, unless advance 
written authorization i s  obtained f r o m  the purchasing agents o r  the business 
managers  for  other  persons to do so.  

Sec. 5. Requisitions. 

5. 1 Separate  requisitions shall be made for :  
5. 11 State Contract i t ems  purchased through the Printing Division of 

the State Board of Control; 
5. 12  Sta t econ t rac t  i t ems  purchased through the Purchasing Division 

of the State Board of Control; and 
5. 13 Items to be purchased in the open marke t  by competitive bids,  

o r  otherwise. 

5 .  2 Requisitions fo r  supplies and equipment shall  be prepared  on the official 
departmental  requisition fo rm,  approved by the chairman of the depart-  
ment ,  o r  other administrative official, and the original forwarded to 
the business office o r  other  designated office fo r  approval a s  to avail- 
ability of funds and to the official purchasing agent for  approval of the 



purchase.  Requisitions shall  show an actual o r  es t imated cost  and 
shall  be numberea consecutively. Separate  requisit ions shall be made 
for  purchases  on the open marke t  for each c l a s s  of i t ems ,  such a s  
hardware,  e lec t r ica l  supplies,  chemical supplies,  etc. The department 
shall  be furnished a copy of each purchase o r a e r  issued against i t s  funds 
by the purchasing agents. 

5. 3 Requisitions shal l  not be required for  perishable i t ems ,  automobile 
r e p a i r s  which include both mater ia l  atxi labor,  and se rv ice  charges  
which include only labor ,  However, vouchers payable f rom State funds 
fo r  perishable i tems ,  o r  automobile r e p a i r s  including mater ia l  must 
be approved by the State Board of Control. 

Sec. 6. Requisitions for  Space Leases .  

6. 1 Space l eases  involving buildings must ,  by law, be approved by the 
State Board of Control and may not extend beyond the cu r ren t  biennium. 

6 . 2  Proposa l s  for  space l e a s e s  requi re  the approval of the Chancellor and 
the Board of Regents, and lease  contracts  drawn in accordance with 
such approval shal l  be signed by the University Comptroller.  

6.  3 A requisit ion shall  be submitted to  the purchasing agent and the lease  
completed pr ior  to  occupancy of any space for  office, s torage,  o r  other  
purposes.  The requisit ion must show type of space and purpose of i t s  
u s e ,  approximate number of square  feet ,  location, whether janitor 
s e rv i ce  and/or  uti l i t ies will be furnished by the l e s s o r ,  period of the 
l ea se ,  and any other  requi rements .  

Sec. 7. Rental of Machines and Equipment. - -  Requisitions for  ren ta l  of office 
machines o r  any equipment of anyk ind  which exceea a rental  cost  of $500.00 
per  annum a r e  requi red ,  by law, to  have the pr ior  wri t ten approval of the 
Governor.  and such approval shal l  be required before the requisit ion i s  
submitted to  the State Board of Controt. Approval by the State Board of Control 
i s  required p r io r  to the beginning of the ren ta l  period, and payment of the 
rentals  shal l  be made only a f te r  such approval. The requisit ions shal l  be 
submitted through the purchaking agents ,  checked by the business  manage r s ,  
and forwardea by the executive heads to  the Chancel lor ' s  Office for  t ransmi t ta l  
to the Governor.  Also s e e  Section 1 1  of this  Chapter. ,: 

( A d 0 p t e d . a ~  amended September 1960 and.July 1966.,,)i ' . 

Sec. 8. Pu rchase  of Air-conditioning Equipment. --It  i s  the policy of the Board of 
Regents that  expenditures for  purchase of any new o r  additional air-conditioning 
eduipment must  be approved in advance by the Board o r  the Chancellor on 
recommendation of the executive head of the component institution. Because 
the installation o r  replacement  of air-conditioning equipment frequently in- 
volves special  e lec t r ica l  installations,  aepar tments  shal l  s ecu re  the approval,  



i n  wri t ing ,  of the D i r e c t o r  of P h y s i c a l  P l a n t  a n d / o r  the  B u s i n e s s  Officer  
before  initiatilig a r e q u e s t  f o r  s u c h  equipment .  When d e p a r t m e n t a l  funds 
a r e  the s o u r c e  of the  o r ig ina l  p u r c h a s e ,  ins ta l la t ion  c o s t s ,  as wel l  as main-  
tenance  and r e p a i r  c o s t s  sha l l  be paid f r o m  d e p a r t m e n t a l  budgets .  

-C,ec. 9. P u r c h a s e  of Sta t ionery ,  - Offlce  -- Supplies,  Stenographic S e r v i c e s ,  .Mimeograph 
and .Multilith Vlork, P r in t ing ,  Books. P e r i o d i c a l s ,  and l l a g a z i n e  S u b s c r ~ p t i o n s .  -- - 

9. 1 Sta t ionety ,  of f ice  suppl ies ,  s tenographic  s e r v i c e s ,  m i m e o g r a p h  and 
mul t i l i th  w o r k  sha l l  be p u r c h a s e d  by d e p a r t m e n t s  and admin i s t ra t ive  
o f f i ces  fbom the Stenographic  B u r e a u  a t  the Main  Univers i ty  o r  f r o m  
a centra! l  s o u r c e  of supply a t  the  o the r  component ins t i tu t ions .  The 
depar tmbnt ,  in  wri t ing ,  sha l l  au thor ize  c e r t a i n  p e r s o n s  to  m a k e  such  
p u r c h a s $ s .  

9 . 2  P r i n t i n g  a t  the  M a i n  Univers i ty  i s  usual ly  p u r c h a s e d  f r o m  the Univer-  
s i ty  P r i ~ t i n g  Division,  and a t  the  o the r  component ins t i tu t ions  pur -  
c h a s e s  a r e  m a d e  a s  des ignated by the  b u s i n e s s  o f f i ce r .  

9. 3 Books,  a e r i o d i c a l s ,  and magaz ine  subsc r ip t ions ,  if payable  f r o m  
G e n e r a l B u d g e t  Funds ,  sha l l  be p u r c h a s e d  a t  the Main  Univers i ty  
through the  Univers i ty  L i b r a r y  by the  u s e  of a book o r d e r  c a r d .  
P u r c h a s k s  payable  f r o m  d e p a r t m e n t a l  funds,  g r a n t s ,  o r  s p e c i a l  
p r o j e c t s  a t  the Main  Univers i ty ,  and which a r e  not to  become a n  
acquisi taon of the  L i b r a r y ,  a r e  to be p u r c h a s e d  through the  L i b r a r y  
O r d e r  Dkpar tment  by the u s e  of the o f f i c ia l  Depar tmenta l  Requis i t ion  
F o r m .  P u r c h a s e s  a t  the  o t h e r  component ins t i tu t ions  sha l l  be m a d e  
by requiisition through the purchas ing  agen t s .  ::: 

9.4 The c u r r e n t  appropr ia t ion  bill  p rov ides  that  appropr ia ted  funds  m a y  
not be expended f o r  p u r c h a s e  of law books w ~ t h o u t  the approva l  of 
the  At torney G e n e r a l .  P u r c h a s e s  f o r  the  School of Law a r e  except ions  
t o  th i s  provis ion.  :::* 

Ciec. 10 .  P u r c h a s e s  f r o m  E m p l o y e e s . - - P u r c h a s e s  a r e  not p e r m i t t e d  f r o m  any off icer  
o r  employee  of the  Univers i ty  u n l e s s  the c o s t  i s  l e s s  than that  f r o m  any o t h e r  
known s o u r c e  and unti l  approved by the inst i tut ional  heads ,  the  Chance l lo r ,  
and the B o a r d o f  Regen t s .  De ta i l s  of such t r a n s a c t i o n s  sha l l  be  r e p o r t e d  in 
the docke t s  o r M i n u t e s  of the  B o a r d .  

Ciec. 11.  P u r c h a s e  o r  I tenta l  of C e r t a i n  T y p e w r i t e r s . - - I n  accordance  with the  c u r r e n t  
appropr ia t ion  bill  p u r c h a s e  o r  r e n t a l  of execut ive  a n d / o r  p ropor t iona l  spac- 
ing typewriteris  i s  not p e r m i t t e d  u n l e s s  the head of the d e p a r t m e n t  m a k e s  a n  
af f idavi t  a t t ached  to  the  requ i s i t ion  f o r  the p u r c h a s e  that  the  u s e  of such type- 
w r i t e r  shal l  be m o r e  economica l  than purchas ing  p r i n t e d  m a t t e r  and such  
t y p e w r i t e r  sha l l  be i n  continuous u s e  f o r  a t  l e a s t  s i x  (6 )  h o u r s  a day. Also  
s e e  Section 7 of t h i s  Chap te r .  

* Adopted F e b r u a r y  26, 1966. 
.*, .,, .,. ,,. Adopted Ju ly  7, 1966 



Sec.  1 2 .  Acceptance of Used o r  Rented Equipment on P u r c h a s e  of New Equipment.  - 
Used o r  rented equipment shall  not be accepted in fulfillment of an o r d e r  fo r  
new machines  o r  new equipment, even though such machines  o r  equipment 
have been used by the component institution making the o rde r .  

Sec. 1 3 .  Unlisted Telephone Numbers .  - - The cu r r en t  appropriation bill prohibi ts  
the expenditure of funds appropria ted thereby fo r  payment of ren ta l  o r  
toll cha rges  on telephones f o r  which numbers  a r e  not l i s ted o r  avail- 
able f r o m  "Information Operators"  a t  telephone exchanges." 

:g Adopted July 9, 1966 



C H A P T E R  V 

PERSONNEL 

Sec. 1. Classified Personnel .  - -The Policy of the Board of Regents on the Develop- 
ment and Coordination of the Classified Personnel  P rograms .  This  policy 
covers:  

1. 1 The development and operation of the Institutional Personnel  P rogram 
a s  defined in the duties of the Institutional Personnel  Officer. This 
extends to: 
1. 11 The administration of the Classif ied Personnel  P rogram in his 

institution. The Institutional Personnel  Officer shall: 
1. 1'11 Know the objectives and all  of the details  of the program.  
1. 112 Assume responsiblity for recommending all changes in 

the written program to his chief executive officer.  
1. 113 Interpret  the personnel p rogram to his  institution--admin- 

is t ra t ion,  superv isors ,  and employees. 
1. 12 The classification plan. The Institutional Personnel  Officer shall :  

1. 121 Recommend a l l  changes in any existing job classification 
o r  the creat ion of any new job classification. 

1. 122 Write a l l  c l a s s  specifications. 
1. 123 Allocate a l l  jobs to the proper  job classification. 
1. 124 Assure  that no person  i s  appointed in a position in the 

classified serv ice  under a t i t le not included in the Classi-  
fication Plan. 

1. 13 The pay plan. The Institutional Personnel  Officer shall :  
1. 131 Recommend al l  changes in approved sa la ry  ranges together 

with the ranges for  a l l  new job classifications.  
1. 132 Make sa l a ry  studies to determine cor rec tness  of existing 

sa la ry  ranges and to substantiate recommendations for  
new ranges o r  changes in existing ranges.  

1.133 Assure  that no appointment and/or  change of s a l a ry  i s  
made which is :  
1. 1331 Below the minimum s a l a r y  f o r  the c lass  range 

(except f o r  a "Trainee") .  
1. 1332 Above the maximum sa l a ry  f o r  the c l a s s  range. 
1. 1333 Not on a regular  s tep  ( o r  fraction thereof i fpa r t -  

t ime) .  
1. 14 The policies and rules .  The Institutional Personnel  Officer shall: 

1. 141 Provide a uniform interpretation of the insti tution's per -  
sonnel policy. 



1. 142 Advise h i s  chief executive off icer  and the  S y s t e m  P e r s o n -  
nel  Advise r  of any violation o r  abuse  of this  policy. 

1. 143 Recommend  any n e c e s s a r y  change in  the  wri t ten  Po l i c ies  
.~.. 

and Rules .  - 
1. 1 5  P e r s o n n e l  t r ansac t ion .  The  Inst i tut ional  P e r s o n n e l  Officer  sha1.i: 

1. 151 Approve a l l  budget r ecommenda t ions ,  appointments ,  
changes  of s t a t u s ,  m i l i t a r y  l e a v e s ,  l e a v e s  without pay,  
s e p a r a t i o n s  o r  o t h e r  pe r sonne l  t r a n s a c t i o n s  involving 
c l a s s i f i e d  employees  p r i o r  to f ina l  considera t ion by h i s  
chief execut ive  off icer  to a s s u r e  conformity  with a l l  p r o -  
v is ions  of the  Class i f i ed  P e r s o n n e l  P r o g r a m .  

1. 152 Cal l  to the  at tention of h i s  chief  executive o f f i c e r  in  wr i t -  
ing any violation of the  p r o g r a m  which m a y  be  approved 
outs ide  the  channels  provided above,  with a copy to  the  
S y s t e m  P e r s o n n e l  Advise r .  

1. 16 P e r s o n n e l  s e r v i c e s .  The  Inst i tut ional  P e r s o n n e l  Off icer  sha l l  
provide  n e c e s s a r y  pe rsonne l  s e r v i c e s  to d e p a r t m e n t s  of h i s  ins t i -  
tution as rapidly  as t i m e  and staff p e r m i t .  T h e s e  s e r v i c e s  should 
include,  as a min imum,  the  following: 
1.  161 C e n t r a l i z e d  pe rsonne l  r e c o r d s .  
1. 162 A p r o g r a m  of in te rdepar tmenta l  promot ions .  
1. 163 Cen t ra l i zed  r e c r u i t i n g  f o r  job vacanc ies .  
1. 164 A t r a in ing  p r o g r a m .  , 

1. 165 A p r o g r a m  of employee communicat ion.  
1. 2 The development and coordinat ion of the  System-Wide P e r s o n n e l  P r o -  

g r a m .  
1. 21 The Class i f ica t ion P l a n .  

Coverage .  - - T h e  C l a s s i f i e d  S e r v i c e  of T h e  Univers i ty  of 
T e x a s  s y s t e m  sha l l  include a l l  pos i t ions  on the staff a t  
the  University which do not enta i l  significant ins t ruc t iona l  
r e spons ib i l i t i e s  o r  r e spons ib i l i t i e s  f o r  the  admin i s t ra t ion  
of ins t ruc t iona l  o r  r e s e a r c h  organizat ions .  T h e  chief 
executive off icer  of each  component inst i tut ion sha l l  d e t e r -  
m i n e  the  inc lus iveness  of the  c lass i f i ed  s e r v i c e  within 
th is  g e n e r a l  definition, and sha l l  submi t  to the  Chance l lo r  
upon r e q u e s t  a l i s t  of those  admin i s t ra t ive  o r  r e s e a r c h  
posi t ions  not included in  the  c l a s s i f i e d  p r o g r a m .  
Type of P lan .  - -Uni fo rm use  sha l l  be m a d e  of. the  "grading 
o r  Job  Class i f ica t ion"  s y s t e m  of job evaluation.  J o b  
speci f ica t ions  sha l l  be  p r e p a r e d  accord ing  to the  - P r o -  
c e d u r e  f o r  Writ ing C l a s s  Specif icat ions provided by the  
Office o f h e  Chancel lor  of The  Univers i ty  of T e x a s .  
Job  T i t l e s .  - -Standardized job t i t l e s  sha l l  be  used  f o r  
s i m i l a r  job c l a s s e s  common to  two o r  m o r e  of the  compo-  
nent ins t i tu t ions  in o r d e r  tha t  a p a r t i c u l a r  job t i t le  sha l l  
d e s c r i b e  s i m i l a r  work.  C l a s s e s  unique to a component 
inst i tut ion sha l l  have su i t ab le  desc r ip t ive  t i t les .  



1.214 Job  Code. --A uniform job code entitled the Personnel  
Classification Code shal l  be used to  desinnate iob c l a s ses .  " " 
This  code mav be  used on IBM c a r d s  to  compile s ta t i s t ica l  
information on classified employees. 

1 .22  The P a y  Plan. 
1.221 A uniform sys tem of sa la ry  s teps  providing fo r  a n  inc rease  

of 5 p e r  cent,  to the nea res t  dol lar ,  above each preceding 
step shall  be used for  a l l  pay plans.  A1 sa l a r i e s  shal l  be 
on sa l a ry  s t eps ,  o r  a f ract ional  p a r t  thereof.  

1. 222 A uniform sys tem fo r  setting forth the sa la ry  ranges fo r  
each job classification shall  be used in  the pay plans fo r  
each institution. 

1 .  223 A classified employee nominated fo r  par t - t ime teaching 
at  rank of Assistant Instructor  shall  be paid a t  the r a t e  
applicable to  each position. (Adopted March  13, 1965.) 

1.  224 Salary ranges for  each job classification shal l  be depend- 
ent upon the competitive labor  marke t  situation for  each 
institution, a s  determined by pay surveys.  

1 . 2 3  The policies and ru les .  
1.231 Each institution shal l  opera te ' i t s  Classified Personnel  

P r o g r a m  under a policy statement covering the appoint- 
ment ,  compensation, and working conditions of classified 
employees.  

1.  232 Uniform policies shall be followed in providing vacation, 
sick leave, etc.  , within the l imitations imposed by local 
operating conditions. 

1 . 2 4  Approval of additions to and changes in the Classified Personnel  
P r o g r a m .  
1.241 F o r m a l  approval of the Classification P lan ,  Pay  Plan ,  

and Pol ic ies  and Rules developed by each institution was 
obtained f rom the Board of Regents a t  the t ime each pro-  
g ram was  formally adopted. 

1.  242 Changes in the Classif icat im P lan ,  Pay  P lan ,  and Pol ic ies  
and Rules  at  each institution must  be made  upon the recom- 
mendation of the institutional personnel  office, the chief 
executive officer of the institution, and have the approval 
of the Chancellor and the  Board of Regents. Such changes 
must  have the approval of the Chancellor p r i o r  to inclusion 
in  the Regents '  Docket for  the institution concerned. 

1. 25 Institutional Personnel  Officer. 
1.251 The chief executive officer of each component institution 

shall  designate one qualified official who shall  be respon- 
sible under the chief executive officer of that institution 
for  the development and operation of the Classified Person-  
ne l  P r o g r a m .  

1 .252  Functional direction and help on technical personnel  m a t t e r s  
shall  be provided each classified personnel  officer by the 
Office of the Chancellor of The University of Texas.  



System Personnel  Adviser. - -The System Pe r sonne l  Adviser s e r v e s  
a s  a staff officer advising the Chancellor through the Vice-Chancellor 
(F i sca l  Affairs) on the Classified Personnel  p rograms ,  Workmen's 
Compensation ineurance,  and other  staff benefits ,  for each of the 
component institutions of the system. 

(Subsection 1. 26--Amendment No. 1 to  September 1960 revision, Meeting 
No. 596, March 1961) 

1 .27 Reports.  - -Necessary r epor t s  concerning the s ta tus  and operation 
of the var ious  Classified Personnel  p rograms  may  be required 
by the Chancellor of The University of Texas.  

Sec. 2. General  Personnel .  

2. 1 Fidelity Bond. 
2.11 As approved by the Board of Regents,, the University shall c a r r y  

a blanket position (fidelity) bond which shall  cover  employees of 
a l l  component institutions. All employees shall  be covered in the 
amount of $5,000 each. It shal l  be the responsibil i ty of the Comp- 
t ro l l e r  to recommend to the Chancellor through the Vice-Chancellor 
(F i sca l  Affairs) the administrative officials who a r e  to  be covered 
by amounts in excess  of this  f igure,  and the  amount of coverage 
recommended fo r  each. F o r  total  coverage in  excess  of $10,000, 
approval of the State Auditor i s  necessary .  

L.12 The Secre ta ry  of State and the State Comptrol ler  of Public Accounts 
shall  be  each furnished with a n  or iginal  of the bond. The bond 
shall  be  issued in  ' t r ipl icate  or iginals ,  I' with one original t o  r e -  
main with the University Comptroller.  A copy of the bond sha l l  
be filed in  the Office of the Secre ta ry  of the  Board. of Regents. 

2 .13  The premium for  the bond i s  prora ted  to  the component institu- 
t ions on the bas i s  of the number of employees covered for which 
a premium cha rge ' i s  made.  

2.14 At the t ime a loss  occurs ,  the University Comptroller shall be 
notified by the appropriate  Business Manager and shal l  approve 
a l l  loss  c la ims  and set t lements .  Any sett lement over  $1,000 and 
under $10,000 shal l  be approved by the Chancellor a s  well  a s  by 
the Comptrol ler ,  and shall  be reported to the Board of Regents 
for  ratification a t  the next meeting. Sett lements i n  the amount of 
$10,000 o r  m o r e  m u s t  have the  advance approval of t heBoard  
of Regents. 

2. 2 Withholding Exemption Certif icate.  - -Every  employee mus t  execute and 
f i le  with the institutional business  officer an Employees'  Withholding 
Exemption Cert i f icate  before compensation can be paid,  since the 
United States T reasu ry  Department,  Internal Revenue Service,  r equ i r e s  
collections of Income Tax  on wages at the source.  The deductions f o r  



t a x e s  withheld a r e  author ized by Sta te  law on payro l l  f o r m s  p r e s c r i b e d  
by the State C o m p t r o l l e r .  

2 . 3  Leave  f o r  M i l i t a r y  Duty. 
2 . 3 1  A leave  of absence  not to  exceed  f i f t een  ca lendar  d a y s  i n  any 

one c a l e n d a r  y e a r  i s  g ran ted  facul ty  o r  staff m e m b e r s  who, a s  
m e m b e r s  of the National Guard  o r  Official  Mil i t ia  of Texas ,  o r  
M e m b e r s  of any of the R e s e r v e  Components  of the A r m e d  F o r c e s ,  
a r e  engaged i n  f ie ld  o r  coas t  defense  t ra in ing,  p a r a d e  o r  encamp-  
m e n t  a s  o r d e r e d  o r  author ized by p r o p e r  author i ty .  Dur ing such  
p e r i o d s ,  the employee i s  absen t  without l o s s  of ef f ic iency 
r a t i n g  o,r vacat ion t ime ,  o r  s a l a r y ,  and i s  r e s t o r e d  to  the  posi t ion 
and s t a t u s  he p rev ious ly  held when re l i eved  f r o m  m i l i t a r y  duty. 

2 .  32 The  ins t i tu t ional  heads  m a y  p r e s c r i b e  f o r m s  and p r o c e d u r e s  f o r  
such  r e q u e s t s .  

2 . 4  O v e r t i m e .  
2 . 4 1  Class i f i ed  P e r s o n n e l .  

2 . 4 1 1  The schedule  of ac t iv i t i e s  sha l l  be so  o rgan ized  that  
employees  a r e  not r e q u i r e d  to w o r k  i n  e x c e s s  of es tab-  
l i shed  work  p e r i o d s  except  when opera t ing  n e c e s s i t i e s  
demand  i t .  Equivalent  compensa to ry  t i m e  off f o r  r e q u i r e d  
o v e r t i m e  of a t  l e a s t  one hour  o r  m o r e  above es tab l i shed  
w o r k  p e r i o d s  i s  given employees  whose s a l a r i e s  a r e  below 
the m i h i m u m  f o r  a full- t i m e  i n s t r u c t o r  a t  a l l  ins t i tu t ions  
except  the M .  D. Anderson  Hospi ta l  and T u m o r  Ins t i tu te  
w h e r e  defini te  s a l a r y  l i m i t s  a r e  s e t .  

2 . 4 1 2  O v e r t i m e  equivalent  not to exceed  a r e g u l a r  w o r k  week 
m a y  be accumula ted  and compensa to ry  t i m e  taken a t  a 
mutual ly  convenient  t i m e .  Under except ional  c i r c u m -  
s t a n c e s  payment  m a y  be m a d e  to el igible employees  on 
a s t r a i g h t  t i m e  b a s i s  f r o m  the  budget of the  employing 
depar tment ,  upon approva l  o f  the  'a-ppropriate adminis-  
t r a t i v e  off ic ia ls .  

2 . 4 1 3  F u l l - t i m e  employees  on a twelve m o n t h s '  s a l a r y  b a s i s  
sha l l  not be p e r m i t t e d  e x t r a  employment  on government  
and o the r  sponsored  p r o j e c t s ,  except  i n  r a r e  i n s t a n c e s  
when the i n t e r e s t  of the  ins t i tu t ion  i s  pa ramount .  In  the  
event  that  such employment  i s  approved,  i t  is  l imi ted  t o  
a m a x i m u m  of 10 addit ional  h o u r s  p e r  week.  

(Subsect ion 2 . 4 - - A m e n d e d  Ju ly  1961 and M a r c h  1965) 

2 .  5 Student Employment .  
2 .  51 The employment  of s tudents  as Teaching A s s i s t a n t s  and A s s i s t a n t s  

a t  the Main  Univers i ty  is e f fec ted  through the a p p r o p r i a t e  depar t -  
m e n t a l  c h a i r m a n  and dean in  accordance  with the Quantity of Work  
r u l e  with notif icat ion to  the  appropr ia te  o f f i c e r s  of C e n t r a l  Adminis-  
t r a t ion .  



The employment of students a s  c lass i f ied personnel i s  handled .. 

through that office; notices of work available a r e  l is ted with the 
Student Employment Bureau. 
The Quantity of Work rule provides that  the s tudent ' s  combined 
employment and semes te r -hour  loaa may not exceed forty hours  
per  week. A student-employee may r eg i s t e r  for  a thes i s  o r  
d i sser ta t ion  course  in addition to the course  load authorized here in  
provided that his thes i s  o r  d i sser ta t ion  cou r se  does not requi re  
any absence f rom his place of employment. (Adopted December  12, 
1964) 
Exceptions to this rule a r e  r a r e l y  maae and then shal l  be made 
only upon specific recommendation of the s tudent ' s  academic dean. 

2. 6 Patent  Policy.  - -  Where no specific contract  to the cont ra ry  has  been 
approved by the Board of Regents, the following policy applies to patents 
obtained by University employees:  
2 .  61 The title to the patent for  a disqovery o r  invention by a University 

employee shall  belong to the employee subject to the following 
provisions:  

When total net  royal t ies ,  o r  other  compensations,  a r e  
l e s s  than $1,000, no payment to the University i s  required.  
When net royal t ies ,  o r  other  compensations,  amount to 
m o r e  than $1,000 but l e s s  than $5,000, 10 per  cent of the 
excess  of such royal t ies  o r  other compensations over  
$1,000 shal l  be paid to the University. 
When net , royal t ies ,  o r  other  compensations,  amount to 
m o r e  than $5,000, the royalty o r  other compensation 
paid the University will be 10 per  cent on the amount 
above $1,000 but l e s s  than $5,000, and 20 per  cent on a l l  
amounts of $5,000 o r  more .  
Where contributions have been made to r e s e a r c h  projects  
by private donors ,  nonexclusive l i censes  on all inventions 
o r  d i scover ies  result ing f r o m  such r e s e a r c h  may be 
Issued on a reasonable bas i s  without discr iminat ion in 
favor of o r  against those making contributions in  aid of 
the r e sea rch .  

Sec. 3. Cer ta in  Provis ions  in  Current  Appropriation Bill. - -The  ru l e s  and regulations 
of the Board of Regents a r e  subject  to and shal l  comply with the provisions 
appearing in the cu r r en t  Appropriation Bill ,  including the following pertaining 
to personnel: * 

3. 1 Use of Alcoholic Beverages .  --"None of the moneys appropriated under this  
Act shal l  be used f o r  the payment of s a l a r i e s  to  any employee who uses  
alcoholic beverages  while on active duty. None of the funds appropria ted 
under this Act for  t r ave l  expenses may be expended for  alcoholic 
beverages .  ' W  

* Adopted July 9, 1966 



3. 2 Separation f rom State Employment. --"No employee of the State shall 
be granted terminal  annual o r  vacation leave subsequent to the effec- 
tive aay of the employee 's  resignation, d i smis sa l ,  o r  separat ion f rom 
State employment. "* 

Sec. 4. Other Regulations Concerning Personnel  a r e  Reported in the Rules and 
Regulations of the Board of Regents,  P a r t  One, a s  follows: 

Affidavit - Chapter 111, Sec. 1. 6, page 19 

Polit ical  Aid and Legislative Influence - Chapter 111, Sec. 1. 7,  page 20. 

Physical  Examination - Chapter 111, Sec. 1 .  8,  page 20. 

Employment of Aliens - Chapter 111, Sec. 3, page 21 

Indebtedness to the University o r  the State - Chapter 111, Sec. 27,  
page 32. 

Appointment of Relative ( Nepotism Rule) - Chapter 111, Sec. 5, page 22. 

Holidays - Chapter 111, Sec. 14, page 28. 

Vacation - Chapter 111, Sec. 15, page 29 

Sick Leave - Chapter III, Sec. 18, page 30. 

Leave for  Jury Duty - Chapter 111, Sec. 19, page 30 

Leaves of Absence Without Pay - Chapter 111, Sec. 16,  page 29. 

Absence f rom Usual and Regular Duties.  - Chapter 111, Sec. 20, page 30 

Office Hours - Chapter 111, Sec. 12, page 28. 

Outside Employment - Chapter 111, Sec. 13,  page 28. 

Acceptance of Money f rom Students - Chapter 111, Sec. 25, page 31 

Textbooks and Other Mater ia ls  P r e s c r i b e d  for the Use of Students--- 
Chapter III, Sec. 23, page 31. 

Institutional Employees a s  Students - Chapter 111, Sec. 29, page 33. 

Power to Authorize Expenditures out of University Funds - Chapter 111, 
Sec.  26,  page 32. 

4 Adopted July 9, 196t 



Division of Sala?ies for  Staff Engaged in  Teaching and Non-teaching 
Activities - Chapter 111, Sec. 1 7 ,  page 29. 

Compensation for  Correspondence and Extension Teaching of Full-  
t ime  Staff Members  - Chapter 111, Sec. 22, page 30. 

Classified Personnel  Systems - Chapter 111, Sec. 2 ,  page 20 

Code of Ethics  - Chapter 111, Sec. 4, page 21. 

Tenure,  Promotion,  and Termination of Employment - Chapter 111, 
Sec. 6 ,  page 24. 

Modified Service - Chapter 111, Sec. 30, page 33. 



C H A P T E R  V I  

STAFF BENEFITS 

(Staff benefits may be subject to  change by State and Fede ra l  Laws. 
Application in specific instances should be ver i f ied.)  

Sec. 1.  Teacher  Retirement System. 

1.1 There a r e  two types of m e m b e r s  in  the Teacher  Ret i rement  System: 
1 .11  Teacher  m e m b e r s  - employees occupying positions a s  teachers ,  

c le rks ,  adminis t ra tors ,  superv isors ,  and related occupations in 
educational institutions; and 

1.  12 Auxiliary employees - al l  other employees of educational insti-  
tutions otherwise eligible, such a s  building attendants, carpenters ,  
etc. 

1 . 2  All employees of the University employed on a regular  salar ied bas is  
a r e  required by law to participate in the Teacher  Ret i rement  System, 
which became effective for  teacher  m e m b e r s  September 1 ,  1937, and for 
auxiliary m e m b e r s  September 1 ,  1949, except persons  eligible a t  those 
t imes  who executed waivers  within the per iod allowed by law and have not 
revoked such waiver if l a te r  permitted,  and m e m b e r s  of the Employees 
Retirement System about which information is given la ter .  * 

1. 3 Annual membership dues in the Teacher  Ret i rement  System a r e  $3, 
which amount i s  deducted f rom the f i r s t  sa la ry  payment in a f iscal  
year .  Members  contribute 6 p e r  cent  of their  sa la ry  up to and includ- 
ing $8,400 p e r  yea r ,  with the maximum contribution of $504 pe r  yea r ,  
which amount i s  deducted f rom the monthly sa la ry  payment. The con- 
tributions a r e  sent monthly by the business  offices to  the Teacher  
Ret i rement  System. Each year  m e m b e r s  receive a statement f rom 
the Teacher  Ret i rement  System, through the business  offices, of their  
total contributions, plus accumulated in te res t  through August 31 of the 
preceding year .  Within the provisions of the law, the State a l so  con- 
tr ibutes to the m e m b e r ' s  account. 

1 .  4 The annuity payable a t  re t i rement  i s  based on the sa la r ies  earned by the 
member .  Annuity payments a r e  based upon the average  sa la ry  earned 
in the ten highest y e a r s  of creditable service,  not to exceed $8, 400 of 
sa la ry  for any one year .  

xc Adopted November 9,  1963. -35- 



When a member  leaves the employment of the.: public schools of Texas,  
he may withdraw the amount of his contributzon, plus  accumulated 
in te res t ,  upon application, o r  he may leave the funds a t  in te res t  for  
not m o r e  than five out of six consecutive yea r s  during which period he 
pays the annual membership dues. 

If a member  dies  before re t i rement ,  hls  beneficiary,  depending upon 
the relationship to the member ,  w ~ l l  be entitled to  death benefit pay- 
ments  o r  survivor  benefit payments,  whichever r ende r s  the g rea t e r  
advantage to the beneficiary. If there  i s  no beneficiary wlth an insur-  
able in te res t ,  payment will be limited to the accumulated contributions 
plus in te res t  standing to the account of the member  w ~ t h  the Teacher  
Retirement System. 

Eligibility for re t i rement  benefits i s  a s  follows: 
1 . 7  1 With ten y e a r s  creditable serv ice  upon reaching age 65, member  

i s  entitled to  r e t i r e  w ~ t h  full benefits based on serv ice  rendered 
and sa la ry  earned. A teacher  m e m b e r  i s  entitled to  minimum 
benefits of $75.00 p e r  month. An auxiliary employee i s  entitled 
to minimum benefits of $50.00 p e r  month. 

1 .72 With fifteen y e a r s  creditable serv ice  upon reaching age 55, mem-  
be r  i s  entitled to  r e t i r e  a t  reduced actuar ia l  equivalent of benefit 

1 
payable a t  age 65. 

1 . 7 3  With twenty y e a r s  creditable se rv i ce  upon reaching age 60, mem-  
be r  i s  entitled to  r e t i r e  with full benefits based on serv ice  
rendered and salary earned. A teacher  member  i s  entitled to  
minimum benefits of $100.00 p e r  month. An auxiliary employee 
i s  entitled to  minimum benefits of $75.00 p e r  month. 

1 .74  With 25 yea r s  creditable serv ice  upon reaching age  55 o r  with 
30 y e a r s  creditable serv ice  a t  any age,  m e m b e r  i s  entitled to 
r e t i r e  a t  reduced actuar ia l  equivalent of benefit payable a t  age 60. 

Creditable serv ice  consis ts  of p r io r  se rv ice ,  fo rmer  membersh ip  serv-  
ice ,  and cur ren t  membership service.  F o r  teacher  m e m b e r s ,  p r io r  
se rv ice  i s  that before September 1 ,  1937; fo rmer  membership serv ice  
is  that rendered during the period September 1 ,  1937, to  August 31, 1955; 
and cur ren t  membership serv ice  i s  that rendered subsequent to  
August 31, 1955. F o r  auxiliary employees,  p r i o r  se rv ice  i s  that 
rendered p r io r  t o  September 1 ,  1949, fo rmer  membership serv lce  i s  
that rendered during the per iod September 1, 1949, to  August 31, 1955; 
and cur ren t  membership serv ice  i s  that rendered subsequent to 
August 31, 1955. 



1 .  9 Information pertaining to options under which re t i rement  benefits m a y  
be drawn and to rec iproca l  s e rv i ce  between the  Teacher  and Employees 
Ret i rement  Sys tems ,  a s  well  a s  other information,  m a y  b e  secured  
f r o m  the local  insti tutional bus iness  o r  personne l  office, the  Centra l  
Administrat ion System Pe r sonne l  Office, o r  the  Teacher  Retirement 
System in  Austin. 

(Subsection 1 .  9.:-Amendment No. 1 to September  1960 revision,  Meeting 
No.. 596, March  1961) 

Sec.  2. Employees Ret i rement  System. 

The re  a r e  relat ively few employees of the Universi ty who a r e  m e m b e r s  
of the  Employees Ret i rement  System since they a r e  no longer e l i g ~ b l e  
fo r  init ial  membersh ip  in th i s  sys tem.  Only those who w e r e  eligible 
between September  1 ,  1947, and August 31, 1949, and who did not 
waive membersh ip  a s  of September  1 ,  1947, a r e  now m e m b e r s .  Begin- 
ning September  1 ,  1949, new employees who would previously have been 
eligible for th i s  plan became eligible fo r  membersh ip  in  the  Teacher  
Ret i rement  System a s  auxil iary employees.  

Annual membership dues in th is  sy s t em a r e  $2, which sum i s  deducted 
f r o m  the f i r s t  monthly s a l a r y  payment in a f i s ca l  year .  Contributions 
of employees a r e  4-112 p e r  cent of the  tota l  s a l a ry  earned ,  which i s  
deducted f r o m  monthly s a l a ry  payments.  The Universi ty contributes 
an amount equal t o  that of employees,  payable f r o m  the s ame  source  
a s  the sa la ry .  All contributions a r e  deposited monthly with the  
Employees Ret i rement  System and by law a r e  deposited by that agency 
with the  State T r e a s u r e r .  

Member s '  deposi ts  a r e  handled in  the  s ame  way a s  i n  the  Teacher  
Ret i rement  System. 

Provis ions  fo r  membersh ip  and re t i rement  requi rements  and benefits 
a r e  quite s imi l a r  to those fo r  the  Teacher  Re t i rement  System; however.  
"pr io r  sc rv ice" in  the  Employees Ret i rement  System i s  a l l  credi table  
s e rv i ce  rendered p r i o r  to September  1 ,  1947, and "membership s e r v .  
i c e t t i s  that  which has  been earned s ince that  date.  

Fu r the r  deta i ls ,  including information pertaining to  rec iproca l  s e rv i ce  
with Teacher  Ret i rement  System,  may be  secured  f r o m  the local  instltu-. 
tional business  office, the Cent ra l  Administrat ion System Personne l  
Office, o r  the  Employees Ret i rement  System i n  Austln. 

(Subsection 2. 5--Amendment No. 1 t o  September 1960 revis ion,  Meeting No. 
596> March  1961) 
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Sec. 3. Group Life Insurance 

The Universi ty c a r r i e s  a m a s t e r  group life insurance  p o l ~ c y ,  coverjng 
a l l  inst i tutions,  with the  Aetna Life Insurance Company f o r  'One Year 
T e r m  Plan.  " P r e m i u m s  a r e  payable monthly i n  advance,  by payrol l  
deduction, i nc rea se  fo r  each  pe r son  with each yea r  of age,  and a r e  
payable ent i re ly  by the  individual. The p rog ram i s  optional but. i s  a v a ~ l . .  
able  only t o  ful l - t ime annual faculty and staff; new employees a r e  
notified of the i r  eligibility by the  personnel  office a t  the  t ime  of employment 

The amount of lnsuranceava i lab le  i s  equal to the  next hlghest thousand 
do l la r s  above the  annual s a l a ry  wlth a max imum of $20,000. Annual 
earnings  f o r  academic  personnel  sha l l  be  the  nine-month o r  twelve month 
academic r a t e ,  a s  applicable. Annual earnings  f o r  non- t e a c h ~ n g  personnel  
shall  be the  twelve-month ra te .  When a n  employee classif ication changes,  
due t o  i nc rea se  o r  d e c r e a s e  in  earnings ,  including Modified Serv ice ,  the 
amount of the insurance will  be adjusted on the  annual renewal  date 
( January  1) following the  date  of the  change provided the  employee i s  a v a ~ l -  
able  fo r  work.  'k 

No medica l  examination i s  requi red  if application i s  made  for  insurance 
within 60 days f r o m  date  of employment. After the  60-day per iod,  an 
"Evidence of Insurabil i ty ' '  f o r m ,  p repa red  by the  company and available 
through the  personnel  office, i s  required.  No medica l  examination i s  
required if th is  f o r m  i s  accepted by the  company a f te r  review, but , i f  jt 
i s  not s o  accepted,  the applicant m u s t  have a medica l  examination a t  h l s  
expense. * 

Benefic iar ies  a r e  designated by the  policyholders on the  application f o r m s  
and m a y  be  changed during the  life of the  policy upon application to the 
business  office o r  personne l  offices. Each policyholder rece ives  a 
cer t i f icate  i s sued  by the  company and t ransmi t ted  through the  business  
office o r  personnel  office. * 

A policyholder who i s  l e s s  than 60 y e a r s  of age  and who becomes pe rma-  
nently and totally disabled m a y  rece ive  the  face  amount of the policy in 
accordance with one of s eve ra l  options. The re  a r e  no disability benefits 
a f te r  age 60. *c 

Benefits a t  death a r e  payable according to  one of s eve ra l  options. Upon 
notification of the  death  of a policyholder,  the  personnel  office a s s i s t s  
i n  the  prepara t ion  of the  requi red  r eco rds  to be  sent to the company. 

:x Adopted November 9, 1963. 



3 . 7  Participation in the Group Life Insurance Program automatically 
terminates when employment terminates unless (1) the policyholder 
re t i res  under the provisions of the Teacher Retirement System or  
the Employees Retirement System with at leas t  10 years of coverage 
under the insurance; (2) the policyholder has attained 62 years of 
age with a t  leas t  10 years of coverage under the insurance; o r  (3) the 
policyholder converts the group policy into one for regular individual 
life insurance. When an employee re t i res ,  the amount of insurance 
will be reduced to $5,000 or  the amount in force immediately prior 
to retirement,  whichever i s  less ,  provided the employee has been 
insured continuously during the ten years prior  to retirement.  
(Adopted September 19, 1964) 

3.8 The life insurance will cease at the end of the last  policy month for 
which a contribution was made except that if death should occur within 
thirty-one days thereafter,  the death benefits will be payable. Within 
this thirty-one day period, by making application and paying the f i rs t  
premium to the Aetna Life Insurance Company, one may convert his 
Group Life Insurance to an individual life insurance policy on any 
regular Whole Life or  Endowment Plan. This individual policy will 
be issued without medical examination a t  the Insurance Company's 
regular ra tes .  * 

Sec. 4 .  Group Hospitalization and Medical Benefit Plans. 

4.1 Group hospitalization and medical benefit plans may be instituted or  
continued a t  each of the component institutions subject to approval of 
the institutional head, the University Comptroller, the Chancellor, 
and ratification through the Regents' docket. 

Sec. 5.  Workmen's Compensation Insurance. 

5.1 The Workmen's Compensation Insurance Program i s  on a university- 
wide, self-insuring basis ,  financed by setting aside not more than 
2 per cent of the annual payroll of covered employees, and provides 
certain benefits for injuries sustained on the job. These benefits 
include payments for reasonable medical aid, hospitalization, etc.  ; 
total or  partial incapacity; specific losses;  and death. 

* Adopted November 9, 1963 



5 .2  The Supervisor  of Workmen's Compensation Insurance,  i n  cooperation 
with other University officials, investigates accidents and injur ies ,  
and endeavors to develop, publish, and enforce safety  ru les  and regu-  
lat ions.  His office keeps a complete r eco rd  of a l l  in jur ies  on the job 
and i s  responsible for  reporting them to the Industrial  Accident Board.  

5. 3 All employees whose names  appear  on the payrolls  a r e  eligible except: 
5. 31 Administrative staff, including officers of the administration; 
5. 32 Teaching staff, r e s e a r c h  staff, c le r ica l  and office employees and 

superv isory  staffs unless hazardous work  i s  requi red ,  such a s  
handling o r  working in  c lose  proximity with dangerous chemicals,  
mater ia l s ,  machinery,  o r  equipment; working i n  a dangerous - - 

a r e a ;  performing manual l abor ;  traveling regular ly;  o r  being 
exposed to hazards  of occupational d i sease ;  and 

5 .33  Persons  paid on a piece-work bas i s  o r  any bas i s  other than by 
the hour,  day, week, month, o r  year .  

5 . 4  Eligible employees who do not wish coverage may  waive all r ights to 
the benefits a t  the t ime of appointment. However, the walver may be 
revoked a t  any t lme during continuous employment and the employee 
covered by  insurance 30 days af ter  the application fo rm i s  signed, upon 
taking the neces sa ry  physical examination and being cert if ied a s  physi- 
cal ly  f i t .  

5. 5 A physical examination by a designated physician i s  required f o r  all  
persons to be covered and, before  the individual's name can be placed 
on the payroll ,  the executed original  of the examination fo rm must  be 
filed in  the System Personnel  Office. The Supervisor  furnishes a list 
of physicians for  these examinations which i s  approved by the Board of 
Re gents.  A fee  of $5 i s  paid by the System Personnel  Office for  each 
examination. Pe r sons  who' fa i l  to  pass  the physical examination cannot 
be covered by  the insurance.  They may  be employed only a f t e r  signing 
a waiver of a l l  r ights .  

5. 6 A notice of coverage i s  signed by a l l  employees who a r e  covered,  with 
the original  filed in  the Superv isor ' s  office before  a name i s  placed on 
the payroll.  All personnel fo rms  and payrolls  include pertinent in for -  
mation on Workmen's Compensation Insurance by a symbol o r  other 
notation. 

5.7 The percentage of the annual payroll ,  within the 2 per  cent mentioned 
in Section 5.1 above i s  approved by the Board of Regents, and the 
amount i s  s e t  as ide f r o m  available appropriations other than i temized 
sa l a ry  appropriations.  Each  business  officer p repa re s  and sends to  the 
Comptroller of the U ~ i v e r s i t y  a t  Austin a monthly r epo r t  of covered 



employees showing the source of the i r  s a l a r i e s  and, if f rom local funds, 
enclosing a check for  the  amount due. The Comptroller of the Univer- 
si ty deposits these checks in a local depository bank and requests  the 
State Comptroller to  t r ans fe r  the amounts due on payrolls paid f rom 
State funds to the Workmen's Compensation Insurance Fund i n  the State 
Treasury .  

5 . 8  Physicians a r e  designated fo r  t rea tment  and c a r e  of injured employees 
upon recommendation of the Supervisor and approval of the Chancellor 
and the Board of Regents and a r e  called for  t rea tment  when possible 
though other competent physicians may  be authorized for t reatment  a t  
the request of the employee. Emergency t reatment ,  however, may  
be provided by any available physician and a t  any hospital, including 
institutional health centers  o r  hospitals.  The insured employee and 
the physician in  charge choose the hospital to  be used, except a s  indi- 
cated f o r  emergency4reatment .  The designated physician authorized 
to  t r ea t  injured employees f i les  a Surgeon's Report  with the Supervisor 
when t reatment  i s  f i r s t  given. F e e s  for  se rv ices  rendered should be 
reasonable and fair and commensurate  with serv ices  performed. They 
a r e ,  by law, subject to  control of the Industrial  Accident Board. 

5 . 9  The supervisor  of a covered employee who i s  injured during the course  
of employment must  f i le  a complete repor t  with the Supervisor of the 
Workmen's Compensation Insurance Office whether o r  not t ime i s  lost  
f rom work. If t ime i s  lost ,  a supplemental report  is filed when the 
employee re turns  to  work. When the t ime  lost  is over  60 days,  this  
report  i s  filed a t  the end of each 60-day period. The same  fo rm i s  
used if the employee i s  disabled la te r  due to the original injury. In 
the event of death of the injured employee, the fo rm i s  filed immediately. 

5. (10)The employees' supe rv i so r s ' a r e  a l so  responsible for  keeping in close 
touch with injured employees and the i r  attending physicians and investi- 
gating medical  attention to  s e e  that unnecessary aid and v is i t s  a r e  
avoided. They approve the statement f r o m  the physician a s  to  serv ices  
rendered although not actual charges  for t reatment .  

5. (11)Compensation paid i s  i n  lieu of salary and wages,  and the employee's 
name i s  therefore  dropped f rom the payrol l  when he i s  unable t o  work 
af ter  injury,  and is not re turned to the payrol l  until he  i s  back on the 
job a f te r  certif ication by the attending physician. 

5. (12)The compensation for  a covered employee injured in the course  of his  
work i s  equal to  60 pe r  cent of the average weekly earnings fo r  the 
12 months immediately preceding injury,  though not m o r e  than $35 
nor  l e s s  than $9 pe r  week. Compensation to  an employee on l e s s  than a 
full  work day basis  i s  not m o r e  than 60 p e r  cent of his  average  weekly 
earning, with the s a m e  maximum of $35. Compensation is not paid 
f o r  incapacity of l e s s  than one calendar week unless incapacity continues 



for  28 days a t  which t ime  the  compensa t~on  i s  pajd for  the  f i r s t  seven 
days.  Benefits m a y  be  paid fo r  no longer than 401 weeks f r o m  date  of 
in jury for  to ta l  incapacity and no longer than 300 weeks fo r  par t la1 
incapacrty fo r  work.  F o r  specific in jur ies ,  the  Supervisor has  informa-  
tion available on reques t  concerning benefits fo,r specific in jur ies  such 
a s  the loss  of a hand o r  an eye. In c a s e  of death,, benefits a r e  computed 
on the  bas i s  of 360 weeks f r o m  injury.  

5. (13)Payment fo r  physical  examinations,  medlcal  a ~ d ,  l?ospitalization and 
compensation i s  through the  System Pe r sonne l  Office. 

5 .  (14)The System Personnel.  Office shal l  i s s u e  an  annual r epo r t  through 
proper  channels to the  Chancellor and to  the  Sec re t a ry  of the  S o a r d  of 
Regents fo r  the  information of the  m e m b e r s  of the  Board which shal l  
include a t  leas t  the following information: The names  of a l l  employees 
receiving workmen ' s  compensation benefits during the  preceding y e a r ,  
and for  each such employee the  number  of separa te  incidents involving 
lo s s  of t ime ,  the  tota l  working days los t ,  and the  tota l  compensation 
received; a l i s t  of physicians to whom payments w e r e  made  and t:he 
tota ls  paid t o  each. 

(Section 5--Amendment No. 1 t o  September  1960 revis ion,  Meeting No. 596, March  1961) 

Sec. 6. Social Security (Old Age and Survivors  insurance) .  

6.1 As an  employer ,  the  University complies  with the  re levant  provisions 
of the  Social Security Act. All Universi ty employees a r e  requi red  to 
par t ic ipate  i n  the  Fede ra l  Social Security P r o g r a m  a s  a condition of 
employment. 

Sec.  7 .  Tax Defer red  Annuities 

Under a plan approved by the  Board of Regents, Universi ty employees 
m a y  purchase  403B Tax Defer red  Annuities f r o m  Texas- l icensed 
insurance companies.  * 

The University will contract  with any employee t o  designate a portion 
of h i s  monthly g ros s  compensation t o  be  used by the  institution to 
purchase  an  annuity fo r  the employee f r o m  the  company selected by 
the  employee. This agreement  i s  i r revocable  f o r  one year .  * 

The Business  Manager of each institution in  The University of Texas  
System i s  authorized t o  sign applications for  annult ies with the  
company requested by the  employee. The University will employ the  
payrol l  deduction method fo r  the  annuity payments  and will fo rward  
to each insurance company the amounts contracted for  by the  employees.  

xc Adopted November 9, 1963 



7 .  4 The participation and purchase of 403B, Tax Deferred Annuities 
shal l  be in  accordance with the authorization provided by Senate 
Bill Number 1 7 ,  57th Legis la ture ,  Third. Called Session,  1962 and 
shal l  be in accordance with the Internal Revenue Code in  amendments 
thereto.  * 

7. 5 Additional information may be secu rea  f rom the business  office o r  
the personnel office. * 

Sec. 8. Group Long T e r m  Disability Income Insurance.  4':: 

The University c a r r i e s  a m a s t e r  group long t e r m  disability income 
insurance policy, covering all  insti tutions,  with the Aetna Life 
Insurance Company, P r e m i u m s  a r e  payable monthly in  advance, by 
payroll  deduction, and the r a t e  applies to the monthly r a t e  of basic  
earnings of each covered employee r ega rd l e s s  of age. The program 
i s  optional but i s  available only to faculty m e m b e r s  with the rank of 
Inst ructor  o r  higher ,  o r  ful l - t ime monthly sa l a r i ed  employees.  New 
employees a r e  notified of the i r  eligibility by the Personnel  Office a t  
the t ime  of employment. The plan became effective initially on 
October 1, 1965. * "  
Monthly r a t e  of basic  earn ings  i s  the r a t e  in  effect on the October 1 
before the s t a r t  of an  individual 's  disability. Fu r the rmore ,  monthly 
r a t e  of basic earnings i s  defined a s  119 of the base r a t e f o r  academic 
personnel paid on a nine-month bas i s  and 1/12 of the base annual 
r a t e  for  non-teaching employees  o r  any other person paid on a twelve- 
month bas i s .  In no case  shall  monthly r a t e  of basic  earnings exceed 
$2,500. 00 per  month. All p remiums and benefits a r e  payable 12 
months per  yea r .  **< 
The plan guarantees  benefits of 65% of the monthly r a t e  of pay up 
to maximum monthly benefits of $1625. 00 per  month, and any ex t r a  
compensation i s  excluded. The plan will pay a l l  of this 65% guarantee 
i f  the insured i s  not eligi.ble for  "other income benkfitst ' .  If he i s  
eligible for  "other income benefits ,  I '  the plan will add to the total  
of "other income benefits" to  make up this 65% guarantee.  In genera l ,  
the plan counts a s  "other income benefits" any wages,  s a l a ry ,  o r  other  
remunerat ion a person might receive f rom the i r  component institution, 
o r  f rom any other  employer ,  while they a r e  eligible for  income benefits 
f rom the plan. A160 counted a r e  any disability benefits payable under 
any law o r  under any plan sponsored by The University of Texas.  * *  
Covered employees will be eligible for  the f i r s t  income payment 
f r o m  the plan a f te r  having been tttotally disabled" throughout a 
qualifying period of 90 days.  Payments  will be made a s  of the end of 
each calendar  month. Benefits continue to be paid a s  long a s  a person 
i s  "totally disabled";  however,  al l  income payments will stop when a 
person r ecove r s ,  d ies ,  o r  r eaches  age 65--whichever happens f i r s t .  ** 

8 Adopteo Kovernbz:. 1963. 
** Adopted July 1966. 



8. 5 No medical examination i s  required i f  application i s  made for i n s u r a n c e ,  -. 
within 60 days f rom aate  of employment. After the 60 day period, 
an "Evidence of Insurability" fo rm,  prepared by the company and 
available through the Personnel  Office i s  required.  No medical examina- 
tion i s  required i f  this form i s  accepted by the company af te r  review, 
but, if it  i s  not so  accepted, the applicant must have a medical examina- 
tion at  his expense.'K 

8. 6 Each policyholder receives  a certif icate issued by the company which 
i s  p repa rea  and t ransmi t ted  through the Business Office o r  Personnel  
Office. * 

8. 7 The insurance of any employee under this  policy shall  terminate  at the 
ea r l i e s t  t ime specified below: * 

8. 71  Upon discontinuance of the policy. 

8. 72  At the end of a policy month during which the employee 's  
employment with the University in the c l a s ses  eligible for the 
insurance te rmina tes .  

8. 7 3  On the date the employee attains the age of sixty-five y e a r s .  

8. 8 A person may continue to keep the coverage during periods of Official 
Leave of Absence upon the direct  payment of premiums through the 
Business  Office of the appropriate component institutions.* 

* Adopted July 9, 1966. 



C H A P T E R  V I I  

PHYSICAL PROPERTIES 

Sec. 1. 

Sec. 2. 

Except a s  otherwise specifically authorized, University property shall  be used 
only f o r  official business.  Only L ib ra ry  books and other  i t ems  of s imi l a r  
nature  of well-established use may be used for  the personal  benefit o r p l e a s -  
u re  of employees. A Proper ty  Manager i s  designated at  each institution. 

Use of Physical  Faci l i t ies  e f  the University by Outside Groups; The Univer- 
si ty of Texas a s  a Joint Sponsor. - -Use  of University physical faci l i t ies ,  
especially auditoriums, gymnasiums, and l a r g e  rooms,  by outside groups 
shall be subject to the following ru les  in which the "University" shall  mean 
any component institution: 

The University of Texas will not permi t  the unrestr ic ted use by non- 
University groups of any of i t s  facil i t ies.  

The University will not enter  into joint sponsorship of any project o r  
program that i s  to  resu l t  in pr ivate  gain for  the cooperating group or 
groups. 

The University, established a s  a public institution without regard  to 
political affiliation o r  religious faith,  cannot be a joint sponsor with 
any noncampus organization fo r  political o r  sec ta r ian  gatherings. How- 
ever ,  the appearance by o r  on behalf of a candidate for  public office 
may be authorized under conditions prescr ibed  by the Board of Regents. 

Whenever non-University groups sha re  in the use of University build- 
ings, it  must be upon the invitation of The University of Texas and 
under i t s  joint sponsorship,  and with the fur ther  understanding that all  
the conditions governing such sponsorship a r e  to be se t  by the Univer- 
sity. 

The University when entering into joint sponsorship of any p rogram o r  
activity a s sumes  full responsibil i ty for a l l  details  and r e s e r v e s  the 
right to approve al l  copy for  advertising, a s  well a s  news r e l eases .  

The University will not enter  into joint sponsorship of any p rogram o r  
activity in which the educational implications a r e  not self-evident and 
which does not direct ly  supplement the educational purposes  of the 
University. 



2. 7 It shall  be understood that the availability of the University's auditorium 
facil i t ies for  functions other  than the insti tution's own activit ies i s  
s t r ic t ly  subject t o  the needs and the convenience of the University, which 
a r e  always to have pr ior i ty  in the scheduling of facil i t ies.  

2. 8 The use  of University auditoriums on Sundays will be l imited to Sunday 
afternoons. Authorization f o r  their  use  a t  that t ime will be given only 
f o r  concerts  o r  other  programs appropriate  to the day. 

2. 9 In the c a s e  of programs for  which the University is a joint sponsor with 
some other group o r  organization, the f e e  to be paid by the co-sponsor 
will be a ma t t e r  f o r  negotiation in each c a s e  and will be specified in the 
agreement  providing fo r  the joint sponsorship. 

Sec. 3 .  Inventories. 

3 .  1 An actual physical inventory of University property shal l  be made each 
f iscal  year  in accordance with the Law enacted by the 52nd Legis la ture .  
The institutional head i s  responsible fo r  forwarding through adminis t ra-  
tive channels a statement describing the method of verifying theinventory 
within 45 days a f te r  the inventory date se t  fo r  the University. 

3.  2 Department heads a r e  initially responsible f o r  all University property 
in their  c a r e  and f o r  the taking of the inventory on the prescr ibed  
record  fo rms .  The repor t  i s  p repared  in the department in t r ipl icate ,  
one copy being kept f o r  departmental  f i les  and the original and one copy 
forwarded to the business office o r  other  designated office. 

3.  3 Inventories a s  of August 31 include al l  equipment on hand andvouchered 
for  payment, l is ted a t  cost  plus freight. All nonconsumable property 
valued a t  $5 o r  m o r e  pe r  unit i s  equipment subject to inventory. I tems 
which a r e  worn out o r  discarded a r e  l i s ted  a s  charged off in accordance 
with instructions furnished. 

Sec.  4. Motor Vehicles. 

Any motor  vehicles permit ted under State law to be owned and operated 
by the University shall be used only on official University business.  
Each vehicle shall  c a r r y  an inscription on both s ides  a s  prescr ibed  by 
law. 

As required by statutes,  a daily report  shall  be prepared  by the person  
using the vehicle on the f o r m s  approved by the State  Auditor and sha l l  
be filed with the office of the institutional head within ten days af ter  use  
of the vehicle. 

The opera tors  of University-owned vehicles must  hold, a t  the i r  expense, 
an appropriate ope ra to r ' s  l icense fo r  the type of vehicle operated.  



4. 4 University-owned vehicles a r e  subject  to the compulsory inspection 
required by  law. 

4 .  5 It shal l  be the obligation of the Business  Manager of each of the component 
institutions to s e e  that  a l l  employees who a r e  required to dr ive 
University-owned vehicles a r e  fully informed of their  personal  respons i -  
bility and l iabil i ty for  their  i?egligent operation.  

4. 6 The c u r r e n t  appropriation bil l  provides that no funds appropria ted thereby 
may be expended for  the purchase o r  maintenance of motor  vehicles 
by a s ta te  institution unless the institution submits  to  the Legislative 
Budget Board and the Governor 's  Budget Office within thir ty  (30) days 
a f te r  the beginning of each  f i sca l  year  a complete l i s t  of a l l  r u l e s ,  regula-  
t ions,  and policies prohibiting and penalizing the persona l  use of State-  
owned passenger  vehicles by  employees .  >% 

Sec.  5. Insurance on University P rope r ty .  

5 .  1 The following types of insurance coverage,  where pract icable ,  shal l  b e  
maintained on a system-wide basis :  

F i r e  and Extended Coverage Insurance 
Boi ler  and Machinery Insurance 
Blanket Posi t ion (Fideli ty) Bond 
Money and Secur i t i es  Insurance 

5.  2 The t e r m s  of the policies covering the r i s k s  ivdicated above a r e  
negotiated by the University Comptrol ler  in  accordance with policies 
approved b y  the Office of the Chancellor and the Board of Regents .  
Unless otherwise authorized by the Board ,  insurance policies shal l  be 
purchased on a competitive bid bas i s .  

5 .  3 When i t  i s  n e c e s s a r y  o r  advisable to cover  r i s k s  on  a bas i s  that  i s  not 
sys tem-wide ,  insurance policies covering such r i s k s  shal l  be approved 
by the University Comptrol ler  on a n  individual bas i s  upon recommendation 
by the Business  Manager of the component institution affected. 

5. 4 At the t ime  a l o s s  occu r s  applicable to  e i th - r  system-wide o r  individual 
insurance policies,  the University Comptrol ler  shal l  be notified by the 
appropria te  Business  Manager and shal l  approve a l l  loss  c la ims  and se t t l e -  
ments .  Any se t t l ement  over  $1 ,000  and under $10,000 shal l  be approved 
by the Chancellor a s  well a s  b y  the Comptro l le r ,  and shal l  be 
reported to the Board of Regents for  ratif ication a t  the next meeting. 
Set t lements  i n  the amount of $10,000 o r  more  mus t  have the advance 
approval  of the Board of Regents .  

Sec.  6. Keys to Buildings, Offices,  E t c .  

6. 1 Keys to  buildings, offices,  and other  facil i t ies shal l  be issued to the 
employee upon authorization by his cha i rman o r  adminis t ra t ive official. 
The Direc tor  of Physical  P lan t ,  o r  some  other  authorized person ,  shall  



have immediate  responsibil i ty f o r  handling keys and he shal l  i s sue  
instructions and outline procedures  a s  approved by  the business  offices 
and the institutional heads.  

6 .  2 A deposit  i s  usually required for  keys which sum i s  in t u rn  deposited in  
the business  office o r  audi tor ' s  office. Department  heads shal l  cooperate 
in requiring that keys be turned i n  a t  the terminat ion of employment. 
Where a deposit  has been requi red ,  refund i s  made to  the employee upon 
turning in  the key. 

Sec  7 .  Safe and Vault Copbinat ion.  - -The  combination to a l l  vaults and safes  used 
by  the University a r e  filed under s ea l  with the institutional business  officer 
o r  other authoriz9d person  designated by the institutional head. 

S e c .  8 .  Watchmen and Securi ty  Off icers .  

8 .  1 Watchmen and other  secur i ty  off icers  a r e  employed a t  the component 
institutions t o  protect  and safeguard the proper ty  of the University.  

8.  2 At the Main, University.  the watchmen shal l  c a r r y  clocks which shal l  
be punched periodically each night during the course  of their  rounds.  
They shal l  be  ass igned specific buildings, with the superv isor  cruis ing 
by c a r  and checking on outlying buildings and grounds.  The watchmen 
shal l  c h e c k f o r  hazards  of a l l  kinds: f i r e ,  theft,  vandalism, open doors  
and window@ a f t e r  hour s ,  e t c .  

8 .  3 Employees will  cooperate i n  the secur i ty  p rog ram by exercis ing caution 
to safeguard the equipment and supplies in  the i r  offices.  

Sec .  9 .  Telephones.  - -The  Direc tor  of Physical  P lan t ,  o r  the institutional business 
off icer ,  shal l  be responsible for  the installat ion of telephones and the admini-  
s t ra t ion  of a l l  telephone faci l i t ies .  University telephones shal l  not b e  charged 
for  persona l  toll ca l l s .  Charges  for  telephones and toll cal ls  shal l  be  under 
the supervision of the persons  named above.  

Sec .  10.  Disposal  of University P r o p e r t y .  

10. 1 Whenever any i t em of depar tmental  equipm2nt o r  other  University 
equipment becomes obsolete o r  use less  for  the needs and purposes  of 
the depar tment  concerned, a wri t ten r epo r t  of such fact  shal l  be  made 
to  the institutional Bus iness  Manager .  Upon rece ip t  of such r epo r t ,  
i t  shal l  be the responsibil i ty of the Business  Manager to de te rmine  
whether o r n o t  such i t em of equipment i s  needed by any  other depar t -  
ment and, [if so .  to t ransfer  and a s s ign  the equipment to such  depar tment  

10. 2 If the Bus iness  Manager shal l  de te rmine  that  the equipment i s  not needed 
for  any depar tment  and that  it i s  not pract icable  to  s t o r e  the equipment 
f o r  possible future  u se .  he shal l  proceed to se l l  the i t em concerned. 

10. 3 F o r  i t ems  of l i t t le value o r  l imited use where  sa le  on competitive bids 
i s  not pract icable ,  the Business  Manager shal l  have the authority to  



dispose  of the  p r o p e r t y  on the b a s i s  of a negotiated bid i n  amounts  
under  $500.00.  

10. 4 S a l e  of p r o p e r t y  e s t i m a t e d  to  b r ing  $500. 00 o r  m o r e  sha l l  be m a d e  on 
a b a s i s  of compet i t ive  b ids .  

10. 5 S a l e s  in  amount  of $1,  000.00 o r  m o r e  sha l l  be approved i n  advance 
by the  B o a r d  of Regents .  

Sec.  11. T r a n s f e r  of P r o p e r t y .  - - P r o p e r t y  m a y  be t r a n s f e r r e d  f r o m  one State agency 
to  another  when i t  b e c o m e s  su rp lus .  Such t r a n s f e r s  f r o m  one component  
ins t i tu t ion  t o  ano ther ,  o r  f r o m  a component  ins t i tu t ion  to  another  Sta te  agency,  
sha l l  have  the  advance approva l  of the ins t i tu t ional  b u s i n e s s  m a n a g e r s  con- 
c e r n e d  and sha l l  be  r e p o r t e d  to  the  executive heads .  The  p u r c h a s i n g  agen t s  
sha l l  adv i se  d e p a r t m e n t s  and  admin i s t ra t ive  off ices  a s  to the  p r o c e d u r e  t o  be 
followed i n  d isposing of o r  acquir ing p r o p e r t y  by t h i s  m e a n s .  

Sec.  12. C e r t a i n  Specia l  P r o v i s i o n s  in  C u r r e n t  Appropr ia t ion  Bi l l .  - -  The r u l e s  and 
regu la t ions  of the  B o a r d  of Regen t s  a r e  subject  t o  and sha l l  comply with 
the p r o v i s i o n s  appear ing  i n  the c u r r e n t  Appropr ia t ion  Bil l ,  including the  
following: 

12. 1 Proh ib i t ion  aga ins t  Additional M u s e u m s .  --"None of the m o n e y s  
a p p r o p r i a t e d  in  t h i s  Ar t i c le ,  except  b e q u e s t s  and gif ts ,  m a y  be  
u s e d  f o r  e s tab l i sh ing  addit ional  m u s e u m s  o r  f o r  the  main tenance  
and opera t ion  of m u s e u m s  u n l e s s  the language of t h i s  Act  o r  of 
o t h e r  a c t s  and reso lu t ions  of the  L e g i s l a t u r e  speci f ica l ly  a u t h o r i z e s  
s u c h  u s e  of a p p r o p r i a t e d  funds .  " 

12. 2 T V  Sta t ions  Proh ib i t ed .  - -"None of the  m o n e y s  a p p r o p r i a t e d  in  t h i s  
A r t i c l e  m a y  be expended f o r  the  acquis i t ion ,  const ruct ion,  o r  opera t ion 
of te levis ion t r a n s m i t t e r  s tat ion;  provided,  however ,  th is  pro-  
hibi t ion sha l l  not be c o n s t r u e d  s o  as to p r e v e n t  the  m e d i c a l  schools ,  
denta l  school,  g e n e r a l  a c a d e m i c  ins t i tu t ions  o r  o t h e r  agenc ies  of 
Higher  Educat ion n a m e d  i n  t h i s  A r t i c l e  f r o m  us ing  c l o s e d - c i r c u i t  
t e l ev i s ion  f o r  pure ly  i n s t r u c t i o n a l  p u r p o s e s ,  o r  t o  p r e v e n t  g e n e r a l  
a c a d e m i c  teaching ins t i tu t ions  with exis t ing  t r a n s m i t t e r  s t a t ions  
to  u s e  s a m e  f o r  educat ional  p u r p o s e s ,  o r  t o  p r e v e n t  the continuance 
of opera t ing  a r r a n g e m e n t  with exis t ing  t r a n s m i t t e r  s t a t ions  f o r  
p u r e l y  educat ional  p u r p o s e s .  "* 

12. 3 P a r k i n g  L o t s . - - " I t  i s  the  in tent  of t h i s  L e g i s l a t u r e  tha t  no educa- 
t ional  and  g e n e r a l  funds  whe ther  f r o m  G e n e r a l  Revenue Fund o r  f r o m  
loca l  s o u r c e s  as a p p r o p r i a t e d  by t h i s  Act  sha l l  be u s e d  f o r  the p u r p o s e  
of cons t ruc t ing ,  mainta in ing,  o r  opera t ing  pa rk ing  lo t s .  I t  i s  the  
f u r t h e r  in tent  tha t  such  f a c i l i t i e s  sha l l  be cons t ruc ted ,  ma in ta ined ,  
and  o p e r a t e d  f r o m  f e e s  c h a r g e d  to those  us ing  such  fac i l i t i e s .  " 

Adopted J u l y  9, 1966 



P r e s i d e n t s '  H o m e s .  --"No funds appropr ia ted  by t h i s  a c t  m a y  be u s e d  
f o r  the  purpose  of const ruct ing a home f o r  a  p r e s i d e n t  of any of the 
g e n e r a l  a c a d e m i c  teaching ins t i tu t ions  n a m e d  here in ,  without o b t a n -  
ing the  approval  of the Governor  and the advice  of the Legis la t iv  
Budget  B o a r d  p r i o r  to obligating any funds  f o r  t h i s  purpose .  " 

U s e  of Educat ional  and G e n e r a l  F u n d s  f o r  Alumni Act iv i t ies  
P roh ib i t ed .  --"None of the educat ional  and  g e n e r a l  funds  o r  of the 
Consti tut ional  funds appropr ia ted  by t h l s  A r t i c l e  m a y  be  expended 
by Sta te  agenc ies  of h igher  educat ion f o r  the  suppor t  and main tenance  
of a lumni  o rgan iza t ions  o r  ac t iv i t ies .  "* 

Vending Machines  Author ized. - -"Vending m a c h i n e s  m a y  be p laced  
on State-owned P r o p e r t y  o r  in  State-owned Buildings only with the  
approva l  of the governing B o a r d  and  such  approva l  sha l l  be r e c o r d e d  
i n  the m i n u t e s  of the body. A copy of the c o n t r a c t  sha l l  be f i led  wi th  
the  State B o a r d  of Cont ro l  showing the  location within the  agency and 
the  t e r m s  of the  con t rac t .  P r o c e e d s ,  ne t  r evenue ,  r e n t a l s  o r  
c o m m i s s i o n s  r e c e i v e d  sha l l  be accounted f o r  a s  State r evenue  and 
the  amount  so  col lec ted  i s  h e r e b y  appropr ia ted  to  the  Inst i tut ion 
f o r  u s e  a s  d i r e c t e d  by the  B o a r d  author iz ing the  ins ta l la t ion .  "::: 

P a y  Stat ion Telephones  Author ized.  - - " P a y  te lephones  m a y  be 
located  i n  State- owned Buildings o r  o n  State- owned Land only with 
the  approva l  of the  governing B o a r d  and the net  p r o c e e d s  sha l l  be 
co l l ec ted  and  accounted f o r  as State r evenue  and  the  amount  s o  
co l l ec ted  i s  h e r e b y  appropr ia ted  f o r  u s e  by the agency a s  determined 
by the  governing B o a r d .  " * 

F u l l  D i s c l o s u r e  of E x p e n d i t u r e s . - - " T h e  expend i tu res  of appro- 
p r i a t ions  m a d e  by th i s  A r t i c l e  to  the G e n e r a l  a c a d e m i c  teaching 
ins t i tu t ions  sha l l  be contingent upon the  fu l l  r epor t ing  e a c h  f i s c a l  
y e a r  to the  State Audi tor ,  in the m a n n e r  and  a t  the t i m e s  p re -  
s c r i b e d  by h im,  of expend i tu res  m a d e  by each  p r o g r a m  o r  act ivi ty 
of such  ins t i tu t ions ,  including aux i l i a ry  e n t e r p r i s e s ,  of the  fund 
s o u r c e s  of suchexpen ,d i tu res ,  and of the  expendi ture  a l locat ions  
by p r o g r a m s  and p u r p o s e s  out  of F e d e r a l ,  p r i v a t e ,  and o the r  g r a n t s  
and  g i f t s .  " * 

.L ,,. 
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CHAPTER VIII 

P L A N T  IMPROVEMENTS 

Sec.  1. New Const ruct ion.  

New cons t ruc t ion  i n  a n  amount  exceeding $ 5 , 0 0 0  p e r  p r o j e c t  sha l l  be 
approved by the B o a r d  of Regen t s  upon recommenda t ion  of i t s  Buildings 
and Grounds Commi t tee ,  the Chancel lor ,  the  Vice- Chance l lo r  f o r  
B u s i n e s s  Af fa i r s  o r  h i s  de legate ,  and the ins t i tu t ional  head.  I t  i s  the 
policy of the  B o a r d  to  employ a consult ing a r c h i t e c t  f o r  m a j o r  new 
buildings and c a m p u s  development  p l a n s  a t  all. component ins t i tu t ions ,  
and to employ a n  a s s o c i a t e  a r c h i t e c t  f o r  e a c h  m a j o r  new building. 

The ins t i tu t ional  building c o m m i t t e e s  sha l l  s tudy the physica l  p lant  
n e e d s  of t h e i r  r e s p e c t i v e  ins t i tu t ions  and  m a k e  recommenda t ions  
through a d m i n i s t r a t i v e  channels  a s  to the p r i o r i t y  of buildings, loca- 
t ion of buildings, suggest ions  a s  to  s i ze ,  s ty le ,  m e c h a n i c a l  equipment,  
e t c .  The V i c e - c h a n c e l l o r  f o r  B u s i n e s s  Af fa i r s  o r  h i s  de legate  sha l l  
be  e x  officio a m e m b e r  of a l l  ins t i tu t ional  building c o m m i t t e e s .  

Af te r  the B o a r d  of Regen t s  approves  the cons t ruc t ion  of a new build- 
ing and  a u t h o r i z e s  the p r e p a r a t i o n  of p r e l i m i n a r y  p lans ,  the  p r o c e d u r e s  
sha l l  be  a s  fol lows:  
1.31 The ins t i tu t ional  head sha l l  appoint a r e p r e s e n t a t i v e  of the depar t -  

m e n t  o r  division concerned  to  s e r v e  as a m e m b e r  of the  
rnst i tut ional  building c o m m i t t e e  i n  planning the  building. 

1.32 The ins t i tu t ional  building c o m m i t t e e  sha l l  p r e p a r e  a n  outl ine of 
:he n e e d s  of the  building, with the Consult ing Arch i t ec t  o r  h i s  
r e p r e s e n t a t i v e  m e e t i n g  with the g roup  to d i s c u s s  p lans  when 
n e c e s s a r y .  

1.33 The Consult ing Arch i t ec t  sha l l  p r e p a r e  p r e l i m i n a r y  s tudies ,  
rncluding plans ,  elevation,  e x t e r i o r  des ign,  outl ine speci f ica t ions ,  
c o s t  e s t i m a t e s ,  e t c .  

1 .34 P r e l i m i n a r y  p lans  and e s t i m a t e s  of c o s t s  r e c o m m e n d e d  by the 
ins t i tu t ional  building commi t tee ,  the d e p a r t m e n t  o r  d iv is ion 
concerned ,  the ins t i tu t ional  head, the  V i c e - c h a n c e l l o r  f o r  
B u s i n e s s  Af fa i r s  o r  h i s  de legate  and the Chance l lo r  sha l l  be 
approved  by the B o a r d  of Regen t s .  With the  advice  of the  Consult- 
ing Arch i t ec t  and  the V i c e - c h a n c e l l o r  f o r  B u s i n e s s  Af fa i r s  o r  h i s  
de legate ,  the B o a r d  of Regen t s  sha l l  s e l e c t  a n  assoc ia te  a r c h i t e c t  
to  p r e p a r e  f ina l  p lans  and speci f ica t ions .  

* Adopted Ju ly  9, 1966. 



1 . 3 5  The a s s o c i a t e  a r c h i t e c t  sha l l  m e e t  with the  ins t i tu t ional  building 
c o m m i t t e e s ,  the  V i c e - c h a n c e l l o r  f o r  B u s i n e s s  Af fa i r s  o r  his 
delegate ,  the  Consult ing A r c h i t e c t  o r  h i s  r e p r e s e n t a t i v e  being 
p r e s e n t  on occas ion .  

1. 36 F i n a l  p l a n s  and speci f ica t ions ,  r e c o m m e n d e d  by the Bui ld ings  and 
Grounds  Commi t tee ,  the ins t i tu t ional  building c o m m i t t e e s ,  the depar t -  
m e n t  o r  d iv is ion concerned ,  the  consult ing a r c h i t e c t ,  the  ins t i tu t ional  
head,  the Vice -chance l lo r  f o r  B u s i n e s s  A f f a i r s  o r  h i s  de legate ,  and 
the  Chance l lo r  sha l l  be  approved by t h e  B o a r d  of Regents .  A f t e r  such  
approva l  the  B o a r d  sha l l  au thor ize  the  Vice-Chancel lor  f o r  B u s i n e s s  
Affajlrs o r  h i s  de legate  to  a d v e r t i s e  f o r  bids. A d v e r t i s e m e n t s  f o r  
b ids  f o r  p e r m a n e n t  i m p r o v e m e n t s  m u s t ,  under  Sta te  law, be  c a r r i e d  
f o r  fbur  consecu t ive  weeks .  

1 . 3 7  The Vice -chance l lo r  f o r  B u s i n e s s  Af fa i r s  o r  h i s  de lega te  sha l l  r e -  
r e c e i v e  and  open bids,  with the  consu l t ing  A r c h i t e c t  and a s s o c i a t e  
a r c h i t e c t  and o t h e r s ,  tabula te  and study s u c h  bids,  and m a k e  r e c -  
ommenda t ions  to the  B o a r d  of Regen t s  through t h e i r  Buildings and 
Grodnds  C o m m i t t e e .  

1 . 3 8  The B o a r d  of R e g e n t s  sha l l  a w a r d  c o n t r a c t s ,  and the  c o n t r a c t  docu- 
ment!s  sha l l  be p r e p a r e d  by the a s s o c i a t e  a r c h i t e c t ,  checked and 
apprpved by the Vice-Chancel lor  f o r  B u s i n e s s  Af fa i r s  o r  h i s  de legate  
and the  Univers i ty  At torney,  and  signed by a l l  c o n t r a c t o r s  involved 
and  the  C h a i r m a n  of the  B o a r d  of Regen t s .  Work  o r d e r s  sha l l  then - -  

be is:sued by the a s s o c i a t e  a r c h i t e c t .  
1 . 3 9  The Vice-Chancel lor  f o r  B u s i n e s s  A f f a i r s  o r  h i s  de lega te  sha l l  approve  

c o n t d a c t o r s '  e s t i m a t e s ,  s ign change o r d e r s ,  and  p rov ide  g e n e r a l  
superv i s ion  of a l l  new cons t ruc t ion  f o r  the Univers i ty .  He sha l l  adv i se  
the B o a r d  of Regents ,  through i t s  Bui ld ings  and Grounds  Commi t tee ,  
if dec"e1opments dur ing  cons t ruc t ion  r e q u i r e  addit ional  funds  o r  o t h e r  
deci3ions  of the  B o a r d .  

1. 3(10) The B o a r d  of R e g e n t s  sha l l  appoint a c o m m i t t e e  f r o m  i t s  m e m b e r s h i p  
and/c)r  a d m i n i s t r a t i v e '  o f f i c ia l s  to  i n s p e c t  the comple ted  building 
and  necommend  f inal  accep tance .  

1. 3(11) Finafi payment  sha l l  be m a d e  to  the  c o n t r a c t o r s  only a f t e r  approva l  
of the  above commi t tee ,  the a s s o c i a t e  and consul t ing  a r c h i t e c t s .  

1 .4  New constrluction which involves  a to ta l  expendi ture  of $5,000.  00 o r  l e s s  
p e r  p r o j e c t  m a y  be handled a t  the component ins t i tu t ion  involved without 
the  necessi! ty f o r  approva l  by the  Chancel lor ,  the V i c e - c h a n c e l l o r  f o r  
B u s i n e s s  A f f a i r s  o r  h i s  de legate ,  and the B o a r d  of Regen t s .  In  e a c h  c a s e ,  
however ,  the appropr ia t ion  f o r  the  p r o j e c t  m u s t  have been approved by the  
D i r e c t o r  of! P h y s i c a l  P l a n t ,  the  B u s i n e s s  M a n a g e r ,  and the  Execu t ive  Head 
of the  ins t i tu t ion  involved, and the  p l a n s  and speci f ica t ions  m u s t  be approved  
by the ins t i tu t ional  Building C o m m i t t e e  (on buildings) ,  the  head of the  depar t -  
m e n t  o r  school  p r i m a r i l y  concerned ,  t h e  D i r e c t o r  of P h y s i c a l  P l a n t  andlor-, 
the  B u s i n e s s  M a n a g e r ,  and  the Execu t ive  Head of the ins t i tu t ion  involved. 
Th i s  sha l l  hot include author i ty ,  however ,  to  engage outs ide  a r c h i t e c t s  o r  
e n g i n e e r s ,  a s  s u c h  employment  m u s t  have the p r i o r  approva l  of the  B o a r d  
of Regen t s . '  



Sec.  2. Minor  R e p a i r s  and Remodel ing.  - - M i n o r  r e p a i r s  and remodel ing of the 
physica l  p lant  involving p roposed  expend i tu res  of l e s s  than $20,000 p e r  
p r o j e c t  sha l l  be m a d e  under  the superv i s ion  of the D i r e c t o r  of P h y s i c a l  P l a n t  
a n d / o r  the ins t i tu t ional  bus iness  o f f i c e r  a t  the component ins t i tu t ions ,  
with the approval  of the inst i tut ional  head, provided that  n e c e s s a r y  funds  have 
been a p p r o v e d t h r o u g h  p r o p e r  p r o c e d u r e .  

Sec.  3 .  M a j o r  R e p a i r s  and Remodel ing.  

3 .  1 Any r e p a i r  o r  r emode l ing  p r o j e c t  of the P h y s i c a l  P l a n t  involving an 
e s t i m a t e d  expendi ture  of $20, 000 o r  m o r e  shal l  be d e e m e d  a  m a j o r  
r e p a i r  o r  r emode l ing  p ro jec t .  

3 . 2  Unless  o the rwise  approved by the B o a r d  of Regents ,  the p r o c e d u r e s  and 
regu la t ions  pe r ta in ing  to new const ruct ion shal l  apply to m a j o r  r e p a i r  
and remodel ing p r o j e c t s .  

Sec.  4. Ins t i tu t ional  Building C o m m i t t e e s . - - A t  e a c h  of the component ins t i tu t ions  
t h e r e  sha l l  be a  building c o m m i t t e e .  

4 .  1 At ins t i tu t ions  r e g u l a r l y  offer ing ins t ruc t ion ,  th i s  c o m m i t t e e  sha l l  be 
appointed f r o m  the ins t i tu t ional  facul ty  by the inst i tut ional  head as o the r  
facul ty  c o m m i t t e e s  a r e  appointed. 

4 .  2  At o the r  ins t i tu t ions ,  th is  c o m m i t t e e  sha l l  be appointed by the inst i tu-  
t ional  head a s  o the r  inst i tut ion-wide c o m m i t t e e s  a r e  appointed. 

4 .  3 The composi t ion  of the s e v e r a l  building c o m m i t t e e s  sha l l  be s e t  f o r t h  
in  the Inst i tut ional  Supplement of e a c h  component inst i tut ion.  

4 . 4  The Chance l lo r  o r  h i s  de legate  and the Vice-Chancel lor  f o r  B u s i n e s s  
Af fa i r s  o r  h i s  de lega te  sha l l  be e x  officio m e m b e r s  of a l l  inst i tut ional  
building c o m m i t t e e s .  

4 .  5 Duties  of ins t i tu t ional  building c o m m i t t e e s  sha l l  be a s  follows: 
4 .  51 To hold n e c e s s a r y  h e a r i n g s  and to m a k e  p r o p e r  inves t igat ions  

r e g a r d i n g  the building needs  of the  p a r t i c u l a r  component ins t i tu-  
t ions and to r e p o r t  conclus ions  to the ins t i tu t ional  head.  

4. 52 To r e c o m m e n d  to the inst i tut ional  head the p r i o r i t y  of need and 
Location of speci f ic  buildings, with r e a s o n s  f o r  such  recommenda-  
t ions.  

4 . 5 3  When approval  by the  B o a r d  of Regen t s  is  given f o r  the cons t ruc t ion  
of a p a r t i c u l a r  building to m a k e  suggest ions  to  and through 
the ins t i tu t ional  head to the Vice-Chancel lor  f o r  B u s i n e s s  A f f a i r s  
o r  h i s  de legate  and the Consult ing A r c h i t e c t  of the  Univers i ty  as 
to style,  s i ze ,  function, location, m e c h a n i c a l  equipment ,  and 
g e n e r a l  na tu re  of the building, s o  a s  to fac i l i t a t e  the p r e p a r a t i o n  
of tenta t ive  p l a n s  and p r e l i m i n a r y  ske tches .  



4.  54 To w o r k  with the Vice-Chancel lor  f o r  B u s i n e s s  Af fa i r s  o r  h i s  
de legate  and the Consult ing Arch i t ec t  and the a s s o c i a t e  a rch i t ec t -  
unti l  f ina l  p lans  and speci f ica t ions  f o r  the cons t ruc t ion  of the 
building a r e  p r e p a r e d  f o r  p r e s e n t a t i o n  to  the ins t i tu t ional  head, the 
Vice-Chancel lor  f o r  B u s i n e s s  Af fa i r s  o r  h i s  de legate ,  the  Chan- 
ce l lo r  and the Buildings and Grounds  C o m m i t t e e  of the  B o a r d  
of Regen t s .  

4 . 5 5  To m a k e  i t s  r e p o r t s  and recommenda t ions  f r o m  t i m e  to  t ime  
to the inst i tut ional  head and the Vice-Chancel lor  f o r  B u s i n e s s  
A f f a i r s  o r  h i s  de legate ,  with s u m m a r y  r e p o r t s  to the Chance l lo r  
and to  e a c h  m e m b e r  of the  Buildings and Grounds  C o m m i t t e e  
of the B o a r d  of Regents .  

4 . 6  When r e q u e s t e d  by the ins t i tu t ional  head o r  the B o a r d  of Regen t s  
( o r  i t s  Building Commi t tee )  a n  ins t i tu t ional  building c o m m i t t e e  shal l  
confer  d i r e c t l y  with the  B o a r d .  

4 . 7  The ins t i tu t ional  building c o m m i t t e e  shal l  be r e l i e v e d  of f u r t h e r  
d i r e c t  responsibi l i ty  whenever  a building c o n t r a c t  i s  awarded,  but shall  
be avai lable  a s  the building p r o g r e s s e s  f o r  consul ta t ion  as r e q u e s t e d  
by the ins t i tu t ional  head, the  Vice-Chancel lor  f o r  B u s i n e s s  Af fa i r s  o r  
h i s  de legate ,  o r  the Consult ing Arch i t ec t  and the a s s o c i a t e  a r c h i t e c t .  

Sec .  5.. Const i tu t ional  and Leg i s la t ive  R e s t r i c t i o n s .  

Sect ion 18, A r t i c l e  VII, of the  T e x a s  Const i tu t ion r e q u i r e s  approva l  
by the L e g i s l a t u r e ,  o r  a n  agency des ignated by the L e g i s l a t u r e ,  p r i o r  
to the  cons t ruc t ion  of physica l  i m p r o v e m e n t s  f inanced by bonds author-  
i z e d  under  t h i s  sec t ion  a t  the component  ins t i tu t ions  o the r  than the 
Main  Univers i ty  and T e x a s  W e s t e r n  Col lege .  

Under the p rov i s ions  of the c u r r e n t  Appropr ia t ion  Bil l ,  none of the  
funds  a r i s i n g  f r o m  the i s s u a n c e  of bonds under  the author i ty  of Sec- 
t ion 18, A r t i c l e  VII, of the  T e x a s  Consti tut ion,  m a y  be obligated f o r  
the  cons t ruc t ion  of buildings unti l  a  s u m m a r y  of the  p roposed  building 
p r o g r a m  showing the c h a r a c t e r  and locat ion of buildings,  the n u m b e r  
of s q u a r e  fee t ,  the type of const ruct ion,  the  e s t i m a t e d  c o s t  and the 
e s t i m a t e d  complet ion da te  of e a c h  p roposed  building h a s  been f i led  
with the  Leg i s la t ive  Budget  B o a r d .  

Under the p rov i s ions  of the c u r r e n t  Appropr ia t ion  Bi l l ,  p r i o r  to the  
al location,  expend i tu re  o r  e n c u m b r a n c e  of any funds  a r i s i n g  f r o m  the  
i s s u a n c e  of bonds under  the author i ty  of Section 18, A r t i c l e  VII, of 
the T e x a s  Consti tut ion,  f o r  individual building cons t ruc t ion  p r o j e c t s  
cos t ing i n  e x c e s s  of Twenty-five Thousand D o l l a r s  ($25, OOO), o t h e r  
than c l a s s r o o m ,  l i b r a r y  and l a b o r a t o r y  building p r o j e c t s ,  the planned 
expendi ture  of such  funds  sha l l  be  approved by the G o v e r n o r  a f t e r  sec' ng 
the advice  of the  Leg i s la t ive  Budget  Board .  

2 and 5 . 3  - -  Amendment  No. 5 to Sep tember  1960 rev i s ion ,  Meet ing (Subsect ions  5 . , 
No. 605, F e b r u a r y  1962) 



Sec. 6.  Modification of Bids. 

6.1 No bid shall  be changed, amended, o r  modified by te legram o r  other- 
wise a f te r  i t  has  been submitted o r  filed in response t o  a n  advert isement  
for bids in connection with the construction o r  erect ion of permanent 
improvements at  The University of Texas o r  any of i t s  component 
institutions under Article 2593, Revised Civil Statutes of Texas,  1925. -- 

6 . 2  The substance of this  requirement shal l  be stated in the advertisement 
for such bids; provided, however, that this  requirement shall  not be 
construed to  prohibit the submission of filing of m o r e  than one separate  
and independent bid by any bidder. 

Sec. 7 .  Furni ture  and Furnishings.  - -The  cur ren t  Appropriation Bill  provides that no 
money appropriated shal l  be  expended for  furni ture  o r  furnishings which has  
been imported f rom a foreign country. *c 

Sec. 8. Architectural  Fees .  - -The  cur ren t  Appropriation Bill provides that no funds 
appropriated may be expended for  a rch i tec tura l  f ees  without the advance 
writ ten approval of the Governor af ter  obtaining the advice of the Legislative 
Budget Board. 'k 

>% Adopted November 9,  19 63 





C H A P T E R  I X  

MATTERS RELATING TO THE ENDOWMENT OFFICE 

Sec. 1. Certain Specific Authorizations to the Endowment Officer. 

1. 1 Permanent  University Fund. 
Authority to Effect Purchases  and Sales  of Securi t ies  fo r  the 
Permanent  University Fund. --Under the Revised Investment 
P r o g r a m  fo r  the Permanent  University Fund of The University 
of Texas,  adopted by the Board of Regents on January 12, 1957, 
and as subsequently amended, the Endowment Officer of The 
University of Texas is empowered to effect purchases  and sa l e s  
of secur i t ies  for  the Permanent  University Fund within the 
approved investment policies. Such t ransact ions a r e  subject to 
p r io r  approval as to timing and specific secur i t ies  to be pur -  
chased by the Staff Investment Committee,  comprised of the Vice- 
Chancellor (F isca l  Affairs) ,  the Endowment Officer, the Assis tant  
to the Endowment Officer,  and the Senior Securi ty  Analyst. (The 
investment policy for  the Pbrmanent  University Fund-follows a s  
Section 2, page 54, in summar ized  form.  The policy in full 
detail is on f i le  in the offices of the Secre ta ry  of the Board of 
Regents and in the Endowment Office. ) 
Authority to Endorse Securi t ies  Held by the Permanent  University 
Fund. - -The  Endowment Officer ( o r  the Assis tant  to the Endow- 
ment Officer) and the T r e a s u r e r  of the State of Texas (o r  the 
Acting T r e a s u r e r  of the State of Texas) a r e  jointly authorized and 
empowered to  se l l ,  ass ign,  and t r ans fe r  any and all of the bonds, 
s tocks,  notes, and other  evidences of indebtedness and ownership 
of any description whatsoever owned by the Permanent  University 
Fund of The University of Texas and reg is te red  in the name of 
"The University of Texas,"  "The University of Texas fo r  P e r m a -  
nent University Fund, A State Endowment Fund, Austin, Texas,"  
"Permanent  University Fund of The University of Texas,"  o r  
in any other  registration required fo r  secur i t ies  purchased for  
the account of the Permanent  University Fund. 

1. 2 T rus t  and Special Endowment Funds. 
1. 21 Authority to Effect Purchases  and Sales  of Securi t ies  fo r  the 

Trus t  and Special Endowment Funds. --Under the general  invest-  
ment po l icyfor  the various t ru s t  and special  endowment funds 



under the control of the Board of Regents of The University of 
Texas a s  t rus tee ,  a s  adopted by the Board of Regents on Septem- 
be r  21, 1946, and a s  amended on May 30, 1958, the Endowment 
Officer of The University of Texas i s  empowered to effect 
purchases  and sa l e s  of secur i t ies  fo r  the t ru s t  and special  endow- 
ment funds within the approved investment policy, such transactions 
being subject to p r io r  approval a s  to timing and specific securi t ies  
to be purchased and sold by the Staff Investment Committee,  com- 
pr i sed  of the Vice-chancellor (F isca l  Affairs) ,  the Endowment 
Officer, the Assistant to the Endowment Officer, and the Senior 
Securi ty  Analyst. (The investment policy fo r  the t ru s t  and special  
endowment fundsfollows as Section 3, page 56, in summarized 
form.  The policy in full detail  i s  on f i le  in t h e  office of the Sec- 
r e t a r y  of the Board of Regents and in the Endowment Office. ) 

1. 22 Authority to Endorse Securi t ies  Held fo r  the Trus t  and Special 
Endowment Funds. --The Endowment Officer (o r  the Assis tant  
to the Endowment Officer) is authorized and empowered to se l l ,  
ass ign,  and t ransfer  any and all of the bonds, s tocks,  notes,  
and other evidences of indebtedness and ownership reg is te red  in 
the name of "The University of Texas,  " "Board of Regents of 
The University of Texas , "  o r  in the name of any of the t ru s t  and 
special endowment funds coming under the control of the Board 
of Regents of The University of Texas as t rus tee  o r  which may 
be assigned thereto. 

1. 23 Authority to Receive and Collect Money and/or  Proper ty  Due the 
Trus t  and Special Endowment Funds. --The Endowment Officer 
1s designated, authorized, and empowered to ask,  demand, 
collect, recover ,  and receive any and all sums  of money, debts,  
dues, r ights ,  property,  effects o r  demands whatsoever due, payable, 
o r  belonging, o r  which may a t  any t ime be  o r  become due, payable, 
o r  belonging to any of the t ru s t  and special  endowment funds 
coming under the control of the Board of Regents of The Univer- 
s i ty  of Texas a s  t rus tee  f rom any person  o r  persons whatsoever 
and to execute any and al l  necessa ry  o r  proper  receipts ,  r e l eases ,  
and discharges therefor,  including the execution of oil  and gas 
division o r d e r s  and t ransfer  o r d e r s  covering in te res t s  owned in 
t ru s t  and special  endowment funds. 

See. 2. Investment Policy fo r  Permanent  University Fund. - -Pursuant  to the provisions 
of a Constitutional Amendment approved by a popular major i ty  a t  the General 
Election on November 6,  1956, which authorized the Board of Regents of The 
University of Texas to invest up to 50 p e r  cent of the Permanent  University 
Fund in corporate  secur i t ies ,  the following policy in summar ized  f o r m  fo r  
the revised investment p rogram for  the Permanent  University Fund was 
adopted by the Board of Regents on January 12, 1957, and a s  subsequently 
amended, has been in operation since May 7 ,  1957: 

2. 1 Purchases  of secur i t ies  a r e t o  be l imited exclusively to corporate  
securi t ies  until the distribution of the fund i s  a s  follows, the 



percentages to be based on book value, that i s ,  cost  o r  amort ized 
cost ,  of a l l  secur i t ies  purchased: 

Government Bonds (United States,  State of 
Texas,  and Texas Municipal). . . . . . . . .  50 p e r  cent 

Corporate  bonds (including ra i l  equipment 
t rus t  cer t i f icates)  and P r e f e r r e d s t o c k s  . 10 pe r  cent 

Common Stocks.  . . . . . . . . . . . . . . .  . 4 0  pe r  cent 
Only new money coming into the Permanent  University Fund and 
proceeds received f r o m  bond maturi t ies  will be  committed to non- 
government securi t ies  until the above distribution is achieved. 

2. 2 To be eligible f o r  purchase,  corporate  bonds and stocks must  meet 
both the requirements  of the Constitutional Amendment and thefinan- 
cia1 ratio,  rating, and p r i ce  standards as adopted in the policy by the 
Board of Regents. 
2. 21 Any corporate  bond meeting the Constitutional Amendment 

requirements  and the policy standards may be purchased ei ther  
on original offering o r  in the secondary marke t  without p r io r  
approval of the Land and Investment Committee. 

2. 22 Corporate  stocks to be eligible fo r  purchase must be issued by 
corporations which have been formally approved by the Land and 
Investment Committee and the Board of Regents and may be 
purchased without p r io r  approval of the Land and Investment 
Committee a s  to specific stocks. 

2 .  3 Corporate  securi t ies  a r e  to be purchased on the dollar cost  averaging 
principle, without any attempt to appraise  the sho r t - t e rm marke t  trend, 
the averaging to be based on industry groupings r a the r  than on individual 
corporations.  

2. 4 All purchases  of secur i t ies  a r e  to be subject to p r io r  approval a s  to 
timing of the purchases  and the specific securi t ies  to be purchased 
by the Staff Investment Committee,  comprised of the Vice-Chancellor 
(F isca l  Affairs) ,  the Endowment Officer, the Assis tant  to the Endow- 
ment Officer,  and the Senior Security Analyst. 

2. 5 All s a l e s  of secur i t ies  a r e  to be authorized in advance by the Land 
and Investment Committee and the Board of Regents, with timing of 
the specific s a l e s  subject to the approval of the Staff Investment 
Committee. 

2 . 6  All purchases  and sa les  of securi t ies  a r e  to be reported a t  the next 
subsequent meeting of the Land and Investment Committee and the 
Board of Regents for ratification. and approval. ( F o r  full details  of the 
Constitutional Amendment requirements  and policy s tandards,  copies 
of the revised investment p rogram fo r  the Permanent  University Fund 
may be obtained f r o m  the Endowment Office. A full copy i s  on f i le  in 
the Office of the Secre ta ry  of the Board of Regents. ) 



Sec. 3. Investment Policy for  Trus t  and Special Endowment Funds. - - A  general  
investment policy fo r  the t ru s t  and special  endowment funds under the control 
of the Board of Regents a s  t rus tee  was adopted by the Board of Regents on 
September 21, 1946, and amended on May 30 ,  1958, such policy a s  summa-  
r ized below being current ly  in operation: 

3 .  1 All purchases  a r e  to be selected f r o m  the following c l a s ses  of securi t ies :  
3. 11 United States Government d i rec t  o r  guaranteed obligations; 
3. 12 Texas Municipal Bonds, including revenue bonds; 
3. 13 Corporate  bonds rated "A" o r  bet ter  by at  l ea s t  one national 

rating serv ice ;  
3. 14 P r e f e r r e d  and common stocks which have had continuous net 

earnings and paid annual common stock dividends f o r  a t  l ea s t  
ten yea r s  p r io r  to purchase.  

3. 2 Purchases  of United States d i rec t  o r  guaranteed obligations and of 
Texas Municipal a n d r o r p o r a t e  bonds rated "A" o r  bet ter  by a t  l ea s t  
one national rating serv ice  may be purchased without p r io r  approval 
of the Land and Investment Committee.  

3.  3 The approved l i s t  of corporations f o r  purchases  of common and 
p re fe r r ed  stocks fo r  the Permanent  University Fund is approved for  
purchases  of common and p re fe r r ed  stocks f o r  the t ru s t  and special  
endowment funds without p r io r  approval of the Land and Investment 
Committee. 

3 .4  All purchases  of secur i t ies  a r e  to be  subject to p r io r  approval a s  to 
timing of the purchases  and the specific secur i t ies  to be purchased by 
the Staff Investment Committee,  comprised of the Vice-chancellor 
(F isca l  Affairs) ,  the Endowment Officer, the Assis tant  to the Endow- 
ment Officer,  and the Senior Security Analyst. 

3. 5 All s a l e s  of secur i t ies  a r e  to be authorized in advance by the Land and 
Investment Committee and the Board of Regents. 

3.6 All purchases  and sa l e s  of secur i t ies  a r e  to be reported a t  the next 
subsequent meeting of the Land and Investment Committee and the 
Board of Regents fo r  ratification and approval. 

3.7 The Endowment Officer i s  empowered and authorized to manage. the 
t rus t  and special  endowment funds and in turn i s  authorized to c a r r y  
out the operational details  involved in the purchases  and sa l e s  of 
secur i t ies  for  the funds through the Securi t ies  Division of the Endow- 
ment Office. 

3. 8 The Land and Investment Committee i s  to review all t ru s t  and special  
endowment funds periodically in the light of the s i ze  and purpose of 
each fund and the investment provisions of the instrument  establishing 



the fund. ( F o r  full details  of the investment policy f o r  t ru s t  and special  
endowment funds, copies of the policy may be obtained f r o m  the Endow- 
ment Office. A full copy i s  on f i le  in the Office of the Secre ta ry  of the 
Board of ~ e ~ e n t s .  ) 

Sec. 4. Investment Policy f o r  Funds Grouped fo r  Investment. 

4. 1 A common t rus t  fund, known a s  "Funds Grouped f o r  Investment, " was 
established by the Board of Regents on Februa ry  27,  1948, and amended 
on July 9,  1948, and i s  current ly  in operation for  t ru s t  and special  
endowment funds under the control of the Board of Regents a s  t ru s t ee  
where the s ize  of the fund suggests commingling in o rde r  to obtain 
proper  investment diversification and a bet ter  r a t e  of re turn  on the 
endowment. 

4. 2 The general  provisions of the policy f o r  the "Funds Grouped for  Invest- 
ment" a r e  summar izsd  below: 
4. 21 No fund i s  to be admitted unless i t  i s  under the sole control of 

the Board of Regents and/or  some administrative official of the 
University in his official capacity, and full discretion a s  to 
investments r e s t  therein.  No administrative official i s  to have 
any direction over  the management of the tommon t rus t  fund 
other  than to request  admittance o r  withdrawal of any fund under 
his direction except a s  he is authorized and empowered to manage. 
the fund under the investment policy adopted by the Board of 
Regents. No fund i s  to be admitted which contains a specific 
provision against  commingling o r  which contains res t r ic t ions 
prohibiting purchase of secur i t ies  approved f o r  purchase by the 
Board of Regents a s  t ru s t ee  under the adopted investment policy 
for  t ru s t  and special  endowment funds. 

4. 22 Investments for  the "Funds Grouped fo r  Investment" a r e  to be 
l imited to such investments a s  a r e  eligible under the investment 
policy fo r  t ru s t  and special  endowment funds a s  adopted and 
amended by the Board of Regents. 

4 . 2 3  The Endowment Officer i s  empowered and authorized to manage 
the common t rus t  fund within the adopted policy and in turn  i s  
authorized to c a r r y  out the operational details  involved in the 
purchases  and sa l e s  of secur i t ies  f o r  the fund through the 
Securit ies Division of the Endowment Office. ( F o r  full details  
of the investment policy adopted fo r  "Funds Grouped for  Invest- 
ment,  " copies may be obtained f rom the Endowment Office. A 
full copy is on fi le in the Office of the Secre ta ry  of the Board of 
Regents. ) 





CHAPTER X 

A.UXPLMRY ENTERPRISES 

Sec. 1. 

Sec. 2 .  

Sec. 3. 

Sec. 4. 

Sec. 5. 

Sec. 6. 

Sec. 7 .  

Sec. 8. 

Auxiliary En te rp r i se s  a r e  those operated pr imar i ly  for se rv ice  to students 
and staff which a r e  expected to be self-supporting. Examples  a r e  res idence 
hal ls ,  dining halls,  student hospitals,  student unions, and bookstores.  

Annual budgets for  these activit ies shall  be prepared and submitted through 
regular  administrative channels,  and expenditures shall  be within budgets 
approved by administrative officials and the Board of Regents. Income of 
Auxiliary En te rp r i se s  i s  not deposited with the State T r e a s u r e r ,  however, 
and any balances o r  deficits  at  the end of a f iscal  yea r  may be reappropriated 
fo r  the succeeding y e a r ,  

With the exception of intercollegiate athletic departments ,  t o  which the 
general  and special  provisions of the Appropriation Bill do not apply, the 
same  regulations and applicable taws shall  govern a s  apply to  the budgeting 
and expenditure of general  funds unless  otherwise specifically authorized, 
The Board of Regents, upon recommendation of appropriate  administrative 
offikials, approves the regulations f o r  the management and operation of 
athletic departments .  

Rentals and related policies and r a t e s  for  dormi tor ies  and housing faci l i t ies  
shall  be approved in advance by the institutional head, the Chancellor, and 
the Board of Regents. 

Rules and regulations for  the administration of dormi tor ies ,  other housipg 
faci l i t ies ,  d;ning hal ls ,  and o$her eating faci l i t ies ,  shal l  be promulgated by 
administrative officials and the institutional head at the institution concerned. 

The money values of meals ,  lodging, and other  s e rv i ces  which employees 
a r e  authorized to  receive in l ieu of additional wages o r  sa la ry ,  a r e  recom-  
mended to  the institutional head by the Business  Manager and approved by 
the Chancellor and the Board of Regents. 

Statutory Provis ions Currently in Effect. -;- Auxiliary Budgets shall  comply 
with statutory provisions and r ide r  provisions of cur ren t  Appropriation Bill.  

Texas Student Pubiications,  Inc, 

8. 1 At least  f i f teen  copies of the minutes of a l l  meetings of the Board 



of D i r e c t o r s  of T e x a s  Student Publ ica t ions ,  I n c . ,  sha l l  be de l ive red  
prompt ly  to  the Chancel lor  of The Univers i ty  of T e x a s  f o r  d i s t r i -  -- 
bution to the M e m b e r s  of the  B o a r d  of Regents ,  to the S e c r e t a r y  of 
the B o a r d  of Regents ,  and to s u c h  m e m b e r s  of the U n i v e r s i t y ' s  
admin i s t ra t ion  a s  the Chancel lor  m a y  d i r e c t .  No act ion of the  
B o a r d  of D i r e c t o r s  of T e x a s  Student  Publ ica t ions ,  I n c . ,  sha l l  have 
any f o r c e  o r  ef fec t  unti l  i t  h a s  been approved by the B o a r d  of Regen t s .  * 
No budget o r  budget a m e n d m e n t  adopted by the  B o a r d  of D i r e c t o r s  of 
T e x a s  Student  Pub l ica t ions ,  I n c . ,  sha l l  have any f o r c e  and  effect  
unti l  such  budget  o r  budget amendment  h a s  been approved by the 
B o a r d  of Regen t s  of The Univers i ty  of Texas .  * 

No expendi ture  sha l l  be m a d e  by T e x a s  Student Pub l ica t ions ,  I n c . ,  
u n l e s s  i t  is m a d e  in  a c c o r d a n c e  with and pursuan t  to a budget 
i t e m  which h a s  been p rev ious ly  adopted by the B o a r d  of D i r e c t o r s  
of T e x a s  Student Pub l ica t ions ,  I n c . ,  and approved by the  B o a r d  of 
R e g e n t s  of The Univers i ty  of Texas .  

Within ninety d a y s  following the  c l o s e  of e a c h  f i s c a l  y e a r  of 
T e x a s  Student  Pub l ica t ions ,  I n c . ,  t h e r e  sha l l  be f u r n i s h e d  to  the 
Chance l lo r  of The Univers i ty  of T e x a s  f o r  d is t r ibut ion to  the 
M e m b e r s  of the B o a r d  of Regen t s ,  the S e c r e t a r y  of the  B o a r d  of 
Regents ,  and to  such  m e m b e r s  of the  U n i v e r s i t y ' s  admin i s t ra t ion  
as  the Chance l lo r  m a y  d i r e c t ,  at  l e a s t  f i f teen cop ies  of a comple te  
audit  of the  f i s c a l  a f f a i r s  of T e x a s  Student Pub l ica t ions ,  I n c . ,  
dur ing  the p r e c e d i n g  f i s c a l  y e a r ,  p r e p a r e d  by a ce r t i f i ed  public 
accountant  se lec ted  by the  B o a r d  of D i r e c t o r s  of T e x a s  Student 
Pub l ica t ions ,  Inc .  

All p e r s o n s  employed on s a l a r y  by T e x a s  Student  Publ ica t ions ,  Inc . ,  
sha l l  be subject  to  approva l  by the B o a r d  of Regen t s  of The  Univers i ty  
of T e x a s ,  both a s  to  s a l a r y  and a s  to qualif icat ion;  provided,  however ,  
tha t  the  Execu t ive  Commi t tee  of the B o a r d  of D i r e c t o r s  of T e x a s  Student 
Publ ica t ions ,  Inc .  , s h a l l  appoint  and m a k e  a w a r d s  to  a l l  m e m b e r s  of the  
ed i to r i a l  s t a f f s  of the publicat ions excep t  the E d i t o r  and Managing 
E d i t o r  of The Dai ly  Texan,  the E d i t o r  of the Cac tus ,  the  E d i t o r  of the 
R a n g e r ,  the  E d i t o r  of the  Ria ta ,  and the E d i t o r  of T e x a s  Eng ineer ing  and - - 
Science  Magazine ,  so  long a s  such  appointments  and  a w a r d s  a r e  m a d e  
cons i s t en t  with budgets  p rev ious ly  approved  by the B o a r d  of Regen t s  
and provided f u r t h e r  tha t  no act ion taken by the  B o a r d  of D i r e c t o r s  of 
T e x a s  Student  Pub l ica t ions ,  Inc.  with r e s p e c t  t o  the  employment ,  
d i s m i s s a l ,  s a l a r y ,  o r  du t i e s  and respons ib i l i t i e s  of e i t h e r  the  T S P  
G e n e r a l  M a n a g e r  o r  the E d i t o r i a l  M a n a g e r  of The  Daily Texan sha l l  
have  any f o r c e  o r  e f fec t  unti l  i t  h a s  been approved by the B o a r d  of 
Regents.  :%:% - 

0, .,. Adopted October  7, 1965 
* Adopted Ju ly  9, 1966. 



8 . 6  In  o r d e r  to  m i n i m i z e  sha rp ly  r i s i n g  publishing c o s t s ,  outs ide  
the  c a m p u s  of the Main  Univers i ty  no copy o r  copies  of any i s s u e  
of The Daily Texan sha l l  be given, de l ive red ,  o r  i n  anywise 
m a d e  avai lable  to  any p e r s o n  o r  p e r s o n s  o the r  than one copy f o r  
e a c h  paid  subscr ip t ion,  no m o r e  than t h r e e  cop ies  to e a c h  a d v e r t i s e r  
i n  the I s s u e  in  quest ion,  and one copy f o r  e a c h  p u r c h a s e  p r i c e  paid  
f o r  an individual copy of the  i s s u e  in  ques t ion;  provided,  however ,  
that  The S u m m e r  Texan shal l  be p e r m i t t e d  to  f u r n i s h  one edition 
f r e e  of c h a r g e  to  p e r s o n s  who indicate  that  they intend to  e n t e r  
the Univers i ty  as f r e s h m e n  the  following Sep tember .  No 
Individual cop ies  sha l l  be sold a t  l e s s  than the published p r i c e  
of such i s s u e  and  i n  no event  sha l l  any individual cop ies  be sold 
at a p r l c e  l e s s  than five c e n t s  each.'F 

8 . 7  Any amendment  to the Handbook of T e x a s  Student Publ ica t ions ,  
Lnc., m a y  be m a d e  by a m a j o r i t y  vote  of the B o a r d  of D i r e c t o r s  
of T e x a s  Student Publ ica t ions ,  I n c . ,  subject  t o  the  l aws  of the 
Students '  Associa t ion,  the  C h a r t e r  of T e x a s  Student Publ ica t ions ,  
Lnc., and the approva l  of the B o a r d  of Regen t s  of The Univers i ty  
of T e x a s .  

:% Adopted A p r i l  23, 1966. 

(Section 8 Adopted M a r c h  13, 1965) 



CHAPTER XI 

RESEARCH AND TRAINING CONTRACTS, ETC. 

Sec. 1. 

Sec. 2. 

Sec. 3. 

Sec. 4. 

Sec. 5. 

Sec. 6. 

Research  and Training cont rac t s ,  g r an t s  o r  agreements  with outside 
agencies  shal l  be recommended by the insti tutional head, and the University 
Comptrol ler ,  and approved by the Chancellor o r  his  designated represe9t.a- 
tive before f inal  rat if ication by the Board of Regents.  Funds shall  not be 
encumbered o r  expended under any such contract  o r  g ran t  without the 
approval  of the Chancellor o r  his  designated representat ive .  

Application f o r r e sea rch ,  development and training cont rac t s  and graQts ,  
whether  with government agencies,  o r  industry ,  o r  foundations o r  o ther  
prrvate grantmg agencies,  sha l l  be init iated by the faculty m e m b e r  who will 
d i r ec t  the work. However, a l l  such applications m u s t  be approved by desig- 
nated adminis t ra t ive  officials. 

Under State law, a copy of a l l  con t rac t s  between the Universi ty and the 
F e d e r a l  Government sha l l  be f i led with the Sec re t a ry  of State except those 
cont rac t s  c lass i f ied in  the in te res t  of national secur i ty ,  in  which ca se  only 
a s ta tement  of the r e s e a r c h  project  shal l  be filed. These copies  and state,- 
m e n t s  shall  be f i led with the Sec re t a ry  of State through the  Office of the 
Sec re t a ry  of the Board of Regents. 

If the work i s  to be financed by government agencies,  the negotiations 
shal l  be handled with the advise and ass i s tance  of the Office of Sponsored 
P r o j e c t s  a t  the Main Universi ty and by the equivalent office a t  the other  
component insti tutions.  :% 

Information a s  to overhead r a t e s  applicable to the  type of con t rac t  to be 
entered into should be secured  f r o m  the Vice- Chancellor f o r  B u s i ~ e s s  
Affairs o r  his  delegate o r  the Office of Sponsored P r o j e c t s  if with governrner:t 
agencles  and otherwise  f r o m  the bus iness  officers."  

Before  f inal  approval  of any sponsored r e s e a r c h  o r  training contract  o r  
grant ,  the Vice-Chancellor fo r  Business  Affairs o r  his  delegate sha l l  
examine and recommend approval of the proposed overhead r a t e  therein  
contained. P roposa l s  a s  to overhead r a t e s  on cost- r e imbur semen t  contracts  
with the Army,  Nai.y, and Ai r  F o r c e  shal l  be worked out i n  p re l iminary  f o r m  
by the  Bus iness  Manager  concerned and sha l l  be reviewed and approved by 
the Vice-Chancellor fo r  Bus iness  Affairs o r  h i s  delegate  before being silb. 
mitted. 

* Adopted July 9, 1966. 





PART TMO 

Par t  Two c o n s i s t s  of r u l e s  and regu la t ions  which a r e  

f i s c a l  i n  nature.  These may be de le ted  o r  amended 

by the  Board of Regents without t h e  necess i ty  f o r  

p r i o r  no t i ce  o r  ac t ion .  
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Chapter I 

GENERAL 

Sec. 1. Gifts t o  t h e  University. 

1.1 The a u t h o r i t y  t o  accept  g i f t s  t o  t h e  Universi ty o r  t o  any of t h e  

component i n s t i t u t i o n s  is vested i n  the  Board of Regents. 

1.2 Recommendations f o r  t h e  acceptance of g i f t s  showing d e t a i l s  a s  

t o  vzlue,  form, s t i p u l a t i o n s  regarding use, and provisions f o r  

custody and disbursement of funds s h a l l  be t ransmi t ted  by t h e  

i n s t i t u t i o n a l  head t o  t h e  Pres ident  and by him, with recom- 

mendations, t o  the  Board of Regents. These provisions,  however, 

do not  apply t o  con t rac t s  with public  agencies. 

1.3 The a u t h o r i t y  t o  accept  g i f t s  t o  a  component i n s t i t u t i o n  is 

delegated t o  the  i n s t 5 t u t i o n a l  head when t h e  g i f t  i s  t o  a  fund, 

foundation, o r  e n t e r p r i s e  a l r eady  approved by t h e  Board of 

Regents o r  i s  a cont inuat ion  of a  s e r i e s  which has been pre- 

v ious ly  approve? by t h e  Board. Such g i f t s  s h a l l  be reported 

t o  the  Board by t h e  dockets of each component i n s t i t u t i o n .  

1.4 Each adminis t ra t ive  head i s  empowered t o  accept  cash g i f t s  t o  

The Universi ty of Texas of $100 o r  l e s s ,  w i th in  t h e  p o l i c i e s  of 

t h e  Board of Regents and Legis la ture  governing t h e  a c c e p t a b i l i t y  

of g i f t s ,  and t o  depos i t  such g i f t s  t o  t h e  appropr ia te  accounts.  

A semiannual r e p o r t  of such g i f t s  s h a l l  be f i l e d  i n  t h e  Office 
.%&am?3? 

. t i  .k . . .  & t?. ~ .- ~~-~- 

c f  the  Board of ~egents.%within t h i r t y  (30) d a y s  a f t e r  August  31 a n d  
u a r y  28 of e a c h  year .% 

" " d  

1.5 Except a s  provided i n  the  preceding sec t ions ,  no member of any - 
s t a f f  has the  power t o  accept  g i f t s  of money t o  t h e  Univers i ty  

o r  t o  any of i t s  component i n s t i t u t i o n s .  G i f t s  t o  t h e  component 

i n s t i t u t i o n s  3f kooks o r  o ther  ob jec t s  of very small  value and very  

obvious propr ie ty ,  without condit ions a t tached,  may be accepted by 

ind iv idua l  members of the  s t a f f s  provided these  g i f t s  a r e  reported 



promptly t o  the  i n s t i t u t i o n a l  head. Such g i f t s  need not  be reported t o  t h e  Board* 

1.6 The Universi ty w i l l  no t  accept  a  g i f t  f o r  the  bene f i t  of any designated s tudent  

unless  the  donor i s  exempt from Federal  Income Taxes z s  defined by the  Commissioner 

of I n t e r n a l  Revenue. 

1.7 The acceptance of g i f t s  of r e a l  property i s  prohibi ted without p r i o r  express approvzl 

of t h e  Legis la ture  except f o r  e s t a b l i s h i n g  scholarships ,  professorships ,  o r  o ther  

t r u s t  funds f o r  educat ional  purposes and then only on condit ion t h a t  such g i f t s  must 

not  l a t e r  r equ i re  l e g i s k t i v e  appropr ia t ions  f o r  maintenance, r e p a i r ,  o r  cons t ruc t ion  

of bui ldings.  (Current Appropriation B i l l )  

Sec. 2. pellowshias. S c h o l ~ h i a s  anrl Loan Fun&, 

2.1 After g i f t s  f o r  fe l lowships ,  scholarships  and loan  funds have been accepted by the  

Board of Regents, a s  indica ted  previously,  they a r e  administered j o i n t l y  by designated 

committees and the  business o f f i c e  of each component i n s t i t u t i o n .  

2 . 2  I n  t h e  case of scholarships  and fe l lowships ,  t he  appropr ia te  committee, o r  designated 

indiv idual ,  r ece ives  appl.ications, makes the  necessary i n q u i r i e s ,  and determines t h e  

award. The committee advises  t h e  i n s t i t u t i o n a l  head of the  award and he, i n  tu rn ,  

approves and forwards t h e  not ice  of auard t o  the  business o f f i c e .  Payments on 

scholarships  and fel lowships .are made through %he business o f f i c e  of t h e  c o q o n e n t  

i n s t i t u t i o n .  

2.3 I n  the  case of loan  funrls, t he  a-proprizte  committee rece ives  app l i ca t ions  f o r  loans,  

makes the  necessary i n q u i r i e s ,  und approves o r  dec l ines  the  o r i g i n a l  loan  a s  we l l  

a s  ~ l l  renewals and extensions.  The c h a i r m ~ n  n o t i f i e s  t h e  business o f f i c e  of t h e  

g ran t ing  of loans ,  and a l l  records including notes,  cash, accounts and co1.lections 

a r e  t h e r e a f t e r  handled by t h a t  o f f i c e .  The principal. of loan  funds i s  kept  i n t a c t  s o  

f a r  a s  i s  poss ib le ,  The c h a i r m n  of .the uwarding committee may be requested by t h e  

busincss of f ice  t o  a s s i s t  i n  coll .ection of pas t  ?Ue i n t e r e s t  o r  p r i n c i p a l ,  

Sec. 3 .  Tui t ion  ond Other l7ees,.--Tuition cnd o ther  f e e s  w i l l  be fixer '  a s  prescribed o r  a s  

authorized by s t a t u t e ,  and w i l l .  be s e t  out i n  the  i n s t i t u t i o n a l  catalogue,  

Sec. 4 ,  j'liscal Year,--The f i s c z l  yeur of the  Universi ty s h a l l  be September 1 through 

bugust 31. 



Chapter I1 

ACCOUNTING. AUDITING, REPORTING AND BUDGETARY CONTROh 

Sec. 1. TYgPs of FIX&&, 

1-1 General Funds.--General Funds a r e  those unrestricted,  operating 

funds which a re  available f o r  any purpose. They are  expended i n  

accordance with the budgets and appropriations approved by the 

Board of Regents. General Budget Funds Glances  sha l l  not be 

reappropriated from one f i s c a l  year t o  another unless spec i f ic  

approval is  given the i n s t i t u t i o n a l  head and the business o f f i ce r  

by the President and the Board of Regents. 

1.2 Special  Act iv i t i es  Funds,-Special Act ivi t ies  Funds a r e  general 

funds r e s t r i c t ed  by the University; the income and expenditures 

are  ord inar i ly  re la ted t o  a par t icular  department, .With few 

exceptions, expenditures a r e  limited t o  the income derived from 

the project ,  They are  subject t o  the same r e s t r i c t i ons  a s  
~~~ ~ ~ ~ 

General Budget Funds although balances a r e  automatically reap- 

propriated a t  the end of each f i s c a l  year, 

1 Current Restricted Funds.--Current Restricted Funds are  those 

received from individuals, firms, agencies, co~porat ions ,  e t c ,  

o r  income derived from private endowments, t o  be used only f o r  a 

par t icu la r  purpose or  project ,  specified by the donor, such a s  



Pres ident  and the a r d  of R 

exceptions, expenditures a r e  limited t o  the  income derived from 

the project .  They a re  subject t o  the same r e s t r i c t i ons  a s  

General Budget Funds although balances a r e  automatically reap- 

propriated a t  the end of each f i s c a l  year. 

1.3 Current Restricted Funds.--Current Restricted Funds a r e  those 

received from individuals, firms, agencies, corporations, e t c ,  

or  income derived from private endowments, t o  be used only f o r  a 

p a r t i c h a r  purpose o r  project ,  specified by the donor, such a s  

research, conferences, scholarships, fellowships, e t c .  The 

period of use i s  usually designated i n  the agreement approved by 

the Board of Regents, Balances a t  the end of a f i s c a l  year s h a l l  
- 

be carried forward t o  the succeeding year unless otherwise specified? 

1.4 Agency Funds.-Agency Funds are  funds handled through the i n s t i -  

tu t iona l  business o f f i ce  t of the  owner, a f t e r  approv 
ij :. 

bv the in s t i t u t i ona l  head sha l l  be carried forward 
the Institutional Docket;'" 
from year t o  year unless otherwise designated* +Agency Funds s 

ed  i,n accordance with the Limitations of the agency agreement  an,  
p1ic:able Rules  - and  Regulations of t he  Board of Regents>% 

,2.1 The f inanc ia l  accounts of the University sha l l  be kept i n  - 
accordance with the recommendations of the  National Committee 

on the Preparation of a Manual on College and University Business 



Administration, as set forth in Volume I of Wollege and Univer- 

sity Business Administration@ (1952) published by the American 

Council on Education, Where those recommendations conflict with 

statutes applicable to the University or to official orders of 

the Texas Commission on Higher Education, the latter shall be 

controlling. 

- 
2.2 A11 accounting records and procedures shall be subject to the 

approval of the institutional business officer and the Univer- 

sity Comptroller. -\- 

2*3 The business office of each component institution shall be the 

central office for accounting control for all financial trans- 

actions of the institution. The institutional business officer 

shall confer with departmental and administrative officials and 

instruct them concerning the records of financial transactions 

to be kept by the departments, 

2.1 Each departmental head shall keep an account of funds and property 

for which he is responsible, as detailed as necessary to supplement 

the business office records and to furnish accurate information on 

receipts, credits, expenditures, and other charges. 

2,s Reoords shall be kept for each fiscal year. 

<: 

2.6 A11 expenditures must be in accordance with the' approved budget, 

2,7 Statements of departmental accounts shall be prepared monthly by 

the business office and shall be sent periodically to the depart- 

ment heads who will compare their records with those of the 

business office and report any differences promptly to the busi- 

ness officeo 

2.8 A person in each department may be designated by the department 

heads with the approval of the institutional head, to sign vouchers, 

requisitions, etc, in his absence, These designations shall ex- 

pire at the end of a fiscal year, or sooner if specified, and must 

be renewed each year* 

FB - 4 



3 1  The i n s t i t u t i o n a l  business o f f i c e r  i s  i n i t i a l l y  respons ib le  f o r  

t h e  prbbaudit  of a l l  business i tems,  F inanc ia l  t r ansac t ions  

concerning the  r e c e i p t ,  custody, and disbwsment of moneys s h a l l  

be pre audited t o  the  ex ten t  necessary under t h e  i n s t i t u t i o n a l  ""s, 
accounting procedures and system of i n t e r n a l  cont ro l ,  t h e  f iscal  

r egu la t ions ,  and s t a t & e s  o r  laws app l i cab le  t o  t h e  U n i v e ~ s i t y ,  

3#2 The p r e a u d i t  of disbursements and o the r  t r ansac t ions  s h a l l  bs 
-,< 

a p a r t  of the  r e g u l a r  accounting procedures of t h e  business 

o f f i c e s .  Post-audits of var ious  u n i t s  and d~p@rtmentS s h a l l  be 

performed a s  dire'cted by t h e  i n s t i t u t i o n a l  business o f f i c e r  o r  

t h e  Universi ty Comptroller. 

3.3 ~ l t h o u ~ h  the  Universi ty Comptroller i s  respons ib le  f o r  t h e  i n t e r n a l  

post-auditing of business t r ansac t ions  a f f e c t i n g  t h e  component i n s t i -  

t u t i o n s ,  t h i s  work s h a l l  be done under t h e  supervision of t h e  

business o f f i c e r s  of t h e  component i n s t i t u t i o n s  and t h e  Banch  

College Auditor. 

3-4 The business records  of accounts and o ther  records  s h a l l  be ve r i -  

f i e d  and authent ica ted  wi th in  the  budgets, r egen ta l  ac t ions ,  and 

s t a t u t o r y  requirements,  

\c, 

3.5 The Branch College Auditor, under t h e  supervision of t h e  Universi ty 

Comptroller, s h a l l  be i n i t i a l l y  respons ib le  f o r  t h e  post-audit of 

business a c t i v i t i e s  a t  t h e  component i n s t i t u t i o n s ,  except the  Main 

University. He s h a l l  conduct t h e  a u d i t s  i n  accordance with accepted 

aud i t ing  standards,  inc luding necessary t e s t s  of t h e  records ,  b 

shal1,make a wr i t t en  r e p o r t  of each a u d i t ,  c a l l i n g  a t t e n t i o n  t o  any 
.,. .> 
'. , 

..i:,l.'..: 
t?$$actions which may no t  be i n  accord with l e g a l  requirements,  

i n s t i t u t i o n a l  accounting p r inc ip le s ,  and i n s t i t u t i o n a l  p o l i c i e s  and 

regu la t ions .  

3,6 The S t a t e  Auditor, under S t a t e  l a w ,  s h a l l  be respons ib le  f o r  the  ex- 

t e r n a l  a u d i t  of t h e  Univers i tyos  books. 



4.1 A l l  f i n a n c i a l  r e p o r t s  s h a l l  be prepared i n  accordance with t h e  provisions 

of t h e  s t a t u t e s ,  o f f i c i a l  o rde r s  of Texas Commission on Higher Education, 

and t h e  d i r e c t i v e s  of t h e  Board of Regents and i n  conformity with t h e  

Manual, "College and Univers i ty  Business Administration," r e fe r red  t o  

above: The forms s h a l l  be prepared by t h e  i n s t i t u t i o n a l  bus iness  o f f i c e r  

and approved by t h e  Univers i ty  Comptroller. 

4,2 Two r e p o r t s ,  both of bhich s h a l l  be prepared under the  d i r e c t i o n  of 

t h e  i n s t i t u t i o n a l  bus iness  o f f i c e r  and t h e  Universi ty Comptroller, 

s h a l l  be prepared annual ly  by the  Universi ty:  

#- 
4.21 Annual F inancia l  Report.' On o r  before December 29, p r in t ed  

f i n a n c i a l  r e p o r t s ,  s e t  u'i i n  accordance with 'the forms recommended 

i n  Volume I, "College and Universi ty Buqiness Administration" 

(1952) s h a l l  be f i l e d  with the  Texas ~Zmmission on Higher Education. 

The c e r t i f i c a t e  of a u d i t  of t h e  S t a t e  Auditor i s  t o  be included i f  

h i s  r e p o r t  has been completed. 

4.22 Sa la ry  Payment R e p o r L a  

Y &kh'%?&&~ each year ,  an itemized sche<ule 

s h n i l  be prepared of s a l a r i e s  cnd wages paid a l l  employees 

f o r  s e r v i c e s  dur ing  the  preceding f i s c a l  year out  of any 



~~ . - z  ~ .-~ -- ~~ -.-- ..-*--v. 

i n  Volume I, Wollege and Universi ty Business Administrat ion" i 

(1952) s h a l l  be f i l e d  with t h e  Texas Commission on Higher Education, 
I 

The c e r t i f i c a t e  of a u 6 i t  of t h e  S t a t e  Auditor i s  t o  be included i f  

h i s  r epor t  has been completed. 

4.22 Sa la ry  Payment R e p o w  

G r - e  W J  eat :h year ,  an  itemized schedule 

shal'l. be prepared of; .salar ies  cnd wages paid a l l  e ~ p l o y e e s  

f o r  s e r v i c e s  dur ing  the  preceding f i s c a l  year  ou t  of any 

funds from any source o r  cha rac te r  under the  con t ro l  and/or 

custody of the  Board of Regents, showing f o r  each employee 

the  t o t a l  amount paid from each source during t h e  twelve 

months of the  f i s c a l  year,  t h e  t i t l e  of t h e  pos i t ion  held 

ind of se rv ice  rendered, and a surnnl 1 expenditures 
I 

partmentss Two c o p i e s  of t h i s  rep o n e  copy f o r  the Office ~\ 
of t h e  S e c r e t a r y  of t h e  B o a r d  o d o n e  c o p y  f o r  t h e  Office of the . -~ ~ i 

~~ - ~~. ~ 

C o m p t r o l l e r .  " I / 
1 r6pdrtf"Shall b@fB&$a&$ - .  ! : e 

i n i s t r a t i v e  o f f i c i a l s . " a n d  t o  the  Of f i ce  o f '  a r y  of t h e  B o a r d  \\ 

r l y  f i n a n c i a l  r e p o r t s  r e f l e c t i n g  income r e c e i p t s ,  approv 

changes, and expenditures f o r  each component i n s t i t u t i o n  s h a l l  be I 
prepared by Centra l  A d m i n i s t r ~ t i o n ,  

I 



4.5 Other r e p o r t s ,  such a s  t h e  q u a r t e r l y  r e p o r t  t o  t h e  Bureau of the  Census, mzy 

be made from time t o  time a s  we l l  a s  i n t e r n a l  r e p o r t s  pe r t a in ing  t o  es t imates  

of income, budgets, e tc . ,  but  only those considered e s s e n t i a l  t o  e f f e c t i v e  

adminis t ra t ion  s h a l l  be requested from t h e  i n s t i t u t i o n a l  business o f f i c e .  

5.1 Annual budgets f o r  a l l  t h e  component i n s t i t u t i o n s  s h a l l  be a p p r ~ v e d  by the  

Board of Regents wi th in  the  budget es t imates  'of income prepared by t h e  

i n s t i t u t i o n a l  business o f f i c e r  and the  i n s t i t u t i o n a l  head. 

5.2 General p o l i c i e s  f o r  t h e  budget prepara t ion  s h a l l  be recommended by t h e  
I 

Pres ident  t o  the  Board of Regents and s h a l l  be followed i n  preparing t h e  

budgets. Ins t ruc t ions  f o r  d e t a i l s  of budget prepara t ion  s h a l l  be furnished t o  

t h e  i n s t i t u t i o n a l  heads by Cent ra l  Adminigtration, 

5.3 The i n s t i t u t i o n a l  head s h a l l  i s s u e  l o c a l  i n s t r u c t i o n s  and s h a l l  f u r n i s h  forms 

t o  the  budget recommending o f f i c i & l s ,  Their recommendstions f o r  s a l a r i e s ,  

maintenance and o p e r a t i w ,  equipment, t r a v e l  and o ther  pe r t inen t  i tems s h a l l  

be reviewed. by t h e  i n s t i t u t i o n a l  head and t ransmi t ted ,  with h i s  recom~endetions,  

t o  t h e  President  f o r  review and f i n a l  recornendation t o  the  Board. 

5.4 Rules and procec'ures f o r  budget a d l i n i s t r a t i o n  s h a l l  be prepared by 

Cent ra l  Administration, approved by the  Board of Regents, and s h a l l  be 

included i n  the  completed budgets. 

Sec. 6. Biennia l  Budeet Requ_&g, 

6.1 The Universi ty s h a l l  submit b i enn ia l  budget r eques t s  a s  may be required 

t o  t h e  Texas Comnission on Higher Education, t o  t h e  Leg i s l a t ive  3udget 

Uocrd, and t o  the  Emcut ive  Budget Office i n  the  form 8nc' a t  t h e  time 

prescribed., 



6.2 These r eques t s  s h a l l  be prepared i n  conformity with t h e  same genera l  

procedures a s  out l ined above f o r  the  annual budgets: 

6 ,21  Approval of budget w r i t i n g  p o l i c i e s  by the  Board of Regents 

upon recommendation of the  Pres ident ,  

6.22 Preparat ion of the  budget of expenditures by t h e  i n s t i t u t i o n a l  

head i n  conformity with these  p o l i c i e s .  

6,23 Approval of the  f in i shed  budget by t h e  President  and t h e  

Board of Regents . 
6.3 The es t imates  of income s h a l l  be included i n  t h e  b ienn ia l  budget 

r eques t s  prepared by the  i n s t i t u t i o n a l  business o f f i c e r  and the  

i n s t i t u t i m a l  head. 



Chapter 111 

RECEI'FI!, CUSTODY., I AWD DISBURSEPDD!T OF MONEYS 

See. 1. &&f&Lg, -cketa. Cas 

1.1 No department, d iv i s ion ,  o r  i nd iv idua l  s t a f f  member i s  author ized  t o  

r ece ive  money i n  t h e  name of t h e  Univers i ty  without p r i o r  approval  of 

t h e  i n s t i t u t i o n a l  bus iness  o f f i c e r  and i n s t i t u t i o n a l  head. 

1.2 An o f f i c i a l  r e c e i p t  i n  t h e  form prescribed by t h e  i n s t i t u t i o n a l  buei- 

ness  o f f i c e r  s h a l l  be i s sued  f o r  a l l  moneys received.  

1.21 Where t h e  volume of s a l e s  j u s t i f i e s  t h e i r  use, cash r e g i s t e r s  

s h a l l  be used wi th  recording t a p e s  l i s t i n g  t h e  amount of each 

s a l e .  When cash r e g i s t e r s  a r e  not  used, cash s a l e s  t i c k e t s  or  

r e c e i p t s  s h a l l  inc lude ,  i f  p r a c t i c a l ,  t h e  name of t h e  purchaser,  

i t emiza t ion ,  and p r i ce  of the  a r t i c l e s  so ld .  

1.22 Admission t i c k e t s  inc luding  complimentary t i c k e t s ,  s h a l l  have t h e  

p r i c e  of admission indicated,  thereon,  and a l l  such t i c k e t s  s h a l l  

be pre-numbered, except f o r  c e r t a i n  events  where t h e  sec t ion ,  row 

rnd s e a t  number a r e  shown. Admission t i c k e t s  and coupon books s h a l l  

be purchased f o r  d e l i v e r y  t o  t h e  i n s t i t u t i o n a l  business  o f f i c e  and 

i ssued  t o  t h e  department concerned, Unused t i c k e t s  o r  books s h a l l  

be re turned  along wi th  a prescribed t i c k e t  r e p o r t  t o  t h e  bus iness  

o f f i c e  wi th in  30 days from t h e  da te  of t h e  event ,  and a l l  r e c e i p t s  

from such s a l e s  s h a l l  be deposi ted i n  t h e  business  ofCice a s  

out l ined  l a t e r ,  

1 . 2  A l i s t  showing t h e  names of all .  persons r ece iv ing  cmpl imentary  

t i c k e t s  s h a l l  be furnished t h e  bus iness  o f f i c e  a s  a p a r t  of t h e  

prescribed t i c k e t  r e p o r t .  

Sec. 2. B a o s i t s  wi th  I n s t i t u t i o n a l  Business Offiu, 

2.1 Money received by a l l  departments from a l l  sources s h a l l  be deposi ted 

i n  t h e  i n s t i t u t i o n a l  bus iness  o f f i c e  using a n  o f f i c i a l  form. The 

c 'eposi ts  s h a l l  be d a i l y  i f  t h e  r e c e i p t s  : re  ! !50 o r  mare, an? weekly 

even i f  t h e  accumulation i s  l e s s  than  $50. Xhen cash i s  included,  



t h e  d e p o s i t  s h a l l  be made i n  person by a departmental r ep resen ta t ive  

t o  whom an o f f i c i a l  r e c e i p t  is issued.  

2.2 Cash overages a r e  deposi ted i n  the  business o f f i c e ;  no te t ions  pe r t a in ing  

t o  cash over o r  shor t  s h a l l  be included on t h e  depos i t  form. 

2.3 Pe t ty  cash funds f o r  making change s h a l l  be provided only on approval 

of ,  and by arrzngement of ,  the  department with the  i n s t i t u t i o n a l  

business o f f i c e r .  P e t t y  cash funds from which disbursements w i l l  be 

mzde s h a l l  have the  approv i l  of the  i n s t i t u t i o n a l  head a s  w e l l ,  

Sec. 3 .  Deoosits with t h e  S t a t e  Treasure20 

3 1  The appropr ia t ion  b i l l  r equ i re s  t h a t  a l l  cash r e c e i p t s  a t  t h e  Main 

Universi ty and a t  Texas Western College be deposited i n  the  S t a t e  

Treasury with the  exception of those from a u x i l i a r y  en te rp r i ses ,  non- 

i n s t r u c t i o n a l  se rv ices ,  stuc',ent serv ice  f e e s ,  s tudent  a c t i v i t y  f e e s ,  

parking fees ,  agency and r e s t r i c t e d  funds, endowment funds, s tudent  

loan funcls and Const i$ut ional  College Buklding Amendment f i n d s .  

3.11 To f a c i l i t a t e  t h e  t r a n s f e r r i n g  of in s t i tu t iona l .  r e c e i p t s  t o  t h e  

S t a t e  Treasury, it i s  provided t h a t  each i n s t i t u t i o n  may open a 

c l e a r i n g  account i n  a  l o c a l  depos i tory  bank t o  which it depos i t s  

a l l  r e c e i p t s  da i ly .  

3.12 Not l e s s  than every f i v e  days, t he  i n s t i t u t i o n a l  business o f f i c e r  

s h a l l  make remit tances t o  the  S t a t e  Treasury i n  the  form of checks 

drawn on t h e  c l ea r ing  account except t h a t  a  balance of not  more 

than  $500 may be maintained. 

3.13 The money c'eposited i n  the  State  Treasury s h a l l  be paid out v iz  

S t a t e  warrants  

3.2 A t  its option,  the  Universi ty may use i t s  l o c a l  depos i tory  General 

Yunr's ixn!: a c c ~ u n t s  ins tead  of the  s p e c i a l  cl.earing account witkin 

the  general. rcq:!i.re?en!.s f 3 r  eepos i t s  mc' t r a n s f e r s  t? the S t a l e  

Treasury. 

3 .3  The Universi ty,  by l s w ,  i s  cu thor ize?  wit!: t he  anproval  of tho S t a t e  



Comptroller t o  maintain Revolving Funds t o  f a c i l i t a t e  the  payment of 

nominal expenses - t o  pay b i l l s  wi th in  cash d iscount  periods.  

e I 

3.31 When authorized by t h e  S t a t e  Comptroller, t he  Universi ty may 

use t h e  revolving fund f o r  r egu la r  monthly payro l l s  a s  we l l  a s  

f o r  weekly and s p e c i a l  payro l l s .  

3.32 Disbursements from t h e  revolving funds a r e  reimbursed from s t a t e  

appropr ia t ions  on claims f i l e d  with t h e  S t a t e  Comptroller under 

r e g u l a r l y  prescribed procedures. One vouc,her and one warrant  may 

cover a  number of claims f o r  t h i s  purpose, Reimbursement claims 

must meet the  same requirements a s  o ther  claims aga ins t  s t a t e  

a p p r o p i a t i o n s .  Each i n s t i t u t i o n  s h a l l  prepare a  reimbursement 

claim a s  of t h e  c lose  of business on t h e  l .ast day of each month 

o r  more o f t e n  a s  may be expedient t o  avoid meintaining l a r g e  

r e v o l v h g  funds . 
3.33 The Board of Regents s h a l l  determine t h e  amounts of t h e  revolv- 

ing  funds and s h a l l  des ignate  a  depos i tory  bank f o r  each such 

fund, spec i fy ing  persons authorizer) t o  s ign  checks drawn on such 

funds. Depository Eanks s h a l l  secure revolving fund d e p o s i t s  a s  

provided by law, 

Sewi( &. ,', "-1 I n s t i t u t i o n a l  Fund&. 

1 A l l  l o c a l  income, not  requi red  t o  be deposi ted i n  t h e  S t a t e  Treasury 

must by law be deposited i n  l o c a l  depos i tory  banks f o r  safekeeping. 

Requests f o r  new depos i tory  bank accounts and f o r  any authorized 

s igna tu res  t o  be accepted by the  bank must have t h e  approval of the  

Universi ty Comptroller and the  President  who s h a l l  n o t i f y  the  bank 

and o the r s  concerned. Depository agreements with the  l o c a l  banks 

s h a l l  be negotiated by the  Univers i ty  Comptroller with the  a s s i s t a n c e  

of t h e  i n s t i t u t i o n a l  business o f f i c e  and the  i n s t i t u t i o n a l  head and 

s h a l l  be submitted t o  t h e  Pres ident  an? Board of Regents f o r  approval.  

4.2 Cepository banks se lec ted  s h a l l  f u r n i s h  adequate s u r e t y  bongs or  

s e c u r i t i e s  t o  assure  s a f e t y  of these  funds. Local funds shal.1 be 

deposi ted i n  the  deposi tory banks wi th in  f i v e  days from the  d a t e  of 

co l l ec t ion .  Such funds a re  usual ly ca r r i ed  a s  demand depos i t s ;  

however, they may be c a r r i e $  a s  time depos i t s  a t  a  negotiated i n t e r e s t  

r a t e .  
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I I.3 The Board of Regents and the in s t i t u t i ona l  heads may not, by law, 

borrow money from any person, firm, or corporation t o  ha repaid 

from loca l  funds except a s  spec i f ica l ly  authoriaed by the Legis- 

l a tu re .  

Sec. 5. Charge Sales.--The University i s  not allowed, by law, t o  sell 

property or  service on credi t .  

Sec. 6 Sales t o  S ta f f  Members .--Sales of University property may be mar% 

t o  s t a f f  members only a f t e r  authorization by the Board of Regents 

through docket approval. 

Sec. 7 .  Vouchers for  E x u e n d i t u r e ~ ~  

7.1 Main University Vouchers f o r  disbursement of funds sha l l  be 

prepared i n  the departmental off ices  a t  the Main University. 

They sha l l  be signed by the head of the depar$ment, o r  some- 

one recommended by him i n  writ ing and appointed by the 

Vice-president and Provost of the Main University, and such 

vouchers sha l l  ba approved by an authorized person i n  the 

audi tor ' s  office.  

.7.2 A t  the other component ins t i tu t ions ,  vouchers sha l l  
I. 

prepared e. i n  the business offices4 uchers:&ahall:be app rovedby  ihe  

I n e s s  Manager o r  some  p e r s  he .mi+ delegate  such a t t h r i t y .  ' 
. . '2G%3C %. , -- 

7.3 Vouchers:, pared on State  of Texas Purehad 



They s h a l l  be signed by t h e  head of the  department, o r  some- 

one recommended by him i n  w r i t i n g  and appointad by the  

Vice-president and Provost of the  Main Universi ty,  and such 

vouchers s h a l l  be approved by an  authorized person i n  t h e  

a u d i t o r ' s  o f f i c e .  

.7 .2  A t  t h e  o ther  component i n s t i t u t i o n s ,  vouchers s h a l l  
I 

ble.  i n  the  business o f f i c e s  6 
c h e x s  s h a l l  b e  a p p r o v e d  by the 

sinee; M a n a g e r  o r  a o m e  p e r 8  he may d e l e g a t e  such authoW 

-.'%-w, 1 
7.3 Vouchers pared on S t a t e  of Texas Purcha 

,A%-- ; 
Form, P-1, cons i s t ing  of f i v e  copies a s  fol lows:  Z A A  ,.+, "Rrr4;- 

No, 1. For S t a t e  Comptroller ( i f  paid from S t a t e  funds)  ,-& .+-:=:$ 

No, 2. For Board of Control  ( i f  purchased through Board o f  Control)  

No, 3. For I n s t i t u t i o n a l  Business Office 

No. 4. For I n s t i t u t i o n a l  Department ( f i l e  copy) 

No. 5. For r e t u r n  with check t o  vendor ( sen t  by business o f f i c e  

wi th  payment) 

7 Vouchers a r e  t o  be coded i n  t h e  business o f f i c e s  wi th in  t h e  approved 

expenditure codes and, i f  payable by warrant from t h e  S t a t e  Treasurer ,  

wi th  t h e  proper expenditure c l a s s i f i c a t i o n s  furn ished by t h e  S t a t e  

, Comptroller 

7.5 If two o r  more invoices  from t h e  same vendor and chargeable t o  t h e  



same account are  t o  be paid, payment may be by one voucher, even though 

covered by more than one requis i t ion  and/or purchase order except: 

7.51 Separate vouchers s h a l l  be prepared f o r  contract  and non- 

contract  invoices on purchases through the Board of Control. 

7.52 Separate vouchers s h a l l  be prepared f o r  invoices f o r  purchases 

made through the  Purchasing Division and Printing Division of 

the  Board of Control. 

7.6 Cash discounts and c red i t s  sha l l  be shown i n  f u l l  on tk vouchers and 

sha l l  include the amount and number of the invoice, l e s s  discount o r  

other credi ts ,  and the net  amount. Explanations s h a l l  be made f o r  

a l l  deductions. 

7.7 A red n&& - piscount" tag  s h a l l  be attached t o  the  face of the  

voucher and, i n  such cases, they s h a l l  be handled sepawtely from 

other vouchers i n  the business office. 

ds on deposit in  State T 
. . 

r e  purchased throug 

B a r d  of Control, four copies of the Voucher Form are sutmitted t o  

the business off ice  and Copy No, 1 (or the attached invoice) must 

be notarized i f  the aqount i s  more than $50. 

8.2 I f  the  amount i s  $50 o r  less ,  e i ther  a notarization'br a signed 

ce r t i f i ca t ion  i s  required. The cer t i f ica t ion ,  i f  used,must read 

a s  follows : 

I ce r t i fy  under t h e  penalty! 'of p e r j y y  ;that t h i s  cla,im has Wen , , 

examind bjr me and t o  the best  of my knowledge and belief i s  t rue  and 

correct. 

8.3 When purchases are not made through the Board of Control, a l l  copies 

excepting Nos. 2 and 4 a re  submitted and Copy No. 1 (or the attached 

invoice) must be notarized o r  a ce r t i f i ca t ion  made a s  indicated i n  

the preceding paragraph. 



Sec. 9. t on d e p ~ s l t  in,$t,ate 

9.1 When materials, supplies, e t  

Copy No. 3 may become the or ig ina l  and, i f  so, Copy No- 1 need not 

be s u b i t t e d  unless the  required notarization or cer t i f ica t ion  appears 

thereon. Notarization or  ce r t i f i ca t ion  i s  required a s  s t ipulated i n  

the preceding section enti t led( Vouchers Payable from Sta te  Funds." 

9.2 When materials are  not purchased through t h e  Board of Control, only 

Copies Nos, 3 and 5 need be submitted, with Copy No. 3 as  the original .  

Notarization or  ce r t i f i ca t ion  is required* . %. 

Sec. 10. D t s t and ine  Check%. 

10.1 Outstanding checks s h a l l  be carried on the o f f i c i a l  accounting records 

f o r  the two f i s c a l  years following the year i n  which they a re  issued. 

(Example: i f  issued i n  1953-54 they would be carried through August 31, 

195% Those s t i l l  outstanding a t  the end of the second f i s c a l  year 

a f t e r  issue s h a l l  be cancelled and writ ten off the o f f i c i a l  accounting 

records. 

10.2 Each business off ice  i s  expected t o  make d i l igen t  e f fo r t  t o  minimize 

the number of such outstanding checks, pzr t icu la r ly  those i n  excess 

of $10. 

Sec, 11. Ins t i tu t iona l  Membershiw Dues+--University funds sha l l  bs used t o  pay 
*- 

es  only i n  educational, s c i e n t i f i c  or o th t r  ,associatio 
'*LA ' .\w, 

University i s  an in s t i t u t i ona l  member, with me - 
the 1 s .,,.,.. and , s  , the . 

President, " 
~ I 

. y ~ ~ - . ~  ~ 

Sec. 12, Pavrolls. 

12.1 There a r e  three general types of payrolls, those for  (1) regular 

salar ied employees; (2) weekly salar ied employees; and ( 3 )  hourly 

salar ied employees. 

12.2 A t  the Main University payrolls for  a l l  regular salaried employees, 2 
or  Auxiliary Enterprises, sha l l  be prepared i n  t he  Pay- 

h ,  h . s -  

"vis ion of the Auditor $ office,  and approved b' the Auditor Or  
I I 

~~ - 



12.21 Vouchers and payrol ls  f o r  weeklyVand hourly employees, and regu la r  

s a l a r i e d  employees i n  Auxil iary Enterpr ises ,  s h a l l  be prepared 

i n  t r i p l i c a t e  on proper forms by t h e  department ooncerned. They 

s h a l l  be approved by the  head of t h e  department, o r  someone author- 

i z e d  t o  s ign  f o r  him, and s h a l l  include t h e  name of t h e  payee, 

accura te  cs.lculations of pay, a s  well  a s  the  account t o  which 

charge i s  made. 

12.22 Those covered byWorkmenls Compensation Insurance s h a l l  be so 
-. 

indica ted  

12.23 Two copies e t ransmit ted t o  the  Payroll  Divis 
,, b P 

Id . 
approval by the Auditor  or A s s i e  

, ~. 

12.3 A t  t h e  o ther  component i n s t i t u t i o n s ,  a l l  payrol ls  s h a l l  b 

i n  the  business o f f i c e  from regu la r  budgets, appointment forms and 
. . (i A . a. m . /  ,.. 

l e t t e r s ,  time cards,  etc., and approved by the B u s i n e s s  Managei  or  a 
<. . , 

des igna ted  by him.'! 
.. ..~ -.:-- -___-- ~ .. ' , ~ ~~~ ~- ~ r - 

payment f o r  r egu la r  s a l a r i e d  employees i s  f o r  l e s s  than a month, ... 

t h e  s a l a r y  s h a l l  be f igured  propor t ionate ly  on t h e  a c t u a l  number of 

days i n  a given month, e, g, ,  28, 30, 31. 

1 Deductions f o r  income t ax ,  teacher and employees ret irement,  and s o c i a l  

s e c u r i t y  a r e  made where appl icable  on a l l  payrol ls .  A t  some ins t i tum 

t i o n s ,  hosp i t a l i za t ion  insurance i s  a l s o  deducted i f  approved by the  

Board of Regents. 

12.6 Dates f o r  d i s t r i b u t i o n  of s a l a r y  checks vary  a t  t h e  component i n s t i t u -  

t i o n s  and a r e  announced by t h e  business o f f i c e .  

~ e d  ,- 13. Pbsence f ~ o m  U s u i t u d  Regular Duties, Authorization f o r  Absence, Including 

Travel* and Travel Expense Reimbursement. 

. . 
. . 13.1 $:menee .from Usus1 and ~ e g u l a r 4 y t i e ~  

, 

13.11 Authorization f o r  any member of a f a c u l t y  o r  s t a f f  cf t h e  Univer- 

s i t y  t o  be absent  from h i s  usual  and regular  d u t i e s  w i l l  be 

granted only 'under the following conditfons: 

U.111 When such aksence i s  on s t a t e  business, which s h a l l  include, 

FR - 15 



among o the r  purposes, t h e  formal p re sen ta t ion  of o r i g i n a i  researches  

by an employee before a na t iona l ,  r eg iona l ,  o r  s t a t e  learned  soc ie ty ,  

and 

13.112 When appropr ia te  provis ions  a r e  made t o  c a r r y  on t h e  d u t i e s  of t h e  

absent  person without  a d d i t i o n a l  expense t o  t h e  Univers i ty ,  

13.2 Authorizat ion f o r  Absence f o r  S t a f f  Members Whose R e ~ u l a r  Dutv Does Not Reau - W -. ire 
7 

m b  Authorizat ion f o r  absence fram usual  and r e g u l a r  d u t i e s ,  inc luding  t r a v e l  

from t h e  c i t y  o r  town where t h e  Univers i ty  o f f i c e r  o r  employee i s  r e g u l a r l y  s t a t ioned ,  

w i l l  be granted by t h e  Board of Regents, or  by t h e  ~ d m i n i s t G t i v e  Off icer  t o  whom t h e  

Board may de legate  au thor i ty ,  on ly  by advance permission obtained a s  fol lows:  

13.21 ~ e ~ u e s t  f o r  permission t o  be absent  f o r  a period not  i n  excess of one week 
' J  

(T i  calendar  days)  s h a l l  be transmitted. through t h e  proper admin i s t r a t ive  

channels t o  t h e  executive head of t h e  component i n s t i t u t i o n  f o r  approval.  - 
. . 

A t  t h e  Main Universi ty,  r eques t  f o r  such absence, inc luding  t r a v e l  on 

o f f i c i a l  business  without  expense t o  the  Universi ty,  s h a l l  be t r ansmi t t ed9  

wi th  reasons  t h e r e f o r ,  through the  departmental chairman o r  admin i s t r a t ive  
, . .  

supe r io r  t o  t h e  appropr ia te  dean o r  equivalent '  admin i s t r a t ive  o f f i c e r  f o r  

approval ;  but  i f  reimbursement f o r  ' t r a v e l  i s  involved, t h e  approval  of t h e  

i Vice-President and Provost is requi red .  . . 

13.22 Request f o r  permission t o  be absent  f o r  a period i n  excess of one week but  

n o t  i n  excess of two weeks, inc luding  t r a v e l  on b f f i c i a l  business ,  s h a l l  

be t r ansmi t t ed  through proper admin i s t r a t ive  channels t o  t h e  Pres ident  of 

t h e  Univers i ty  f o r  approval  p r i o r  t o  such absence. 

13,23 Request f o r  permission t o  be absent  f o r  a period i n  excess of two weeks 

(excluding hol idays approved. by the  Board), i nc lud ing  t r a v e l  on o f f i c i a l  

business ,  s h a l l  be t ransmi t ted  through proper admin i s t r a t ive  chanre ls  t o  

t h e  Prgsident  of t h e  Univers i ty  and t o  t h e  Boar2 of Regents o r  t h e  Executive 

Committee of t h e  Board f o r  approval  p r i o r  t o  such absence, 

13.24 Request f o r  permission t o  be absent  by t h e  admin i s t r e t ive  o f f i c e r s  and 

s t a f f  oT Cent ra l  A&in i s t r a t ion  s h a l l  be approved by t h e  Pres ident .  



I . ,  . 13.25 Any t r a v e l  which contemplates reimbursement from funds appropriated by the  
~. . . ~. 

Legis la ture  f o r  t r a v e l  expenses incurred outs ide  the  con t inen ta l  limits of 

the  United. S t a t e s  must have the  w r i t t e n  approval  of t h e  President  of the  

Universi ty and t h e  Governor p r i o r  t o  t h e  t r a v e l ,  i n  add i t ion  t o  the  author- 

, , i z a t i o n s  requi red  i n  the  appropr ia te  preceding subdivis ions ,  
. , ~, 

: # 

13.26 In l i e u  of any of t h e  delegi.t ions of a u t h o r i t y  t o  approve absence from usual  

and regu la r  du t i e s ,  i ne lus ing  o f f i c i a l  t r a v e l ,  spec i f i ed  i q  .- t he  above sub- 

. . d iv i s ions ,  t h e  President  of the  Universi ty mey exerc ise  such a u t h o r i t y ,  

13.2'7 The chief  adminis t ra t ive  o f f i c e r s  of the  component i n s t i t u t i o n s  s h a l l  keep 
. . .  

records  of a l l  approved absences end s h a l l  submit d e t a i l e d  siumnaries' 
. , . , -. . , -- . , -. . ,,.-. ~ % ~ o d i c a l l v  t,n tha b e s i d e n t  foy d is t r i ldut ion  t,o t h o  Roerrl bf.Regents.  3 ,  . , . . 

travel shall. not be routme or perfunctory, but shall be made - .-r.:,.-.. - -- - -. - -~ - 
- -. - - p~ - 

eve1 E x ~ e n s e  ReimhusnmenLa 

t e r  t h e  execu t ive  h e a d ,  o r  h i s  a u t h o r i z e d  r e p r e s e n t a t i v e s ,  h a v e  c a r e -  ~ ~ ..?aw.*-m,% ?+ .---- .- - 
~~~ . ~ .  - 

t h e  p u r p o s e  a n d  n e e d  f o r  e a c h  trip with a v iew to t h e  economic  ~+-YZ?'-: 

a n d  ef fec t ive  u t i l iza t ion  of all' t r a v e l  funds .  " 
- l o r T a T e - ~ ~ ' - ~ ~ ' o f ~ ~ m p ~ n ~ n t i ~ s t i t ~ t i ~ n s  s h a l l  plan t t l e  travel of all 

I I I I employees under t h e i r  a u t h o r i t y . t o  achieve maximum economy and ef f ic iency.  v 
I 

13.32 Travel  vouchers f o r  reimbursement of a l l  o f f i c i a l  t r a v e l  authorized pursuant 

t o  t h e  foregoing provisions s h a l l  be approved and. signec! a s  followsc 

13 a?21 Central  Administration -- Reimbur:snment f o r  a i l :  , t ravel :  shall .  be approve? 

b i t h e r  by the  Pres ident  of The Univers i ty  o f  Texas- o r , b y  the  Auclltor : 

or  Assistant: Audi'tor:;of. t h e :  Main Universi ty,  

U ,322  Component I n s t i t u t i o n s  -- Reimbursement f o r  a l l  t r a v e l  by employees o f  

thecomponent i n s t i t u t i o n s  s h a l l  be approved e i t h e r  by the  President  

of The Universi ty of Texas o r  by the  admi.nistretive o f f i c e r s  designated 

below: 

Main Universi ty - t h e  Vice-president and Provost, Auditor,  or  Ass is tant  

Auditor. 

Texas Western College - t he  bes i c l en t  of Texas Western College o r  the  

Business Yanager . 
Medical Ercneh, Galveston - Executive Director  or  Manager. 

A 
Southwestmn Me2ical School - t h e  Dean o r  Busfness 



13.25 Any t r a v e l  which coy . vd *$" - pursement from funds appropriated by t h e  
I '. , , 

, , 

Legis la ture  f o r  t p r e d  outs ide  t h e  con t inen ta l  l i m i t s  of 

t h e  United S ta t  t t e n  approval of t h e  Pres ident  of t h e  

Universi ty a. 
/ 
e rnor  p r i o r  t o  the  t r a v e l ,  i n  add i t ion  t o  t h e  author- 

, , , 

i z a t i o n s  r , , . ,i t he  appropr ia te  preceding subdivis ions ,  
, ? 

, , 

13 "26 I n  l i e .  L' t h e  de legct ions  of a u t h o r i t y  t o  approve absence from usual  

and r t i e s ,  incluc?ing o f f i c i a l  t r e v e l ,  spec i f i ed  i n  t h e  above sub- 

d '  .. the Pres ident  of the  Universi ty may exerc ise  such a u t h o r i t y .  
, . , ,  ... ,,, . , 

13 , 2' 8f adminis t ra t ive  o f f i c e r s  of the  component i n s t i t u t i o n s  s h a l l  keep 
. . ,  . , . ~ ,, 8 

! , , 
I ,?Is of a l l  2pprovec.l absences and s h a l l  submit dctaileci siumnaries' 

, ,  ' 
, , 

' - d r  13,31 Travel expenses s h a l l  be reimbursed only from funds appropriated o r  authorized 
_ . / . I  . . 

,. .L&& 

f o r  t r a v e l .  Beads of component i n s t i t u t i o n s  s h a l l  plan the  t r a v e l  of a l l  
k-'' "' 

employees under t h e i r  a u t h o r i t y  t o  achieve maximum economy and eff iciency.  

13.32 Travel  vouchers f o r  reimbursement of a l l  o f f i c i a l  t r a v e l  authorized pursuent 

t o  t h e  foregoing provisions s h a l l  be approved and signe? a s  follows: 

13.?21 Central  Administration -- Reimbur%omerit f o r  e l l .  t r a v e l  s h a l l '  be approve? 

e i t h e r  by the  Pres ident  of The Univers i ty  'of Texas o r ' b y  the  Au6itor 

o r  Ass i s t an t  AudCtor:of.,the:Main Univers i ty ,  

13,322 Component I n s t i t u t i o n s  -- Reimbursement f o r  a l l  t r a v e l  by employees o f  

t h e  component i n s t i t u t i o n s  s h a l l  be approved e i t h e r  by the  President  

of The Universi ty of Texas o r  by the  adml.nistra.tive o f f i c e r s  designated 

below: ,.. , 

& i n  Universi ty - t h e  Vice-President an2 Provost, Auditor, o r  Ass i s t an t  

Auditor,  

Texas Western College - th.e President  of Texas Uestern College o r  t h e  

Business Elanager . 
Medical Branch, Gelveston - fxecutivc. Director  o r  t Business Manager. 

A 
Southwestern Mcrlicril School - t h e  Dean o r  Business f Man ger .  



Dental Branch - t he  Dean o r  the  Business Manager, * M. D, Anderson Hospi ta l  and Tumor I n s t i t u t e  - Direc to r -  the  
I 

Administratorp w &---.-- %- 

Postgraduate School of Medicine - Dean o r  t h e  Business Manager. 

13.33 P i 

kL) Hours o r  More - An employee who i s  t r a v e l i n g  on o f f i c i a l  Univers i ty  

business and i s  i n  contfnuous t r a v e l  f o r  a period of twenty-four (24) hours 

o r  more w i l l  be reimbursed a t  per diem r a t e s ,  i n  l i e u  of actual. expenses 

f o r  meals and lodging i n  accordance w i t h  t he  following8 

Xates 
Out of 

I n  S t a t e  S t a t e  

Per Diem per calendar day 

One f o u r t h  (*) t he  r a t e  f o r  a 
calendar day f o r  each period of 
s i x  (6)  hours o r  f r a c t i o n  thereof  

1 3 3  P a r t i a l  Per Diem f o r  Meals and Lorl~inu.  

13.341 An employee who i s  t r a v e l i n g  on o f f i c i a l  Universi ty business f o r  

a continuous perioc' of a minimum of s i x  (6) hours but l e s s  than  

twenty-four (24) hours which does not  involve over-night s t a y  w i l l  

be reimbursed a p a r t i a l  per diem f o r  meals, i n  l i e u  of a c t u a l  

expenses, a s  fol lows:  

.,;, .',, 
13.3411 Breakfast sllowance i f  t he  employee depar t s  from designated ..A ,. 

headquarters before 7:00 A.M, (or ,  i n  ease o f / h i s  r e t u r n  t o  

designated headquerters a f t e r  7:00 A3,) $1 ,OO 

13.3412 Lunch allowance i f  t h e  employee i s  away from h i s  designated 

h e a d q u z r t ~ r s  z f t e r  1 :00 P,M, $ l e O O  

13.3413 Dinner allowance i f  t he  employee i s  away from h i s  designated 

headquarters a f t e r  7 : 0 0  P,M.  $2 "00 

13.342 An employee who i s  t r a v e l i n g  on o f f i c i a l  Universi ty business f o r  a 

continuous period of a minimum of s i x  (6) hours but l e s s  than  twenty- 

f o u r  (24) hours which does involve over-night s t a g  w i l l  be reimbursed 

f o r  meals and lodging i n  an  amount n3t  i n  excess of $9-00 a t  t h e  r a t e  



of $2.25 f o r  each s ix  (6)  hour period involved o r  f r a c t i o n  t h e r e o f ,  

13.35 Per Diem Allowances - Travel  S t a t u s  f o r  a  Continuous Period of Less 

% an S i x  (6)  Hours -- No p a r t i a l  per diem o r  a c t u a l  expenses (except 

t r a n s p o r t a t i o n )  w i l l  be paid an employee who i s  away from designated 

headquarters  f o r  a  period. of l e s s  than s i x  hours. 

13J6 -9fined f o r  Par Diem P u r ~ o s e ~  - 
13.361 The calendar  day (midnight t o  midnight) is t h e  u n i t  f o r  computing 

t h e  per diem allowance 

13.362 For a  f r a c t i o n a l  p a r t  of a  day a t  t h e  commencement o r  ending 

of continuous t r a v e l  t h e  s ix  hour periods of 12:01 A,M. t o  6:00 A.M., 

6:01 A.M, t o  12800 Noon, 12:Ol P,M. t o  6:00 P,M. and 6:01 P,M. t o  

12:00 Midnight a r e  each considered t o  be one-quarter (43 of a  calendar  

day o 

13.363 Computation of per  diem s h a l l  be on a  qua r t e r  day kas i s ,  t h e  i n i t i a l  

q u a r t e r  t o  be t h a t  i n  which t r a v e l  begins and t h e  f i n a l  q u a r t e r  t o  

be t h a t  i n  which t r a v e l  ends. 

13.364 Gut-of-State t r a v e l  s t a t u s  commences a t  t h e  beginning of t h e  next  

q u a r t e r  a f t e r  t h e  employee i n  t r a v e l  s t a t u s  c rossps  t h e  s t a t e , l i n e  

and continues through t h e  q u a r t e r  i n  which t h e  employee r e t u r n s  t o  

t h e  s t e t e  l i n e .  Payments f o r  both in - s t a t e  and out-of-state per 

diem allowance w i l l  no t  be made f o r  t h e  szme period of a  calendar  

day, 

13.37 Transpor ta t ion  Allowance 

U.37.l Fubli  c  Conveyance Including Taxis : 

An employee t r a v e l i n g  by publ ic  conveyance i s  e n t i t l e d  t o  a  

t r a n s p o r t a t i o n  allowance equal  t o  t h e  a c t u a l  c o s t  of t r anspor t a t ion ,  

excluding f e d e r a l  t a x ,  Receipts  f o r  such publ ic  t r a n s p o r t a t i o n ,  p ~ =  

~ l u d i n v  r e c e i p t s  f o r  c i t v  bus. t a x i  3r limousine f a r e s  i n  amounts of 

&50 o r  l e u ,  s h a l l  be obtained and a t tached t o  the  eaployee ' s  

expense account when submitted* A d e t a i l  l i s t  of a l l  claims f o r  

publ ic  transportet5.on inc luding  c i t y  bus, t a x i ,  an$ limousine f h r e s  



i n  amounts of $2,50 o r  l e s s  s h a l l  be shown on Travel  Expense Account 

under Wecord of Transportat ion Claimed f o r  Each T r i p o w  

13.372 Pr iva te  Conveyance : 

An employee t r a v e l i n g  by p r iva te  conveyance s h a l l  be reimbursed a t  

t h e  r a t e  of e i g h t  cen t s  (a$) per mile  on t h e  b a s i s  of the  s h o r t e s t  

p r a c t i c a l  rou te  between po in t s .  

13.3721 Reimbursement f o r  mileage i n  t h e  S t a t e  of Texas s h a l l  include 

the  use of Farm-to-Marketi roads ,  The l a t e s t  o f f i c i a l  

highway map published by t h e  S t a t e  Highway department s h a l l  

be t h e  o f f i c i a l  map f o r  use dur ing  the  c u r r e n t  b i enn iem.  

13.3722 When two o r  more employees t r a v e l  i n  a  s i n g l e  p r iva te  

conveyance, only one s h a l l  rece ive  a  t r a n s p o r t a t i o n  allowance, 

bu t  t h i s  provision s h a l l  no t  preclu$e each t r a v e l e r  from 

rece iv ing  a  per diem allowance, 

1303723 When two, th ree ,  o r  f o u r  o f f i c i a l s  o r  employees of Central  

Administration o r  of one of the  component i n s t i t u t i o n s  of the  

University with t h e  same i t i n e r a r y  on t h e  same dates a r e  re-  

quired t o  t r a v e l  on the  same o f f i c i a l  s t z t e  business f o r  which 

t r a v e l  reimbursement f o r  mileage i n  a  personal  ca r  i s  ch imed ,  

mileage reimbursement w i l l  be claimed and allowed f o r  only one 

of t h e  employees except a s  provide? h e r e a f t e r .  If more than 

four  employees a t t end  such meeting o r  conference i n  more than  

one c a r ,  f u l l  mileage reimbursement s h a l l  be allowed f o r  one 

c a r  f o r  each four  employees and f o r  any f r a c t i o n  i n  excess of 

a  mul t ip le  of four  employe~ss, If, i n  any ins tance ,  it i s  not  

f e a s i b l e  f o r  these  o f f i c i a l s  o r  employees t o  t r a v e l  i n  t h e  

same car ,  then p r i o r  o f f i c i a l ~ a p p r o v a l f r o m  the  Pres ident  f o r  

Cent ra l  Administration, o r  the  head o f t h e  component i n s t i t u t i o  

f o r  employees of t h a t  i n s t i t u t i o n  s h a l l  be obtained an8 s h a l l  b  

considered a s  au thor i za t ion  and t h e  b a s i s  f o r  reimbursement for  

t r a v e l  f o r  each person authorized t o  use h i s  personal  ca r  i n  

such t r a v e l ,  



allowed f o r  dues, r e g i s t r a t i o n  f ees ,  o r  s i m i l a r  expen incurred i n  jo in ing  
%I 

o r  a t t en2 ing  any type of organiza t ions  o r  z s soc ie t ions  unless  t h e  member- 

s h i p  i s  i n  the  name of t h e  S t a t e  of Texas and/or The Universi ty of Texas, 

Reimbursement w i l l  not be allowed f o r  t h e  c o s t  of meals t h a t  may be included 

i n  the  r e g i s t r a t i o n  f e e s .  Receipts  f o r  such dues o r  r e g i s t r a t i o n  f e e s  s h a l l  

be obtained enrl attcchm? t o  t h e  ex-rense account,  I f  ~:rbfmbursem&nt~~hS~~Claimed, 

vouchers s h a l l  include a stitement; t h a t  the.membershipi.is. i n l t h e  'nbme, of The 

Universi ty of Texas. 

13.39 -Eprl; l iem fill QUU.WA -- Subject  t o  the  advance w r i t t e n  npproval 

of t h e  Pres ident  of t h e  Universi ty,  t he  Executive Head of each component 

i n s t i t u t i o n  may des ignate  one a s s i s t a n t  who s h a l l  be reimbursed f o r  a c t u a l  

expenses of meals, lodging an* i n c i d e n t a l  expenses not  t o  exceed Twenty-five 

Dollars  ($25) per day when t r a v e l i n g  on o f f t c i a l  business e i t h e r  i n  o r  out 

of t h e  S t a t e ,  This au thor i za t ion ,  however, sha1.l be va l id  only f o r  periods 

not t o  exceeci one week i n  each ins t ance*  The ExecutiveHead of t h e  component 

i n s t i t u t i o n  author iz ing  such t r a v e l  allowance s h a l l  f i l e  with t h e  Comptroller 

of Public  Accounts a w r i t t e n  s tatement  as t o  the  purpose of such t r a v e l  expense 

incurred by the  employee each and every time such designat.ion i s  made. Travel  

authorized u n d e r t h i s  exception t o  t h e  per  c'iem allowance must be s p e c i f i c a l l y  

5 '  : i n d i c a t e s  i n  t h e r e q u f r e d ' r e p o r t s *  . .' 

u 4 S ~ e c i a l  Exceotions t o  Forevoine General Travel  Reaulat ions -- The provis ions  

of the  foregoing general  t r a v e l  r egu la t ions  app3.y t o  a l l  employees and a l l  

fun& hu t  employees may e l e c t  t o  toke aclvant.age of t h e  s p e c i f i c  exceptions 

authorized below: 

13 .@I. Contracts  - Travel  all.owances under research o r  o ther  con t rac t s ,  

which a re  100% reimbursable, fc l low the  terms of t h e  cont,ract, 

and i n  the  absence of s p e c i f i c a t i o n s  the  t r a v e l  r u l e s  an? regula- 

t i o n s  covering payments from Trus t  liunr's w i l l  apply,  

13. Trus t  Funcls -- Travel  allovunces paid from Trus t  Funds, unless  

otherwise spec i f i ed  unser the  g ran t  o r  g i f t ,  s h a l l  be on the  bas i s  

of a c t u a l  expenses incurrec' i n  l i e u  of per  diem not  t o  exceed a 

xaximum 3f $15,00 c cal-endar day a J'xponse incurrec' under t h i s  



provis ion  must be itemized so; a s  t o  show t h e  amount expended each 

day f o r  meals and lodgings. All publ ic  - t r a n s p o r t a t i o n  expenses 

i n  excess of $2.50 s h a l l  be supported by r e c e i p t s .  

1 I n t e r c o l l e g i a t e  A t h l e t i c s  -- Actual expenses w i l l  be paid a t  no 

per diem l i m i t ,  provided such expenditures in t3.e amount of $2.00 

o r  more a r e  supported by signed recei .pts .  



Sec. U .  Fseiaht an3 E x ~ r e s s ,  advert is in^" Postaee P 

m h  a-rintion Vouchera. 

l L k . l  Vouchers for  f re igh t  and express charges ;ire, if,practicable;maGe 

payable t o  the loca l  agent but i n  the namc of the transportation 

company, A careful check sha l l  be made f w  damages or shortages 

and, i f  any, notation i s  made on the rece ip t  of the transportation 

company before the shipments a r e  accepted. The vendor sha l l  be 

f ied i n  writ ing when damages or  shortages occur and a copy of t h e q i  

no t i f ica t ion  sha l l  be attached t o  the  voucher when deductions a r e  % 

made on the invoice. In  general, charges for  f re igh t  and. express 

are  made against  the same accounts a s  those charged for  the purchase 

of the  related materials. 

14.2 Transportation charges f o r  purchases a t  d3livered prices (f,o.b, des- 

t ina t ion)  cannot be paid by the Universit;y, An acceptance sha l l ,  

therefore,  not be given the transportation company unless such charges 

are  prepaid. 

11.3 A copy of the advertisement, a s  well a s  the  invoice and a f f idav i t  

of the publisher, showing r a t e s  i n  confor!nity with S ta te  laws, 

sha l l  be attached t o  vouchers f o r  adverti:;ements, 

1 Vouchers f o r  postege and postal  box ren t  :;hall bei made payable t o  

the United S ta tes  Postmaster. Postage stamps a re  available a t  a 

cen t ra l  supply center a t  most i n s t i t u t i ons ,  Where a postage meter 

i s  used by the in s t i t u t i on ,  the wse of stamps i s  l imited* 

14.5 Payment f o r  telephone charges sha l l  be handled a t  the Main University 

through the Office of the  Director of Physical Plant, Inter-depart- 

mental vouchers are  sent  t o  the departmen% being charged and a l l  

long-distance c a l l s  sha l l  be czreful ly  checked i n  the department 

before the vouchers are  sen t  t o  the Business Office, A t  the other 

component ins t i tu t ions ,  the vouchering and checking s h a l l  be handled 
, , - 

.&ro,ugh t h e  business off ices .  & d ~ n l y  authori  
ke  long dis tance ca l l s  on U i s ines s  and p e r s o  
ca l l s  shal l  not b e  charged to institutional accounts. " 

-4 
.. ..- 

. , . .  . . 
Copies of a l l  t e l eg rams  ' f ~ . h  

sen;t shall be t o r  office responsible  ;i 
for,* charge  f o r  one f i sca l  year  and  shal l  be  checked against  the  i temized 
bill fxogl Western Union before vouchering the bill.  The i temized s ta tement  
f r o m  Western Union showing the persons  sending each . telegram and the per- 
son to  whom the message  was sent  shal l  be  attached to  the voucher f o r  pay-,] 

&j ment. " 



1 7  Subscr ip t ions  t o  publ ica t ions  s h a l l  be vouchered a f t e r ' t h e  first copy 

i s  received. This i s  noted on t h e  voucher o r  inv3ice f o r  payment, 

a s  we l l  a s  the  period covered by the  s u b s c r i p t i o n o  

Sec. 15. and -.--At most of the  conponent i n s t i t u t i o n s ,  

s t a t i o n e r y ,  o f f i c e  supp l i e s  and some o the r  generc l  supp l i e s  and 

equipment may be secured through a n  i n s t i t u t i o n s 1  supply c e n t e r .  

Payment f o r  such purchases s h a l l  be by inter-departmental  t r a n s f e r  

vouchers which o r ig ina te  i n  the  o f f i c e  fu rn i sh ing  such m a t e r i a l s .  

When supp l i e s  and equipment a r e  purchased through t h e  Board of 

Control ,  o r  a r e  payable from l ~ o c a l  funds, t h e  general  r egu la t ions  

f o r  prepara t ion  of vouchers s h a l l  be a s  out l ined  here in .  

Sec.  16 ,  U r a n c e  on Mmev and Sepuritiea.--As approvgd by t h e  Board of Regents, 
A 

t h e  Universi ty c a r r i e s  a  blanket  system-wide pol icy  i n s u r i n g  a g a i n s t  l o s s  

of money o r  s e c u r i t i e s  a t  any of the  component i n s t i t u t i o n s .  The premium 

paid by each i n s t i t u t i o n  i s  separa te ly  computed m d  i s  based on t h e  coverage 

app l i cab le  a t  each i n s t i t u t i o n .  A t  t h e  time a  l o s s  occurs t h e  University 

Comptroll.er s h a l l  be n o t i f i e d  by the  appropr i a t e  Business M~na:; 
, . 

a p p o v e  all_ l o s s  claims and setti ~~ - 
' 

$10 ,000  s h a l l  b e  a p p r o v e d  b y  t h e  P r e s i d e n t  as 
a n d  s h a l l  b e  r e p o r t e d  t o  t h e  B o a r d  of. R e g e n t s  i a t  t h e  next  
mee t ing .  S e t t l e m e n t s  in  t h e  a m o u n t  of $10. onn. 



Sec. 16. m p n c e  on Mmev and S e a . - - A s  approved by t h e  Board of Regents, 

t h e  Universi ty c a r r i e s  a blanket  system-wide pol icy  insur ing  aga ins t  l o s s  

of money or s e c u r i t i e s  a t  any of t h e  component i n s t i t u t i o n s ,  The premium 

paid by each i n s t i t u t i o n  i s  separa te ly  computed and i s  based on the  cove::age 

alsulicable a t  each i n s t i t u t i o n ,  A t  t h e  time a l o s s  occurs t h e  University - -  
Comptroll.er s h a l l  be no t i f i ed  by the appropr ic te  Business Mcnc,y I 

under  - -  

A A 

~ ,. a n d  s h a l l  b e  i e p o r t e d  t o  t h e  B o a r d  of Regentr  
meet ing , , 'Se t t lements  in  t h e  a m o u n t  o f $ 1 0 ,  001 ' . . .,_ , , ,,.,, 

e advance  approva l  of t h e  B o a r d  of  Regen t s .  

Sec,  17. @ce iu t ine  f o r  P a m t s S  A l l  s t a t u t o r y  or r i d e r  provision requirements 

a s  t o  r e c e i p t s  f o r  warrants i n  payment of s a l a r i e s ,  wages o r  reizburse-  

ment of o f f i c i a l  t r a v e l  expenses shall. be complied with by the  conponent 

i n s t i t u t i o n s .  

t r o l l e r , ,  
? next  I 



Chapter I V  
- - 

: Se The official purchasing agents . . , v ... .. . ,., ~ , ,.,..:.>.., -- 
a l l  have sole authority to obligate 

-ndk'dftheir respective ins t i tk ions  for  purchases unless other-  
y i s e p r o v i d e d  ~ ~~~ in  these regulations o r  otherwise specifically 

app~~;v'6d%ytfi '6' institutional h e i d  and the President  o r  b y  the 
Board of Regents. The University can a s sume  no liability fo r  
payment of obligations except those incurred  in accordance with 
authority thus granted. . . . 

'-1 
S e q h  2. Purchasing Ethics. 

2. 1 AU qualified, reputable bidders shall  be  :given equal 
, , ; : , ,, opportunity .. . . ,: v,.. . "  . .., to . 

submit . bids on a uniform bas is  when competition 
: I is $,--g-$f,le. , . 

, .  , . . .  2, . ,  . . . , . ... . . . ,, , , , . , , ;  . , " .  , , ,  , . , # ,  , 8 ,  , ,  , . . , , ,. , ,, ,, 

2. 2 No bidder shall  receive special  consideration o r  be allowed 
: t o  rev ise  his bid a f te r  the t ime se t  fo r  opening bids. 

2. 3 Purchasing agents and their  staffs and o thers  authorized 
bv OP under these regulations to make purchases shall  not accept - - 
gratuit ies o r  become obligated to individuals o r  f i r m s  seeking 
business.  

2 . 4  Any violations of these purchasing ethics shall  be reported 
promptly to the President  and to the Board of Regents. 



' " w i s e  provided in these regulations o r  otherwise specifically 
approved by the institutional head and the President  o r  by the. 
Board of Regents. The University can a s sume  no liability fo r  
payment of obligations except those incurred  in accordance with 
authority thus granted. 

SeqCi.gi 2. Purchasing Ethics. 
2. 1 All qualified, reputable bidders shall  be  given equal 
opportunity to submit bids on a uniform bas is  when competition 
is possible.  

2.  2 No bidder shall  receive special  consideration o r  be allowed 
to rev ise  h is  bid a f te r  the t ime se t  for  opening bids. 

2.  3 Purchasing agents and their  staffs and o thers  authorized 
by o r  under these regulations to make purchases shall not accept 
gratuit ies o r  become obligated to individuals o r  f i r m s  seeking 
business. 

2 . 4  Any violations of these purchasing ethics shal1,be reported 
-\ 

promptly to the President  and to the Board of Regents. 
.- 
p~ 

~ -- 
Se .-s.:<7zm: ss<c= ?: 

z .  & ~ ,  
~~~ . ~ - .  

Regulations o r  
~~ - .. ~-~~ . ~. ~~ ~~ 

~ ,. . 

specifically approved by the Board of Regents, the State PUP- 
chasing Act o,f 1957 shall  govern the purchasing policies of the 
University. This Act gives the authority to the University to - -- purchase,  without approval of the Board of Control: 

4 Suppli.es, mater ia l s ,  se rv ices  and equipment fo r  - 8 ,  r e sa le .  
, ("8. . FOP Auxiliary Enterpr i ses .  - 1c)l. F o r  Organized Activities relating to instructional - 
B;, departments.  - q4. . F 

i som Gifts and Grants.  
- v 

3.  2 Unless otherwise provided in  these regulations o r  specific- 
a l ly  authorized by the executive head and the President ,  all pur-  
chases  of supplies and equipment shall  be  made through theoffi- 
cia1 purchasing agents of the component institutions. 

3. 3 The official University purchasing agents and divisions, 
departments,  o r  offices of the University to whom the purchas-  
ing function has  been delegated shall  observe sound ah$ generally 
accepted purchasing pract ices  of educational institutions includ- 
ing the following: 

3.  31 I tems on State Contract processed through the 
Board of Control will be purchased through the 
official purichasing agents. 

3.  32 Purchases  of supplies and equipment payable (or  
reimbursable)  f r o m  Federa l  funds, t rus t  funds, 
and auxiliary en terpr i ses  funds may  be made 
directly f r o m  vendors if i t  is essential  to effi- 
cient operation to do so  o r  if monetary savings 
would resul t .  

3. 33 Closed o r  non-competitive specifications shall  not 
be used except in unusual instances clear ly justi- 
fied as being essent ial  to efficient operating p e r -  
formance. Reports of all such exceptions with a 
summary  of the reasons therefor  shall  be  filed 
quar te r ly  with the President  and with the Secre-  
t a r y  of the Board of Regents. 

I 

3. 34 Competitive bids,  usualiy a minimum of th ree ,  
shall  be secured  whenever competition is available 

3.  35 Purchase  awards should be made to the supplier 
submitting the "lowest and best  bid" a s  defined in 
the State Purchasing Act of 1957. - - -~ 

, 



information from it, can be secured from e purchasing agents9  k 
who a l s o  render a s s i s t a n c e  i n  securing b ids  we l l  a s  i n  preparing 

and processing r e q u i s i t i o n s .  

Set. ,4 ,  Contacts with t h e  S t a t e  Board of Control ,  A l l  kontacts ,  whether o r a l  
I 

or  wr i t t en ,  with the  Stat,e Board of Con 
&:- 

I .  

handled through the  o f f i c i a l  

au thor i za t ion  i s  obtained 

persons t o  do so. 

Sec. 5. Reauis i t ions .  

5.1 Separate r e q u i s i t i o n s  s h a l l  be made f o r :  

5.11 S t a t e  cpn t rac t  i tems purchased through the  P r in t ing  DivisiBn 
L 

of t h e  S t a t e  Board of Control; 

5.12 S t a t e  con t rac t  i tems purchased through t h e  Purchasing Division 

of t h e  S t a t e  Board of Control;  and 

5 4 3  Items t o  be purchased i p  the  open market by competitive bid$ 

o r  otherwise. 

5e2 Requis i t ions  f o r  suppl ies  and equipment s h a l l  be prepared on the  
<\ 

o f f i c i a l  departmental r e q u i s i t i o n  form, approved by the  chairman 

of the  department, o r  o the r  adminis t ra t ive  o f f i c i a l ,  and the  o r i g i n a l  

forwarded t o  the business o f f i c e  o r  Other designated o f f i c e  f o r  

approval  a s  t o  a v a i l a b i l i t y  of funds and t o  the  o f f i c i a l  purchasing 

agent  f o r  approval of the  purchase, Requis i t ions  s h a l l  show an  

a c t u a l  o r  estimated cos t  and s h a l l  be numbered consecutivelya 

Separs te  r e q u i s i t i o n s  s h a l l  be made f o r  purchases on t h e  open market 

f o r  each c l a s s  of i tems,  such a s  hardware, e l e c t r i c a l  suppl ies ,  

chemical suppl ies ,  e t c .  The department s h a l l  be furnished a copy 

of each purchase order  i ssued aga ins t  i t s  funds by t h e  purchasing 

a g m t s  . 



5.3 Requis i t ions  s h a l l  not be required f o r  per ishable  items, automobile 

r e p a i r s  which include both mate r i a l  and labor ,  and se rv ice  charges 

which include only l abor .  However, vouchers payable from S t a t e  funds 

f o r  per ishable  items, o r  automobile r e p a i r s  including mate r i a l  must 

be approved by t h e  S t a t e  Board of Control. 

Sec. 6. Beauis i t ions  f o r  Smce  Leases. 

6,1 Space l e a s e s  involving buildings must, by law, be approved by t h e  

S t a t e  Board of Control and may not  extend beyond the  current  

biennium, 
' P r o p o s a l s  

l e a s e s  r e q u i r e  t h e  approva l  of t h e  P r e s i d e n t  a n d  t h e  B o a r d  o f .  
a n d  l e a s e  c o n t r a c t s  d rawn in  a c c o r d a n c e  wi th  s u c h  approva l  shall 
by t h e  'Univers i ty  C o m p t r o l l e r .  " 
... ---- ~ -- ---* -r--- ---~-----', ""uI-6- L ~ S S  r ; u ~ + r ~ u ; u  rrru. ..- ---- 

o r  o the r  purposes* The r e q u i s i t i o n  must. show: ; 5 - "  

-1 . d 
Type of space and purpose of i ts  use) 

2 [pproxirnate number of square f e e t  J 

$ether j an i to r  se rv ice  and/or u t i l i t i e s  will be furnished by 

the  l e s s o r  > 45 j e r iod  of t h e  l e a s e  and I 
& by other  requirements. 

\bniversgy Comptroller 

Sec, 7. Rental of Machines anrl Eauiment ,  Requisi t ions f o r  r e n t a l  of a l l  

machines and equipment a r e  required,  by law, t o  be approved by t h e  

S t a t e  Board of Control p r i o r  t o  the beginning of t h e  r e n t a l  period. 

They a r e  submitted through., t h e  purchasing agents  and payment of t h e  

r e n t a l s  s h a l l  be made only a f t e r  approval of t h e  r e q u i s i t i o n s  by t h e  
\s' 

Board of Control,  Also, see  sec t ion  11, of t h i s  Chapter, 



Sec. 8. Purchase of A i r  Conditioninu Eouiwent .  It i s  t h e  po l i cy  of t h e  Board 

of Regents t h a t  expenditures f o r  purchase of any new o r  addi taonal  

a i r  condit ioning equipment must be approved i n  advance by t h e  Board o r  

t h e  Pres ident  on recommendation of t h e  executive head of t h e  component 

i n s t i t u t i o n ,  Because t h e  i n s t a l l a t i o n  o r  replacement of a i r  condition- 

i n g  equipment f r equen t ly  involves s p e c i a l  e l e c t r i c a l  i n s t a l l a t i o n s ,  

departments s h a l l  secwre t h e  approval,  i n  wr i t ing ,  of t h e  Direc tor  of 

Physical  P lan t  and/or t h e  Business Off icer  before i n i t i a t i n g  a 

r eques t  f o r  such equipment, When departmental funds a r e  t h e  source of 

t h e  o r i g i n a l  purchase, i n s t a l l a t i o n  cos t s ,  a s  wel l  a s  maintenance and 

r e p a i r  cos t s ,  s h a l l  be paid from departmental budgets, 

Sec, 9. a r c h a s e  of S ta t ionerv .  Office S u D ~ l i e s  S t e n o e r e ~ h i c  Serviceg, 
h and M u l t i l i t h  Work. P r i n t i n u ,  Books. Per iodica ls .  and 

9 d  S ta t ione ry ,  o f f i c e  suppl ies ,  s tenographic se rv ices ,  mimeograph and 

m u l t i l i t h  work s h a l l  be purchased by departments and admin i s t r a t ive  

o f f i c e s  from t h e  Stenographic Bureau a t  t h e  Main Universi ty o r  from 

a c e n t r a l  source of supply a t  t h e  o ther  component i n s t i t u t i o n s .  The 

depmtment,  i n  wr i t ing ,  s h a l l  au thor ize  c e r t a i n  persons t o  make such 

purchases. 

9.2 P r i n t i n g  a t  t h e  Main Universi ty i s  usua l ly  purchased from t h e  

Univers i ty  P r i n t i n g  Division, and a t  t h e  o the r  component i n s t i t u t i o n s  

purchases are'made a s  designated by t h e  business o f f i c e r ,  

9.3 Books, pe r iod ica l s  and magazine subscrj.ptions, i f  payable from 

genera l  budget funds, s h a l l  be purchaskd a t  t h e  Main Universi ty 

through the  Universi ty Library  by the  llse of a book order  card.  Pur- 

chases from other  fun& a t  t h e  Main Uniiversity and purchases a t  t h e  

o the r  component i n s t i t u t i o n s ,  s h a l l  bemade by r e q u i s i t i o n  through 

t h e  purchasing agents .  

Sec, 10. Purchases from Em~loveeg, Purchases a r e  not  permftted from any 

o f f i c e r  o r  employee of t h e  Universi ty unless  t h e  c o s t  i s  l e s s  than 



t h a t  from any other known source and -il approved by the in s t i t u t i ona l  

heads, the  President, and the Board of Regents. Details of such 

transactions s h a l l  be reported i n  the dockets o r  Mfnutes of the  Board* 

Sec. 11. -1 of C a a i n  Twewrf tqp ,  In  accordance with the current 

appropriation b i l l  purchase or  r en t a l  0:: executive and/or proportional 

spacing typewriters is not permitted un:iess the head of the department 

makes an a f f idav i t  attached t o  the  requ:i.sition for  the purchase tha t  the 

use of such typewriter sha l l  be more eccmomical than purchasing printed 

matter and such typewriter s h a l l  be i n  continuous use f o r  a t  l e s s t  s i x  (6) 

hours a day, Also, eee Sectfor:, 7 of LMs Chapter 0 

t . have  been used by  the component i~nstitution making the o r d e ~ .  

- - . . 



Chapter V 

PERSONNEL 

Sec, 1. Glassified Personnel, The Policy of the Board of Regents on the 

Development and Coordination of the Classified Personnel Programs. 

This policy covers: 

1,1 The development and operation of the Branch Personnel Program as 

defined in the duties of the Branch Personnel Officer, This extends 

to : 

1.11 The administrntion of the 

institution. The hall : 

1,111 Know the objectives and all of the details of the 

program. 

1,112 Assume responsibility for recommending all changes in 

the written program to his chief executive officer, 

1,113 Interpret the personnel program to his institution-- 

administration, supervisors, and employees, 

&&: v .  & i  
1,12 The classification plan, ~ h e & ; e ~ h a l l :  

L/ 

1,121 Recommend all changes in any existing job classificai 

tion or the creation of any new job classification, 

Id22 Write all class specifications. 

1.123 Allocate all jobs to the proper job classification, 

1,lU. Assure that no person is eppointed in a position in the 

classified service under'a title not incl-uded in the 

Classification Plan, . ~ 7 < I  

~ d , . 
1013 The Pay Plan. 

1,131 Recommend all changes in approved salary ranges together 

with the ranges for all new job classifications. 

1.132 Make salery studies to determine correctness of existing 



s a l a r y  ranges and t o  s u b s t a n t i a t e  recommendations f o r  

new ranges o r  changes i n  e x i s t i n g  ranges. 

1 .U3  Assure t h a t  no appointment and/or change of s a l a r y  is 

made which i s :  

,I- 
l0P?31 Below t h e  minimum s a l a r y  f o r  the  c l a s s  range 

(except f o r  a "Trainee") 

1,1332 Above the  maximum s a l a r y  f o r  the  c l a s s  range* 

1 1 3  Not on a r egu la r  s t e p  (or  f r a c t i o n  thereof i f  

p a r t  t ime).  
i ;-,,~- li ;S+Y~L. j.>*a"f- 

d @{C 
y 

1.14 The p o l i c i e s  and r u l e s .  The?&$ s h a l l  : .___.-A 

1,141 Provide a uniform i n t e r p r e t a t i o n  of t h e  i n h t i t u t i o b ' s  - 

personnel policy. 

1 . 1 ~ 2  'Advise  h i s  chief  execu t ive  o f f i ce r  a n d  t h e  S y s t e m  
nel A d h e r  o f  a n y  violat ion o r  a b u s e  of t h i s  policy.  

1,143 Recommend any necessary change i n  t h e  wr i t t en  

and Ruleg. ,,-? a A ,,- 
&:4 L)- &,& . . 

. .. 
1 . l5  Personnel t ransact ion .  ~ h ( ~ & r  s h a l l  : 

F 

-.. - 

1,151 Approve a l l  budget recomnendations, appointments, changes 

of s t a t u s ,  m i l i t a r y  leaves ,  leaves  without pay, s e p r a -  

t i o n s  o r  o the r  personnel t r ansac t ions  involving c l a s s i -  

f i ed  employees $$&+to f i n a l  considerat ion by h i s  chief  

executive o f f i c e r  t o  assure  conformity with a l l  provisions 

of t h e  C lass i f i ed  Personnel Program, 

1,152 Ca l l  t o  t h e  a t t e n t i o n  of h i s  chief  executive o f f i c e r  i n  

wr i t ing  any v i o l a t i o n  of t h e  program which may be 

approved outs ide  t h e  channels provided above, with a 

capy t o  the  



. . &$ 

. .. . . 
.T"- 

1 .16 Personnel s e r v i c e s  Thd3%mrk&hall provide necessary 
c_. 

personnel s e r v i c e s  t o  dephrtments of h i s  i n s t i t u t i o n  a s  

r a p i d l y  a s  time and s t a f f  p e w i t . ,  These se rv ices  should 

include,  a s  a minimum, t h e  following: 

1,161 Central ized personnel recordsa 

1,162 A program of interdepsrtu.enta1 promotions. 

1,163 Central ized r e c r u i t i n g  f o r  job vacancies. 

1.161 A t r a i n i n g  program. 

1.165 A prggram of employee conmunication. 

1 .2  The development and coordinat ion of the System-Wide Personnel 

Program, T @ ~ ~ ~ ~ & ~ & T & , B ~ I ~ J C ~  

l e 2 1  The C l a s s i f i c a t i o n  Plan, 

1.211 Goveraze: The Clacs i f ied  Service  of The Universi ty o f  

Texas System s h a l l  include a l l  pos i t ions  on t h e  s t a f f  

a t  t he  Universi ty which dc not  e n t a i l  s i g n i f i c a n t  

i n s t r u c t i o n a l  r e s p o n s i b i l i t i e s  o r  r e s p o n s i b i l i t i e s  f o r  

the  adminis t ra t ion  of i n s t r u c t i o n a l  o r  research  organi- 

za t ions ,  The chief  executive o f f i c e r  of each component 

i n s t i t u t i o n  s h a l l  determine t h e  inc lus iveness  of t h e  

c l a s s i f i e d  servi-n t h i s  genera l  d e f i n i t i o n ,  and /-. 
6 \. s h a l l  submit upon reques t ,  t o  the Pres ident )a  l i e t  of those 

~ -,- ,*/f 

admin i s t r a t ive  o r  research  p o s i t i o n s  not  included 

i n  the  c l a s s i f i e d  program, 

1 ,212 Tvue of Plan: Uniform use s h a l l  be made of t h e  "grading 

o r  Job C l a s s i f i c a t i o n n  system of job evalua t ion ,  Job 

s p e c i f i c a t i o n s  s h a l l  be prepared according t o  t h e  

.Pcoced&e f o r  Writ ing Class Saec i f i ca t ions  provided by 

the  Office of t h e  Pres ident  of The Universi ty of Texas. 



1,213 Lob T i t l e g :  Standardized job t i t l e s  s h a l l  be used f o r  
. 

' . s imi l ia r  job c l a s s e s  conmon t o  two o r  more of the 
' -. - 3 

component i n s t i t u t i o n s  order  t h a t  a p a r t i c u l a r  job 
,... _--I -- ___,_ 

t i t l e  s h a l l  descr ibe  gr s i m i l a r  work;? Classes 
L___.---- .---.l_.-_.-.~.,...~ ,." / 

unique t o  a component i r : s t i t u t i o n  s h a l l  have s u i t a b l e  

d e s c r i p t i v e  t i t l e s .  

1.2l.4 Job Code: A uniform jot) code e n t i t l e d  the  Personnel 

C l a s s i f i c a t i o n  Code, s h a l l  be used t o  des ignate  job 
,," .>., 

c l a s s e s ,  This  code ~ ~ ~ ~ b e  used on IEN cards t o  

compile s t a t i s t i c a l  information on c l a s s i f i e d  employees, 5 

1.22 The Pay Plan,  

1.221 A uniform system of s a l a r y  s t e p s  providing f o r  an  

inc rease  of f i v e  per cent, ,  t o  t h e  nea res t  d o l l a r ,  above 

each preceding s t e p  shal l .  be used f o r  a l l  pay p lans .  

A l l  s a l a r i e s  s h a l l  be on s a l a r y  s t e p s ,  o r  a f r a c t i o n a l  

p a r t  t he reo f .  

1.222 A uniform system f o r  s e t t i n g  f o r t h  t h e  s a l a r y  ranges f o r  

each job c l a s s i f i ca$ ion   hall be used i n  t h e  pay plans 

f o r  each i n s t i t u t i o n .  

1.223 S a l a r y  ranges f o r  each jcib c l a s s i f i c a t i o n  s h a l l  be 

dependent upon the  compet:itive labor  market s i t u a t i o n  

f o r  each i n s t i t u t i o n ,  a s  determined by pay surveys. 

1 ,23  The p o l i c i e s  and r u l e s ,  

1 ,231 Each i n s t i t u t i o n  s h a l l  opera te  its Class i f i ed  Personnel 

Program under a p o l i c y  stetement  covering the  appoint- 

ment, compensation, and working condit ions of c l a s s i f i e d  

employees, 

1,232 Uniform p o l i c i e s  s h a l l  bf. followed i n  nroviding vacr,tion, 



s i c k  l eave ,  e t c . ,  w i th in  t h e  l i m i t a t i o n s  imposed by 

l o c a l  opera t ing  condi t ions .  

1 * . . -GYassrPrscF- Personnel  Off icer .  

- 
1 The chief  executive oi ' f icar  of each component i n s t i t u -  

t i o n  s h a l l  des ignate  one q u a l i f i e d  o f f i c i a l  who s h a l l  

be respons ib le  under t h e  chief  executive o f f i c e r  of 

t h a t  i n s t i t u t i o n  for t h e  tlevelopment and opera t ion  of 

t h e  C l a s s i f i e d  Personnel Program, 

1 2  Funct ional  d i r e c t i o n  and k e l p  on t e c h n i c a l  personnel  

ma t t e r s  s h a l l  be provided each c l a s s i f i e d  personnel  

o f f i c e r  by t h e  Office of t h e  Pres ident  of The Universi ty 

of Texas. 

1.2f Approval of  add i t ions  t o  and changes i n  t h e  C l a s s i f i e d  Personnel 

Program 

- 
1.2$1 Formal approval  of t h e  C l a s s i f i c a t i o n  Plan, Pay 

Plan, and P o l i c i e s  and Rules developed by each 

i n s t i t u t i o n  was obtained from t h e  Board of Regents 

a t  t h e  t ime each program was formal ly  adopted, 

- 
1,242 Changes i n  t h e  C l a s s i f i c a t i o n  Plan, Pay Plan, and 

P o l i c i e s  and Rules a t  each i n s t i t u t i o n  must be 

made upon t h e  recommendation of t h e  branch 

personnel  o f f i c e r ,  t h e  ch ief  executive o f f i c e r  of 
/ L-4. 

t h e  i n s t i t u t i o n ,  andfithe approval  of t h e  Pres ident  

and t h e  Board of  Regents. Such changes must have 

t h e  approvbl  of t h e  Pres ident  p r i o r  t o  i n c l u s i o n  

i n  t h e  Regents' Docket f o r  t h e  i n s t i t u t i o n  concerned. 

1.26 g&gg - The System Personnel 

Adviser s e rves  a s  a s t a f f  o f f i c e r  adv i s ing  t h e  Pres ident  through 

t h e  Vice-Pmsident f o r  F i s c a l  A f f a i r s  on t h e  C las s i f i ed  pcrsonnel  



programs f o r  each of t h e  component u n i t s  of the system. 

1,27 Reports,  

Necessary repor t s  concerning the  s t a t u s  and operat ion of the  various 

c l a s s i f i e d  personnel programs may be required by the  President cf 

The University of Texas. 

Sec,  2. Senera1 Personnel, 

2.1 Fi r le l i tv  Bond. 

, . 2.11 A s  approved by the  Board of Regents, the  Universi ty s h a l l  car ry  a 

blanket Dosition ( f i d e l i t y )  bond which shal.1 cover employees of a l l  - .  ~. 

P - Component i n s t i t u t i o n s .  
'All employees  ."L 

overed i n  the amount  of $5,000 each., It sha l l  b e  the r e s p o n s i -  
$4 

t h e ' ~ ~ o m p t r o l l e r  t o  peconi&nd t o  ' t he  Pres idei t thr%igh t h e  Vice- 
p . . ,. - , , -.dI. ,, 

fdr .  Fisd.al Affairs the  a d m i n i s t r a t i v e  ' o f f i c i a l s  who a r e  t o  b e  
i-i3,::,' ~ ~~ 

. , . ~ ~  ~~,~~ ~ ~ , ,,. ,.>, , , . .  
a m o u n t s  i n  e x c e s s  of t c ~ s  f i g u r e ,  and the amount  of  c o v e r a g e  . ~ ~ 

1 
./- 

d,f0r ~~ - -..--- each.ditor  ~ i s  necessary. K.4- b+-J-- 

*:G"- -.*- 

e Secretary of S t a t e  and the  S ta te  Coinptroller of Public dccounts 

s h a l l  be each furnished with an o r i g i n a l  of the  bond. The B?nd s h a l l  

h- be issued i n  W - i p l i c a t e  or ig inals" , :wi th  one o r ig ina l  t o  remain with the  
A 

University - Comptroller. 'A copy of t h e  Bond sha l l  be f i l ed  i n  t h e  
the  S e c r e t a r y o f  the  B o a r d  of Regents .  " <-. 

' \; 

hepremium for thebond  i s  prorated t o  the  componenr m s n r u r l o n  

the  bas i s  of the  number of employees covered f o r  which a prenium 

'is made. 

2.1,!+ A t  t he ' t ime  a l o s s  occur e University Comptroller s h a l l  be no t i f i ed  by the  

s 
a 

appropriate Business Manage$ and s h a l l  approve a l l  l o s s  claims and - . . ., - - - - . - - . . . .  d? ,-- ,,_....'Any se t t l ement  
$ 1 ~ 0 0 0  a n d  under  $10,000 s h a l l  b e  a p p r o v e d  b y  t h e  P r e s i d e n t  as we  
b y  the  C o m ~ t r d l l e r ,  a n d  shall b e  r e p o r t e d  t o  the  B o a r d  of R e g e  
f ica t ion at the  next  meeting.  . Set t l ements  i n  t h e  amowt of $10,000 
must have t h e  a d v a n c e . , a ~ p r o v a l  of the  B o a r d  of Regents.  " 

-- ~~~. ~ - ~ .  ~~~ 
~~~ ~. ~ ~ .~ 

~ ~ ~- -. ~ - -  ~ 

Every emp20yee,mu$t execUte and 

t h e  i n s t i t u t i o n a l  business o f f i c e r  an Employees' Withholding Fxemption C e r t i f i c a t e  

before compensation can be paid, s ince  t h e  Unibed S t a t e s  Treasury Department, 

In te rna l  Revenue Service, r equ i res  co l l ec t ions  of Income Tax on wages a t  the  source 



programs f o r  each of t h e  component units of the  system, 

1,27 Reports. 

Necessary r e p o r t s  concerning t h e  s t a t u s  and operat ion of t h e  various 

c l a s s i f i e d  personnel programs may be required by t h e  President  of 

The Universi ty of Texas 

Sec, 2 *  General Perso&u&, 

2,l F i d e l i t v  bnd .  

2.11 A s  approved by the  Board of Regent s, the  Universi ty s h a l l  ca r ry  a 

i.i ., , blanket pos i t ion  ( f i d e l i t y )  bond which s h a l l  cover employees of a l l  

of t h e  S t a t e  Auditor i s  necessary. K.# A'-,-+- 

v"5r b .. 

e Secre tary  of S t a t e  and t h e  S t a t e  Coinptroller of Public Accounts 

s h a l l  be each furnished with an o r i g i n a l  of t h e  bond. The Bond s h a l l  

6 be i ssued i n  W r i p l i c a t e  originals", ;  with. one o r i g i n a l  t o  remain with the  
A 

University - Comptroller. 'A copy of t h e  Bond s h a l l  b e  f i l e d  i n  t h e  
the S e c r e t a r y '  of t h e  B o a r d  of Regen t s .  " Xi 

The~pri?miurif6? t h e  bond i s  prorated t o  t n e  c m p o n e n ~ - I n s m ~ u u  

the  bas i s  of t h e  number of employees covered f o r  which a premium 

2.14 A t  the  time a l o s s  occur University Comptroller s h a l l  be no t i f i ed  by t h e  

appropriat,e Business Yanaget; and s h a l l  approve a l l  l o s s  claims and s 
\ 

..>_I_ . _ _  : b . .  ,- ,,. ..'Any s e t t l e m e n t  
$1 ,000 a n d  u n d e r  $10,000 s h a l l  be a p p r o v e d  b y  t h e  P r e s i d e n t  as we1 
b y  t h e  C o m p t r o l l e r ,  a n d  s h a l l  b e  r e p o r t e d  t o  t h e  B o a r d  of Regents  f 
f ica t ion  a t  the next  meet ing .  - S e t t l e m e n t s  i n  t h e  amount  of $10, 000 

v e  t h e  advance  , a p p r o v a l  . of t h e  B o a r d  of Regen t s .  l1 

~~~ ~. ~ ~~ ~~~ .w . ~ ~ ~ ~ . .  ~. ~- ~~ ~ 

- 

2.2 Withholdinn%emOtion C e f t i f i c a t a .  Every ernpLoyeemugtexectlte and f i l e  w 

t h e  i n s t i t u t i o n a l  business o f f i c e r  an Employees' Withholding Fxemption C e r t i f i c a t e  

before compensation can be paid, s ince  t h e  Unibed S t s t e s  Treasury Department, 

I n t e r n a l  Revenue Service, r equ i res  co l l ec t ions  of Income Tax on wages iit t h e  source 



The deductions f o r  taxes  u i thheld  i s  authorized by S t a t e  Law on p a y r o l l  

forms prescribed by the  S t a t e  Comptroller. 

2.3 Leave f o r  M i l i t a r v  Duty. 

2.31 A lea,ve of absence not  t o  exceed f i f t e e n  ;calendar days i n  any one 

calendar year  i s  grsnted f a c u l t y  o r  s t a f t  members who, a s  members 

of t h e  National Guard. o r  O f f i c i a l  M i l i t i $  of Texas, or,members. of 

any of t h e  Reserve Components of t h e  Arm48 Forces, a r e  engaged i n  

f i e l d  o r  coas t  defense t r a i n i n g ,  parade cjr encampmont a s  ordered 

o r  authorized by proper a u t h o r i t y .  Duriqg such periods,  t h e  

employee i s  absent  without l o s s  of e f t ' i c h n c y  r a t i n g  o r  vacat ion  

time, o r  sa l a ry ,  . . ,  and is res to red  t o  t h e  i o s i t i o n  and s t a t ,u s  he 

previous ly  held when re l i eved  from m i l i t d r y  duty.  

2.32 The i n s t i t u t i o n a l  heads may prescr ibe  f o ~ m s  and procedures f o r  such 

reques ts .  

2 1  -& Personnel,. 

2,411 The scheclule of a c t i v i t i e s  s h a l l  ble so  organized t h a t  employ- 

e e s  a r e  not required t o  work i n  eAcess of establ ished.  work 

per iods  edcept when operat ing n e c d s s i t i e s  demand it. / I 

Equivalent compensatory time o f f  lfor required overt iheioE'  

a t  l e a s t  one hour o r  more above eistablished work periods i s  

given employees whose s a l a r i e s  a r b  below t h e  minimum f o r  a 

ful l- t ime i n s t r u c t o r  a t  a l l  i n s t i k u t i o n s  except the  M, D o  

Anderson Hospital  and Tumor I n s t i i u t e  an$ the  Southwestern 

Medical School where d e f i n i t e  s a l h r y  l i m i t s  a r e  s e t ,  

2.412 Overtime equivalent  not  t o  exceed1 a r egu la r  vork week may be 

accumulated an? compensatory time/ taken 6 t  a mutually conven- 

i e n t  t i m e .  Under exceptional  cirbumstances payment may be made 

t o  ' e l i g i b l e  employeea,ton,a e ' traigbt:  t i m b  b a s i s  from t h e  budget of 



t he  employing department, upon approval of t h e  appro- 

,prpri'ate admin i s t r a t ive  o f f i c i a l s  @ 

2.42 Faculty.  

2.421 Full-time f a c u l t y  members of t h e  rank of I n s t r u c t o r  

or above a r e  pe rmi t t ed ' to  ,dark a maximmi bf 10 ,hours per 

week a d d i t i o n a l  time i n  goverbmerit and o ther  sponsoPW 

p r o j e c t s  upon recommendatim of the  chairman an+ dean 

of t h e i r  r e spec t ive  depart~nents ,  schools,  o r  co l leges ,  

and w i t h  t h e  approval of t h e  p ro jec t  d i r e c t o r  and t h e  

head of t h e  component u n i t  and t o  rece ive  ex t ra  compen- 

s a t i o n  f o r  such work a t  a pro r a t a  of t h e i r  
, , 

fu l l - t ime teaching s a l a r y  r a t e )  
, . 

t ha t  s u c h  addi t ional  w o r k  d o e s  not i n t e r f e r ' e  with t h e  r e g u l a  
ss of t h e  individual .  " 

. ,  . .. 
. . . .. ,- ,. 

or  above may be s i m i l a r l y  approved f o r  a d d i t  

work i n  govermenkand o t b r  sponsored p r o j e c t s  sub jec t  t o  a 

maximum combined work load of 50 hours per week, 

compensation i n  t h e  sponso:ced p r o j e c t  t o  be a t  a pro 

r a t a  of t h e  r egu la r  full-time teaching s a l a r y  r a t e .  

2.423 With r a r e  exceptions, f u l l - t i m e  employees on a twelve 

months8 s a l a r y  basis s h a l l  not  be permitted e x t r a  

employment on government and o ther  sporiscred p r o j e c t s *  

I n  t h e  event t h a t  such emp'loyment i s  approved, it is 

governed by t h e  limitatLon,g s t a t e d  above. 

2,51 The employment of s tudents  a s  Teaching Ass i s t an t s  and 

Ass i s t an t s  a t  t h e  Main Universi ty i s  e f fec ted  through 

t h e  appropr ia te  departmental chai:-man and dean i n  accordance / 
with t h e  Quant,ity of Work r u l e  wi th  n o t i f i c a t i o n  t o  the  

Vice-President and Provost. 



2,52 The employment of students a s  classifies personnel i s  

handled through t h a t  off ice;  notices of work available 

s r e  l i s t e d  with the Student Employment Bureauo 

2.53 The Quantity of Work ru l e  provides t h a t  the combined 

study and work load of an employed student may not exceed 

s i x t y  hours per week, In a r r iv ing  a t  the  t o t a l  combined 

work load, each c lass  hour of course work carried i s  

valued &t three clock hours. 

2.54 Exceptions t o  t h i s  ru l e  are r a r e ly  made and then s h a l l  

be made only upon spec i f ic  recommendation of the  s tudent8@ 

academic dean, 

2.6 Patent Policv. Where no specif ic  contrsct  t o  the contrary has been 

approved by the Board of Regents, the follow$ng ~ c l i c y  

appl ies '  t o  obtained by Unlversi'ty employe$s 8 '  : : :.:, ;- 

. , I , ,  

2.61 The t i t l e  t o  the patent for  a dis1:overy or  invention by a 

University employee sha l l  belong to the employee subject  

t o  the following provisions: 

2,611 When t o t a l  net roya l t ies ,  >r other compensations, are  

l e s$ than  $1,000, no paymmt t o  the University i s  re- 

quired . 
2.612 When net royal t ies ,  or othlw compensations, amount t o  

more than $1,000 but l e s s  than $5,000, 10% of the ex- 

cess of such roya l t ies  or  other compensations over 

$1,000 sha l l  be paid t o  tho University. 

2,613 When net  royal t ies ,  or other compensations, amount 

t o  more than $5,000, the  royal ty  or  other compensation 

paid the University w i l l  1- 10% on the amount above 

$1,000, but l e s s  than $5,000, and 20% on a l l  amounts 



of $5,000 o r  more. 

2,614 Where contributions have been mate t o  research projects  

by pr iva te  donors, non-exclusive l icenses  on a l l  inventions 

or  discoveries resu l t ing  from su~:h research may be issqed 

on a reasonable basis without discrimination i n  favor of 

or against  those making contributions i n  a i d  o f  the  

research. 

Sr <b 
Sec. 3, Other Renulations Concerniner Personnel ,Ire Rmorted i n  Rules and, 

QL!P \ 
/+ R e d a t i o n s  of the  Board- of Resents. Pa:rt &), as follows: 

Affidavit  - Chapter 111, Set. 1.6, pt%ge'19. 

Po l i t i ca l  Aid and L e ~ i s l a t i v e  Influe>@ - Chapter 111, Sec. 1 .7 ,  

page 20, 

Phssical Examination - Chapter 111, h c .  1.8, p a g e d ,  

E$ap_losmsnt_sf~ - Chapter 1x1, 9ec. 3, page 21. 

Indebtedness to  the University o r  th~, - Chapter 111, 

Sec. n, p a g e w d .  

Amointment of Relatives (Beaotism Rule) - Chapter 111, Sec, 5, 
- * 

page 2E-r Wd- I 

3 Q, 
Holidavs - Chapter 111, Sec. 14, pagl3 W. 

Vacatiog - Chapter 111, Sec. 15, pagct 4%-~3 0 t 

Sick Leave - Chapter 111, Sec. 18, page 843 1 1  

Leave for  Jury Dutg - Chapter 111, Sec. 19, page 36,-S/c 

Leaves of Absence Without Pag - 0hap4;er 111, Sec. 16,  page 3rlc3 0 

Absence from Usual and Remlar Dutie!~ - Chapter 111, Sec. 20, 

pap;e ~ 6 \ , % l r  

Office Hours - Chapter 111, Sec. 12, page %??.,J4, 
Outside Emoloment - Chapter 111, Sec:. 13 ,  page 3%.,xqe 

33.  
Acceptance of Money from Studentg - Chapter 111, Sac. 25, page k. 

Textbooks and Other MaterialsPresoril~ed f o r  the Use of Students - 
Chapter 111, Sec. 23, page b&3aq 

Ins t i tu t iona l  li$n, 
3.1- 

lorrses as Students -" Chspter III, Sec, 29, page wn 
Power to  Authorize Ikoenditures out c ~ f  University b d s  - Chapter 111, 

Sec. 26, page %&-, 



Division of Salar ies  for  Staff  Eneatwd i n  Teachine and Non- 

Teachim Act iv i t i es  - Chapter 111, Sec. 17, page % 31, 

Comaensation f o r  Correswondence and Extension Teachiw of  

Fulltime Sta f f  Wembers - Chapter ETI, Sec. 22, page k 3a\, 

Classif ied Personnel Systems - Chapter 111, Sec. 2, page % 2 0, 
Code of Ethick - Chapter 111, Sec. 4 ,  pageS32,aI j  

Tenure. Promotion. and Termination of Fmnloment - Chapter 111, 

Sec. 6 ,  page k d  4, 
Modified Service - Chapter 111, Sec. 30, page %aq 



Chapter V I  

STAFF BENEFITS. 
'(Staff benef i t s  m a y  be s i b j e c t  t o  change  b y  Sta 

Fe'&*z+Jeaw. Applicat ion i n  spec i f i c  ins tance€;  should  b e  v e t i f i  
5%-acher Retirement Svstem. 

1J There a r e  two types  of members i n  t h e  Teacher Retirement Systems 

1.11 Teacher members - employees occupying pos i t ions  a s  teacher$, 

c l e rks ,  adminis t ra tors ,  supervisors  and r e l a t e d  occupations 

i n  educational  i n s t i t u t i o n s ;  and 

1 ,12  Auxil iary employees - a l l  o the r  employees of educational  

i n s t i t u t i o n s  otherwise e l i g i b l e ,  such a s  building at tend- 

an t s ,  carpenters ,  e t c ,  

1 , 2  Al.1 employees of t h e  Universi ty employed on a r egu la r ,  fu l l - t ime 

s a l a r y  a r e  required by law t o  p a r t i c i p s t e  i n  t h e  Teacher Retire-  

ment System, which became e f f e c t i v e  fcr teacher  members 

September 1, 1937, and f o r  a u x i l i s r y  msmbers September 1, 1949, 

except persons e l i g i b l e  a t  those times who executed waivers 

wi th in  t h e  period allowed by law and hdwe no t  revoked such waiver 

i f  l a t e r  permitted, and members of t h e  Duployees Retirement 

System about which information i s  give:n l a t e r .  

1.3 Annual membership dues i n  t h e  Teacher ' ietirement System a r e  $3 

which amount i s  deducted from the  f i r s b  s a l a r y  payment i n  a 

f i s c a l  year ,  Members cont r ibute  s ix p ? r  cent  of t h e i r  s a l a r y  

up t o  and including $8100 per year, with t h e  maximum contr ibut ion  

of $504 per year, which amount i s  dedus:ted from t h e  monthly 

s a l a r y  payment, The contr ibut ions  a r e  sen t  monthly by t h e  

business o f f i c e s  t o  t h e  Teacher Retirement System, Each year 

members rece ive  a statement from the  T(?acher Retirement System, 

through t h e  business o f f i ces ,  of t h e i r  t o t a l  cont r ibut ions ,  

p lus  accumulated interestf ihrough A u g u ~ t  31 of t h e  preceding 
I 

year.  Within the  provisions of t h e  law, the  S t a t e  a l s o  con- 

t r i b u t e s  t o  t h e  membe~ account 



1,4 The annuity payable a t  retirement i s  based on the s a l a r i e s  

earned by the member, Annuity payments for  services rendered 

pr ior  t o  September 1, 1955, are  based on the average annual 

sa la ry  of the member during the five-yew period from September 1, 1950 

t o  August 31, 1955. Annuity payments for  services rendered subsequent 

t o  August 31, 1955, are  based on the a c x a l  sa la ry  earned during each 

year of such service, not t o  exceed $8,r+00000 of sa la ry  for  any one 

year 

1,.5 When a member leaves the employment of -;he public schools of Texas, he may 

withdraw the amount of h i s  contribution,, plus accumulated in t e r e s t ,  

upon application, or  he may leave the funds a t  i n t e r e s t  fo r  not more 

than f ive  out of s i x  consecutive years c!uring which pcriod he pays the 

annual membership dues* 

1.6 I f  a member d ies  before retirement, h is  beneficiary, depending upon the 

re la t ionship t o  the member, w i l l  be en t i t l ed  t o  death benefit  payments 

o r  survivor benefit  payments, whichever renders the greater '  advantage 

t o  the beneficiary, 1f 'there i s  no benc:ficiary with an insurable in te res t ,  

payment w i l l  be l imited t o t  he accumulated contributions plus i n t e r e s t  

standing t o  the account of the  member wi.th the Teacher Retirement System, 

1,7 E l i g i b i l i t y  for  retirement benefits  i s  a s  followsr 

1,7R With ten years creditable service upon reaching age 65, member 

i s  en t i t l ed  t o  r e t i r e  with f u l l  benefits  based on service rendered 

and sa la ry  ezrned*. A teacher memt~er i s  en t i t l ed  t o  minimum benefits  

of $75 per month, An auxi l iary employee i s  en t i t l ed  t o  minimum 

benefits  of $50.00 per month, 

1,72 With f i f t e e n  years creditable service upon reaching age 55, member 

i s  en t i t l ed  t o  r e t i r e  a t  reduced ac tuar ia l  equivalent of benefit  

payable a t  age 65, 

1.73 With twenty years creditable service upon reaching age 60, member 

i s  en t i t l ed  t o  r e t i r e  with f u l l  benefits  based on service rendered 

and sa la ry  earned? A teacher member i s  en t i t l ed  t o  minimum benefits  



of $100.00 per month. An auxi l ia ry  emp1.oyee i s  en t i t l ed  t o  minimum 

benefits  of $75.00 per month, 

1.74 With 25 years creditable service upon reaching age 55 o r  with 40 

years creditable service a t  any age, meniber/is en t i t l ed  t o  r e t i r e  

a t  reduced ac tuar ia l  equivalent of benefit  payable a t  age 60, 

1,s Creditable service consists of p r ior  service,  former membership service, 

and current membership service,  For teacher members, pr ior  service i s  tha t  

before September 1, 1937; former membership swv ice  i s  tha t  rendered during 

the period September 1, 1937, t o  August 31, 1955; and current membership 

service is  t h e t  rendered subsequent t o  August 31, 1955, For auxi l ia ry  

employees, pr ior  service is t h a t  rendered pr ie r  t o  September 1, 1949, 

former membership service is  t h a t  rendered during the period September 1, 
. -. 

1949$ t o  August 31, 1955; and current membership service i s  t h a t  rendered 

subsequent t o  August 31, 1955, 

1 ,9  Information pertaining t o  options under which retirement benefits  may be 

drawn and t o  reciprocal service between the Teacher and Bnployees Retirement 

System8,as well a s  other information, may be secured from the loca l  

i n s t i t u t i ona l  business off ice ,  the Central Administration Office of Workmenas 

Compensation Insurance and Other Staff  Benefits, or  the  Teacher Retirement 

System i n  Austin. 

Sec 2. Em~lovees &$Srement Svstag., 

2.1 There a r e  r e l a t i ve ly  few employees of t h e  Unfversity who are  members of 

the Employees Retirement System since they are  no longer e l i g ib l e  for  

i n i t i a l  membership i n  t h i s  system. Only those who were e l i g ib l e  between 

September 1, 1947 and August 31, 1949, and who did not waive membership 

as  of September 1, 1947, a r e  now members. Beginning September 1, 1949, 

new employees who would previously have h e n  e l ig fb le  for  t h i s  plan 

became e l ig ib l e  for  membership i n  the Teacher Retirement System a s  

auxi l iary employees, 

2,2 Annual membership dues i n  t h i s  system are  $2 w3ich sum i s  deducted 

from the f i r s t  monthly sa la ry  payment En a f i s - a 1  yeaP, Contributions 



of employees are  11/2 per cent of the t o t a l  sa la ry  earned, which 

i s  deducted from monthly sa la ry  payments. The University contributes 

an amount equal t o  t h a t  of employees, payable from the same source 

a s  the salary.  A l l  contributions a r e  eeposited monthly with the 

Ehnployees Retirement System and by law a re  deposited by t h a t  agency 

with the S ta te  Treasurer. 

2.3 Me~ber 's  deposits  a r e  handled i n  the scme way a s  i n  the Teacher 

Retirement System. 

d 

2 Provisions fo r  membership and retiremect requirements and benefits  

are  qui te  similar t o  those for  the Teacher Retirement System, . 
Prior service i n  t h i s  system i s  a l l  creditable service pr ior  t o  

September 1, 1947, and membership service t ha t  which was earned 

since t h a t  date. 

2*5  Further de t a i l s ,  including information pertaining t o  reciprocal 

service with Teacher Retirement System, may be secured from loca l  

i n s t i t u t i ona l  business off ice ,  the Central Admfnistration Gfffce 

of Workmen's Compensation Insurance and Other S ta f f  Benefits, or  

the  Employees Retirement System i n  Austine 

Sec. 30 @ o l l ~  Life Insurance, 

3,1 The University car r ies  a master group l f f e  insurance policy, 

covering a l l  i n s t i t u t i ons ,  with the Aetna Life Insurance Company 

for  a "One Year Tern P l a n , ~ r e m i m s  a re  payable annually, i n  

advance, increase for  each person with aach year of age, and a re  

payable en t i r e ly  by the individualo The program i s  optional 

but i s  available only t o  full-time empl13yees; new employees 

a r e  notif ied of t h e i r  e l i g i b i l i t y  by the business of f ices  

Immediately a f t e r  employment, 

3 2  The amount of insurance available i s  equal t o  the  annual salary,  

or nine months' sa la ry  for  facul ty  membsrs on tha t  basis,  t o  the 

nearest $100, ~ 5 t h  R minimum of $500 an(-] a maximum of $5,000, 

renewable annually by the individual. :overage i s  adjusted with 



sa l a ry  changes, a t  the option of the en~ployee a t  the  beginning 

of a f i s c a l  year, but mandatory within t he  limits above on 

February 2 of each year, the anniversary date of the  policy. 

3.3 No medical examination is  required i f  application i s  made for  

insurance within 90 days from the date of employment, After the 

90 day period, an "Evidence of I n s u r a b l l f t y ~ o m ,  prepared by 

the company and available through the business off ices ,  i s  re- 

quired. No medical examination i s  reqrired i f  t h i s  form is 

accepted k y  the company a f t e r  revfew, but, if it i s  not so 

accepted, the applicant must have a medical examination a t  h i s  

expense. Coverage i s  usually the dete the application form is 

accepted by the business off ice  but i s  subject  t o  the  condi- 

t ions  indicated above. 

3.4 Premiums are  collected by the business of f ice  according t o  

statements sent  t o  the policyholders from t h a t  o f f ice ,  Premiums 

/7 must be paid before January 31 each yearo 
? ,.*Y 

* 2--+- 3.5  Beneficiaries a r e  designated by the policyholders on the 

application forms and may be changed during the l i f e  of the  

policy upon application t o  the business off ices .  Each policy- 

holder receives a c e r t i f i c a t e  issued by the company and trans- 

mitted through the business of f iceso  

3.6 Policyholders who go on modified service under the Rules and 

,Re~ulations of the  Board of Reeents may cont inw the policy i n  

the  amount held a t  the time of going on modified service o r  may 

have it reduced t o  conform t o  the modified service salary,  The 

, plan selected a t  t ha t  time cannot be changed l a t e r o  

3.7 A policyholder who i s  l e s s  than 60 years of age and who becomes 

permanently and t o t a l l y  disabled, may r'eceive the face amount 

of the policy i n  aecor6ance with one of several  options. There 

a r e  no d i s a b i l i t y  benefits  a f t e r  age 60, 

3.8 Benefits a t  death a r e  payable according t o  one of several  options. 

Upon not i f ica t ion  of the death of a policyholder, the business 



o f f i c e  a s s i s t s  is t h e  prepara t ion  of the  required records  t o  be 

s e n t  t o  the  company. 

3.9 P a r t i c i p a t i o n  i n  the  Group L i fe  Insurarlce Program automat ica l ly  

te rminates  when employment terminates unless  t h e  policyholder  

r e t i r e s  under t h e  p r m i s i o n s  of the  Teacher Retirement System 

or  t h e  Employees Retirement System or  m l e s s  he converts  the  

group po l i cy  i n t o  one f o r  r egu la r  ind iv idua l  l i f e  insurance.  

This  conversion m y  be made, without a medical examination 

wi th in  31 days of te rminat ion  of emplojment, t o  any regu la r  

ind iv idua l  l i f e  insurance pol icy ,  except term insurance, 

customari ly i ssued by t h e  company. 

See. 4. b o u a  Hosa i t a l i za t ion  and B d i c a l  Benef?;$ Plans  

4.1 Group h o s p i t a l i z a t i o n  and medical b e n e f i t  p lans  may be i n s t i -  

t u t ed  o r  continued a t  each of the  component i n s t i t u t i o n s  sub jec t  

t o  approval of the  i n s t i t u t i o n a l  Head, t h e  University Comptroller, 

t h e  Pres ident  and r a t i f  i c a t i o n  through the  Regent % docket.  

Sec. 5. Worlanen's Comaensation I n w n c e  

5.1 Tho Workmen8s Compensation Insurance Pmgram i s  on a univers i ty-  

wide, se l f - insur ing  b a s i s ,  financed by s e t t i n g  a s ide  no t  more 
! 

than  two per cen t  of t h e  annual payrol l  of covered employees, 

and provides c e r t a i n  b e n e f i t s  f o r  i n j u r i e s  sus ta ined  on t h e  

job, These b e n e f i t s  include payments f:or reasonable medical 

a i d ,  hosp i t a l i za t ion ,  eto. ;  t o t a l  o r  p a r t i a l  incapaci ty ;  

s p e c i f i c  l o s s e s ;  and death.  

5.2 . The Direc tor  of Workmen's Compensation Insurance and Other 

S t a f f  Benefi ts ,  i n  cooperst ion with o ther  Universi ty o f f i c i a l s ,  

i n v e s t i g a t e s  acc iden t s  and i n j u r i e s ,  an3 endeavors t o  develop, 

publ i sh ,  an6 enforce s a f e t y  r u l e s  and regu la t ions .  H i s  o f f i c e  

keeps a complete record of a l l  i n j u r i e s  on t h e  job and i s  

respons ib le  f o r  r epor t ing  them t o  t h e  I n d u s t r i a l  Accident Board. 



5.3 A l l  employees whose names appear on the  papaylls a r e  e l i g ib l e  

except : 

5*31 Administrative s t a f f ,  including of f icers  of the  administration; 

5032 Teaching s t a f f ,  research s t a f f ,  c l e r i ca l  and of f ice  employees 

and supervisory s t a f f s  unless hmardous work i s  required, 

such a s  handling or working i n  d o s e  proximity with dan- 

gerous chemicals, materials,  machinery or equipment; work- 

ing i n  a dangerous area; performing manual labor; traveling 

regularly;  or  being exposed t o  hazards of occupational 

disease; and 

5.33 Persons paid on a piece work batiis or  any basis other than 

by the hour, day, week, month o:!? year. 

5.4 El igible  employees who do not wish corerage may waive a l l  r igh ts  

t o  the benefits  a t  the time of appoin'iment, However, the waiver 

may be revoked a t  any time during continuous employment and the 

employee covered by insurance 30 days a f t e r  the  application form 

i s  signed, upon taking the necessary ,shysical examination and 

being ce r t i f i ed  a s  physical f i t ,  

5.5 A physical examination by a designated physician is required for  

a l l  persons t o  be covered and, before the indivfdualns  name can 

be placed on the payroll,  the executed or ig ina l  of the  examina- 

t i on  form must be f i l e d  i n  the Workmen's Compensation Insurance 

and Other S ta f f  Benefit&Officee The Director furnishes a l is t  

of physicians for  these examinations vhich i s  approved by the 

Board of Regents. A fee  of $5 i s  paid by the WorkmenEs Compen- 

sa t ion  Insurance Office f o r  each examination, Persons who f a i l  

t o  pass the physical examination cannot be covered by the insur- 

ance. They may be employed only a f t e?  signing a waiver of a l l  

r igh ts .  

5.6 A notice of coverage is  signed by a l l  employees who a re  covered, 

with t he  or ig ina l  f i l e d  i n  the M r e c t ~ > r ~ s  of f ice  before a name fis 



placed on the payroll ,  A l l  personnel i'orms and payrolls include 

pertinent information on Workmenqs Compensation Insurance by a 

symbol or  other notation, 

5.7 The percentage of the annual payroll,  ~ d t h i n  the two per cent 

mentioned i n  Section 5 , l  above i s  approved by the Board of 

Regents, and the amount i s  s e t  aside fn-om available appropriations 

other than itemized sa l a ry  appropriations. Each business of f icer  

prepares and sends t o  the Comptroller of the  University a t  Austin 

a monthly report  of covered employees tihowing the source of t h e i r  

s a l a r i e s  and, if from Local funds, eneiosfng a check f o r  the 

amount due. The Comptroller of the Un:i.versity deposits these 

checks i n  a loca l  depository bank and :-equests the State  Comptroller 

t o  t ransfer  the amounts due on payrollr~ paid from Sta te  funds t o  

the Workmen's Compensation Insurance Fund i n  the State  Treasury. 

5.8 Physicians are  designated for  treatmenl, and care of fn jwed 

employees upon recommendation of the Dlrector and approwl of 

the President and the Board of Regents and are  called f o r  

treatment when possible though other competent physicians may be 

authorized for  treatment a t  the reques; of the  employee. 

Bergency treatment, however, may be pl-ovided by. any avai lable  

physicfan and a t  any h o s p i h l ,  includi,:ig i n s t i t u t i ona l  heal 
2,. , , " "  ... ~ . , ,  ,~ , . . L  + . . -  - 

centers or hospitals The insured  employee and  the phy 

oose the hospital to b e  used,  except as indicated f o r  emer i ~---*. -- 
t . . - A  a 0 The desf gnated-;-- 

physician authorized t o  t r e a t  injured 2mployees f i l e s  a Swrgeonfs 

Report with the DErector when treatment i s  first given, Fees 

for  services rendered should be reasonable and f a ip  and commen- 

s t r a t e  with services performed, They w e ,  by law, subject  t o  

control  of the Industr ia l  Accident Boardo 

509 The supervisor of a covered employee wlio i s  injured during the  ' 

course of employment, must  f i l e  a complete repopt with the 

Director whether or  not time i s  l o s t  from work, I f  t h e  is l o s t ,  

a supplemental report  i s  f i l e d  when the employee returns t o  work. 

When the time l o s t  i s  over 60 days, t h f s  report  i s  f i l ed  a t  the 
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end of each 60 day period. The same fdrm is used i f  the  employee 

i s  disabled l a t e r  due t o  the or ig ina l  h j w y 6  In the event of 

death of the injured employee, the f o 4  is f i l e d  immediately, 

5.10 The supervisor is a l so  responsible forlkeeping i n  close touch 

with injured employees and the i r  attending physicians anc? 

investigating medical a t ten t ion  t o  see ithat unnecessary aid and 

v i s i t s  a r e  avoided. He approves the s4atement from the physician 

a s  t o  services rendered although not a d t m l  charges for  treatment. 

5.11 Compensation paid i s  i n  l i e u  of salwy!and wages and the employeeDs 

name i s  therefore dropped from the p a d o l l  when he i s  unable t o  

work a f t e r  injury,  and i s  not returned / t o  the  payroll u n t i l  he 

i s  back on the job a f t e r  c e r t i f i c a t i o n / b y t h e  attending physician. 

5.12 The compensation for  a covered employed in jwed  i n  the course of 

h i s  work i s  equal t o  60% of the averagd weekly earnings f o r  the 

12  months Smmediately preceding in jury  \though not more than $35 

nor l e s s  than $9 per week, Compensatidn t o  an employee on l e s s  

than a f u l l  work day basis i s  not morelthan 60% of h i s  average 

weekly earning, with the same maximum df $35. Compensation i s  

not paid f o r  incapacity of l e s s  than ode calendar week unless 

incapacity continues for  28 days a t  whjch time the compensation 

is paid for  the f i r s t  seven days. Ben#fits m y  be paid f o r  no 

longer than 401 weeks from date of i n j e y  for  t o t a l  incapacity 

and no :Longer than 300 weeks for  pa r t i d l  incapacity for  work. 

For specif ic  i n ju r i e s ,  the  Director ha4 information available 

on request concerning benefits  for  speQific i n ju r i e s  such as  the 

l o s s  of a hand or an eye, I n  case of 4eath, benefits  are  com- 

puted 011 the basis of 360 weeks from ir/jury, 

5.13 Payment for  physical examinations, medqcal aid,  h o s p i t a l f z a t i o n ~  

and compensation is through the Workme+ns Compensation Insursn 
~ .,-,-.-. 

and79ther Staff  Benefit Office, 

5% @ " ..*,. . .... .,.:: -..,..- 
The Workmen's Compensatioa.Enr 

a w M @ e a n d  Other Staff Benefits  Office shal l  i5sue an  annual repor t  t&;3;"&TwT 
pv&r channels to  the  Pres ident  and to the  Seb re t a ry  of the  Board  of%@i>- 

: l-prrrt*XIl-prrrt*XIrt*X., : f $ x  the  information of the m e m b e r s  of the Boatid which shal l  include 
the  following information: The names  of a l l  erjlployees receiving wo 
compensation benefits  during the preceding ye4r ,  and f o r  each  such 
the number  of separa te  incidents involving los$  of t ime ,  the  total  wo 
days los t ,  and  the total  compensation received: a list of physicians t 
payments were  made and the to t a l s  paid to eacil. " ~ ~~~ - ~ ~ . . . , 
.~ ~ 



Sec, 6, Social  Security (Old-Age and Survivors Ir~surance),  

h $1 

6.1 A s  an eqployer, the University complies with the releoent pro- 

visions of the Social Security Act, All. University'employees 

are  required t o  par t ic ipate  i n  the F e d e ~ ~ a l  Social Security 

Program a s  a condition of employment, 



Chapter TI1 

PHYSICAL PROPERTIES 

Sec. 1. Except as otherwi se specifically authorized, 0 Universf ty 
property shall be used only for official business. Gnly Library 

books and other items of similar nature of well-established use 

may be used for the personal benefit or   lea sure of employees. 

A Property Manager is designated at each institution. 

Sec. 2. Use of P2wrsical Facilities of the Univerzitr by Outside Grou~; 

The University of Texas as a Joint Saonsap, Use of University 

physical facilities, especially auditoriums, gymnasiums, and 

large rooms, by outside ,qoups shall be subject to the following 

rules in which the "Universityu shall mean any component insti- 

tution: 

2.1 The University of Texas will not permit the unrestricted use 

by non-University groups of any of its facilities, 

2.2 The University will not enter into joint sponsorship of any 

project or program that is to result in private gain for the 

cooperating group or groups. 

2.3 The University, a public institution without 

regard to faith, cannot be a joint 

sponsor with any non-campus organization for political or 

sectarian gatherings. However, the appearance by or on behalf 

of a candidate for public office may be authorized under con- 

ditions prescribed by the Board of Regents. 

2.4 Whenever non-University groups share in the use of University 

buildings it must be upon the invitation of The University of 

Texas and under its joint sponsorship, and with the further 

understanding that all the conditions governing such sponsor- 

ship are to be set by the University. 



2.5 The Universi ty when en te r ing  i n t o  joint, sponsorship of any 

program o r  a c t i v i t y ,  assumes f u l l  r e s p c ~ n s i b i l i t y  f o r  a l l  d e t a i l s  

and re se rves  t h e  r i g h t  t o  approve a l l  c:opy f o r  adver t i s fng ,  a s  

w e l l  a s  news r e l e a s e s ,  

2.6 The Universi ty w i l l  no t  e n t e r  i n t o  j o i n t  sponsorship o f  any 

program or  a c t i v i t y  i n  which t h e  e d ~ c a l ~ i o n a l  impl ica t ions  a r e  

not  se l f -evident  and which does not  d i r e c t l y  supplement t h e  

educat ional  purposes of t h e  Univers i ty< 

2.7 It s h a l l  be understood t h a t  the  a v a f l a l d l i t y  of t h e  Unive r s i ty8s  

auditorium f a c i l i t i e s  f o r  funct ions  o the r  than t h e  i n s t i t u t i o n ' s  

own a c t i v i t i e s  i s  s t r i c t l y  sub jec t  t o  t h e  needs and t h e  convenience 

of t h e  University, vhich a r e  always t o  have p r i o r i t y  i n  t h e  

scheduling of f a c i l i t i e s Q  

2.8 The use of a i v e r s i t y  auditoriums on St!ndays w i l l  be l i m i t e d  t o  

Sunday af ternoonso Authorizat.ion f o r  %he i r  use a t  t h a t  t ime w i l l  

be given only f o r  concer ts  o r  o ther  pmgrams appropr ia te  t o  t h e  day, 

2.9 I n  t h e  case of programs f o r  which t h e  Universi ty is a j o i n t  sponsor 

with some other  group o r  organizat ion,  the  f e e  t o  be paid by t h e  

co-sponsor w i l l  be a ma t t e r  f o r  nego t i e t ion  i n  each case and w i l l  

be spec i f i ed  i n  t h e  agreement providing f o r  t h e  j o i n t  sponsorship, 

3 J  An a c t u a l  phys ica l  inventory  of Univers~ity proper ty  s h a l l  be made 

each f i s c a l  year  i n  accordance with the  Law enacted by t h e  52nd 

Legi s l a tu re .  The i n s t i t u t i o n a l  head i s :  respons ib le  fo r  forwarding 

through admin i s t r a t ive  channels a s tatement  descr ib ing  t h e  - 
method of ve r i fy ing  t h e  inventory  wi th in  45 days a f t e r  t h e  fnven- 

t o r y  d a t e  s e t  f o r  t h e  Universi ty,  

3.2 P~par tmen t  heads a r e  i n i t i a l l y  respons ib le  f o r  a l l  Universi ty 

proper ty  i n  t h e i r  ca re  and f o r  t h e  t ak ing  of t h e  inventory  on 

the  prescr ibed  record formse The r e p o r t  is p r e p r e d  i n  t h e  



department i n  t r i p l i c a t e ,  one copy beirig kept for  departmental 

f i l e s  and the or iginal  and one copy forwarded to  the business 

off ice  or other designatedoff ice .  

3.3 Inventories as  of August 31 include all .  equipment on hand and 

vouchered for  payment, l i s t e d  at cost plus  f re igh t .  A 1 1  non- 

consumable property valued at $5 or more per unit i s  equipment 

subject t o  inventory. Items which are  worn out or discarded a re  

l i s t e d  a s  charged off i n  accordance with inst ruct ions  furnished, 

Sec, 4. Motor Vehicles. 

4.1 Any motor vehicles permitted under S ta te  l a w  to  be owned and 

operated by the University sha l l  be used only on o f f i c i a l  Uni- 

vers i ty  business. Each vehicle sha l l  carry an inscr ipt ion on 

both sides as prescribed by l a w .  

4.2 A s  required by s t a tu t e s ,  a dai ly  repor'; sha l l  be prepared by 

the person using the vehicle on the f o l r s  approved by the S ta te  

Auditor and sha l l  be f i l e d  with the office of the i n s t i t u t i ona l  

head within ten days a f t e r  use of the -rehicle. 

4 3  The operators of University-owned vehicles must hold, at the i r  

expense, an appropriate operatorss  lic(2nse for  the type of 

vehicle operated. 

4-4 University-owned vehicles a r e  subject i;o the compulsory inspec- 

t ion reauired by law. 

4.5 It sha l l  be the obligation of the Busi.%ess Manager of each of the 

component i n s t i t u t i ons  to  see that  al l  employees who a r e  required 

t o  drive University-owned venicles a r e  f u l l y  informed of the i r  

personal responsibi l i ty  and l i a b i l i t y  for  the i r  negligent operation. 

Sec. 5. Insurance on Univers i ty_Proaer t~.  

5.1 The following t tyes  of insurance coverzge, where pract icable ,  

sha l l  be maintained on a system-wide b&s: 

Pire  and Extended Coverage Insurn~nce 

Boiler and Nachinery Insurance 



Blanket Posit ion ch id el it^) Bond 

Money and Securi t i  es  Insurance 

5.2 The terms of the po l ic ies  covering the r i s k s  indicated above 

a re  negotiated by the University Comptrboller i n  accordance 

with po l ic ies  approved by the Office of' t he  Pr  d the 

Board of Regents. !@Unless otherwise  authori  Board,  

5 .3  When i t  i s  necessary or advisable t o  cclver r i sks  on a basis  

tha t  i s  not system-wide, insurance po l lc fes  covering such 

r i sks  shall be approved by the University Comptroller on an 

individual basis  upon recommendation by the Business Manager 

of the component i n s t i t u t i on  affected.  

5.4 A t  the time a l o s s  occurs applicable to  e i ther  system-wide 

or individual insurance po l ic ies ,  the University Comptroller 

sha l l  be no t i f ied  by the appropriate Business Manager and 

shsll tipprove al1,loss claims and settl.ements. Ak;d;;zi'&&nt . -  . ~ 

d e r  $10,000 shal l  b e  approved by the Pres ident  a s  well a s  
ro l l e r ,  and  shal l  be repor ted  to thf? Board of Regents f o r  r 
next meeting. Sett lements in  the amount of $10,000 o r  m 

the advance approval of the  Board of Regents. " 

~~ 
I . , . A .  ' 

Set. 6. Xess to  Buildings. Offices&&, 

6.1 Keys to  buildings, off ices  and other f r~ . c i l i t i e s  sha l l  be issued 

t o  the employee upon authorization by h i s  chairman or administra- 

t i ve  o f f i c i a l ,  The Director of Physicst1 P lan t ,  or some other 

authorized person, sha l l  have inmeafatc? responsibi l i ty  f o r  handling 

keys and he sha l l  issue inst ruct ions  and outl ine procedures as  

amroved by the business of f ices  and the in s t i t u t i ona l  heads, 

6.2 A deposit i s  usually required for  keys which sum is  i n  tu rn  de- 

posited i n  the business of f ice  or audil;or8 s off ice.  Department 

heads sha l l  cooperate i n  requiring that  keys be turned i n  at the 

termination of employment. Where a deposit has been required, 

refund is  made t o  the emuloyee upon t u n i n g  i n  the keys. 

Sec. 7. Safe and Vault Combination. The combi~li~tion to  a l l  vaul ts  and safes 
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used by t h e  Univers i ty  a r e  f i l e d  under s e a l  with the  i n s t i t u t i o n a l  

bus iness  o f f i c e r  o r  o ther  author ized  perr,on designated by t h e  

i n s t i t u t i o n a l  head. 

Sec. 8. Watchmen and Secur i ty  Off icers .  

8,1 Watchmen and o ther  s e c u r i t y  o f f i c e r s  a r e  employed a t  t h e  component 

i n s t i t u t i o n s  t o  p ro tec t  and safeguard t h e  p r o p r t y  of t h e  Universi ty.  

8,2 A t  t h e  Main Universi ty,  t h e  watchmen s h a l l  c a r r y  clocks which s h a l l  

be punched p e r i o d i c a l l y  each n ight  during t h e  course of t h e i r  rounds. 

They s h a l l  be assigned s p e c i f i c  bui ldings,  with t h e  supervisor  

c r u i s i n g  by c a r  and checking on outlying bui ld ings  and grounds, 

The watchmen s h a l l  check f o r  hazards of a l l  kinds: f i r e ,  t h e f t ,  

vandalism, open doors and windows a f t e r  hours, e t c ,  

8,3 Employees w i l l  cooperate i n  the  secur i ty  program by exe rc i s ing  

caut ion  t o  safeguard t h e  equipment and supp l i e s  i n  t h e i r  o f f i c e s .  

Sac. 9.  Teleohone~ ,  The Direc tor  of Physical  P lan t  o r  the  i n s t i t u t i o n a l  

business o f f i c e r ,  s h a l l  be respons ib le  f o r  the  i n s t a l l a t i o n  of 

t e l e p h m e s  and the  adminis t ra t ion  of a l l  telephone f a c i l i t i e s *  

Universi ty telephones s h a l l  not  be chtirged f o r  personal  t o l l  c a l l s *  

Charges f o r  telephones and t o l l  c a l l s  s h a l l  be under t h e  supervision 

of t h e  persons named above, 

Sec. 10 ,  Disoosal of Universi ty Property,  

10.1 Whenever any i tem of departmental equipment o r  o ther  Universi ty 

equipment becomes obsole te  o r  use le s s  f o r  t h e  needs and purposes 

of the  department concerned a w r i t t e n  r e p o r t  of such f a c t  s h a l l  

be made t o  t h e  i n s t i t u t i o n a l  Business Yanager, Upon r e c e i p t  of 

such r e p o r t ,  it s h a l l  be t h e  r e s p o n s i b i l i t y  of t h e  Business Mana- 

ger  t o  determine whether o r  no t  such i tem of equipment i s  needed 

by any o the r  department and i f  so,  t o  t r a n s f e r  and as s ign  the  equip- 

ment t o  such department, 

10,2 I f  t he  Business Msnager s h a l l  determine t h a t  t h e  equipment i s  not  

needed f o r  any department and t h a t  it i s  not  p rac t i cab le  t o  s t o r e  

t h e  equipment f o r  poss ib le  f u t u r e  use, 'he s h a l l  proceed t o  s e l l  

t he  item concernedn 



For items of l i t t l e  value or  limited w e  where s a l e  on competitive 

bids i s  not practicable,  the Business Vmager sha l l  have the authori- 

t y  t o  dispose of the property on the bzsis of a negotiated bid i n  

amounts under $500 .00. 

Sale of property estimated t o  bring $5Ci0,00 or more sha l l  be made 

on a basis of competitive bids. . 

Sales i n  amount of $1,000,00 or  more & a l l  be approved i n  advance 

by the Board of Regents. 

Sec.331. Dansfer  of P r o ~ e r t y ,  Property may be transferred from one S ta te  
\ / 

agency t o  another when it  becomes surplc!~," The purchasing agents 
~ & r t  the following sentence between the f i r s t  and  second sentences  of this 
&&ion: '.'Such t r a n s f e r s  f r o m  one component i r~st i tut ion to  another ,  o r  f r o m  , .,,,. , 

~ ~ ~ p o n e n t  institution to  another  s ta te  agency, shal l  have the advance ap-  
, . .. ,: . . , , 

1 of the institutional Business  Managers ccmcerned and shal l  be  repor ted  
+ executive heads. " 

The ru l e s  and regula t ims  of the Board cf Regents a r e  subject  t o  and sha l l  

comply .with the provisions appearing i n  the  current appropriation 

b i l l ,  including the following: 

1 2 0 1  Prohibition Against Additional Musema. "None of the moneys appro- 

priated i n  t h i s  Art ic le ,  except bequests and g i f t s ,  may be used for  

establishing addit ional museums or for  the maintenance and operation 

of museums unless the language of t h i s  Act or of other ac t s  and reso- 

lut ions  of the  Legislature spec i f ica l ly  authorizes such use of 

appropriated funds .Is 

12.2 -ions Prohibit@, "None of the nroneys appropriated i n  t h i s  

Art ic le  may be expended for  the acquisit ion,  construction, or opera- 

t i on  of te levis ion transmitter s ta t ion;  provided, however, t h i s  

prohibition sha l l  not be construed so e s  t o  prevent the medical 

schools, dental  school, general academic teaching in s t i t u t i ons  or 

other agencies of Higher Education named i n  t h i s  Art ic le  from using 

closed-circuit te levis ion for  purely i r s t ruc t iona l  pmposesow 



12,3 Parkina Lots .  "It i s  t h e  i n t e n t  of this: Leg i s l a tu re  t h a t  no educat ional  

and genera l  funds whether from General Revenue Fund o r  from l o c a l  sources 

a s  appropriated by t h i s  Act s h a l l  be used f o r  t h e  purpose of constructpng, 

maintaining, o r  o p e r a t b g  parking l o t s o  It i s  t h e  f u r t h e r  i n t e n t  t h a t  

such f a c i l i t i e s  s h a l l  be constructed,  misintained andippsrated from f e e s  

charged t o  those us ing  such f a c i l i t i e s ,  

12.4 Pres idents t  Homeg, !'No funds appropriated by t h i s  Act may be used 

f o r  t h e  purpose of cons t ruc t ing  a home Tor a pres ident  of any of the  

genera l  academic teaching i n s t i t u t i o n s  named herein,  withbut  obta in ing  

t h e  approval of t h e  Governor a f t e r  t h e  advice and consent of t h e  

Leg i s l a t ive  Budget Board p r i o r  t o  obl iga t ing  any funds f o r  t h i s  purposeon 

12.5 Use of Alcoholic R e v ~ r s u ~ ~  "None of t h e  moneys oppropris ted under 

t h i s  Act s h a l l  be used f o r  t h e  payment of s a l a r i e s  t o  any employee 

who uses a l coho l i c  beverages while on a c t i v e  duty,  None of t h e  funds 

appropriated under t h i s  Act f o r  t r a v e l  expenses may be expended f o r  

a l coho l i c  beverages." 

12,6 Seuara t ion  from S t a t e  Dnu loman\ ,  WNo employee of t h e  S t a t e  s h a l l  be 

granted te rminal  annual o r  vocat ion leave  subsequent t o  t h e  e f f e c t i v e  

d a t e  of t h e  employeeQs res ignat ion ,  dfs:mfssal, o r  sepa ra t ion  from 

S t a t e  employment. s" 



Chapter VIII 

PLANT Imomms 

Sec. I. Mew Constructioq. 

1.1 Mew construction in an amount exceeding $5,000 per project shall 

be approved by the Board of Regents upon recommendation of its 

Buildings and Grounds Committee, the Prt3sident, the Comptroller, 

and the institutional head, It is the :3olicy of the Board to 

employ a consulting architect for major new buildings and campus 
C 1 A .  

-j,.&-r 
development plans at all component-twrts, and to employ an 

associate architect for each major new buflding. 

1.2 The instiitutional building committees shall study the physical 

plant needs of their respective institutions and make recommenda- 

tions through administrative channels as to the priority of 

buildings, location of buildings, suggestions as to size, style, 

mechanical equipment, etc. The University Comptroller shall be 

ex-officio a member of all institutional building committees. 

1.3 After the Board of Regents approves the construction of a new 

building and authorizes the prepmatior. of preliminary plans, 

the procedures shall be as follows: 

1.31 The institutional head shall appoint a representative of the 

department or division concerned to serve as a meniber of the 

institutional building committee in planning the building. 

1.32 The institutional buflding commi.f;tee shall prepare an outline 

of the needs of the building, with the consulting architect or 

his representative meeting with ';he group to discuss plans 

when necessary. 

1.33 m e  consulting architect ahall p:repare preliminary studies, includ- 

ing plans, elevation, exterior dasign, outline specifications, 

cost estimates. etc. 

1.34 Preliminary plans and. estimates of costs recommended by the 

institutional building committee, the department or division 



concerned, the i n s t i t u t i ona l  head the Comptroller and 

the President sha l l  be approved by the Board of Regents, 

With the advice of the consulting archi  t ec t  and the Comp- 

t r o l l e r ,  the  Board of Regents sha1.l se lect  an associate  

archi tect  to  prepare f i n a l  plans and specifications,  

The associate  a rch i tec t  sha l l  nee's with the i n s t i t u t i ona l  

building committees, the Comptrol'ler and others,  the con- 

su l t ing  a rch i tec t  or h i s  representative being present on 

occasion. 

Final plans and specifications,  recommended by the Buildings 

and Grounds Committee, the i n s t i t l t i o n a l  building committees, 

the department or  division concerned, the consulting archi- 

t e c t ,  the i n s t i t u t i ona l  head, Comptroller, and the President,  

sha l l  be approved by the Board of Regents,After such approval 

the Board sha l l  authorize the Comptroller to  adver t ise  for  

bids. Advertisements f o r  bids for  permanent improvements 

must, under S ta te  law, be carried f o r  foup consecutive weeks. 

The Comptroller sha l l  receive anl open bids, with the con- 

su l t ing  a rch i tec t  and associate eschi tect  and others,  tabulate 

and study such bfds,  and make recommendations to  the Board of 

Regents through the i r  Buildings and Grounds Commit tee. 

The Board of Regents sha l l  award contracts ,  and the contract 

documents sha l l  be prepared by the associate a r ch i t ec t ,  checked 

and ayproved by the Comptroller and the University Attorney, 

and signed by a l l  contractors involved and the Chairman of the 

Board of Regents. Work orders sha l l  then be issued by the 

associate archi tect .  

The Comptroller sha l l  approve co :~ l t r ac to r s~  estimates, sign 

c,hange orders,  and provide general supervision of a l l  new 

construction for  the University. He sha l l  advise the  Board of 

Regents, through i t s  Buildings and Grounds Committee, i f  

developments during construction require addit ional funds 

or other decisions of the Board, 



1 . 3 u  The Board of Regents sha l l  appoint a committee from i t s  

membershin and/or administrative o f f i c i a l s  to  inspect the 

completed building and recommend f ina l  acceptance. 

1 - 3 2  Final payment sha l l  be made t c  the  contractors only a f t e r  

approval of the above committee, the associate and con- 

sul t ing archi tects .  

1 .4  new construction which involves a t o t a l  expenditure of $5,000 or 

l e s s  per project may be handled a t  the component i n s t i t u t ion  in- 

volved without the necessity fo r  approval by the President, the 

Comptroller, and the Board of Regents,, I n  each case, however, 

the appropriation f o r  the project mut;t have been approved by the 

Director of Physical Plant ,  the Business Manager, and the Execu- 

t i ve  Head of the in s t i t u t ion  involvet, and the plans and specifi-  

cations must be ap~roved  by the Ins t i tu t iona l  Building Committee 

(on buildings) , the head of the depa~tment or school primarily 

concerned, the Director of Physical Plant and/or the Business 

Manager, and the Executive Head of the in s t i t u t ion  involved. 

This sha l l  not include authority,  however, to  engage outside 

Architects or Engineers, a s  such empl~oyment must have the pr ior  

approval of the Board of Regents, 

Sec. 2 ,  Minor Repairs and Remodeling. Hinor ibepairs and remodeling of the 

physical plant involving proposed expndi tures  of l e s s  that  $20,000 

per project sha l l  be made under the s ~ p e r v i s i o n  of the Director of 

Physical Plant and/or the i n s t i t u t i m d  business off icer  a t  the 

component ins t i tu t ions ,  with the approval of the in s t  

head) provided that necessa ry  

,approved through proper  procedure.  " 

Sec, 3, Major Repairs and Remodeling, 7 

Delete the present  language in sec t ion  3 .  1, and i t s  subdivisions, and t 
. . - ..;i.,.. . ... . ., ..". ?FF- .' b,. -.%-..~ 

present  wording of Section 3 . 2 ,  and substit.ute the following: :?L7~a&- ...., .A.,.-$~.~.:+F ~. .. - wh=%F= p(x7.:' a*S 
.",8 

-.,.....~,.- " .... *., 
Section 3.  1. Any r epa i r  o r  remodeling prc'ject of the Physical Plant :&L+L.~~,, 

involving a n  est imated expenditure of $ 2 0 , 0 0 0  o r  m o r e  
shall be  deemed a ma jo r  repz i r  and remodeling project  

Sect ion 3 . 2  Unless otherwise approved by the Board of Regents,  t h  
procedures  and regulations pa-rtaining t o  new construct  
shall apply to  major  repa i r  and remodeling projects.  
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Sec. 4. InstitutianalBuilding Committees. At ekch of the component insti- 

tutions there shall be a building commietee. 

4.1 At institutions regularly offering instruction, this committee 

shall be appointed from the institutiodal faculty by the insti- 

tutional head as other faculty committhles are appointed. 

4.2 At other institutions, this committee $hall be appointed by the 

institutional head as other institutio&wide committees are 

'I 
appointed. 

4.3 The com~osition of the several buildini committees shall be - 
1 -- 

set forth in the [nstitutional$ppleme/htp 

4.4 The Vice-president for Develoamental ~ekvices and the University 

Comptroller shall be ex-offici~ members! of all institutional 

11 
building committees. 

4.5 Duties of institutional building commitiees shall be as follows! 

4.51 To hold necessary hearings and tol~make proper investigations 

regarding the building needs of tde particular component 

institutions and to report conclu$ions to the institutional 

head. 
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4.52 To recommend to the institutional head the priority of need 

and location of specific buildings, with reasons for such 

recommendations. 

4.53 When approval by the Board of Regents is given for the con- 

stmction of a particular building, to make suggestions to 

and through the institutional head to the University 

Comptroller and the Consulting Architect of the University 

as to style, size, function, location, mechanical equipment, 

and general nature of the buildirg, so as to facilitate the 

preparation of tentative plans a.d preliminary sketches, 

4.54 To work with the University Comptroller and the Consulting 

Architect and the associate architect until final plans 

and specifications for the const~uction of the building are 

prepared for presentation to the institutional head, the 

University Comptroller, the Presfdent and the Building 

Committee of the Board of Regents,, 

4.55 To make its reports and recommendations from time to time 

(or its Building Committee) an institutional building committee "- 

shall confer directly with the Board. 

4.7 The institutional building committee shall be relieved of further 

direct responsibility whenever a building contract is awarded, but 

shall be available as the building progesses for consultation as 

requested by the institutional head, the University Comptroller, 

or the consulting architect and the associate architect. 

Sec. 5. Constitutional and Leaislativs Restrict-. 

5.1 Section 18, Article VII, of the Texas Constitution remires 

auproval by the Legislature, or an agency designated by the 

Legislature, prior to the construction of physical improve- 

ments financed by bonds authorized under this section at the 

comnonent institutions other than the Main University and 

Texas Western College. 
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5.2 Under the provisions of the current approppiation bill, none of 

the funds arising from the issuance of bonds maer the aathoritg 

of Section 18, Article VII, of the Texas Constitution, may be 

obligated for the const~uction of buildings until a summary of 

the proposed building program showing the character and location 

of buildings, the number of square feet, the t m e  of construction, 

and estimated cost of each proposed building has been filed with 

the Legislative Budget Board. 

Sec. 6. Modification of Bidg. 

6.1 No bid shall be changed, amen ded, or mc difi e ?legram or 

otherwise after it has been submitted cr filed in response to 

an advertisement for bids in connectior with the construction 

or erection of permanent improvements st The University of Texas 

or any of its component institutions under Article 2593, Revised 

Statutes of Terns, 1925. 

6,2 The substance of this requirement shall be stated in the adver- 

tisement for such bids; provided, however, that this requirement 

shall not be construed to prohibit the submission or filing of 

more than one separate and independent bid by any bidder, 



Chapter M 

MATTERS RELATING TO THE ENDOFIMEN:' OFFICE 

12 Permanent Universi tv Fund. 

1.11 Buthor i tv  t o  E f f e c t  Purchases and Stiles of S e c u r i t i e s  & 

$he Permanent Universi tv Fund, Undm t h e  Revised Invest-  

ment Program f o r  t h e  Permanent University Fund of Tne 

Universi ty of Texas, adopted by the  Board of Regents on 

January 12, 1957, and a s  subsequent:l.y amended, the  

Endowment Officer  of the  Universi ty of Texas i s  empowered 

t o  efi 'ect purchases and s a l e s  of s e c u r i t i e s  f o r  the  

Permanent Universi ty Fund wi th in  t h c  approved fnvestment 

p o l i c i e s .  Such t r ansac t ions  a r e  s u . ~ j e @ t  t o  p r i o r  

approval a s  t o  t iming and s p e c i f i c  : :ecuri t ies  t o  be 

purchased by t h e  S ta f f  Investment Cmmittee,  comprised 

of t h e  

4 Endowment Off icer ,  and t h e  Senior  Secur i ty  Analyst,  

(The investment po l i cy  f o r  t h e  Perminent Universi ty 

Fund fol lows a s  Sec t ion  &, page F%&, i n  summarized 

form. The po l i cy  i n  f u l l  d e t a i l  i s  on f i l e  i n  the  

o f f i c e s  of t h e  Sec re ta ry  of t h e  B0a:l-d of Regents and i n  

t h e  Endowment Off i c e  . ) 
1.12 Buthor i tv  t o L N o r s a  S e c u r i t i e s  H e l m  t h e  Permanenf, 

W e r s i t v  kuly?. The Endowment Officer  (o r  t h e  Ass i s t an t  

t o  the  Endowment Off icer )  and the  Treasurer  of t h e  S t a t e  

of Texas (or t h e  Acting Treaszlrer of t h e  S t a t e  of Texas) 

z r e  j o i n t l y  authorized and empowered t o  s e l l ,  ass ign ,  and 

t r a n s f e r  any and a l l  of t h e  bonds, s tocks,  notes,  and o the r  

evidences of i n d e b t e h e s s  and ownership of any d e s c r i p t i o n  

whatsoever owned by t h e  Permanent Universi ty Fund of The 

Universi ty of Texas and regis ' tered i n  t h e  name of 

"The Universi ty of Texasu, ?'The Univers i ty  of Texas, 



f o r  Permanent Universi ty Fund, A S t a t e  E,ndowment Fund, 

. .Austin, Texas", V'ermanent Universi ty F ~ n d  of The 

Universi ty of Texas", o r  i n  any o ther  r e g i s t r a t i o n  

requi red  f o r  s e c u r i t i e s  purchased f o r  t h e  account of 

t h e  Permanent Universi ty Fund. 

1,21 Bythor i tv  t o  Effe&&xhases fin* Sal-of S e c u r i t i e s  f o r  

i&. Trus t  and Soec ia l  Endowment Fun&, Under t h e  genera l  

investment po l i cy  f o r  t h e  var ious  t r u s t  and s p e c i a l  endow- 

ment funds under t h e  c o n t r o l  of the  Board of Regents of 

The Universi ty of Texas a s  t r u s t e e ,  a s  adopted by t h e  

Bobrd of Regents on September 21, 1946, and a s  amended 

on May 30, 1958, t h e  Endowment Off icer  of The Universi ty 

of Texas i s  empowered t o  e f f e c t  purchases an4 s a l e s  of 

s e c u r i t i e s  f o r  t h e  t r u s t  and s p e c i a l  en?owment funds 

wi th in  t h e  approved investment pol icy ,  siuch t r ansac t ions  

being sub jec t  t o  p r i o r  approval a s  t o  t iming and s p e c i f i c  

s e c u r i t i e s  t o  be purchased and s o l s  by t h e  S t a f f  Investment 

Committee, 

t h e  Endowment Officer ,  and 
h 

(The investment p o l i c y  f o r  the  t r u s t  a n d  s p e c i a l  endowment 

funds fol lows a s  Section& page &&, i n  summarized form, 

The p o l i c y  i n  f u l l  d e t a i l  i s  on f i l e  i n  the  o f f i c e  of t h e  

Secre tary  of the  Board of Regents and fri  t he  Endowment Office.)  

1.22 Author i tv  t o  Endorse S e c u r i t i e s  Held fa' the  T ~ u s t  and Soec ia l  

Endowment Funds. The Endowment Officer  (or  t h e  Ass i s t an t  

t o  the  Endobment Of f i ce r )  i s  authorized an6 empowered t o  

s e l l ,  ass ign ,  and t r a n s f e r  any and a l l  of t h e  bonds, s tocks ,  notes,  

and o ther  evid.ences of indebtedness and ownership r e g i s t e r e d  



i n  t h e  name of "The Universi ty of Texssn, "Board of Regents 

of The Universi ty of Texasst, o r  i n  t h e  name of any of t h e  

t r u s t  and s p e c i a l  endowment f u d s  coming under the  c o n t r o l  

of t h e  Board of Regents of The Univers i ty  of Texas a s  

t r u s t e e  o r  which may be assigned the re to .  

2 m i t v  t o  Receive and Co l l ec t  Mom7 and/or PPooertv &@. 

the s t an d Soec ia l  Endowment FLQ& , The Endowment Dffi- 

c e r  i s  designated,  authorized and empowered t o  ask ,  demand, 

c o l l e c t ,  recover,  and rece ive  any and a11  sums of money, 

deb t s ,  dues r i g h t s ,  property,  e f f e c t s  o r  demands whatso- 

ever  due, payable, o r  belonging, o r  wbich m y  a t  any time 

be o r  become due, payable, o r  belonging t o  any of t h e  t r u s t  

and s p e c i a l  endowment funfls coming unter  the  c o n t r o l  of t h e  

Board of Regents of The Universi ty of Texas a s  t r u s t e e  from 

any person o r  persons whatsoever and t o  execute any and a l l  

necessary q v p r o p e r  r e c e i p t s ,  r e l e a s e s ,  and d ischarges  there-  

f o r ,  including t h e  execution of o i l  and gas d i v i s i o n  o rde r s  

and t r a n s f e r  orders  covering i n t e r e s t s  owned i n  t r u s t  and 

s p e c i a l  endowment funds,  

Sec. 2. Investment Pol icv  f o r  Permanent Universi tv FQJ. Pursuant t o  the  pm- 

v i s ions  of a  Cons t i tu t iona l  Amendment approwd by a popular ma jo r i ty  

a t  t h e  General Elec t ion  on November 6, 1956, which authorized t h e  ~ d a r d  

Universi ty of Texas t o  inves, t  up t o  50% of t h e  Per- 

manent Univers i ty  Fund i n  corpora te  s e c ~ r i t i o s ~  the  fol lowing po l i cy  

i n  summarized form f o r  the  revised investmen'; program f o r  t h e  

Permanent Universi ty Fund was azopted by the  Board of Regents on 

January 12,  1957, and a s  subsequently amendert, has been i n  opera t ion  

s ince  May 7, 1957: 

2.1 Purchases of s e c u r i t i e s  a r e  t o  be l imi t ed  e>:clusively t o  

corporate s e c u r i t i e s  u n t i l  t h e  d i s t r i b u t i o n  of 
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t h e  fund i s  a s  fol lows,  t h e  percentages to be based on book value, 

t h a t  is, cos t  o r  amortized cost ,  of a l l  r jecur i t ies  purchased: 

Government Bonds (United S t a t e s ,  S.;ate of Texas, and 

.................. ................. Texas Municipal). , .50% 

Corporate bonds ( including r a i l  equipment t r u s t  cer- 

t i f i c a t e s  ) an3 Preferred Stocks ..................... . lo  

Common Stocks ...,..,,o,.....,....,............o...... 40 

Only new money coming i n t o  the  Permanent Universi ty f i n d  and pro- 

ceeds received from bond m a t u r i t i e s  w i l l  be committed t o  nongovern- 

ment s e c u r i t i e s  u n t i l  t h e  above d i s t r i b u t i o n  i s  achieved. 

2.2 To be e l i g i b l e  f o r  purchase, corporate bmds  and s tocks  must meet 

both t h e  requirements of t h e  Cons t i tu t iona l  Amendment and t h e  

f i n a n c i a l  r a t i o ,  r a t i n g  and p r i c e  s tandards a s  adopted i n  t h e  pol i -  

cy by t h e  Board of Regents. 

2.21 Any corporate bonc' meeting t h e  Cons t i tu t iona l  Amendment re-  

quirements an$ t h e  p o l i c y  stznr 'ards may be purchased e i t h e r  

on o r i g i n a l  o f f e r i n g  o r  i n  the  secondary market without  p r i o r  

a p p r ~ v a l  of t h e  Land and Investmert Committee. 

2.22 Corporate s tocks  t o  be e l i g i b l e  fcr  purchase must be issued 

by corporat ions which have been f t r m a l l y  approved by t h e  

Land and Investment Committee an$ t h e  Board of Regents and 

may be purchased without p r i o r  approval of t h e  Land and In- 

vestment Committee a s  t o  s p e c i f i c  s tocks ,  

2.3 Corporate s e c u r i t i e s  a r e  t o  be purchased on t h e  d o l l a r  c o s t  

averaging p r i n c i p l e ,  without any attemp?; t o  appra ise  the  shor t -  

term market t r end ,  t h e  averaging t o  be ':lased on indus t ry  groupings 

r a t h e r  than  on ind iv idua l  corporat ions.  

C_, 

2.4 A l l  purchases of s e c u r i t i e s  a r e  t o  be s ~ l b j e c t  t o  p r i o r  approval a s  

t o  t iming of the  purchases and the  s p e c i f i c  s e c u r i t i e s  t o  be 



purchased by the  S t a f f  Investment Commqttee, comprised of t h e  

Vice-Presisent f o r  F i s c a l  A f f a i r s ,  thelEndoment Off icer ,  t h e  

Ass is tant  t o  the  Fndoment Off icer ,  anq the  Senior S e c u r i t y  

Analyst ,  

2.5 A l l  s a l e s  of s e c u r i t i e s  a r e  t o  be auth@rized  i n  advance by t h e  

Land and Investment Committee and t h e  Poard of Regents, with 

t iming of t h e  s p e c i f i c  s a l e s  sub jec t  tC) t h e  approval of the  

S ta f f  Investment Committee. 

2.6 A l l  purchases and s a l e s  of s e c u r i t i e s  .pe t o  be reported a t  t h e  

next subsequent meeting of t h e  Land anf Investment Committee and 

t h e  Board of Regents f o r  r a t i f i c a t i o n  $nd approval ,  (For f u l l  

d e t a i l s  of the  Cons t i tu t iona l  Amendment requirements and p o l i c y  

s tandards ,  copies of t h e  r ev i sed  invesFment program f o r  t h e  Per- 

manent Universi ty Fund may m e  obta ined/  from the  Endowment Office. 

A f u l l  copy is on fi1.e i n  t h e  o f f i c e  o r  the  Sec re ta ry  of t h e  Board 

of Regents. ) 

Sec. 3. Investment Policv f o r  Trus t  and Snecia l  Fndok-, A genere l  

investment po l i cy  f o r  t h e  t r u s t  an6 s p e c p ~ l  endowment funds under 

the  con t ro l  of t h e  Board of Regents a s  tpus tee  was adopted. by t h e  

Board of Regents on September 21, 1946, bnd amended on May 30, 1958, 

such p o l i c y  a s  summarized below being c q r e n t l y  i n  operat ion:  

3.1 A l l  purchases a r e  t o  be se l ec ted  from &he fol lowing c l a s s e s  of 

s e c u r i t i e s  : ! 

3.11 United S t a t e s  Government d i r e c t  /or guaranteed obl iga t ions ;  

3.12 Texas Municipal Bonds, inc ludind revenue bonds; 

3*13 Corporate bonds r a t ed  "A" or  beqter  by a t  l e a s t  one n a t i o n a l  

r a t i n g  se rv ice ;  ! 

3.U Preferred and comon s tocks  whiqh have had continuous n e t  

earnings end paid annual commonjstock riiviclenss f o r  a t  l e a s t  

t e n  years  p r i o r  t o  purchase. j, 



3.2 Purchases of United S t a t e s  d i r e c t  o r  gwran teed  ob l iga t ions  and of 

Texas Municipal and corporate bonds r a t e d  "Au o r  b e t t e r  by a t  l e a s t  

one na t iona l  r a t i n g  se rv ice  may be purchased without p r i o r  approval 

of the  Land and Investment Committee, 

3 .3  The approved l i s t  of corporat ions f o r  purchases of common and pre- 

f e r r e d  s tocks  f o r  t h e  Permanent Univers:~.ty Fund i s  approved f o r  

purchases of common and prefer red  stock:; f o r  t h e  t r u s t  and s p e c i a l  

endowment funds without p r i o r  approval of t h e  Land and Investment 

Committee. 

3.4 A l l  purchases of s e c u r i t i e s  a r e  t o  be sub jec t  t o  p r i o r  approval 

a s  t o  timing of the  purchases and the  s :?eciffc  s e c u r i t i e s  t o  be 

purchased by the  Staf f  Investment Commpttee, comprised of t h e  Vice- 

Pres ident  f o r  F i s c a l  Af fa i r s ,  t he  E'ndownent Officer,  t he  Ass i s t an t  

t o  the  Endwment Officer ,  and the  Senior Secur i ty  Analyst. 

3.5 A l l  s a l e s  of s e c u r i t i e s  a r e  t o  be authorized i n  advance by the  

Land and Investment Committee and the  Bsard of Regents, 

306  A11 purchases and s a l e s  of s e c u r i t i e s  a r e  t o  be reported a t  t he  

next  subsequent meeting of t h e  Land and Investment Committee and 

t h e  Board of Regents f o r  r a t i r k a t i o n  and approval.  

3.7 The Endowment Officer  i s  empowered and authorized t o  manage t h e  

t r u s t  and s p e c i a l  endowment funds and i n  t u r n  i s  authorized t o  c a r r y  

out  t h e  opera t ional  d e t a i l s  involved i n  t h e  purchases and s a l e s  

of s e c u r i t i e s  f o r  the  funds through the S e c u r i t i e s  Division of the  

Fndovment Office. 

3,8 The Lend and Investment Committee is t c  retriew a l l  t r u s t  and s p e c i a l  

endowment funds p e r i o d i c a l l y  i n  the  l i g h t  of the  s i z e  and purpose 

of each fund and the  investment provis ions  of the  instrument es- 

t a b l i s h i n g  the  fund. (For f u l l  d e t a i l s  of the  investment po l i cy  

f o r  t r u s t  and s p e c i a l  endowment funds, copies of the  po l i cy  may be 

obtained from t h e  Endowment Office, A f u l l  copy is  on f i l e  i n  the  

o f f i c e  of the  Sec re ta ry  of t h e  Board o r  Regents*)  



Sec. L. Investment Pol icv  fo r  Funds Grouo~d f o r  Ihvestment. 

4.1 A common t r u s t  fund ,  known a s  "Funds Grouped f o r  I n ~ e s t m e n t , ~  was 

e s t ab l i shed  by t h e  Board of Regents on I'ebruary 27, 19L8, and amended 

on J u l y  9, 1948, and is c u r r e n t l y  i n  opthration f o r  t r u s t  and s p e c i a l  

endowment funds under the  con t ro l  of t h ~  Roard of Regents a s  t r u s t e e  

where t h e  s i z e  o f  t h e  fund suggests  comningling i n  order  t o  ob ta in  

proper investment d i v e r s i f i c a t i o n  and a b e t t e r  r a t e  of r e t u r n  on the  

endowment. 

4.2 The genera l  provis ions  of t h e  pol icy  f o r  t h e  Vunds Grouped f o r  

Investmentt' a r e  summarized below: 

1 .21  N O  fund i s  t o  be admitted unless  it i s  under t h e  s o l e  
Cp 

c o n t r o l  of t h e  Board of Regents and/or some administ.rative / 

o f f i c i a l  of the  Univers i ty  i n   hi^, o f f i c i a l  capac i ty  and I 
2 

f u l l  d i s c r e t i o n  a s  t o  investmentz r e s t  t he re in .  No 
, . S 

adrninistra'kive o f f i c i a l  is t o  have any d i r e c t i o n  over t h e  

management of t h e  comon t r u s t  fund o t h e r  than t o  reques t  

admittance o r  withdrawal of any Cund under h i s  d i r e c t i o n  

except a s  he i s  authorized and empowered t~ manage t h e  fund 

under the  investment po l i cy  adopked by the  Roard of Regents, 

No fund i s  t o  be admitted which ::ontsins a s p e c i r i c  provision 

e g a i n s t  commingling o r  which conta ins  r e s t r i c t i o n s  p roh ib i t ing  

purchase of s e c u r i t i e s  approved f o r  purchase by t h e  Roard of 

Regents a s  t r u s t e e  under t h e  adopted investment p o l i c y  f o r  

t r u s t  and s p e c i a l  endowment funds. 

4.22 Investments f o r  t h e  Wr ids  Grouled f o r  I n ~ e s t m e n t ~ ~  a r e  t o  be 

l imi t ed  t o  such investments a s  Ere e l i g i b l e  under t h e  inves t -  

ment pol icy  f o r  1.rus.t and specie1  endowment funds a s  adopted 

end amended by the  Board of Regcats. 

4.23 The Endowment Officer  i s  empowe:-ed and authorized t o  manage 

the  common t r u s t  fund wi th in  tha? adopted po l i cy  and i n  t u r n  

i s  authorized t o  ca r ry  out  t h e  2pera t ional  d e t a i l s  involved 



i n  the purchases and sa les  of sectlr i t ies for  the fund 

through the Securi t ies  Division oil the Endowment Office. 

(For f u l l  d e t a i l s  of the investment policy adopted for  

flFunds Grouped for  Investment," copies may be obtained from 

the Endowment Office, A f u l l  copy i s  on f i l e  i n  the off ice  

of the Secretary of the Board of Regents.) 



Chapter X 

AUXILIARY ENTERPRISES 

Sec. 1. Auxil iary Fn te rp r i ses  a r e  those  operated p r imar i ly  f o r  se rv ice  t o  

s tudents  and s t a f f  which a r e  expected t~:, be self-support ing.  

Examples a r e  res idence  h a l l s ,  d in ing  ha:~Lls, s tudent  hosp i t a l s ,  

s tuden t  unions, and bookstores,  

Sec. 2. Annual budgets f o r  these  a c t i v i t i e s  sha:ll be prepared and su tmi t ted  

through regu la r  admin i s t r a t ive  channels., and expenditures s h a l l  be 

wi th in  budgets approved by admin i s t r a t ive  o f f i c i a l s  and t h e  Board of 

Regents. Income of Auxil iary Fn te rp r i ses  i s  not  deposi ted with t h e  

S t a t e  Treasurer ,  however, and any ba lan tes  o r  d e f i c i t s  a t  t h e  end 

of a f i s c a l  year  may be reappropriated f o r  t h e  succeeding year .  

Sec. 3 .  With t h e  exception of i n t e r c o l l e g i a t e  a t h l e t i c  departments, t o  which 

the  genera l  and s p e c i a l  provisions of t t e  appropr ia t ion  b i l l  do not  

apply, t he  same r e g u l a t i m s  and a p p l i c a t l e  laws s h a l l  govern a s  

apply  t o  the  budgeting and expenditure c f  genera l  funds unless  

otherwise s p e c i f i c a l l y  authorized.  The Board of Regents, upon 

recommendation of appropr i a t e  adminis t ra t ive  o f f i c i a l s ,  approves 

t h e  r egu la t ions  f o r  t h e  management and opera t ion  of a t h l e t i c  

departments. 

Sec. 4. Rentals  and r e l a t e d  p o l i c i e s  and r a t e s  f o r  dormitories  and housing 

f a c i l i t i e s  s h a l l  be approved i n  advance by t h e  i n s t i t u t i o n a l  head, 

t h e  Pres ident ,  and t h e  Board of Regents. 

Sec. 5. Rules and regu la t ions  f o r  t h e  adminis t ra t ion  of dormitories ,  o ther  

housing f a c i l i t i e s ,  d in ing  h a l l s ,  and otlner ea t ing  f a c i l i t i e s ,  

s h a l l  be promulgated by admin i s t r a t ive  o f f i c i a l s  and t h e  i n s t i t u t i o n a l  

head a t  t he  i n s t i t u t i o n  concerned. 

Sec. 6.  The money values of meals, lodging, and ~ t h e r  s e r v i c e s  which 

employees a r e  authorized t o  r e c e i v e  i n  l i e u  of additiona1,wages or 

s a l a r y ,  a r e  recommended t o  t h e  i n s t i t u t i  m a 1  head by t h e  Business 

Manager and approved by t h e  President  an3 t h e  Board of Regents. 



Sec. 7. Statutory Provisions Cnrrentlv in Effect 

Auxiliary Budgets shall comply with statutory provisions and 

rider provisions of current appropriations bill. 



Chapter X I  

RESEARCH .AND TRAINING CONTRACTS. ETC 

Sec. 1. Research and Training con t rac t s ,  g ran t s ,  o r  agreements with outs ide  

agencies s h a l l  be recommendecl by the  i n s t i t u t i o n a l  head, and t h e  

Universi ty Comptroller, and approved by the  Pres ident  o r  h i s  

designated r ep resen ta t ive  before f i n a l  r a t i f i c a t i o n  by t h e  Board 

of Regents. Funds s h a l l  not  be encurnbersd o r  expended under any 

such con t rac t  o r  g ran t  without the  approval of the  Pres ident  o r  h i s  

designated r ep resen ta t ive .  

Sec. 2. Applicat ion f o r  research ,  development an3 t r a i n i n g  con t rac t s  and 

g ran t s ,  whether with government agencies,  o r  indus t ry ,  or  founclations 

o r  o ther  p r iva te  g ran t ing  agencies, s h a l l  be i n i t i a t e d  by t h e  f a c u l t y  

member who w i l l  d i r e c t  t he  work. However, a l l  suck app l i ca t ions  

must be approved by designated admin i s t r a t ive  o f f i c i a l s .  

Sec. 3.  Under S t a t e  law, a copy of a l l  con t rac t s  between the  Univers i ty  

and the  Federal  Government s h a l l  be f i l e d  with the  Sec re ta ry  of 

S t a t e  except those  c o n t r a c t s  c l a s s i f i e d  i n  t h e  i n t e r e s t  of na t ional  

s e c u r i t y ,  i n  which case only a s tztement  of the  research  p r o j e c t  - -  

s h a l l  b_e f i l e d .  $ T h e s e  c o p i e s  a n d  f i t a t emen t s  s h a l l  be fi 
he S e c r e t a r y  of State  th rough  t h e  Office of :he S e c r e t a r y  of t h e  

Sec. 4. If t h e  work i s  t o  be financed by government agencies,  t h e  negotia- 

t i o n s  s h a l l  be handled with the  advice and a s s i s t a n c e  of t h e  Gffice 

of Government Sponsored Research a t  t h e  Main Universi ty and by the  

equivalent  o f f i c e  a t  t h e  o ther  component i n s t i t u t i o n s .  

Sec. 5. Information a s  t o  overhead rai-.es app l i cab le  t o  the  type of con t rac t  

t o  be entered i n t o  should be secured from t h e  Gffice of t h e  Comp- 

t r o l l e r  o r  t h e  Office of Government Sponsored Research i f  with 

government agencies and otherwise from t h e  business o f f i c e r s .  

Sec. 6 ,  Before f i n a l  approval of any sponsored research  o r  t r a i n i n g  con 

o r  g ran t ,  the  Universi ty Comptroller, or such person a s  he may delegate ,  

s h a l l  examine and recommend approval of t h e  proposed overhead 

r a t e  t h e r e i n  contained. Proposals a s  t c  overhead r a t e s  on 



cost-reimbursment contracts with the Army, Navy, and Air Force 

shall be worked out in preliminary form by the Business Manager 

concerned and shall be reviewed and approved by the 'University 

Comptroller before being submitted. 
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Chapter I 

GENERAL 

Sec. 1. Gifts to the Universitx. 

1.1 The authority to accept gifts to the University or to any of the 

component institutions is vested in the Board of Regents. 

1.2 Recommendations for the acceptance of gifts showing details as 

to value, form, stipulations regarding use, and provisions for 

custody and disbursement of funds shall be transmitted by the 

institutional head to the President and by him, with recorn- 

mendations, to the Board of Regents. These provisions, however, 

do not apply to contracts with public agencies. 

1.3 The authority to accept gifts to a component institution is 

delegated to the institutional head when the gift is to a fW, 

foundation, or enterprise already approved by the Board of 

Regents or is a continuation of a series which has been pre- 

viously approved by the Board. Such gifts shall be reported 

to the Board by the dockets of each component institution. 

1 Each administrative head is empowered to accept cash gifts to 

The University of Texas of $100 or less, within the policies of 

the Board of Regents and Legislature giving the acceptability 

of gifts, and to deposit such gifts to the appropriate accounts. 

Such gifts are to be reported to the Board of Regents either in 

the next regular docket or semiannually at the first Board 

meeting in each calendar year and the last regular Board meeting 

in each fiscal year at the discretion of the adminstrative heads 

of each of the component institutions, 

1.5 Ekcept as provided in the preceding sections, no member of any 

staff has the power to accept gifts of money to the University 

or to any of its component institutionss Gifts to the component 

institutions of books or other objects of very small value and very 

obvious propriety, without conditions attached, may be accepted by 

individual members of the staffs prodded these gifts are reported 



promptly t o  the  i n s t i t u t i o n a l  head. Such g i f t s  need not be reported t o  t h e  Board. 

l , h  The Universi ty w i l l  not accept  a  g i f t  f o r  the  bene f i t  of any designated s tuden t  

unless  the  donor i s  exempt from Federal  Income Taxes a s  define8 by the  Commissioner 

of I n t e r n a l  Revenue. 

1.7 The acceptance of g i f t s  of r e a l  proper ty  i s  prohibi ted without p r io r  express approval 

of the  Legis la ture  except f o r  e s t a b l i s h i n g  scholarships ,  professorships ,  o r  o ther  

t r u s t  funds f o r  educat ional  purposes and then only on condit ion t h a t  such g i f t s  must 

not  l a t e r  r equ i re  l e g i s l a t i v e  appropr ia t ions  f o r  maintenance, r e p a i r ,  o r  cons t ruc t ion  

of bui ldings.  (Current Appropriation B i l l )  

Sec. 2. Fel lowshim, S c h o l a r s h i ~ s  and Loan lQ& 

2.1 Afte r  g i f t s  f o r  fel lowships,  scholarships  and loan  funds have been accepted by the  

Board of Regents, a s  indica ted  oreviously,  they a r e  administered j o i n t l y  by designated 

committees and the  business o f f i c e  of each component i n s t i t u t i m .  

2 .2 '  I n  the  case of scholarships  and fel lowships,  t he  appropr ia te  committee, o r  designated 

indiv idual ,  r ece ives  app l i ca t ions ,  makes the  necessary i n q u i r i e s ,  and determines t h e  

award. The committee advises  the  i n s t i t u t i o n a l  head of t h e  award an2 he, i n  tu rn ,  

approves and forwards the  no t i ce  of avard t o  the  business o f f i ce .  Payments on 

scholarships  and fel lowships a r e  made through %he business o f f i c e  of t h e  com~~onent 

i n s t i t u t i o n .  

2.3 I n  the  case of loan  funds, t h e  a ~ q r o p r i a t e  committee rece ives  app l i ca t ions  f o r  loans ,  

makes the  necessary i n q u i r i e s ,  and approves o r  dec l ines  the  o r i g i n a l  loan  a s  well  

a s  a l l  renewals and extensions.  The chairman n o t i f i e s  t h e  business o f f i c e  of t h e  

g ran t ing  of loans ,  and a l l  records  inc luding notes, cash, accounts and co l l ec t ions  

a r e  t h e r e a f t e r  handled by t h a t  o f f i c e .  The p r i n c i p a l  of loan  funds i s  kept  i n t a c t  s o  

f a r  a s  i s  poss ib le .  The chairman of the   warding committee may be requested by the  

busincss o f f i c e  t o  a s s i s t  i n  c o l l e c t i o n  of pas t  r 'w i n t e r e s t  o r  p r i n c i p a l .  

Sec. 3,, Tui t ion  and Other-.--Tuition w d  other  f ees  w i l l  be f ixed  a s  prescribed o r  a s  

authorized by s t a t u t e ,  and w i l l .  be s e t  out  i n  t h e  i n s t i t u t i m a l  catalogue,  

Sec. 4 ,  E i s c a l  Year.--The f i s c c l  year  of the  Universi ty sha1.l be September 1 through 

A U ~ U S ~  31. 



Chapter I1 

ACCOUNTING. AUDITING. REPORTING AND BUDGETARY CONTROL 

Sec. 1. m e s  of F-. 

1.1 General Funds.-General Funds are those unrestricted, operating 

funds which are available for any purpose. They are expended in 

accordance with the budgets and appropriations approved by the 

Board of Regents. General Budget Funds balances shall not be 

reappropriated from one fiscal year to another unless specific 

approval is given the institutional head and the business officer 

by the President and the Board of Regents. 

1.2 Special Activities Funds.-Special Activities Funds are general 

funds restricted by the University; the income and expenditures 

are ordinarily related to a particular department. With few 

exceptions, expenditures are limited to the income derived from 

the project. They are subject to the same restrictions as 

General Budget Funds although balances are automaticelly reap- 

propriated at the end of each fiscal year, 

1.3 Current Restricted Funds.--Current Restricted Funds are those 

received from individuals, firms, agencies, corporations, etc. 

or income derived from private endoments, to be used only for a 

particular purpose or project, specified by the donor, such as 

research, conferences, scholarships, fellowships, etc. The 

period of use is usually designated in the agreement approved by 

the Board of Regents* Balances at the end of a fiscal year shall 

be carried forward to the succeeding year unless otherwise specified. 

1.4 Agency Funds.-Agency Funds are funds handled through the insti- 

tutional business office as the agent of the owner, after approval 

by the institutional head, Balances shall be carried forward 

from year to year unless otherwise designated. 

Sec. 2. Accounting. 

2.1 The financial accounts of the University shall be kept in 

accordance with the recommendations of the National Committee 

on the Preparation of a Manual on College and University Business 



Administration, as set forth in Volume I of "College and Univer- 

sity Business Administrationn (1952) published by the American 

Council on Education. Where those recommendations conflict with 

statutes applicable to the University or to official orders of 

the Texas Commission on Higher Education, the latter shall be 

controlling. 

A11 accounting records and procedures shall be subject to the 

approval of the institutional business officer and the Univer- 

sity Comptroller. 

The business office of each component institution shall be the 

central office for accounting control for all financial trans- 

actions of the institution. The institutional business officer 

shall confer with departmental and administrative officials and 

instruct them concerning the records of financial transactions 

to be kept by the departments. 

Each departmental head shall keep an account of funds and property 

for which he is responsible, as detailed as necessary to supplement 

the business office records and to furnish accurate information on 

receipts, credits, expenditures, and other charges. 

Records shall be kept for each fiscal year. 

All expenditures must be in accordance with the approved budget. 

Statements of departmental accounts shall be prepared monthly by 

the business office and shall be sent periodically to the depart- 

ment heads who will compare their records with those of the 

business office and report any differences promptly to the busi- 

ness office. 

A person in each department may be designated by the department 

head, with the approval of the institutional head, to sign vouchers, 

requisitions, etc, in his absence. These designations shall ex- 

pire at the end of a fiscal year, or sooner If specified, and must 

be renewed each year, 



Sec. 3 .  Auditing. 

3Ll The i n s t i t u t i o n a l  business o f f i c e r  i s  i n i t i a l l y  respons ib le  f o r  

t h e  pre-audit of a l l  business i tems,  F inanc ia l  t r ansac t ions  

concerning t h e  r e c e i p t ,  custody, and disbursment of moneys s h a l l  

be pre-audited t o  the  ex ten t  necessary under t h e  i n s t i t u t i o n a l  

accounting procedures and system of i n t e r n a l  cont ro l ,  t h e  f i s c a l  

r egu la t ions ,  and s t a t u t e s  o r  laws app l i cab le  t o  t h e  Universi ty.  

3.2 The pre-audit of disbursements and o the r  t r ansac t ions  s h a l l  be 

a p a r t  of the  r e g u l a r  accounting procedures of t h e  business 

o f f i c e s .  Post-audits of var ious  u n i t s  and departments s h a l l  be 

performed a s  d i r ec ted  by t h e  i n s t i t u t i o n a l  business o f f i c e r  o r  

t h e  Universi ty Comptroller. 

3.3 Although the  Universi ty Comptroller i s  respons ib le  f o r  t h e  i n t e r n a l  

pos t - aud i t ing  of business t r ansac t ions  a f f e c t i n g  t h e  component i n s t i -  

t u t i o n s ,  t h i s  work s h a l l  be done under t h e  supervis ion  of t h e  

business o f f i c e r s  of t h e  component i n s t i t u t i o n s  and t h e  Branch 

College Auditor. 

3.4 The business records  of accounts and o the r  records  s h a l l  be ve r i -  

f i e d  and authent ica ted  wi th in  t h e  budgets, r egen ta l  ac t ions ,  and 

s t a t u t o r y  requirements.  

3.5 The Branch College Auditor, under t h e  supervis ion  of t h e  Universi ty 

Comptroller, s h a l l  be i n i t i a l l y  respons ib le  f o r  t h e  post-audit of 

bus iness  a c t i v i t i e s  a t  t h e  component i n s t i t u t i o n s ,  except the  Main 

University. He s h a l l  conduct t h e  a u d i t s  i n  accordance with accepted 

aud i t ing  standards,  inc luding necessary t e s t s  of t h e  records ,  He 

s h a l l  make a w r i t t e n  r e p o r t  of each a u d i t ,  c a l l i n g  a t t e n t i o n  t o  any 

t r a n s a c t i o n s  which may no t  be i n  accord with l e g a l  requirements,  

i n s t i t u t i o n a l  accounting p r inc ip le s ,  and i n s t i t u t i o n a l  p o l i c i e s  and 

regu la t ions .  

3,6 The S t a t e  Auditor, under S t a t e  law, s h a l l  be respons ib le  f o r  t h e  ex- 

t e r n a l  a u d i t  of t h e  Universi ty 's  books. 



4.1 A l l  f i n a n c i a l  r e p o r t s  s h a l l  be prepared i n  accordance with the  provisions 

of t h e  s t a t u t e s ,  o f f i c i a l  o rde r s  of Texas Commission on Higher Education, 

and t h e  d i r e c t i v e s  of t h e  Board of Regents and i n  conformity with t h e  

Manual, "College and Universi ty Business Administrat ion,"  r e f e r r e d  t o  

above. The forms s h a l l  be prepared by t h e  i n s t i t u t i o n a l  business o f f i c e r  

and approved by the  Universi ty Comptroller. 

4.2 Two r e p o r t s ,  both of bhich s h a l l  be prepared under the  d i r e c t i o n  of 

t h e  i n s t i t u t i o n a l  business o f f i c e r  and t h e  Universi ty Comptroller, 

s h a l l  be prepared annual ly  by the  Universi ty:  

4.21 Annual F inancia l  Report. Dn o r  before December 29, p r in ted  

f i n a n c i a l  r e p o r t s ,  s e t  up i n  accordance with the  forms recommended 

i n  Volume I, Wollege and Universi ty Business Administrationt1 

(1952) s h a l l  be f i l e d  with t h e  Texas Commission on Higher Education. 

The c e r t i f i c a t e  of a u d i t  of t h e  S t a t e  Auditor is t o  be included i f  

h i s  r e p o r t  has been completed. 

4.22 Sa la ry  Payment Report. 

L.221 On o r  before November 30 each year ,  an i temize8 schedule 

s h a l l  be prepared of s a l a r i e s  and wages paid a l l  em?loyees 

f o r  se rv ices  dur ing  the  preceding f i s c a l  year out  of any 

funds from any source o r  cha rac te r  under the  con t ro l  and/or 

custody of t h e  Board of Regents, showing f o r  each employee 

t h e  t o t a l  amount paid from each source during t h e  twelve 

months of t h e  f i s c a l  year,  t h e  t i t l e  of t h e  p o s i t i o n  held 

o r  kind of se rv ice  rendered, and 6 summary of a l l  expenzitures 

by departments. 

3 A monthly f i n a n c i a l  r epor t  s h a l l  be prepared by each business o f f i c e  and 

d i s t r i b u t e d  t o  admin i s t r a t ive  o f f i c i a l s .  

4.4 Quar t e r ly  f i n a n c i a l  r e p o r t s  r e f l e c t i n g  income r e c e i p t s ,  approved buaget 

changes, and. expenditures f o r  each component i n s t i t u t i o n  s h a l l  be 

prepared by Cent ra l  Administration, 



4.5 Other r epor t s ,  such a s  the  q u a r t e r l y  r e p o r t  t o  t h e  Bureau of the  Census, m y  

be made from time t o  time a s  we l l  a s  i n t e r n a l  r e p o r t s  p e r t a i n i n g . t o  es t imates  

of income, budgets, e t c , ,  but only those ems ide red  e s s e n t i a l  t o  e f f e c t i v e  

adminis t ra t ion  s h a l l  be requested from t h e  i n s t i t u t i o n a l  business o f f i c e .  

5.1 Annual budgets f o r  a l l  t he  component i n s t i t u t i o n s  s h a l l  be approved by t h e  

Board of Regents wi th in  the  budget es t imates  of income prepared, by t h e  

i n s t i t u t i x a l  business o f f i c e r  and the  i n s t i t u t i o n a l  head. 

5.2 General p o l i c i e s  f o r  the  budget prepara t ion  s h a l l  be recommended by t h e  

Pres ident  t o  the  Board of Regents and s h a l l  be followed i n  preparing t h e  

budgets, Ins t ruc t ions  f o r  d e t a i l s  of budget prepara t ion  s h a l l  be furnished t o  

t h e  i n s t i t u t i o n a l  heads by Cent ra l  Administrat ion* 

5.3 The i n s t i t u t i o n a l  head s h a l l  i s s u e  l o c a l  i n s t r u c t i o n s  and s h a l l  f u r n i s h  forms 

t o  the  budget recommending o f f i c i a l s .  Their recommendations f o r  s a l a r i e s ,  

maintenance and operat ion,  equipment, t r a v e l  and o ther  pe r t inen t  i tems s h a l l  

be reviewed by the  i n s t i t u t i o n a l  head and t ransmi t ted ,  with h i s  recommendations, 

t o  the  President  f o r  review and f i n a l  recommendation t o  the  Board. 

5.4 Rules and procedures f o r  budget adminis t ra t ion  s h a l l  be prepared by 

Cent ra l  Administration, approved by the  Board of .Regents ,  and s h a l l  be 

included i n  the  completed budgets. 

6.1 The Universi ty s h a l l  submit b i enn ia l  budget reques ts  a s  may be requi red  

t o  the  Texas Commission on Higher Education, t o  t,he Leg i s l a t ive  Budget 

Board, and t o  the  Executive Budget Office i n  the  form and 0% t h e  time 

prescribed, 



6.2 These reques ts  s h a l l  be prepared i n  conformity wi th  the  same general  

procedures a s  outl ined above f o r  the  annual budgets: 

6.21 Approval of budget wr i t ing  p o l i c i e s  by the Board of Regents 

upon recommendation of the  President .  

6.22 Preparat ion of the budget of expenditures by the  i n s t i t u t i o n a l  

head i n  conformity with these p o l i c i e s .  

6,23 Approval of the  f in i shed  budget by the  President  and t h e  

Board of Regents. 

6.3 The est imates of income s h a l l  be included i n  the  b ienn ia l  budget 

r eques t s  prepared by t h e  i n s t i t u t i o n a l  business o f f i c e r  and the  

i n s t i t u t i o n a l  head. 



Chapter 111 

RECEIPI. CUSTODLhND DlSi3URSEMXNT OF MONEYS 

Sec. 1. w. Cash Res i s t e r s ,  and Admission T i c k e b .  

1.1 No department, d iv i s ion ,  o r  indiv idual  s t a f f  member i s  authorized t o  

rece ive  money i n  the  name of the  Universi ty without p r i o r  approval of 

t h e  i n s t i t u t i o n a l  business o f f i c e r  and i n s t i t u t i o n a l  head. 

1.2 An o f f i c i a l  r e c e i p t  i n  t h e  form prescribed by t h e  i n s t i t u t i o n a l  busi- 

ness o f f i c e r  s h a l l  be i ssued f o r  a l l  moneys received.  

1.21 Where t h e  volume of s a l e s  j u s t i f i e s  t h e i r  use, cash r e g i s t e r s  

s h a l l  be used with recording t apes  l i s t i n g  the  amount of each 

s a l e .  When cash r e g i s t e r s  a r e  not  used, cash s a l e s  t i c k e t s  o r  

r e c e i p t s  s h a l l  inc lude ,  if p r a c t i c a l ,  t h e  name o f  t h e  purchaser,  

i temizat ion ,  and p r i c e  of the  a r t i c l e s  so ld .  

1.22 Admission t i c k e t s  including complimentary t i c k e t s ,  s h a l l  have the  

p r i c e  of admission indica ted  thereon, and a l l  such t i c k e t s  s h a l l  

be pre-numbered, except f o r  c e r t a i n  events  where t h e  sec t ion ,  row 

and s e a t  number a r e  shown. Admission t i c k e t s  and coupon books s h a l l  

be purchased f o r  d e l i v e r y  t o  the  i n s t i t u t i o n a l  business o f f i c e  and 

issued t o  the  department concerned. Unused t i c k e t s  o r  books s h a l l  

be returned along with a  prescribed t i c k e t  r e p o r t  t o  t h e  business 

o f f i c e  wi th in  30 days from the  da te  of the  event ,  and a l l  r e c e i p t s  

from such s a l e s  s h a l l  be deposited I n  t h e  business o f r i c e  a s  

out l ined  l a t e r .  

1.23 A l i s t  showing t h e  names of a l l  persons r ece iv ing  complimentary 

t i c k e t s  s h a l l  be furnished t h e  business o f f i c e  a s  a  p a r t  of t h e  

prescr ibed  t i c k e t  r e p o r t .  

Sec, 2. pevos i t s  with I n s t i t u t i o n a l  Business Gffice, 

2.1 Money received by a l l  departments from a l l  sources s h a l l  be deposi ted 

i n  the  i n s t i t u t i o n a l  business o f f i c e  using an  o f f i c i a l  form. The 

depos i t s  s h a l l  be d a i l y  i f  the r e c e i p t s  Ere $50 o r  more, and weekly 

even i f  t he  accumulation i s  l e s s  than $50, \:hen cash i s  included,  



t h e  depos i t  s h a l l  be made i n  person by a departmental r ep resen ta t ive  

t o  whom an o f f i c i a l  r e c e i p t  i s  i ssued.  

2.2 Cash overages a r e  deposi ted i n  the  business o f f i ce ;  no ta t ions  pe r t a in ing  

t o  cash over or  shor t  s h a l l  be included on t h e  depos i t  form. 

2.3 P e t t y  cash funds f o r  making change s h a l l  be provided only on approval  

o f ,  and by arrangement o f ,  t h e  department with t h e  i n s t i t u t i o n a l  

business o f f i c e r .  P e t t y  cash funds from which disbursements w i l l  be 

made s h a l l  have the  approval of the  i n s t i t u t i o n a l  head a s  wel l .  

Sec. 3. i)el3esitswith t h e  a t e  T r e u .  

3.1 The appropr ia t ion  b i l l  r equ i re s  t h a t  a l l  cash r e c e i p t s  a t  t h e  Main 

Universi ty and a t  Texas Western College be deposi ted i n  t h e  S t a t e  

Treasury with the  exception of those from a u x i l i a r y  e n t e r p r i s e s ,  non- 

i n s t r u c t i o n a l  se rv ices ,  s tudent  serv ice  f e e s ,  s tuden t  a c t i v i t y  f e e s ,  

parking fees ,  agency and r e s t r i c t e d  funds, endowment funds, s tudent  

loan  funds and Cons t i tu t iona l  College Building Amendment f i n d s .  

3.11 To f a c i l i t a t e  t h e  t r a n s f e r r i n g  of i n s t i t u t i o n a l  r e c e i p t s  t o  t h e  

S t a t e  Treasury, it i s  provided t h a t  each i n s t i t u t i o n  may open a 

c l e a r i n g  account i n  a  l o c a l  deposi tory bank t o  which it depos i t s  

a l l  r e c e i p t s  da i ly .  

2  Not l e s s  than  every f i v e  days, t h e  i n s t i t u t i o n a l  business o f f i c e r  

s h a l l  make remit tances t o  the  S t a t e  Treasury i n  the  form of checks 

drawn on t h e  c l ea r ing  account except t h a t  a  balance of not  more 

than  $500 may be maintained. 

3.13 The money deposited i n  t h e  S t a t e  Treasury s h a l l  be paid out v i a  

S t a t e  warrants .  

3.2 A t  i t s  option, the  Universi ty may use i t s  l o c a l  depos i tory  General 

!d7unc's benk a c c m n t s  insteac'  3f the  s p c i a l .  c l e w i n g  account w i t h i n  

t he  general. r tq i? i re?ents  f o r  & p o s i t s  an? t r a n s f e r s  't? the  S'La1.e 

Treasury. 

3.3 The Universi ty,  by law, i s  a u t h ~ r i z e 2  with the  approval of the  S t a t e  



Comptroller t o  maintain Revolving Funds t o  f a c i l i t c t e  the  payment of 

nominal expenses - t o  pay b i l l s  wi th in  cash d iscount  periods.  

3 3 1  hrhen authorized by the  S t a t e  Comptroller, t he  Universi ty may 

use the  revolving fund f o r  r egu la r  monthly payro l l s  a s  we l l  a s  



f o r  weekly and s p e c i a l  payro l l s ,  

3.32 Disbursements from t h e  revolving funds a r e  reimbursed from 

s t a t e  appropr ia t ions  on claims f i l e d  wi th  the  S t a t e  Comptroller 

under r e g u l a r l y  prescr ibed  procedures. One voucher and one 

warrant  may cover a number of claims f o r  t h i s  purpose. Reim- 

bursement claims must meet the  same requirements a s  o the r  claims 

a g a i n s t  s t a t e  appropr ia t ions .  Each i n s t i t u t i o n  s h a l l  prepare a 

reimbursement claim a s  of t h e  c lose  of business on t h e  l a s t  day 

of each month o r  more o f t e n  a s  may be expedient t o  avoid main- 

t a i n i n g  l a r g e  revolv ing  funds. 

3.33 The Board of Regents s h a l l  determine t h e  amounts of t h e  revolv- 

i n g  funds and s h a l l  des ignate  a depos i tory  bank f o r  each such 

fund, speci fy ing  persons authorized t o  s ign  checks drawn on 

such funds. Depository banks s h a l l  secure  revolving fund de- 

p o s i t s  a s  provided by law. 

Sec. 4. Local I n s t i t u t i o n a l  Funds. 

4.1 A l l  l o c a l  income, no t  requi red  t o  be deposi ted i n  t h e  S t a t e  Treasury 

must by law be deposi ted i n  l o c a l  depos i tory  banks f o r  safekeeping. 

Requests f o r  new depos i tory  bank accounts and f o r  any authorized 

s igna tu res  t o  be accepted by t b e  bank must have t h e  approval of the  

Universi ty Comptroller and the  President  who s h a l l  n o t i f y  the  bank 

and o the r s  concerned. Depository agreements with t h e  l o c a l  banks 

s h a l l  be negotiated by the  Universi ty Comptroller with the  a s s i s t a n c e  

of t h e  i n s t i t u t i o n a l  business o f f i c e  and the  i n s t i t u t i o n a l  head and 

s h a l l  be sulanitted t o  t h e  Pres ident  and Board o f  Regents f o r  approval. 

4.2 Depository banks se l ec ted  s h a l l  fu rn i sh  adequate s u r e t y  bonds o r  

s e c u r i t i e s  t o  assure  s a f e t y  of these  funds, Local funds s h a l l  

be deposi ted i n  the  depos i to ry  banks wi th in  f i v e  days from t h e  

d a t e  of co l l ec t ion .  Such funds a r e  usua l ly  c a r r i e d  a s  demand depos i t s ;  

however, they  may be c a r r i e d  a s  t h e  depos i t s  a t  a negotiated i n t e r e s t  

r a t e ,  



4.3 The Board of Regents and the in s t i t u t i ona l  heads may not, by law, 

borrow money from any person, firm, or corporation t o  be repaid 

from l o c a l  funds except as  spec i f ica l ly  authorized by the Legis- 

l a ture .  

Sac. 5. Charge Sales.--The University i s  not allowed, by law, t o  SOU 

property or  service on c red i t .  

Sec. 6 s a l e s  t o  Staff  Members.-Sales of University property may be 1m8e 

t o  s t a f f  members only a f t e r  authorization by the Board of Regents 

through docket approval. 

Sec. 7. Vouchers f o r  Expenditures. 

7.1 Main University Vouchers for  disbursement of funds sha l l  be 

prepared i n  the departmental off ices  a t  the Main University. 

They sha l l  be signed by the head of the department, or  some- 

one recommended by him i n  writ ing and appointed by the 

Vice-president and Provost of the &in University, and such 

vouchers sha l l  be approved by an authorized person i n  the 

audi tor ' s  office.  

7.2 A t  the other component ins t i tu t ions ,  vouchers sha l l  be 

prepared, where possible, i n  the business off ices .  

7.3 Vouchers s h a l l  be prepared on S ta te  of Texas Purchase Voucher 

Form, P-1, consisting of f ive  copies as follows: 

No, 1. For State  Comptroller ( i f  paid from State  funds) 

No. 2. For Board of Control ( i f  purchased through Board of Control) 

No. 3. For Ins t i tu t iona l  Business Office 

Nop 4 0  For Ins t i tu t iona l  Department ( f i l e  copy) 

No, 5. For re turn with check t o  vendor (sent by business of f ice  

with payment) 

7.4 Vouchers a r e  t o  be coded i n  the business off ices  within the approved 

expenditure codes and, i f  payable by warrant from the S ta te  Treasurer, 

with the proper expenditure c lass i f ica t ions  furnished by the S ta te  

Comptroller. 

7.5 If two o r  more invoices from the same vendor and chargeable t o  the  



same account are t o  be paid, payment may be by one voucher, even though 

covered by more than one requis i t ion and/or purchase order excepts 

7.51 Separate vouchers s h a l l  be prepared f o r  contract and non- 

contract  invoices on purchases through the Board of Control, 

7.52 Separate vouchers s h a l l  be prepared f o r  invoices f o r  purchases 

made through the Purchasing Division and Printing Division of 

the  Board of Control, 

7.6 Cash discounts and c red i t s  sha l l  be shown i n  f u l l  on the vouchers and 

s h a l l  include the amount and number of the invoice, l e s s  discount or  

other credi ts ,  and the net  amount. Explanations sha l l  be made f o r  

a l l  deductions. 

7*7 A red " - Discount" tag  sha l l  be attached t o  the  face of the  

voucher and, i n  such cases, they s h a l l  be handled sepamtely from 

other vouchers i n  the business off ice ,  

Sec. 8. gouchers Pavable from Sta te  Fun&. 

8.1 When materials, supplies, and other items a re  purchased through the 

Board of Control, four copies of the Voucher Form are  s u h i t t e d  t o  

the business of f ice  and Copy No. 1 (or the attached invoice) must 

be notarized i f  the anount i s  more than $50. 

8-2 I f  the  amount i s  $50 o r  less ,  e i ther  a notarization or  a signed 

ce r t i f i ca t ion  i s  required. The cer t i f ica t ion ,  i f  used, must read 

as  follows: 

I c e r t i f y  under the penalty of perjury $hat t h i s  claim has been 

examined by me and t o  the best  of my knowledge and belief is t rue  and 

correct. 

8.3 When purchases are not made through the Board of Control, a l l  copies 

excepting Nos. 2 and 4 a re  submitted and Copy No. 1 (or the attached 

invoice) must be notarized o r  a ce r t i f i ca t ion  made a s  indicated i n  

the preceding paragraph. 



Sac. 9 +  Vouchers Pavable from Local Funds. 

9.1 When materials,  supplies, e tc .  a r e  purchased through the Board of Control, 

Copy No. 3 may become the or ig ina l  and, i f  so, Copy Nolo. l n e e d  not 

be submitted unless the required notarization or  cer t i f ica t ion  appears 

thereon. Notarization or  ce r t i f i ca t ion  i s  required as  s t ipulated i n  

the  preceding section en t i t l ed  Vouchers Payable from Sta te  Funds." 

9.2 Nhen materials are  not purchased through t h e  Board of Control, only 

Copies Nos. 3 and 5 need be submitted, with Copy No. 3 a s  the or iginal ,  

Notarization or ce r t i f i ca t ion  i s  r equ f~ed .  

Sac. 10. Qutstandine Checkg. 

10.1 Outstanding checks s h a l l  be carried on the o f f i c i a l  accounting records 

f o r  the two f i s c a l  years following the year i n  which they are  issued. 

(Example: i f  issued i n  1953-51, they would be carried through August 31, 

1956). Those s t i l l  outstanding a t  the end of the second f i s c a l  year 

a f t e r  issue sha l l  be cancelled and writ ten off  the o f f i c i a l  accounting 

records. 

10.2 Each business off ice  i s  expected t o  make d i l igen t  e f fo r t  t o  minimize 

the number of such outstanding checks, pzr t icu la r ly  those i n  excess 

of $10. 

Sec. 11. Ins t i t u t iona l  EPembershi~ Du~g.--University funds sha l l  be used t o  pay 

membership f ee s  only i n  educatiorial, s c i e n t i f i c  or  other associations 

of which the University i s  an in s t i t u t i ona l  member, with the member- 

ships approved by the in s t i t u t i ona l  heads. 

Sec. 12. .Pavrolls. 

12.1 There a r e  three general types of payrolls, those for  (1) regular 

salar ied employees; (2) weekly salar ied employeesg and (3)  hourly 

salar ied employees. 

12.2 A t  the Main University payrolls  for  a l l  regular salar ied employees, 

except those f o r  Auxiliary Enterprises, s h a l l  be prepared i n  t he  Pay- 

r o l l  Division of the Auditorss office.  



12.21 Vouchers and payro l l s  f o r  weekly and hourly employees, and r e g u l a r  

s a l a r i e d  employees i n  Auxi l ia ry  Enterpr ises ,  s h a l l  be prepared 

i n  t r i p l i c a t e  on proper forms by t h e  department concerned. They 

s h a l l  be approved by the  head o f  t h e  department, o r  someone author- 

i z e d  t o  s ign  f o r  him, and s h a l l  include t h e  name of t h e  payee, 

accura te  ca lcu la t ions  of pay, a s  wel l  a s  the  account t o  which 

charge i s  made. 

12.22 Those covered by Workmen's Compensation Insurance s h a l l  be so  

ind ica ted ,  

12.23 Two copies s h a l l  be t ransmi t ted  t o  the  Payrol l  Division f o r  

processing* 

12.3 A t  t he  o ther  component i n s t i t u t i o n s ,  a l l  payro l l s  s h a l l  be prepared 

i n  the  business o f f i c e  from r e g u l a r  budgets, appointment. forms and 

l e t t e r s ,  time cards, e t c .  

12.d If payment f o r  r egu la r  s a l a r i e d  employees i s  f o r  l e s s  than  a month, 

t h e  s a l a r y  s h a l l  be f igured  propor t ionate ly  on the  a c t u a l  number of 

days i n  a  given month, e ,  g., 28, 30, 31. 

12.5 Deductions f o r  income tax ,  teacher  and employees re t i rement ,  arid social. 

s e c u r i t y  a r e  made where app l i cab le  on a l l  payro l l s .  A t  some i n s t i t u -  

t i o n s ,  h o s p i t a l i z a t i o n  insurance i s  a l s o  deducted i f  approved by t h e  

Board of Regents. 

12.6 Dates f o r  d i s t r i b u t i o n  of s a l a r y  checks vary  a t  t h e  component i n s t i t u -  

t i o n s  and a r e  announced by t h e  business o f f i c e .  

Sac.-13. Absence from Usual and Regular Duties. Authorizat ion f o r  Absence. Including 

Travel, and Travel  Expense Reimbursement, -- 

13.1 W c e  from Usual and Regular D u t i a  

13.11 Authorizat ion f a r  any member o f ' a  f a c u l t y ' o r  s t k f f  cf t h e  Univer- 

s i t y  t o  be absent  from h i s  u s l i d  and regu la r  d u t i e s  w i l l  be 

granted only under the  fol lowing condi t ions :  

13.111 When such absence i s  on s t a t e  business,  which s h a l l  include,  



among o tbe r  purposes, t h e  formal .presenta t ion  of :or*gSnal' researchas..  ,, 

by an,employee beforq a n a t i o n a l ;  reg ional ,  o r  s t a t e  learned soc ie ty ,  

and 

3 When appropr ia te  provis ions  a r e  made t o  c a r r y  on the  d u t i e s  of t h e  

absent  person without a d d i t i o n a l  expense t o  the  Thiversi ty.  

3 i iutborizat ion f o r  Absence f o r  S taf f  Meinbers Whose R e ~ u l a r  Duty D c e s  no t  Reauipe 

a d .  Authorizat ion f o r  absence from usual  an8 regu la r  du t i e s ,  inc luding t r a v e l  

Prom the  c i t y  o r  town where t h e  Univers i ty  o f f i c e r  or  employee is r e g u l a r l y  s t a t ioned ,  

k r i l l  be granted by the  Board of Regents, o r  by the  Administrative Officer  t o  whom the  

Ibard may delegate  au thor i ty ,  only by advance permission qbtained a s  follows: 

1.3.21 Request f o r  permission t o  be absent  f o r  a period n o t  i n  excess of one week 

(7 calendar days) s h a l l  be t ransmi t ted  through the  proper adminis t ra t ive  

channels t o  the  executive head of t he  component i n s t i t u t i o n  f o r  approval.  

A t  t h e  Main University, reques t  f o r  such absence, including t r a v e l  on 

o f f i c i a l  business without expense t o  the  Universi ty,  s h a l l  be t ransmi t ted ,  

with reasons t h e r e f o r ,  through t h e  departmental chairman o r  administrative 

super ior  t o  t h e  appropr ia te  dean o r  equivalent  adminis t ra t ive  o f f i c e r  f o r  

approval; but  i f  reimbursement f o r  t r a v e l  i s  involved, t h e  approval of the  

Vice-president and Provost i s  requi red .  

1:,22 Request f o r  permission t o  be absent  f o r  a  period i n  excess of one week but  

no t  i n  excess of two weeks, including t r a v e l  on o f f i c i a l  business,  s h a l l  

be t ransmi t ted  through proper adminis t ra t ive  channels t o  t h e  Pres ident  of 

t h e  Universi ty f o r  approval p r i o r  t o  such absence, 

l ? , 2 3  Request f o r  permission t o  be absent  f o r  a  period i n  excess of two weeks, 

including t r a v e l  on o f f i c i a l  business,  s h a l l  be t ransmi t ted  through propor 

adminis t ra t ive  channe1.s t o  t h e  President  of the  Universi ty an* t o  t h e  

Bourd of Regents o r  the  i?xecutive Committee of t h e  Bawd f o r  approval  

p r i o r  t o  such ebsence, 



113.25 Any t r a v e l  which contemplates reimbursement from funds appropriated by t h e  

Legis la ture  f o r  t r a v e l  expenses incurred outs ide  t h e  con t inen ta l  l i m i t s  of 

t h e  United S t a t e s  must have t h e  w r i t t e n  approval  of t h e  Pres ident  of t h e  

Universi ty and the  Governor p r i o r  t o  t h e  t r a v e l ,  i n  add i t ion  t o  t h e  author- 

i z a t i o n s  requi red  i n  the  appropr ia te  preceding subdivisions.  

L3.26 I n  l i e u  of any of t h e  de legct ions  of a u t h o r i t y  t o  approve absence from usual  

and regular  d u t i e s ,  incluciing o f f i c i a l  t r a v e l ,  spec i f i ed  i n  t h e  above sub- 

d iv i s ions ,  t h e  Pres ident  o f t h e  Universi ty may exerc ise  such a u t h o r i t y .  

lL?.27 The chief  adminis t ra t ive  o f f i c e r s  of the  component i n s t i t u t i o n s  s h a l l  keep 

records of a l l  approved absences and s h a l l  s u b i t  d e t a i l e d  s m a r i e s  

pe r iod ica l ly  t o  t h e '  f f e s i d e n t  f o r  d i ~ t r i b u t i o n  t o  t h e  Boerdof  .Regents 0 

13.3 &mroval of Travel E x ~ e n s e  Reimbursements 

13.31 Travel  expenses s h a l l  be reimbursed only from funds appropriated or  authorized 

f o r  t r a v e l .  Heads of component i n s t i t u t i o n s  s h a l l  plan t h e  t r a v e l  of a l l  

employees under t h e i r  a u t h o r i t y o t o  achieve maximum economy and e f f i c i ency*  

13.32 Travel  vouchers f o r  reimbursement of a l l  o f f i c i a l  t r a v e l  authorized pursuant 

t o  t h e  foregoing provisions s h a l l  be approved and signed a s  fol lows:  

13 .?21 Centra l  Administration -- Reimbur:soment f o r '  a l l .  trave1:shall .  be approve6 

e i t h e r  by the  President  of The U n i v e r s i t y o f  Texas o r , b y  the  Auditor 

o r  Ass i s t an t  Auditor'oF:.the' &.lain Universi ty.  

13.322 Component I n s t i t u t i o n s  -- Reimbursement f o r  a l l  t r a v e l  by employees o f  

t h e  component i n s t i t u t i o n s  s h a l l  be approved e i t h e r  by t h e  President  

of The Univers i ty  of Texas o r  by t h e  adminis t ra t ive  o f f i c e r s  designated 

below: I 

Main Universi ty - t h e  Vice-President and Provost, Auditor,  or  Ass i s t an t  

Auditor. 

Texas Western College - t he  President  of Texas Western College o r  the  

Business Manager. 

Medical Branch, Galveston - Executive Director  o r  the  Business Manager. 

Southwestern Medical School - t h e  Dean o r  Business Manager. 



Dental Branch - t h e  Dean o r  the  Business Manager, 

M. D. Anderson Hospi ta l  and Tumor I n s t i t u t e  - Director  o r  the  

Administrctor . 
Postgrad-uate School of Medicine - Dean o r  the  Business Manager. 

1.3.33 -tatus P r i f o r  Continuous Period of Twentv-Fouy 

12~) Hours o r  More - An employee who i s  t r a v e l i n g  on o f f i c i a l  Univers i ty  

business and i s  i n  continuous t r a v e l  f o r  a period of twenty-four (24) hours 

o r  more w i l l  be reinbursed a t  per  diem r a t e s ,  i n  l i e u  of a c t u a l  expenses 

f o r  meals and lodging i n  accordance w i t h  t h e  following: 

Rates 
Out of 

Per Diem per calendar day 

One four th  (a) t he  r a t e  f o r  a 
calendar day f o r  each period of 
s i x  (6) hours o r  f r a c t i o n  thereof  

I n  S t a t e  S t a t e  

$ 9.00 $ 15.00 

1 3 . 3  P a r t i a l  Per Diem f o r  Meals and Locldl?g. 

13.341 An employee who i s  t r a v e l i n g  on o f f i c i a l  Universi ty business f o r  

a continuous period of a minimum of s i x  (6) hours but l e s s  than  

twenty-four (24) hours which does not  involve over-night s t a y  w i l l  

be reimbursed a p a r t i a l  per  diem f o r  meals, i n  l i e u  of a c t u a l  

expenses, a s  fol lows:  

13.3411 Breakfast allowance i f  t he  employee depar t s  from designated 

headquarters  before 7:OO.A.M. (or,  i n  case of h i s  r e t u r n  t o  

designated headquarters a f t e r  7:00 A.M.) $1 .OO 

13.3412 Lunch allowance i f  t h e  employee i s  away from h i s  designated 

headquarters a f t e r  1:OO. P.M. $1.00 

13.3413 Dinner allowance i f  the  employee i s  away from h i s  designated 

headquarters a f t e r  7:OO. P , M ,  $2.00 

13.342 An employee who i s  t r a v e l i n g  on o f f i c i a l  Universi ty business f o r  a 

continuous period of a minimum of s ix (6) hours but  l e s s  than  twenty- 

f o u r  (24) hours which does involve over-night s t a y  w i l l  be reimbursed 

f o r  meals and loaging i n  an amount no t  i n  excess of $9.00 a t  t h e  r a t e  



of $2.25 f o r  each s i x  (6)  hour period involved o r  f r a c t i o n  thereof .  

13.35 Per Diem Allowances - Travel  S t a t u s  f o r  a Continuous Period of Less  

&an S i x  (6) Hours -- No p a r t i a l  per diem or  a c t u a l  expenses (except 

t r a n s p o r t a t i o n )  w i l l  be paid an employee who i s  away from designated 

headquarters  f o r  a period of l e s s  than s i x  hours. 

13 d 6  &v Defined f o r  Per  Diem PU~DOS~E,  - 
13.361 The calendar day (midnight t o  midnight) i s  t h e  u n i t  f o r  computing 

t h e  per diem allowance, 

13.362 For a f r a c t i o n a l  p a r t  of a day a t  t h e  conmencement o r  ending 

of continuous t r a v e l  the  s i x  hour per iods  of 12:01 A,M, t o  6:00 A.M., 

6:01 A.M, t o  12:OO Noon, 12:01 P,M. t o  6:00 P.M. and 6:01 P.M, t o  

12:OO Midnight a r e  each considered t o  be one-quarter (*I of a calendar 

day. 

13.363 Computation of per  diem s h a l l  be on a qua r t e r  day Sas i s ,  t he  i n i t i a l  

qua r t e r  t o  be t h a t  i n  which t r a v e l  begins and the  f i n a l  qua r t e r  t o  

be t h a t  i n  which t r a v e l  ends. 

13,364 Out-of-State t r a v e l  s t a t u s  commences a t  t he  beginning of t h e  next 

qua r t e r  a f t e r  t h e  employee i n  t r a v e l  s t a t u s  crosses  t h e  s t a t e ' i l i n e  

and continues through the  qua r t e r  i n  which the  employee r e t u r n s  t o  

the  s t a t e  Line. Payments f o r  both in - s t a t e  and out-of-state per 

diem allowance w i l l  no t  be made f o r  t h e  same period of a calendar 

day. 

13 $37 %ansportat ion Allowancq 

13.371 Public  Conveyance Including Taxis : 

An employee t r a v e l i n g  by public  conveyance i s  e n t i t l e d  t o  a 

t r anspor t a t ion  allowance equal t o  t h e  a c t u a l  cos t  of t r anspor t a t ion ,  

excluding f e d e r a l  tax.  Receipts  f o r  such public  t r anspor t a t ion ,  k ~ =  

~ l u d i n ~  r e c e i p t s  f o r  c i t v  bus. t a x i .  o r  limousine f a r e s  i n  amounts of 

&*50 o r  l e u ,  s h a l l  be obtained and a t tached t o  the  employee's 

expense account when submitted. A d e t a i l  l is t  of a l l  claims f o r  

publ ic  t r a n s p o r t a t i o n  including c i t y  bus, t a x i ,  and limousine f a r e s  



i n  amounts of $2,50 o r  l e s s  s h a l l  be shown on Travel  Expense Account 

under "Record of Transportat ion Claimed f o r  Each Tr3.p.n 

13.372 Pr iva te  Conveyance: 

An employee t r a v e l i n g  by p r iva te  conveyance s h a l l  be reimbursed a t  

t h e  r a t e  of e i g h t  cen t s  (84) per mile  on t h e  b a s i s  of the  s h o r t e s t  

p r a c t i c a l  rou te  between poin ts .  

13.3721 Reimbursement f o r  mileage i n  t h e  S t a t e  of Texas s h a l l  include 

t h e  use of Farm-to-Marke roads. The l a t e s t  o f f i c i a l  

highway map published by t h e  S t a t e  Highway department s h a l l  

be the  o f f i c i a l  map f o r  use dur ing  t h e  c u r r e n t  biennieum. 

U.3722 When two o r  more employees t r a v e l  i n  a s i n g l e  p r iva te  
I 

conveyance, only one s h a l l  r ece ive  a t r a n s p o r t a t i o n  allowance, 

but  t h i s  provision s h a l l  no t  preclude each t r a v e l e r  from 

rece iv ing  a per diem allowance. 

13.3723 Men  two, three ,  o r  fou r  o f f i c i a l s  o r  employees of Central  

Administration o r  of one of the  component i n s t i t u t i o n s  of t h e  

Univers i ty  wi th  t h e  same i t i n e r a r y  on t h e  same da tes  a r e  re- 

quired t o  t r a v e l  on t h e  same o f f i c i a l  s t a t e  business f o r  which 

t r a v e l  reimbursement f o r  mileage i n  a personal  ca r  i s  chimed,  

mileage reimbursement w i l l  be claimed and allowed f o r  only one 

of t h e  employees except a s  provided he rea f t e r .  If more than 

f o u r  employees a t t end  such meeting o r  conference i n  more than  

one ca r ,  f u l l  mileage reimbursement s h a l l  be allowed f o r  one 

c a r  f o r  each four  employees and f o r  any f r a c t i o n  i n  excess of 

a mul t ip l e  of four  employees. I f ,  i n  any ins tance ,  it i s  no t  

f e a s i b l e  f o r  these  o f f i c i a l s  o r  employees t o  t r a v e l  i n  the  

same c a r ,  then p r i o r  o f f i c i a l  approval f rom t h e  Pres ident  f o r  

Cent ra l  Administration, o r  the  head o f t h e  component i n s t i t u t i o n  

f o r  employees of t h a t  i n s t i t u t i o n  s h a l l  be obtained and s h a l l  be 

considered a s  au thor i za t ion  and t h e  b a s i s  f o r  reimbursement for 

t r a v e l  f o r  each person authorized t o  use h i s  personal  ca r  i n  

such t r a v e l .  



U.38 &eimbursement for.  Dues o r  Reg i s t r a t ion  . . .  Feeas_.-- Reimbursemq~t, w i l l ,  n ~ t :  ,be 

allowe? f o r  Sues, r e g i s t r a t i o n  f ees ,  o r  s i m i l a r  expense, incurred i n  joining 

o r  a t t end ing  any type of organizat ions o r  a s soc ia t ions  unless  the  member- 

s h i p  i s  i n  t h e  name of t h e  S t a t e  of Texas and/or The Univers i ty  of Texas. 

Reimbursement w i l l  not be allowed f o r  t h e  cos t  of meals t h a t  may be included 

i n  the  r e g i s t r a t i o n  f e e s ,  Receipts  f o r  such dues o r  r e g i s t r a t i o n  f e e s  s h a l l  

be obtained and attcchecl t,o t he  ex'lense account. If~~rbimbur~emBnt~ibS:~Claimed, 

vouchers s h a l l  i n c l u d e s  statement Lhat the.mombership~.is  i n :  the 'nhme of The 

Universi ty of Texas. 

13.39 ExllaptiaP t n  %? niPm_4l'lnLranrn -- Subject  t o  t h e  advance w r i t t e n  approval 

of t h e  Pres ident  of t h e  University, t he  Executive Head of each component 

i n s t i t u t i m  may des ignate  one a s s i s t a n t  who s h a l l  be reimbursed f o r  a c t u a l  

expenses of meals, lodging anc! i n c i d e n t a l  expenses no t  t o  exceed Twenty-five 

Dollars  ($25) per day when t r a v e l i n g  on o f f i c i a l  business e i t h e r  i n  o r  out 

of the  S t a t e .  This au thor i za t ion ,  however, s h a l l  be va l id  only f o r  periods 

not t o  exceed one week i n  each ins tance .  The ExecutiveHead of the  component 

i n s t i t u t i o n  author iz ing  such t r a v e l  allowance shal.1 f i l e  with the  Comptroller 

of Public  Accounts a  w r i t t e n  statement aS t o  t h e  purpose of such t r a v e l  expense 

incurred by the  employee each and every time such designat.ion is made. Travel  

authorized under t h i s  exception t o  t h e  per  diem allowance must be s p e c i f i c a l l y  
,.. . , , ,  $.,,...,,,, , ' ,  

I i nd ica ted  i n  the  requi red  repor%; ' - '  " "' 

13.40 S ~ e c i a l  E x c e ~ t i o n s  t o  Foreeoine General Travel  Reaulat ions -- The provisions 

of t h e  foregoing general  t r a v e l  r egu la t ions  apply t o  a l l  employees and a l l  

funds but  employees may e l e c t  t o  tcke  advantage of t h e  s p e c i f i c  exceptions 

authorized below: 

U .401  Contracts  - Travel  allowances under research o r  o ther  con t rac t s ,  

which a r e  100% reimbursable, w i l l  fol low the  t w m s  of t h e  con t rac t ,  

and i n  the  absence of s p e c i f i c a t i o n s  t h e  t r a v e l  r u l e s  an8 regula- 

t i o n s  covering peyments from Trus t  Funds w i l l  apply,  

U.402 Trus t  Funds -- Travel  allowances paid from Trus t  Funds, unless  

otherwise spec i f i ed  uncler the  g ran t  o r  g i f t ,  s h a l l  be on the  bas i s  

of a c t u a l  expenses incurred i n  l i e u  of per diem not  t o  exceed a 

maximum of $15,00 a calendar clay* Fxpenso incurred under t h i s  



provis ion  must be itemized s o . a s  t o  show t h e  amount expended each 

day f o r  meals and lodgings.  A l l  public t r a n s p o r t a t i o n  expenses 

i n  excess of $2.50 sha1.l be supported by r e c e i p t s .  

U.403 I n t e r c o l l e g i a t e  A t h l e t i c s  -- Actual expenses w i l l  be paid a t  no 

per  diem l i m i t ,  provized such expenditures  i n  t h e  amount of $2,00 

o r  more a r e  supported by signed r e c e i p t s .  



Sec. U .  B e i e h t  and ExDr-. Advertisinu Postaue and Box Rent. Tele~hone, 

m e m a v h  and Subscrivtion Vouchprs. 

l Vouchers f o r  f re igh t  and express charges a r e ,  i f  practicable,  mace 

payable t o  the loca l  agent but i n  the name of the transportation 

company. A careful check sha l l  be made f o r  damages or shortages 

and, i f  any, notation i s  made on the receipt  of the transportation 

company before the shipments are  accepted. The vendor s h a l l  be noti- 

f i ed  i n  writing when damages o r  shortages occur and a copy of the 

no t i f ica t ion  sha l l  be attached t o  the voucher when deductions a r e  

made on the invoice. I n  general, charges f o r  f r e igh t  and express 

are  made against  the  same accounts a s  those charged for  the purchase 

of the re la ted materials. 

14.2 Transportation charges f o r  purchases a t  delivered prices ( f  .o.b. des- 

t ina t ion)  cannot be paid by the University. An acceptance sha l l ,  

therefore, not be given the transportation company unless such charges 

a r e  prepaid. 

3 A copy of the  advertisement, a s  well as  t he  invoice and a f f idav i t  

of the publisher, showing r a t e s  i n  conformity with State  laws, 

sha l l  be attached t o  vouchers f o r  advertisements. 

11.6 Vouchers f o r  postage and postal  box ren t  sha l l  W made payable t o  

the United S ta tes  Postmaster. Postage stamps a r e  available a t  a 

cent,ral supply center a t  most ins t i tu t ions .  Where a postage meter 

is  used by the in s t i t u t i on ,  the  w e  of stamps i s  limited. 

14.5 Payment f o r  telephone charges sha l l  be handled a t  the Main University 

through the Office of the  Director of Physical Plant. Inter-depart- 

mental vouchers are  sent  t o  the  department being charged and a l l  

long-distance c a l l s  sha l l  be careful ly  checked i n  the department 

before t he  vouchers a r e  sent  t o  the Business Office. A t  the other 

component ins t i tu t ions ,  the vouchering and checking sha l l  be handled 

through the business offices.  Personal long distance c a l l s  mustlnot 

be paid from ins t i t u t i ona l  funds, 

6 Ar?"itemized statement from Western Union showing the person t o  whom 

the  message was sent and person sending it i s  attachea t o  the voucher 



f o r  payment. 

14.7 Subscript ions t o  publ.icetions s h a l l  be vouchered af ter  the  f i r s t  copy 

i s  received. This is noted on t h e  voucher o r  invoice f o r  payment, 

a s  wel l  a s  the  period covered by the subscr ip t ion .  

Sec. 15.  an8 -a--At most of the conponent i n s t i t u t i o n s ,  

s t a t ionery ,  o f f i c e  suppl ies  and some other  g e n e r ~ l  suppl ies  and 

equipment may be secured through an  i n s t i t u t i o n e l  supply center .  

Payment f o r  such purchases s h a l l  be by inter-departmental t r a n s f e r  

vouchers which o r ig ina te  i n  the  o f f i c e  furnishing such mate r i a l s .  

When suppl ies  and equipment a r c  purchased through t h e  Board of 

Control,  o r  a r e  payable from l o c a l  funds, the  general  regul.ations 

f o r  preparat ion of vouchers s h a l l  be a s  outl ined here in .  

Sec. 16, Jnsurance on Monev and S e c u r i t i e s  ,--As approved by the  Board of Regents, 

t h e  Universi ty c a r r i e s  a  blanket system-wide pol icy  insur ing  aga ins t  l o s s  

of money o r  s e c u r i t i e s  a t  any of the  component i n s t i t u t i o n s .  The premium 

paid by each i n s t i t u t i o n  i s  separa te ly  computed. and i s  bases on the  coverage 

appl icable  a t  each i n s t i t u t i o n .  A t  t h e  ti.me a l o s s  occurs t h e  University 

Comptroller s h a l l  be no t i f i ed  by the  appropr ia te  Business Manager and 

s h a l l  approve a l l  l o s s  claims and se t t lements .  Any se t t lement  over 

$1000 s h a l l  be approved by t h e  Pres ident ' s  o f f i c e  a s  wel l  a s  t h e  Comptroller, 

and s h a l l  be reported t o  the  Soar8 of Regents f o r  r a t i f i c a t i o n  a t  the 

next meeting. 

Sec. 17. Xeceiotina f o r  Payments. A l l  s t a t u t o r y  o r  r i d e r  provision requirements 

a s  t o  r e c e i p t s  f o r  warrants i n  payment of s a l a r i e s ,  wages o r  reimburse- 

ment of o f r i c i a l  t r a v e l  expenses shall. be complied v i t h  by the  covponent 

i n s t i t u t i o n s .  



Chapter I V  

PURCHASING 

Sec. 1, P u t h o r i t v  t o  O b l i ~ a t e  Funds. Except f o r  contra&s signed by 

author ized  admin i s t r a t ive  o f f i c i a l s ,  the  o f f i c i a l  purchasing agen t s  

s h a l l  have s o l e  a u t h o r i t y  t o  ob l igc t e  funds of t h e  i n s t i t u t i o n  f o r  

purchases unless  o the r  arrangements a r e  approved by t h e  Pres ident .  

The Univers i ty  can, therefore, assume no l i c b i l i t y  f o r  payment of 

o b l i g a t i o n s  made except  a s  au thor ized  

Sec. 2. Purchasine E th ic s .  A l l  q u a l i f i e d ,  r e w a b l e  b idders  a r e  given equal  

opportuni ty 1,o submit  b ids  on a  uniform b a s i s  when competition i s  poss ib le .  

No bidder  r ece ives  s p e c i a l  cons idera t ion  o r i s  allowed t o  r e v i s e  

h i s  b id  a f t e r  t h e  da te  f o r  opening bids.  Purchssing agen t s  and t h e i r  

s t a f f s  s h a l l  no t  s ccep t  g r a t u i t i e s  o r  become obl iga te8  t o  ind iv idua l s  

o r  firms seeking business .  

Sec. 3 .  Purchases of Suwwl&@ end Eauiwment. 

3.1 Purchases of supp l i e s  and equipment s h a l l  be msde t h r m g h  the  

o f f i c i a l  purchcising agen t s  of t h e  component i n s t i t u t i o n s  un le s s  

~ t h e r w i s e  tu thor izod  3r a s  l i s t e d  below, Purchases s h a l l  be made 

through t h e  S t a t e  Board of Control,  except those payable ( o r  reim- 

bursable)  from f e d e r a l  funds, t r u s t  funds, and a u x i l i e r y  

e n t e r p r i s e  funds which s h a l l  be mad.e d i r e c t  i f  it i s  i n  t h e  i n t e r e s t  

of t h e  i n s t i t u t i o n  t o  do so .  Such d i r e c t  purchases s h a l l  be made 

through the  o f f i c i a l  purchasing agents  of the  component in s t j . t u t ions  

i n  t h c  usual msnner unless  s p e c i f i c  a u t h o r i z a t i o n  t o  do otherwise i s  

granted by the  head of Lhe ins'Litutj.on, 

3.2 An 1'Awarc:s Books1 of c o n t r a c t s  entered i n t o  f o r  supp l i e s  and equipment 

i s  publishec! by the  S t a t e  Board of Control ,  Copies of t h i s  book, o r  



information from it, can be secured from the purchasing agentsp 

who also render assistance i n  securing bids as  well as  i n  preparing 

and processing requis i t ions .  

Sec. 4. Contacts with the S ta te  Board of Control, A l l  contacts, whether o r a l  

or  writ ten,  with the S ta te  Board of Control and with vendors are 

handled through the o f f i c i a l  purchasing agents unless advance writ ten 

authorization is  obtained from them or  the  business of f icers  for  other 

persons t o  do so. 

Sec. 5. Bau i s i t i ons .  

5.1 Separate requis i t ions  s h a l l  be made for :  

5.11 S ta te  contract items purchased through the Printing DivisiBn 

of the State  Board of Control; 

5 J 2  S ta te  contract items purchased through the Purchasing Division 

of the State  Board of Control; and 

5.2 Requisitions for  supplies and equipment sha l l  be prepared on the 

o f f i c i a l  departmental requis i t ion form, approved by the chairman 

of the department, or  other administrative o f f i c i a l ,  and the original 

forwarded t o  the business of f ice  or bther designated of f ice  for  

approval a s  t o  ava i l ab i l i t y  of funds and t o  the  o f f i c i a l  purchasing 

agent f o r  approval of the purchase. Requisitions sha l l  show an 

ac tua l  or estimated cost  and sha l l  be numbered consecutively. 

Separate requis i t ions  sha l l  be made f o r  purchases on the open market 

f o r  each c l a s s  of items, such a s  hardware, e l e c t r i c a l  supplies, 

chemical supplies, e tc .  The department sha l l  be furnished a copy 

of each purchase order issued against  i t s  funds by the purchasing 

agents, 



5.3 Requis i t ions  s h a l l  not be requi red  f o r  per ishable  items, automobile 

r e p a i r s  which include both ma te r i a l  and l abor ,  and s e r v i c e  charges 

which inc lude  only l abor .  However, vouchers payable from S t a t e  funds 

f o r  per ishable  i tems,  o r  automobile r e p a i r s  including m a t e r i a l  must 

be approved by t h e  S t a t e  Board of Control.  

Sec. 6. Beauis i t ions  f o r  Space Leases. 

6.1 Space l e a s e s  involving bui ld ings  must, by law, be approved by t h e  

S t a t e  Board of Control snd may not extend beyond the  cu r ren t  

biennium. 

6.2 A r e q u i s i t i o n  s h a l l  be submitted t o  t h e  purchasing agent  and the  

l e a s e  completed p r i o r  t o  occupancy o f  any space f o r  o f f i c e ,  s torage  

o r  o the r  purposes. The r e q u i s i t i o n  must show: 

6.21 Type of space and purpose of i t s  use; 

6.22 Approximate number of square f e e t ;  

6.23 Location; 

6.24 Whether j a n i t o r  se rv ice  and/or u t i l i t i e s  w i l l  be furnished by 

the  l e s s o r ;  

6,25 Period of the  l e a s e ;  and 

6.26 Any other  requirements. 

Proposals f o r  space l e a s e s  r equ i re  approval by t h e  Pres ident  and t h e  

Board of Regents anc? l e a s e  con t rac t s  s h a l l  be approved and signed by the  

Univers i ty  Comptroller. 

Sec. 7. Renta l  of Machines and Eaui~ment .  Requis i t ions  f o r  r e n t a l  o f  a l l  

machines and equipment a r e  requi red ,  by law, t o  be approved by t h e  

S t a t e  Board of Control p r i o r  t o  the  beginning o f  the  r e n t a l  period. 

They a r e  submitted through.the purchasing agents  and payment of the  

r e n t a l s  s h a l l  be made only  a f t e r  approval of t h e  r e q u i s i t i o n s  by t h e  

Board of Control,  Also, see  sec t ion  11, of t h i s  Chapter. 



Sec. 8. Purchase of A i r  Conditioninz Eauiment, It i s  the policy of the Board 

of Regents t h a t  expenditures for  purchase of any new o r  additbonal 

a i r  conditioning equipment must be approved inadvance by the Board or  

the  President on recommendation of the executive head of the  component . 
ins t i tu t ion .  Because the i n s t a l l a t i on  o r  replacement of a i r  condition- 

ing equipment frequently involves special  e l e c t r i c a l  ins ta l la t ions ,  

departments sha l l  sec t re  the approval, i n  writing, of the Director of 

Physical Plant and/or the  Business Officer before i n i t i a t i n g  a 

request f o r  such equipment. When departmental funds a r e  the  source of 

t he  or ig ina l  purchase, i n s t a l l a t i on  costs, a s  well as  maintenance and 

repa i r  costs, sha l l  be paid from departmental budgets. 

See. 9. Purchase of Stationerv. Office S u ~ ~ l i e s .  S t enoma~h ic  Services, 
U o m a D h  and Mult i l i th  Work. F r i n t i n ~  Books. Periodicals. and 
Maaazins* 

9 -1 

9.2 

9 03 

See. 10. 

Stationery, o f f ice  supplies, stenographic services,  mimeograph and 

mul t i l i th  work sha l l  be purchased by departments and administrative 

of f ices  from the Stenographic Bureau a t  the  Main University or  from 

a cen t ra l  source of supply a t  the other component ins t i tu t ions .  The 

department, i n  writing, sha l l  authorize cer ta in  persons t o  make such 

purchases. 

Printing a t  the Main University i s  usually purchased from the  

University Printing Division, and a t  the  other component i n s t i t u t i ons  

purchases are' made a s  designated by the business off icer .  

Books, periodicals and magazine subscriptions, i f  payable from 

general budget funds, sha l l  be purchased a t  the Main University 

through the University Library by the use of a book order card. Pur- 

chases from other funds a t  the Main University and purchases a t  the 

other component ins t i tu t ions ,  sha l l  be made by requis i t ion through 

the purchasing agents. 

Purchases from F n ~ l o v e e ~ .  Purchases a r e  not permitted from any 

o f f i ce r  or  employee of the University unless the cost i s  l e s s  than 



t h a t  from any o the r  known source and u n t i l  approved by the  i n s t i t u t i o n a l  

heads, t h e  R e s i d e n t ,  and t h e  Board of Regents. De ta i l s  of such 

t r ansac t ions  s h a l l  be repor ted  i n  t h e  dockets o r  Minutes of t h e  Board. 

Sec. 11. Bychase  o r  Rental of Cer tn in  Tvoewriterg, I n  accordance with the  cu r ren t  

appropr ia t ion  b i l l  purchase o r  r e n t a l  of executive and/or propor t ional  

spacing typewr i t e r s  is no t  permitted unless  t h e  head of t h e  department 

makes an  a f f i d a v i t  a t tached t o  t h e  r e q u i s i t i o n  f o r  the  purchase t h a t  t h e  

use of such typewri ter  s h a l l  be more economical than purchasing p r in ted  

matter  and such typewri ter  s h a l l  be i n  continuous use f o r  a t  l e a s t  s i x  (6) 

hours a day. Also, s e e  Sect ion  7 of % h i s  Chapter. 



Chapter V 

PERSONNEZ, 

Sec. 1. c la s s i f i ed  Personnel. The Policy of the Board of Regents on the 

Development and Coordination of the Classified Personnel Programs, 

This policy covers: 

1,l The development , . . ,  and operation . . of the Branch Personnel Program as  

defined i n  the dut ies  of the Eranch Personnel Officer, This extends 

to:  

1.11 The administration of the Classified Personnel Program i n  h i s  

i n s t i t u t i on ,  The Director sha l l :  

1.111 Know the objectives and a l l  of the d e t a i l s  of the 

program. 

1.112 Assume responsibi l i ty  f o r  recommending a l l  changes i n  

the wri t ten program t o  h i s  chief executive of f icer .  

1,113 Interpret  the personnel program t o  h i s  insti tution-- 

administration, supervisors, and employees. 

1.12 The c lass i f ica t ion  plan. The Director sha l l :  

1.121 Recommend a l l  changes i n  any exis t ing job c l a s s i f i c a i  

t i on  o r  the creation of any new job c lass i f ica t ion .  

1.122 Write a l l  c lass  specifications.  

1.123 Allocate a l l  jobs t o  the  proper jbb c lass i f ica t ion .  

1 1  Assure t h a t  no person i s  appointed i n  a  posit ion i n  the 

c lass i f ied  service under a  t i t l e  not included i n  the 

Classi f icat ion Plan, 

1.13 The Pay Plan. The Director sha l l :  

1.131 Recommend a l l  changes i n  approved salary ranges together 

with the ranges f o r  a l l  new job class i f icat ions .  

1 1 2  Make sa la ry  s tudies  t o  determine correctness of exis t ing 



sa la ry  ranges and t o  substant ia te  recommendations for 

new ranges or  changes i n  exis t ing ranges. 

1.133 Assure t h a t  no appointment and/or change of sa la ry  i s  

made which i s :  

1,1331 b low the minimum sa la ry  for  the c l a s s  range 

(except f o r  a "Trainee"). 

1.1332 Above the maximum sa la ry  fo r  the c l a s s  range. 

1.1333 Not on a regulzr s t ep  (or f rac t ion  thereof i f  

par t  time). 

1.14 The pol ic ies  and rules .  The Director sha l l :  

1 , l W  . Provtde: a.:tuiifomTinterp~ethtion-sof'the'in$tithtiodLs 

personnel pblbCy. 

1.142 Advise h i s  chief executive o f f i ce r  of any violat ion or  

abuse of t h i s  policy. 

1.143 Recommend any necessary change i n  the  Pol ic ies  

and  rule^. 

1.15 Personnel transaction. The Director sha l l :  

1,151 Approve a l l  budget recommendations, appointments, changes 

of s ta tus ,  mi l i t a ry  leovee, leaves without pay, s e p r a -  

t ions  or  other personnel transactions involving class i -  

fied employees & g ~  t o  f i n a l  consideration by his  chief 

executive of f icer  t o  assure conformity with a l l  provisions 

of the  Classified Personnel Program. 

1.152 Call  t o  the  a t ten t ion  of h i s  chief executive o f f i ce r  i n  

writ ing any violat ion of the  program which may be 

approved outside the channels provided above, with a 

copy t o  the President of The University of Texas. 



1.16 Personnel services. The Mrector  sha l l  provide necessary 

personnel services t o  departments of h i s  i n s t i t u t i on  as  

rapidly a s  time and s t a f f  perni t ,  These services should 

include, a s  a minimum, the following: 

1,161 Centralized personnel recordsb 

1.162 A program of interdepartmental promotions. 

1,163 Centralized recrui t ing f o r  job vacancies. 

1.164 A t ra in ing  program. 

1.165 A program of employee communication. 

1.2 The development and coordination of the System-Wide Personnel 

Program. The following ru les  sha l l  apply: 

1.21 The Classification Plan. 

1.211 Coveraze: The Classified Service of The University of 

Texas System sha l l  include a l l  positions on the s t a f f  

a t  the University which do not e n t a i l  s ignif icant  

ins t ruct ional  respons ib i l i t i es  or  respons ib i l i t i es  for  

the administration of ins t ruc t iona l  or research organi- 

zations. The chief executive of f icer  of each component 

i n s t i t u t i on  sha l l  determine the inclusiveness of the  

c lass i f ied  service within t h i s  general def ini t ion,  and 

s h a l l  submit upon request t o  the PresidPlnt a l is t  of those 

administrative or  resesrch positions not included 

i n  the c lass i f ied program. 

1.212 .Tme of Plan: Uniform use s h a l l  be made of the ngrading 

or  Job Classification" system of job evaluation. Job 

specifications sha l l  be prepared according t o  the 

Procedure for  Writine Class S ~ e c i f i c a t i o n s  provided by 

the Office of the  President of The University of Texas. 



1.213 Job Titleq: Standardized job t i t l e s  s h a l l  be used f o r  

s imi l ia r  job classes common t o  two or  more of the 

component i n s t i t u t i ons  i n  order t ha t  a par t icu la r  job 

t i t l e  sha l l  describe generally similar work. Classes 

unique t o  a component i n s t i t u t i o n  s h a l l  have su i tab le  

descriptive t i t l e s .  

1.2U. Job Co&n A uniform job code en t i t l ed  the Personnel 

Class i f icat ion Co&,shall be used t o  aesignate job 

classes.  This code s h a l l  be used on IBM cards t o  

compile s t a t i s t i c a l  information on c lass i f ied  employees. 

1 2  The Pay Plan. 

A uniform system of sa la ry  s teps  providing f o r  an 

increase of f i ve  per cent, t o  the nearest  do l la r ,  above 

each preceding s tep  sha l l  be used f o r  a l l  pay plans. 

A 1 1  s a l a r i e s  sha l l  be on sa la ry  steps,  or  a f rac t iona l  

par t  thereof. 

A:uniforrn sybtem for  s e t t i ng  fok th ' the  sa la ry  ,ranges E m  

each job Classi f ica$ion,sb&ll 'be  iused'in' the pay plans 

for - -mch in s t i t u t i on .  

Salary ranges f o r  each job c lass i f ica t ion  s h a l l  be 

dependent upon the competitive labor market s i tuat ion 

f o r  each ins t i tu t ion ,  a s  determined by pay surveys, 

1.23 The pol ic ies  and ru les ,  

1.231 Each i n s t i t u t i o n  sha l l  operate its Classified Personnel 

Program under a policy statement covering the appoint- 

ment, compensation, and working conditions of c lass i f ied 

employees. 

1.232 Uniform pol ic ies  s h a l l  be followed i n  providing vacetion, 



l o c a l  opera t ing  condit ions.  

1.24 C lass i f i ed  Personnel Officer .  

1.241 The chief  executive o f f i c e r  of e ach component i 

s i c k  leave ,  e t c . ,  wi th in  the  l i m i t a t i o n s  imposed by 

.ns t i tu -  

t i o n  s h a l l  des ignate  one q u a i i f i e d  o f f i c i a l  who s h a l l  

be responsible under the  chief  executive o f f i c e r  of 

t h a t  i n s t i t u t i o n  f o r  the  development and opera t ion  of 

the  C lass i f i ed  Personnel Program. 

1.242 Functional d i r e c t i o n  and he lp  on t echn ica l  personnel 

mat ters  s h a l l  be provided each c lass i f ied!  personnel 

o f f i c e r  by the  Office of t h e  President  of The University 

of Texas. 

1.25 Approval of add i t ions  t o  and changes i n  the  C lass i f i ed  Personnel 

Program. 

1.251 Formal approval  of the  C l a s s i f i c a t i o n  Plan, Fay 

Plan, and P o l i c i e s  and Rules developed by each 

i n s t i t u t i o n  was obtained from the  Board of Regents 

a t  t h e  time each program was formally adopted. 

1.252 Changes i n  t h e  C l a s s i f i c a t i o n  Plan, Pay Plan, and 

P o l i c i e s  and Rules a t  each i n s t i t u t i o n  must be 

made upon t h e  recommendation of the  branch 

personnel o f f i c e r ,  t he  chief  executive o f f i c e r  of 

t h e  i n s t i t u t i o n ,  and t h e  approval of t h e  Pres ident  

and t h e  Board o f  Regents. Such changcs must have 

t h e  approvcl of the  Pres ident  p r i o r  t o  inc lus ion  

i n  t h e  Regents' Docket f o r  the  i n s t i t u t i o n  concerned. 

1.26 Duties of t h e  S v s t a  Personnel Advisor - The System Personnel 

Adviser serves  a s  a s t a f f  o f f i c e r  advis ing  the  Pres ident  through 

t h e  Vice-President f o r  F i s c a l  Affairs  on t h e  Class i f ied  personnel 



programs f o r  each of t h e  component u n i t s  of the  system. 

1.27 Reports. 

Necessary r e p o r t s  concerning t h e  s t a t u s  and opera t ion  of t h e  var ious  

c l a s s i f i e d  personnel programs may be requi red  by t h e  Pres ident  af 

The Universi ty of Texas. 

Sec . 2. B n e r a l  P e r s o n q a .  

2.11 A s  approved by the  Board of Regents, t he  Universi ty s h a l l  ca r ry  a 

blanket  pos i t ion  ( f i d e l i t y )  bond which s h a l l  cover employees of a l l  

component i n s t i t u t i o n s .  There s h a l l  be coverage of $5,000 each f o r  a l l  

employees and c e r t a i n  s p e c i f i c  excess coverage f o r  adminis t ra t ive  and 

bus iness  o f f i c i a l s .  For t o t e l  coverage i n  excess of $10,000, approval  

of the  S t a t e  Auditor i s  necessary, 

2.12 The Secre tary  of S t a t e  and t h e  S t a t e  Comptroller of Public Accounts 

s h a l l  be each furnished with an  o r i g i n a l  of t h e  bond. The Bond s h a l l  

be i ssued i n  V r i p l i c a t e  or ig ina ls1 ' ,  with one o r i g i n a l  t o  remain with the  

University Comptroller. 

2 . 1  The premium f o r  the  bond i s  prorated t o  t h e  component i n s t i t u t i o n s  on 

the  b a s i s  of t h e  number of employees wvered  f o r  which a premium charge 

i s  made. 

2-14 A t  t he  time a l o s s  occurs The Universi ty Comptroller s h a l l  be n o t i f i e d  by the  

appropr ia te  Business Manager and s h a l l  approve a l l  l o s s  claims and se t t l emen t s .  

Any se t t lement  over $1000 s h a l l  be approved by the  P res iden t% o f f i c e  a s  wel l  

a s  the  Comptroller, an8 s h a l l  be reported t o  the  Board of Regents f o r  

r a t i f i c a t i o n  a t  t he  next meeting. 

2.2 Withholdinn Exemption C e r t i f i c a t e ,  Every employee muSt execute and f i l e  with 

t h e  i n s t i t u t i o n a l  business o f f i c e r  an Employees1 Withholding Exemption C e r t i f i c a t e  

before compensation can be paid,  s ince  t h e  United S t a t e s  Treasury Department, 

I n t e r n a l  Revenue Service,  r equ i re s  c o l l e c t i o n s  of Income Tax on wages a t  t he  source 



The deductions f o r  taxes  withheld i s  authorized by S t a t e  Law on payro l l  

forms prescribed by t h e  S t a t e  Comptroller. 

2.3 k a v e  f o r  Mi l i t a rv  Dutv. 

2.31 A leave  of absence not  t o  exceed f i f t e e n  calendar days 

i n  any one calendar year  i s  granted f a c u l t y  o r  s t a f f  mem- 

bers  who, a s  members of the  National  Guard o r  O f f i c i a l  

, M i l i t i a  of Texas, o r  members of any o f  t h e  Reserve Com- 

ponents of t h e  Armed Forces, a r e  engaged i n  f i e l d  o r  

coas t  defense t r a i n i n g ,  parade o r  encampment a s  ordered 

o r  authorized by proper au thor i ty .  During such periods,  

t he  employee i s  absent  without l o s s  of e f f i c i e n c y  r a t i n g  

o r  vacat ion time, o r  s a l a r y ,  and i s  re s to red  t o  the  

pos i t ion  and s t a t u s  he previously held when re l i eved  

from m i l i t a r y  duty. 

2.32 The i n s t i t u t i o n a l  heads may prescr ibe  forms and procedures 

f o r  such reques ts .  

2.4 Overtime. 

2.41 C lass i f i ed  Personnel. 

2.411 The schedule of a c t i v i t i e s  s h a l l  be s o  organized 

t h a t  employees a r e  not  requi red  t o  work i n  excess 

of e s t ab l i shed  work periods except when opera t ing  

n e c e s s i t i e s  demand it. Equivalent compensatory 

time off  f o r  required over-time of a t  l e a s t  one 

hour o r  more above es t ab l i shed  work periods i s  

given employees whose s a l a r i e s  a r e  below the  mini- 

mum f o r  a ful l - t ime i n s t r u c t o r  a t  a l l  i n s t i t u t i o n s  

except t h e  M. D. Anderson Hospi ta l  and Tumor I n s t i -  

t u t e  and t h e  Southwestern Medical School where 

d e f i n i t e  s a l a r y  l i m i t s  a r e  s e t .  

not  t o  exceed 
2.412 Overtime equivalent  a r egu la r  work week may be 

accumulated and comgensatory time taken a t  a mutually 
Under except ional  circumstances 

convenient time. f i  payment may be made t o  e l i g i b l e  

employees on a s t r a i g h t  time b a s i s  from t h e  budget of 



t he  employing depart,ment, upon approval of t h e  appro- 

p r i a t e  adminis t ra t ive  o f f i c i a l s .  

2 4 2  Facul ty .  

2.421 Full-time f a c u l t y  members of the  rank of I n s t r u c t o r  

o r  above a r e  permitted.'tb work a mkxirnum o f . 1 0  .' 
-~~ and o ther  

hours per  week add i t iona l  time i n  governmen~sponsored 

p r o j e c t s  upon recornendation o f  the  chairman anfi dean 

of t h e i r  r e spec t ive  departments, schools,  o r  co l leges ,  

and with the  approval of the  p ro jec t  d i r e c t o r  and. t h e  

head of the  component u n i t  and t o  rece ive  ex t ra  compen- 

s a t i o n  f o r  such work a t  a pro r a t a  of t h e i r  r e g u l a r  

ful l - t ime teaching s a l a r y  r a t e .  

2.422 Part-time f a c u l t y  members of t h e  rank of I n s t r u c t o r  

o r  above may be s i m i l a r l y  approved f o r  a d d i t i o n a l  

work i n  government and o ther  sponsored p r o j e c t s  sub jec t  t o  a 

maximum combined work load of 50 hours per wbek, 

compensation i n  t h e  sponsored p ro jec t  t o  be a t  a pro 

r a t a  of the  r egu la r  ful l - t ime teaching s a l a r y  r a t e .  

2.&3 With r a r e  exceptions, fu l l - t ime employees on a twelve 

months1 s a l a r y  basis s h a l l  not  be permitted. e x t r a  

employment on government and-other spodsored p ro jec t s .  

I n  t h e  event  t h a t  such employment i s  approved, it is 

governed by t h e  l i m i t a t i o n s  s t a t e d  above. 

2.5 Student Em~loyment . 

2.51 The employment of s tudents  a s  Teaching Ass is tants  and 

Ass i s t an t s  a t  t h e  Main Universi ty i s  ef fec ted  through 

t h e  appropr ia te  departmental chairman and dean i n  accordance 

with t h e  C;uant,ity of Work r u l e  with n o t i f i c a t i o n  t o  the  

Vice-president and Provost,  



2.52 The employment of s tuden t s  a s  c l a s s i f i e d  personnel is 

handled through t h a t  o f f i c e ;  no t i ces  of work a v a i l a b l e  

a r e  l i s t e d  with the  Student Employment Bureau, 

2.53 The Quant i ty  of Work r u l e  provides t h a t  t h e  combined 

s tudy and work load of an  employed sturlent may no t  exceed 

s i x t y  hours per week. I n  a r r i v i n g  a t  t h e  t o t a l  combined 

work load,  each c l a s s  hour of course work ca r r i ed  i s  

valued a t  t h r e e  clock hours. 

2.54 Exceptions t o  t h i s  r u l e  a r e  r a r e l y  made and then  s h a l l  

be made only upon s p e c i f i c  recommendation of t h e  s t u d e n t ' s  

academic dean. 

2.6 Patent  Policy. Where no s p e c i f i c  c o n t r a c t  t o  t h e  con t ra ry  has been 

approved by t h e  Board of Regents, .  t he '  follb;*ring po l i cy  , . 

. ,  , ,,  

& p $ i i 6 s ' t o  p a t e n t s  obtAined by Unlirersi ty employe8s: ' : ,. , 

. . . , ~  .. . 

2.61 The t i t l e  t o  t h e  pa ten t  f o r  a  d iscovery  o r  invent ion  by a 

Universi ty employee s h a l l  belong t o  t h e  employee sub jec t  

t o  t h e  fol lowing provisions:  

2.611 When t o t a l  n e t  r o y a l t i e s ,  o r  o the r  compensations, a r e  

l e s s  than  $1,000, no payment t o  t h e  Universi ty i s  r e -  

qui red .  

2.612 When n e t  r o y a l t i e s ,  o r  o the r  compensations, amount t o  

more than  $1,000 but  l e s s  than  $5,000, 10% of t h e  ex- 

cess  of such r o y a l t i e s  o r  o the r  compensations over 

$1,000 s h a l l  be paid t o  t h e  University. 

2.613 When n e t  r o y a l t i e s ,  o r  o ther  compensations, amount 

t o  more than  $5,000, t h e  r o y a l t y  o r  o the r  compensation 

paid t h e  Univers i ty  w i l l  be 10% on t h e  amount above 

$1,000, but  l e s s  than  $5,000, and 20% on a l l  amounts 



of $5,000 or more. 

2.614 Where contributions have been made t o  research projects  

by pr iva te  donors, non-exclusive l icenses  on al l  inventions 

or discoveries resu l t ing  from such research may be issqed 

on a reasonable basis without discrimination i n  favor of 

or against  those making contributions i n  a id  of the 

research. 

Sec. 3. Other Remlations Concernina Personnel a r e  Reported i n  Rules an% 

Remlations of the Boar& of Regents. Par t  I ,  as follows: 

Affidavit - Chapter 111. Sec. 1.6, page 19. 

Po l i t i ca l  Aid and Leeis la t ive  Influence - Chapter 111, Sec. 1.7, 

page 20. 

Phvsical Bxamination - Chapter 111, Sec. 1.8, page 21. 

Bnoloment of Aliens - Chapter 111, Sec. 3. page 21. 

Indebtedness t o  the Universits  or  the S t a t e  - Chapter 111, 

Sec. 27, page 38. 

Amointment of Relatives (Xe~otism Ruler - Chapter 111, Sac. 5, 

page 23. 

Bolidavs - Chapter 111, Sec. 14, page 33. 

Vacation - Chapter 111, Sec. 15, page 33. 

Sick Leave - Chapter 111, Sec. 18, page 34. 

Leave f o r  Jury Dutg - Chapter 111, Sec. 19, page 35. 

Leaves of Absence Without Pax - Chapter 111, Sec. 16,  page 34. 

Absence from Usual and Remlar Duties - Chapter 111, Sec. 20, 

page 35. 

Office Hours - Chapter 111, Sec. 12, page 32. 

Outside Emploment - Chapter 111, Sec, 13,  page 32. 

Acceptance of Money from Studentk - Chapter 111, Sec. 25, page 37. 

Textbooks and Other MaterialsPrescribed f o r  the Use of Studentg - 
Chapter 111, Sec. 23, page 36. 

Ins t i tu t iona l  Emplo~ees as Students - Chapter 111, Sec. 29, page 39. 

Power t o  Authorize Expenditures out of University Funds - Chapter 111, 

Sec. 26, page 37. 



Division of Salar ies  for Staff  Ihwaed i n  Teaching and Non- 

Teachine: Act ivi t ies  - Chapter 111, Sec. 17,  page 34. 

Comaensation f o r  Corresuondence and Extension Teaching of 

Fulltime Sta f f  Members - Chapter 111, Sec. 22, page 35. 

Classi f ied Personnel Ssstems - Chapter 111, Sec. 2, page 21. 

Code of Ethic2 - Chapter 111, Sec. 4, page 22.  

Tenuie. Promotion, and Termination of Employment - Chapter 111, 

Sec. 6 ,  page 25. 

Modified Service - Chapter 111, Sec. 30, page 39. 



Chapter V I  

STAW BENFPT!Xq 

Sec, 1. Teacher Retirement Svstem. 

1.1 There a r e  two types of members i n  the  Teacher Retirement System: 

1.11 Teacher members - employees ocetfpflng posi05ons a s  teacher@, 

clerks,  administrators, supervisors and re la ted occupations 

i n  educational ins t i tu t ions ;  and 

1.12 Auxiliary employees - a l l  other employees of educations!, 

i n s t i t u t i ons  otherwise e l ig ib le ,  such a s  building attend- 

ants,  carpenters, e tc .  

1.2 A l l  employees of the  University employed on a regular,  full-time 

sa la ry  are  required by law t o  par t ic ipate  i n  the Teacher Retire- 

ment System, which became effect ive forteacher members ' =. 

September 1, 1937, and for  auxi l iary members September 1, 1949, 

except persons e l i g ib l e  a t  those times who executed waivers 

within the period allowed by law and have not revoked such waiver 

if l a t e r  permitted, and members of the Rnployees Retirement 

System about which information i s  given l a t e r .  

1.3 Annual membership dues i n  the Teacher Retirement System are  $3 

which amount is deducted from the first sa la ry  payment i n  a 

f i s c a l  year. Members contribute s i x  per cent of t he i r  sa la ry  

up t o  and including $8400 per year, with the maximum contribution 

of $504 per year, which amount i s  deducted from the monthly 

sa la ry  payment. The contributions are  sent monthly by the  

business off ices  t o  the  Teacher Retirement System. Each year 

members receive a statement from the Teacher Retirement System, 

through the business off ices ,  of t h e i r  t o t a l  contributions, 

plus accumulated in t e r e s t  through August 31 of t he  preceding 

year, Within the provisions of the law, the State  a lso con- 

t r i bu t e s  t o t h e  member" account. 



1.4 The annuity payable a t  retirement i s  based on the s a l a r i e s  

earned by the member. Annuity payments for  services rendered 

pr ior  t o  September 1, 1955, are  based on the average annual 

sa la ry  of the member during the five-year period from September 1, 1950 

t o  August 31, 1955. Annuity payments f o r  services rendered subsequent 

t o  August 31, 1955, a r e  based on the actual  sa la ry  earned during each 

year of such service,  not t o  exceed $8,400.00 of sa la ry  f o r  any one 

year. 

1.5 When a member leaves the employment of the public schools of Texas, he may 

withdraw the amount of h i s  contribution, plus accumulated in t e r e s t ,  

upon application, or  he may leave the funds a t  i n t e r e s t  fo r  not more 

than f ive  out of s i x  consecutive years during which period he pays the 

annual membership dues. 

1.6 I f  a member d ies  before retirement, h i s  beneficiary, depending upon the 

re la t ionship t o  the member, w i l l  be en t i t l ed  t o  death benefit  payments 

or  survivor benefit  payments, whichever renders the greater  advantage 

t o  the  beneficiary. 1f 'there i s  no beneficiary with an insurable in te res t ,  

payment w i l l  be l imited t o t h e  accumulated contributions plus i n t e r e s t  

standing t o  the account of the  member with the Teacher Retirement System. 

1.7 E l i g i b i l i t y  f o r  retirement benefits  i s  a s  follows: 

1.71 With ten years creditable service upon reaching age 65, member 

i s  en t i t l ed  t o  r e t i r e  with f u l l  benefits  based on service rendered 

and sa la ry  earned. A teacher member is en t i t l ed  t o  minfnum benefi ts  

of $75.00 per month, An auxi l iary employee i s  en t i t l ed  t o  minimum 

benefits  of $50.00 per month. 

1,72 Uith f i f t een  years creditable service upon reaching age 55, member 

i s  en t i t l ed  t o  r e t i r e  a t  reduced ac tua r i a l  equivalent of benefit  

payable a t  age 65. 

1.73 With twenty years creditable service upon reaching age 60, member 

i s  en t i t l ed  t o  r e t i r e  with f u l l  benefits  based on service rendered 

and sa la ry  earned. A teacher member i s  en t i t l ed  t o  minimum benefits  

F R - W  



of $10.0,00 per month. An auxi l iary employee i s  en t i t l ed  t o  minimum 

benefits  of $75.00 per month. 

1.74 With 25 years creditable service upon reaching age 55 o r  with 30 

years creditable service a t  any age, member i s  en t i t l ed  t o  r e t i r e  

a t  reduced ac tuar ia l  equivalent of benefit  payable a t  age 60. 

1.8 Creditable service consists of p r ior  service, former membership service, 

and current membership service,  For teacher members, pr ior  service i s  tha t  

before September 1, 1937; former membership service i s  t ha t  rendered during 

the period September 1, 1937, t o  August 31, 19554 and current membership 

service i s  tha t  rendered subsequent t o  August 31, 1955. For auxi l ia ry  

employees, pr ior  service is t h a t  rendered pr ior  t o  September 1, 1949, 

former membership service is t h a t  rendered during the period September 1, 

1949, t o  August 31, 1955; and current membership service i s  tha t  rendered 

subsequent t o  August 31, 1955. 

1.9 Information pertaining t o  options under which retirement benefits  may be 

drawn and t o  reciprocal service between the Teacher and Etnployees Retirement 

Systems,as well a s  other information, may be secured from the loca l  

i n s t i t u t i ona l  business off ice ,  the  Central Administqation Office of WorkmenPs 

Compensation Insurance and Other Staff  Benefits, or  the  Teacher Retirement 

System i n  Austin. 

2.1 There a r e  r e l a t i ve ly  few employees of t h e  University who a re  members of 

the  Employees Retirement System since they a re  no longer e l i g ib l e  for  

i n i t i a l  membership i n  t h i s  system. h l y  those who were e l i g ib l e  between 

September 1, 1947 and August 31, 1949, and who did not waive membership 

as  of September 1, 1947, a r e  now members. Beginning September 1, 1949, 

new employees who would previously have been e l ig ib le  for  t h i s  plan 

became e l ig ib le  for  membership i n  the Teacher Retirement System a s  

auxi l iary employees. 

2.2 Annual membership dues i n  t h i s  system are  $2 which sum i s  deducted 

from the f i r s t  monthly sa la ry  payment i n  a f i s c a l  year. Contributions 



of employees a r e  4 1/2 per cent of the t o t a l  sa la ry  earned, which 

is deducted from monthly salary payments. The University contributes 

an amount equal t o  t ha t  of employees, payable from the same source 

a s  the  salary.  A l l  contributions are  deposited monthly with the 

E2nployees Retirement System and by law a re  deposited by t h a t  agency 

with the S ta te  Treasurer. 

2.3 Member's deposits a r e  handled i n  the same way a s  i n  the Teacher 

Retirement System, 

2.1 Provisions f o r  membership and retirement requirements and benefits  

are  qui te  similar t o  those for  the Teacher Retirement System. s 

Prior service i n  t h i s  system i s  a l l  creditable service pr ior  t o  

September 1, 19.47, and membership service t ha t  which was earned 

since t h a t  date. 

2.5 Further de t a i l s ,  including information pertaining t o  reciprocal  

service with Teacher Retirement System, mag be secured from loca l  

i n s t i t u t i ona l  business off ice ,  the Central Administration Office 

of Workmen" Compensation Insurance'and Other Staff  Benefits, or  

the Ehployees Retirement System i n  Austin. 

Sec. 3.  Grow Life Insurance. 

3.1 The University car r ies  a master group l i f e  insurance policy, 

covering a l l  ins t i tu t ions ,  with the Aetna Life Insurance Company 

f o r  a "One Year Term Plan." Premimns a re  payable annually, i n  

advance, increase for  each person with each year of age, and a re  

payable en t i re ly  by the individual, The program i s  optional 

but i s  available only t o  full-time employees; new employees 

are  not i f ied of t h e i r  e l i g i b i l i t y  by the business of f ices  

immediately a f t e r  employment. 

3.2 The amount of insurance available is equal t o  the annual salary,  

or nine monthst sa la ry  f o r  facul ty  members on tha t  basis ,  t o  the 

nearest $100, with a minimum of $500 and a maximum of $5,000, 

renewable annually by the individual. Coverage i s  adjusted with 



sa la ry  changes, a t  the option of the employee a t  the beginning 

of a f i s c a l  year, but mandatory within t he  l i m i t s  above on 

February 2 of each year, t he  anniversary date  of the  policy. 

3.3 No medical examination i s  required i f  application i s  made for  

insurance within 90 days from the date of employment. After the  

90 day period, an "Evidence of Insurabi l i tyn form, prepared by 

the company and available through the business off ices ,  i s  re- 

quired. No medical examination i s  required i f  t h i s  form is 

accepted by the company a f t e r  review, but, i f  it i s  not so 

accepted, the applicant must have a medical examination a t  h i s  

expense, Coverage i s  usually the date the application form i s  

accepted by the business of f ice  but i s  subject  t o  the condi- 

t ions  indicated above. 

3 Premiums a re  collected by the business of f ice  according t o  

statements sent  t o  the policyholders from t h a t  off ice .  Premiums 

must be paid before January 31 each year. 

3.5 Beneficiaries a r e  designated by the policyholders on the 

application forms and may be changed during the l i f e  of the  

policy upon application t o  the business offices.  Each policy- 

holder receives a c e r t i f i c a t e  issued by the company and trans- 

mitted through the business offices.  

3.6 Policyholders who go on modified service under the Rules and 

Reaulations of the Board of Repents may continue the  policy I n  

the amount held a t  the time of going on modified service or  may 

have it reduced t o  conform t o  the modified service salary.  The 

, plan selected a t  t h a t  time cannot be changed l a t e r .  

3.7 A policyholder who is l e s s  than 60 years of age and who becomes 

permanently and t o t a l l y  disabled, may receive the face amount 

of the policy i n  accordance with one of several  options. There 

a r e  no d i s a b i l i t y  benefits  a f t e r  age 60. 

3.8 Benefits a t  death a r e  payable according t o  one of several  options. 

Upon not i f icat ion of the  death of a policyholder, the  business 



off ice  a s s i s t s  i s  the preparation of the required records t o  be 

sent  t o  the company. 

3.9 Par t ic ipat ion i n  the Group Life Insusance Program automatically 

terminates when employment terminates unless the policyholder 

r e t i r e s  under the  provisions of the Teacher Retirement System 

or  the Employees Retirement System or  unless he converts the 

group policy in to  one for  regular individual l i f e  insurance. 

This conversion may be made, without a medical examination 

within 31 days of termination of employment, t o  any regular 

individual l i f e  insurance policy, except term insurance, 

customarily issued by the company. 

Sec. 4. Grouu Hos~ i t a l i za t ion  and Medical Benefit Plans 

4.1 Group hospitalization and medical benefit  plans may be i n s t i -  

tu ted or  continued a t  each of the component ins t i tu t ions  
$ ,e University Comptroller, t h  

subject  t o  approval of the i n s t i t u t i ona l  Head4 1 President 
, I  

and r a t i f i c a t i o n  through the Regent's docket. 

Sec. 5. Workmen's Comvensation Insurance. 

5.1 The Workmen's Compensation Insurance Program i s  on a university- 

wide, self-insuring basis,  financed by se t t i ng  aside not more 

than two per cent of the annual payroll of covered employees, 

and provides cer ta in  benefits  for  i n ju r i e s  sustained on the 

job, These benefits  include payments for  reasonable medical 

a id ,  hospitalization,  etc.; t o t a l  or  p a r t i a l  incapacity; 

spec i f ic  losses;  and death. 

5.2 The Director of Workmen's Compensation Insurance and Gther 

S ta f f  Benefits, i n  cooperation with other University o f f i c i a l s ,  

invest igates  accidents and in jur ies ,  and endeavors t o  develop, 

publish, and enforce sa fe ty  rules  and regulations. His of f ice  

keeps a complete record of a l l  i n ju r i e s  on the job and is 

responsible for  reporting them t o  the Indus t r ia l  Accident 

Board. 



5.3 All employees whose names appear on the payrolls a r e  e l i g ib l e  

except: 

5.31 Administrative s t a f f ,  including of f icers  of the administration; 

5.32 Teaching s t a f f ,  research s t a f f ,  c l e r i ca l  and of f ice  employees 

and supervisory s t a f f s  unless hazardous work is required, 

such a s  handling or  working i n  close proximity with dan- 

gerous chemicals, materials, machinery or equipment; work- 

ing i n  a dangerous area; performing manual labor; traveling 

regularly;  or  being exposed t o  hazards of occupational 

disease; and 

5.33 Persons paid on a piece work basis or  any basis other than 

by the hour, day, week, month or  year. 

5.4 El igible  employees who do not wish coverage may waive a l l  r ights  

t o  the  benefits a t  the time of appointment. However, the waiver 

may be revoked a t  any time during continuous employment and the 

employee covered by insurance 30 days a f t e r  the application form 

is signed, upon taking the necessary physical examination and 

being ce r t i f i ed  a s  physical f i t .  

5.5 A physical examination by a designated physician i s  required for  

a l l  persons to  be covered and, kefore the individual's name can 

be placed on the payroll,  the executed or ig ina l  of the examina- 

t i on  form must be f i l e d  i n  the Workmen's Compensation Insurance 

and Other Staff  Benefit Office, The Director furnishes a list 

of physicians for  these examinations which i s  approved by the 

Board of Regents. A fee  of $5 i s  paid by the Workmen's Compen- 

sa t ion  Insurance Office f o r  each examination. Persons who f a i l  

t o  pass the  physical examination cannot be covered by the insur- 

ance. They may be employed only a f t e r  signing a waiver of a l l  

r igh ts .  

5.6 A notice of coverage i s  signed by a l l  employees who are  covered, 

with the or iginal  f i l e d  i n  the Director's off ice  before a name I s  



placed on the payroll. 811 personnel forms and payrolls include 

pertinent information on Workmen" Compensation Insurance by a 

symbol or other notation. 

5.7 The percentage of the annual payroll, within the two per cent 

mentioned in Section 5.1 above is approved by the Roard of 

Regents, and the amount is set aside from availab3e appropriations 

other than itemized salary appropriations, Each business officer 

prepares and sends to the Comptroller of the University at Austin 

a monthly report of covered employees showing the source of their 

salaries and, if from local funds, enclosing a check for the 

amount due. The Comptroller of the University deposits these 

checks in a local depository bank and requests the State Comptroller 

to transfer the amounts due on payrolls paid from State funds to 

the Workmen's Compensation Insurance Fund in the State Treasury. 

5.8 Physicians are designated for treatment and care of injured 

employees upon recommendation of the Director and approval of 

the President and the Board of Regents a& are called fop 

treatment when possible though other competent physicians may be 

authorized for treatment at the request of the employee. 

Energency treatment, however, may be provided by any available 

physician and at any hospital, including institutional health 

centers or hospitals. The physician in charge chooses the hospital 

except as indicated for emergency treatment. The designated 

physician authorized to treat injured employees files a Surgeonfs 

Report with the Director when treatment is first given, Fees 

for services rendered should be reasonable and fair and commen- 

surate with services performed. They are, by law, subject to 

control of the Industrial Accident Board. 

5.9 The supervisor of a covered employee who is injured during the 

course of employment, must file a complete report with the 

Director whether or not time is lost from work, If time is lost, 

a supplemental report is filed when the employee returns to work. 

When the time lost is over 60 days, this report is filed at the 



end of each 60 day period. The same form i s  used i f  the  employee 

i s  disabled l a t e r  due t o  the  or iginal  in jury,  I n  the event of 

death of the injured employee, the form i s  f i l e d  fiirmediately. 

5.10 The supervisor i s  a l so  responsible for  keeping i n  close touch 

with injured employees and the i r  attending physicians and 

investigating medical a t ten t ion  t o  see t h a t  unnecessary a id  and 

v i s i t s  a r e  avoided, He approves the statement from the physician 

a s  t o  services rendered although not ac tua l  charges for  treatment. 

5 J 1  Compensation paid is i n  l i e u  of s a l a ry  and wages and the employeefs 

name i s  therefore dropped from the payroll  when he i s  unable t o  

work a f t e r  injury,  and i s  not returned t o  the payroll u n t i l  he 

i s  back on the job a f t e r  cer t i f ica t ion  by the  attending physician. 

5.12 The compensation for  a covered employee injured i n  the course of 

h i s  work is equal t o  60% of the average weekly earnings f o r  the 

12 months immediately preceding in jury  though not more than $35 

nor l e s s  than $9 per week. Compensation t o  an employee on l e s s  

than a f u l l  work day basis i s  not more than 60% of h i s  average 

weekly earning, with the same maximum of $35. Compensation i s  

not paid f o r  incapacity of l e s s  than one calendar week unless 

incapacity continues for  28 days a t  which time the compensation 

i s  paid for  the f i r s t  seven days. Benefits may be paid f o r  no 

longer than 401 weeks from date of in jury  for  t o t a l  incapacity 

and no longer than 300 weeks for  p a r t i a l  incapacity for  work, 

For spec i f ic  in jur ies ,  the  Director has information available 

on request concerning benefits  for  spec i f ic  i n ju r i e s  such a s  the  

l o s s  of a hand or  an eye. I n  case of death, benefits  are  com- 

puted on the basis of 360 weeks from injury. 

5.13 Payment for  physical examinations, medical aid,  hospi ta l izat ion 

and compensation i s  through the Workmen's Compensation Insurance 

and Other Staff  Benefit Office. 



Sec. 6. Social  Security (Old-Age and Survivors Insurance). 

1 , '{I , 

6.1 A s  an employer, the University complies with the relevent pro- 

visions of the Social Security Act. A l l  ~niversit3r: 'emplo~ees 

a r e  required t o  par t ic ipate  i n  the Federal Social Security 

Program a s  a condition of emplogment. 



Chapter VII 

PKYSXCAL PROPERTIES 

Sec. 1. Except as otherwise specifically authorized, -University 

property shall be used only for official business. Only Library 

books and other items of similar nature of well-established use 

may be used for the personal benefit or pleasure of employees. 

A Property Manager is designated at each institution. 

Sec. 2. Use of Physical Facilities of the University by Outside Grouas; 

The University of Texas as a Joint S~onsor. Use of University 

physical facilities, especially auditoriums, ggmnasiums, and 

large rooms, by outside ,groups shall be subject to the following 

rules in which the "UniversityH shall mean any component insti- 

tution: 

2.1 The University of Texas will not permit the unrestricted use 

b$ non-University groups of any of its facilities. 

The University will not enter into joint sponsorship of any 

project or program that is to result in private gain for the 

cooperating group or groupa. 

'Phe University, established as a public institution without 

regard to political or religious faith, cannot be a joint 

sponsor with any non-~amp-cls organization for political or 

sectarian gatherings. However, the appearance by or on behalf 

of a candidate for public office may be authorized under con- 

ditions prescribed by the Board of Regents. 

Whenever non-University groups share in the use of University 

Mildings it must be upon the invitation of The University of 

Texas and under its joint sponsorship, and with the farther 

understanding that all the conditions governing such sponsor- 

ship are to be set by the University. 



2.5 The Universi ty when en te r ing  i n t o  j o i n t  sponsorship of any 

program o r  a c t i v i t y ,  assumes P u l l  r e s p o n s i b i l i t y  f o r  a l l  d e t a i l s  

and reserves  the  r i g h t  t o  approve a l l  copy fo r  adver t i s ing ,  a s  

w e l l  a s  news r e l e a s e s .  

2.6 The Universi ty w i l l  no t  e n t e r  i n t o  j o i n t  sponsorship of any 

program o r  a c t i v i t y  i n  which t h e  educat ional  impl ica t ions  a r e  

not  self-evident  and which does no t  d i r e c t l y  supplement t h e  

,educat ional  purposes of t h e  University. 

2.7 It s h a l l  be understood t h a t  the  a v a i l a b i l i t y  of the  Univers i ty ' s  

auditorium f a c i l i t i e s  f o r  funct ions  o the r  than t h e  i n s t i t u t i o n t s  

own a c t i v i t i e s  i s  s t r i c t l y  sub jec t  t o  t h e  needs and the  convenience 

of t h e  University, which a r e  always t o  have p r i o r i t y  i n  t h e  

scheduling of f a c i l i t i e s .  

2.8 The use of Uhiversi ty auditoriums on Sundays w i l l  be l i m i t e d  t o  

Sunday afternoons.  Authorizat,ion f o r  t h e i r  use a t  t h a t  time w i l l  

be given only f o r  concer ts  o r  o ther  programs appropr ia te  t o  t h e  day. 

2.9 I n  t h e  case of programs f o r  which the  Universi ty i s  a j o i n t  sponsor 

with some other  group o r  organizat ion,  the  f e e  t o  be paid by t h e  

co-sponsor w i l l  be a mat ter  f o r  nego t i a t ion  i n  each case and w i l l  

be spec i f i ed  i n  t h e  agreement providing f o r  the  j o i n t  sponsorship, 

Sec. 3. Inventor ies ,  

3.1 An a c t u a l  phys ica l  inventory  of Universi ty proper ty  s h a l l  be made 

each f i s c a l  year  i n  accordance with t h e  Law enacted by t h e  5Znd 

Legis la ture .  The i n s t i t u t i o n a l  head i s  respons ib le  Tor forwarding 

through admin i s t r a t ive  channels a s tatement  descr ib ing  the  

method of verifying t h e  inventory wi th in  45 days a f t e r  t h e  inoen- 

t o r y  d a t e  s e t  f o r  the  Universi ty* 

3.2 Department heads a r e  i n i t i a l l y  respons ib le  f o r  a l l  Universi ty 

proper ty  i n  t h e i r  ca re  and f o r  t h e  t ak ing  of the  inventory  on 

the  prescr ibed  record forms. The r e p o r t  is prepared i n  t h e  



department in triplicate, one copy being kept for departmental 

files and the original and one copy forwarded to the business 

office or other designated office. 

3.3 Inventories as of August 31 include all equipment on hand and 

vouchered for payment, listed at cost plus freight. All non- 

consumable property ~alued at $5 or more per unit is equipment 

subject to inventory. Items which are worn out or discarded are 

listed as charged off in accordance w%th instructions hished. 

Sec. 4. Motor Vehicleg. 

4.1 Any motor vehicles permitted under State law to be owned and 

operated by the University shall be used only on official Uni- 

versity business. Each vehicle shall carry an inscription on 

both sides as prescribed by law. 

4.2 As required by statutes, a daily report shall be prepared by 

the person using the vehicle on the forms approved by the State 

Auditor and shall be filed with the office of the institutional 

head within ten days after use of the vehicle. 

4.3 The operators of Uni~ersity-owned vehicles must hold, at their 

expense, an appropriate operator" license for the type of 

vehicle operated. 

4.4 University-owned vehicles are subject to the compulsory inspec- 

tion required by law. 

4.5 It shall be the obligation of the Business Manager of each of the 

component institutions to see that all employees who are required 

to drive University-owned venicles are ful-ly informed of their 

personal responsibility and liability for their negligent operation. 

Sec. 5. Insurance on Unxersity Property. 

5.1 The following types of insurance coverage, where practicable, 

shall be maintained on a system-wide basis: 

Fire and Extended Coverage Insurance 

Boiler and Machinery Insurance 
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BlanRet Position (Fidelity) Bond 

Money and Securities Insurance 

5.2 The terms of the policies covering the risks indicated above 

are negotiated by the University Comptroller in accordance 

with policies approved by the Office of the President and the 

Board of Regents. Whenever practicable, insurance policies 

shall be purchased on competitive bid basis. 

5.3 When it is necessary or advisable to cover risks on a basis 

that is not system-wide, insurance policies covering such 

risks shall be approved by the University Comptroller on an 

individual basis upon recommendation by the Business Manager 

of the component institution affected. 

5.4 At the time a loss occurs applicable to either system-wide 

or individual insurance policies, the University Comptroller 

shall be notified by the appropriate Business Manager and 

shall approve all loss claims and settlements. Any settle- 

ment over $1000 shall. be approved by the President's Office 

as well as the Comptx-oller, and shall be reported to the 

Board of Regents for ratification at the next meeting. 

Sec. 6. Keys to Buildings. Offices. Etc. 

6.1 Keys to buildings, offices and other facilities shall be issued 

to the employee upon authorization by his chairman or administra- 

tive official. The Director of Physical Plant, or some other 

authorized person, shall haw immediate responsibility for handling 

keys and he shall issue instructions and outline ~rocedures as 

approved by the business offices and the institutional heads. 

6.2 A deposit is usually required for keys which sum is in turn de- 

posited in the business office or auditor" office. Department 

heads shall cooperate in requiring that keys be turned in at the 

termination of employment. Where a deposit has been required, 

refund is made to the emloyee upon turning in the keys. 

Sec. 7. Safe and Vault Combinat-. The combination to all vaults and safes 
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used by t h e  Univers i ty  are f i l e d  under s e a l  with t h e  i n s t i t u t i o n a l  

business o f f i c e r  o r  other  author ized  person designated by t h e  

i n s t i t u t i o n a l  head. 

Sec, 8. Watchmen and Secur i ty  Off icers .  

8 J  Watchmen and o the r  s e c u r i t y  o f f i c e r s  a r e  employed a t  t h e  component 

i n s t i t u t i o n s  t o  p ro tec t  and safeguard t h e  p r o p r t y  of t h e  University. 

8.2 A t  t h e  Main University, t h e  watchmen s h a l l  c a r r y  clocks which s h a l l  

be punched pe r iod ica l ly  each n ight  during t h e  course of t h e i r  rounds. 

They s h a l l  be assigned s p e c i f i c  buildings,  with t h e  supervisor  

c ru i s ing  by c a r  and checking on out ly ing bui ld ings  and grounds. 

The watchmen s h a l l  check f o r  hazards of a l l  kinds;  f i r e ,  t h e f t ,  

vandalism, open doors and windows a f t e r  hours, e t c .  

8.3 Ehployees w i l l  cooperate i n  t h e  s e c u r i t y  program by exerc i s ing  

caut ion  t o  safeguard t h e  equipment and suppl ies  i n  t h e i r  o f f i c e s .  

Sec. 9 ,  Teleuhonee_~. The Director  of Physical P lan t  o r  the  i n s t i t u t i o n a l  

business o f f i c e r ,  s h a l l  be responsible f o r  the  i n s t a l l a t i o n  of 

telephones and t h e  a d m h i s t r a t i o n  of a l l  telephone f a c i l i t i e s .  

Universi ty telephones s h a l l  not  be charged f o r  personal  t o l l  c a l l s .  

Charges f o r  telephones and t o l l  c a l l s  s h a l l  be under t h e  supervision 

of t h e  persons named above. 

Sec, 10. p i s ~ o s a l  of University F r o ~ e r t v ,  

10.1 Whenever any i tem of departmental equipment o r  o the r  Universi ty 

equipment becomes obsolete o r  use less  f o r  t h e  needs and purposes 

of the  department concerned a wr i t t en  r e p o r t  of such f a c t  s h a l l  

be made t o  t h e  i n s t i t u t i o n a l  Business Manager. Upon r e c e i p t  of 

such repor t ,  it s h a l l  be t h e  r e s p o n s i b i l i t y  of the  Business Mana- 

ger  t o  determine whether o r  not  such i tem of equipment i s  needed 

by any o the r  department and i f  so,  t o  t r a n s f e r  and ass ign  the  equip- 

ment t o  such department. 

10.2 If the  Business Fanagor s h a l l  determine t h a t  t h e  equipment is no t  

needed f o r  any department and t h a t  it i s  not  p rac t i cab le  t o  s t o r e  

t h e  equipment f o r  poss ib le  f u t u r e  use, he s h a l l  proceed t o  s e l l  

t h e  item concerned. 



10.3 For items of l i t t l e  value o r  l imi ted  use where s a l e  on competitive 

bids i s  not  prac t icable ,  the  Business Paansger s h a l l  have the  authori-  

t y  t o  dispose of t h e  proper ty  on t h e  b a s i s  of a  negotiated bid i n  

amounts under $500.00. 

10.4 Sa le  of property estimated t o  bring $500.00 o r  more s h a l l  be made 

on a bas i s  of competitive bids.  . 

10,5 S a l e s  i n  amount of $1,000.00 o r  more s h a l l  be approved i n  advance 

by t h e  Board of Regents. 

Sec. 11. p a n s f e r  of Proaertv. Property may be t r ans fe r red  from one S t a t e  

agency t o  another  when it  becomes surplus .  The purchasing agents  

$ h a l l  advise departments and adminis t ra t ive  o f f i c e s  a s  t o  t h e  pro- 

cedure t o  be followed i n  cJisposing of o r  acquir ing  proper ty  by t h i s  

means. 
Sec. 12. Cer ta in  Saec ia l  Provisions i n  CUrrent A o ~ r o ~ r i a t i o n  Bilk - 

: . The r u l e s  and r e g u l i t i m s  of the  Board of Regents a r e  sub jec t  t o  and s h a l l  

comply with t;k provisions appearing i n  t h e  current  appropriat ion 

b i l l ,  including t h e  following: 

12.1 Prohibi t ion  Against Additional Museums. "None of t h e  moneys appro- 

pr ia ted  i n  t h i s  Ar t i c l e ,  except bequests and g i f t s ,  may be used f o r  

e s t ab l i sh ing  add i t iona l  museums o r  f o r  the  maintenance and operat ion 

of museums unless t h e  language of t h i s  Act o r  of other  a c t s  and reso- 

l u t i o n s  of t h e  Legis la ture  s p e c i f i c a l l y  author izes  such use of 

appropriated funds." 

12.2 TV S t a t i o n s  Prohibi ted,  nNone of t h e  noneys appropriated i n  t h i s  

A r t i c l e  may be expended f o r  t h e  acqu i s i t ion ,  construct ion,  or opera- 

t i o n  of t e l e v i s i o n  t r ansmi t t e r  s t a t i o n ;  provided, however, t h i s  

prohibi t ion  s h a l l  no t  be construed so  a s  t o  prevent t h e  medical 

schools ,  d e n t a l  school, genera l  academic teaching i n s t i t u t i o n s  o r  

o the r  agencies of Higher Education named i n  t h i s  A r t i c l e  from using 

closed-circuit  t e l e v i s i o n  f o r  purely i n s t r u c t i o n a l  pmposes." 



1 2  Parkina Lots. "It i s  the in ten t  of t h i s  Legislature t h a t  no educational 

and general funds whether from General Revenue Fund or  from loca l  sources 

as  appropriated by t h i s  Act sha l l  be used f o r  the purpose of construct,ing, 

maintaining, or  operating parking l o t s .  It i s  the fur ther  in ten t  t ha t  

such f a c i l i t i e s  s h a l l  be constructed, maintained and(pperated from fees 

charged t o  those using such f a c i l i t i e s O t T  

12.4 Presidents* H o m ~ .  "No funds appropriated by t h i s  Act may be used 

for  the purpose of constructing a home for  a president of any of the 

general academic teaching in s t i t u t i ons  named herein, withbut obtaining 

the approval of the Governor a f t e r  the advice and consent of the  

Legislative Budget Board prior t o  obligating any funds for  t h i s  purpose." 

12.5 -awes. "None of the moneys appropriated under 

t h i s  Act s h a l l  be used for  the payment of sa la r ies  t o  any employee 

who uses alcoholic beverages while on act ive duty. None of the funds 

appropriated under t h i s  Act f o r  t r ave l  expenses may be expended f o r  

alcoholic beverages .* 

12.6 Sevaration from S ta t e  J%nvlowente nNo employee of the S t a t e  s h a l l  be 

granted terminal annual or  vacation leave subsequent t o  the effect ive 

date of the  employee's resignation, dismissal, or  separation from 

S ta t e  employment .' 



Chapter TI11 

P W T  IWROVEMENl'S - 
Set. 1. new Construction. 

1.1 new construction in an amount exceeding $5.000 per project shall 

be approved by the Board of Regents upon recommendation of its 

Buildings and Grounds Committee, the President, the Comptroller, 

and the institutional hea8. It is the policy of the Board to 

employ a consulting architect for major new buildings and campus 

development plans at all component units, and to employ an 

associate architect for each major new building. 

1.2 The institutional building committees shall study the physical 

plant needs of their respective institutions and make recommenda- 

tions through abinistrative channels as to the priority of 

buildings, location of buildings, suggestions as to size, style, 

mechanical equipment, etc. The University Comptroller shall be 

ex-officio a member of all institutional building committees. 

1.3 After the Board of Regents approves the construction of a new 

bailding and authorizes the preparation of preliminary plans, 

the procedures shall be as follows: 

1.31 The institutional head shall appoint a representative of the 

department or ilivision concerned to serve as a member of the 

institutional building committee in planning the building. 

1.32 The institutional building commfttee shall prepare an outline 

of the needs of the building, with the consulting architect or 

his representative meeting with the group to discuss plans 

when necessary. 

1.33 The consulting architect shall prepare preliminary studies, includ- 

ing plans, elevation, exterior design, outLine specifications, 

cost estimates, etc. 

1.34 Preliminary plans and estimates of costs recommended by the 

institutional building committee, the department or division 



concerned, the i n s t i t u t i ona l  head, the Comptroller and 

the President sha l l  be approved by the Board of Regents. 

With the advice of the consulting a rch i tec t  and the Comp- 

t r o l l e r ,  the  Board of Regents sha l l  se lect  an associate  

a rch i tec t  to prepare f i na l  plans and specifications.  

1.35 The associate  a rch i tec t  sha l l  meet with the i n s t i t u t i ona l  

building committees, the Comptroller and others,  the  con- 

su l t ing  a rch i tec t  or h i s  representative being present on 

occasion. 

1.36 Final plans and specifications,  recommended by the Buildings 

and Grounds Conanittee, the i n s t i t u t i ona l  Wilding committees, 

the department or  division concerned, the consulting archi- 

t e c t ,  the i n s t i t u t i ona l  head, Comptroller, and the President, 

sha l l  be approved by the Board of Regents-After such approval 

the Board sha l l  authorize the Comptroller to  adver t ise  f o r  

bids. Advertisements f o r  bids for  permanent improvements 

must, under State  l a w ,  be carr ied f o r  four consecutive weeks. 

1.37 The Comptroller sha l l  receive and open bids, with the con- 

su l t ing  a rch i tec t  and associate a rch i tec t  and others,  tabulate 

and study such bids,  and make recommendations t o  the Board of 

Regents through the i r  Baildings and Grounds Committee. 

1.38 The Board of Regents sha l l  award contracts ,  and the contract 

documents sha l l  be prepared by the associate a r ch i t ec t ,  checked 

and approved by the Comptroller and the University Attorney, 

and signed by a l l  contractors involved and the Chairman of the 

Board of Regents. Work orders sha l l  then be issued by the 

associate  archi tect .  

1.39 The Comptroller sha l l  approve contractorsbest imates ,  sign 

change orders,  and provide general supervision of a l l  new 

construction for  the University. He sha l l  advise the Board of 

Regents, through i t s  Buildings and Grounds Committee, i f  

developments during construction require addit ional funds 

or other decisions of the Board, 



1.3u The Board of Regents shall appoint a committee from its 

membership and/or administrative officials to inspect the 

completed building and recornmen,& final acceptance. 

1 . 3  Final payment shall be made to the contractors only after 

approval of the above committee, the associate and con- 

salting architects. 

1.4 lllew construction which involves a total expenditure of $5,000 or 

less per project m y  be handled at the component institution in- 

volved without the necessity for approval by the President, the 

Comptroller, and the Board of Regents. In each case, however, 

the appropriation for the project must have been approved by the 

Eirector of Physical Plant, the Business Manager, and the Execu- 

tive Head of the institution involved, and the plans and specifi- 

cations must be approved by the Institutional Building Committee 

(on buildings), the head of the department or school primarily 

concerned, the Director of Physical Plant and/or the Business 

Manager, and the Executive Head of the institution involved. 

This shall not include authority, however, to engage outside 

Architects or Engineers, as such employment must have the prior 

approval of the Board of Regents. 

Sec. 2. Minor Repairs and Remodeling. Minor repairs and remodeling of the 

physical plant involving proposed expenditures of less that $20,000 

per project shall be made under the supervision of the Director of 

Physical Plant and/or the institutional business officer at the 

component institutions, with the approval of the institutional 

head. 

Sec. 3. Major Reuairs and Remodeling. 

3.1 Contemplated major repairs and remodeling of the physical plant 

which involve proposed expenditures of $20,000 or more per 

project shall be handled as follows: 

3.11 Recommendation by the Director of Physical Plant or business 

officer to the institutional head; 



3.12 Recommendation to the President upon approval by the 

institutional head; and 

3.13 The recommendation, showing the approval of the President 

and institutional head, shall be sent to the Comptroller 

to be forwarded, with his recommendation, to the Building 

Committee of the Board of Regents for action an& recom- 

mendation to the full Board. 

3.2 Expenses for such major repairs and remodeling shall not be 

incurred until after auproval of the specific project by the 

Board of Regents except in emergencies when the above procedure 

may be waived by written authorization of the Chairman of the 

Board of Regents, upon recommendation of the institntional head 

and the President. 

Sec. 4. InstitutionalBuildim Committees. At each of the component insti- 

tutions there shall be a building committee. 

4.1 At institutions regularly offering instruction, this committee 

shall be appointed from the institutional faculty by the insti- 

tutional head as other faculty committees are appointed. 

4.2 At other institutions, this committee shall be appointed by the 

institntional head as other institution-wide committees are 

appointed. 

4.3 The composition of the several building committees shall be 

set forth in the institutional supplements to these Rules and 

Regnlations. 

4.4 The Vice-president for Developmental Services and.the University 

Comptroller shall be ex-offici~ members of all institntional 

building committees. 

4.5 Duties of institutional building committees shall be as follows: 

4.51 !Po hold necessary hearings and to make proper investigations 

regarding the building needs of the particular component 

institutions and to report conclusions to the institutional 

head. 
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4.52 40 recommend to the institutional head the priority of need 

and location of specific buildings, with reasons for such 

recommendations. 

4.53 When approval by the Board of Regents is given for the con- 

stmction of a particular building, to make suggestions to 

and through the institutional head to the University 

Comptroller and the consulting Architect of the University 

as to style, size, function, location, mechanical equipment, 

and general natnre of the building, so as to facilitate the 

preparation of tentative plans and preliminary sketches. 

4.54 To work with the University Comptroller and the Consulting 

Architect and the associate architect anti1 final plans 

and specifications for the construction of the building are 

prepared for presentation to the institutional head, the 

University Comptroller, the President and the Building 

Committee of the Board of Regents. 

4.55 To make its reports and recommendations from time to time 

to the institutional head an& the University Comptroller. 

4.6 When requested by the institutional head or the Board of Regents 

(or its Bnilding Committee) an institutional building committee 

shall confer directly with the Board. 

4.7 The institutional building committee shall be relieved of further 

direct responsibility whenever a building contract is awarded, but 

shall be available as the building progresses for consultation as 

requested by the institutional head, the University Comptroller, 

or the consulting architect and the associate architect. 

Sec. 5. Constitutional and Legislative Restrictions. 

5.1 Section 18, Article VII, of the Texas Constitution requires 

approval by the Legislature, or an agency designated by the 

Legislature, prior to the construction of physical improve- 

ments financed by bonds authorized under this section at the 

component institutions other than the Main University and 

Texas Western College. 
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5.2 Under the provisions of the currknt appropriation bill, none of 
, 

the funds arising from the issuance of bonds under the authority 

of Section 18, Article V I I ,  of the Texas Constitution, may be 

obligated for the construction of buildings until a summary of 

the proposed building program showing the character and location 

of buildings, the number of square feet, the tne of construction, 

and estimated cost of each proposed building has been filed with 

the Legislative Budget Board. 

Sec. 6. Modification of Bida. 

6.1 Bo bid shall be changed, amended, or modified by telegram or 

otherwise after it has been submitted or filed in response to 

an advertisement for bids in connection with the construction 

or erection of permanent improvements at The University of Texas 

or any of its component institutions under Article 2593, Revised 

Civil Statutes of Terns, 1925. 

6.2 The substance of this requirement shall be stated in the adver- 

tisement for such bias; provided, however, that this requirement 

shall not be construed to prohibit the submission or filing of 

more than one separate and independent bid by any bidder. 



Chapter I X  

MATTFRS RFLATING TO THE WDOlNE3IT OFFICE 

Sec. 1. Cer ta in  Spec i f i c  Authorizat ions t o  the  Endowment Officer .  

1.1 a m a n e n t  Universi tv F u ~ .  

1.11 diythoritv t o  E f f e c t  P u r c h w  and Sa les  of S e c u r i t i e s  f o r  

?dXL- . Under t h e  Revised Invest- 

ment Program f o r  t h e  Permanent Universi ty Fund of The 

Universi ty of Texas, adopted by the  Board of Regents on 

January 12,  1957, and a s  subsequently amended, t h e  Endowment 

Officer  of The Universi ty of Texas i s  empowered t o  e f f e c t  

purchases and s a l e s  of s e c u r i t i e s  f o r  t h e  Permanent Univer- 

s i t y  Fund wi th in  t h e  approved investment p o l i c i e s .  Such 

t r ansac t ions  a r e  sub jec t  t o  p r i o r  approval a s  t o  timing 

and s p e c i f i c  s e c u r i t i e s  t o  be purchased by t h e  S ta f f  

Investment Committee, comprised of t h e  Vice-president f o r  

F i s c a l  Af fa i r s ,  t he  Endowment Off icer ,  and t h e  Senior Secur i ty  

Analyst. 

(The investment p o l i c y  f o r  t,he Permanent 
6.5- 

Universi ty Fund fol lows a s  Sect ion  2, page --, FR-* i n  s-arised 

form. The po l i cy  i n  f u l l  d e t a i l  i s  on f i l e  i n  the  o f f i c e s  of the  

Sec re ta ry  of the  Board of Regents and i n  t h e  Endowment Office.) 

1.12 &&xx&y t o  Endorse S e c u r i t i e s  Held bv t h e  P e r m a n e n w v e r s i t y  

E U .  The Endowment Officer (o r  t h e  Ass i s t an t  t o  t h e  Endowment 

Off icer )  and t h e  Treasurer  of t h e  S t a t e  of Texas (o r  t h e  Acting 

Treasurer  of the  S t a t e  of Texas) a r e  j o i n t l y  authorized and 

empowered t o  sel.1, assign,  and. t r a n s f e r  any and a l l  of t h e  

bonds, s tocks,  notes,  and o t h e r  evidences of indebtedness and 

ownership of any doscr ip t ion  whztsoever owned by t h e  Permanent 

Universi ty Fund of The Universi ty of Texas and registered.  i n  

t h e  name of "The Universi ty of Texas", "The Universi ty of Texas, 



f o r  Permanent Universi ty Fund, A S t a t e  Endowment Fund, Austin, 

Texas", "Permanent Universi ty Fund of The Univers i ty  of Texas", 

o r  i n  any o ther  r e g i s t r a t i o n  requi red  fa- s e c u r i t i e s  purchased 

f o r  t h e  account of t h e  Permanent Universi ty Fund. 

1.2 D u s t  and Svec ia l  Endowment Fund& 

1.21 Buthor i tv  t o  Eff-es and U e s  of S e c u r i t i e s  fa 

t h e  Trus t  and Suecia1 Endowment Fun&. Under t h e  genera l  

investment pol icy  f o r  t h e  various t r u s t  and s p e c i a l  endow- 

ment funds under t h e  con t ro l  of t h e  Board of Regents of The 

Universi ty of Texas as t r u s t e e ,  a s  adopted by the  Board of 

Regents on September 21, 1946, and a s  amended on May 30, 

1958, the  Endowment Officer of The Universi ty of Texas i s  

empowered t o  e f f e c t  purchases and s a l e s  of s e c u r i t i e s  f o r  

t h e  t r u s t  and s p e c i a l  endowment funds wi th in  t h e  approved 

investment pol icy,  such t r ansac t ions  being sub jec t  t o  p r i o r  

approval as t o  t iming and s p e c i f i c  s e c u r i t i e s  t o  be pur- 

chased and sold by t h e  S t a f f  Investment Committee, comprised 

of the  Vice-president f o r  F i s c a l  Af fa i r s ,  t h e  Endowment 

Officer ,  and t h e  Senior  S e c u r i t y  Analyst. .. , 

(The 

investment p o l i c y  f o r  t h e  t r u s t  and s p e c i a l  endowment funds 
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follows a s  Sect ion  1, page M, i n  summarized form, 

The po l i cy  i n  f u l l  d e t a i l  i s  on f i l e  i n  t h e  o f f i c e  of t h e  

Sec re ta ry  of t h e  Board of Regents and i n  t h e  Endowment Office.) 

1.22 Author i tv  t o  Endorse Secur- 

Endowment Funds. The Endowment Officer  (or  the  Ass i s t an t  t o  

t h e  Endowment Of f i ce r )  i s  authorized and empowered t o  s e l l ,  

assign,  and t r a n s f e r  any and a l l  o f  the  bonds, s tocks ,  notes,  

and o ther  evidences of indebtedness and ownership r e g i s t e r e d  



i n  t h e  name of "The Universi ty of Texas", "Board of Regents of 

The Universi ty of Texas", o r  i n  t h e  name of any of t h e  t r u s t  

and s p e c i a l  endowment funds coming utider the  con t ro l  of the  

Board of Regents of The Universi ty of Texas a s  t r u s t e e  o r  

which may be assigned. the re to .  

1.23 Buthor i tv  u e i v e  and Co l l ec t  Monev and/or Prooer tv  DUE 

-Trust and Spec ia l  Endowm& Funds. The Endoment Offi- 

c e r  i s  designated,  authorized and empowered t o  ask, demand, 

c o l l e c t ,  recover,  and rece ive  any and a l l  sums of money, 

debts ,  dues, r i g h t s ,  property, e f f e c t s  o r  demands whatso- 

ever  due, payable, o r  belonging, o r  which may a t  any time 

be o r  become due, payable, o r  belonging t o  any of t h e  t r u s t  

and s p e c i a l  endowment funds coming under the  c o n t r o l  of the  

Board of Regents of The Universi ty of Texas a s  t r u s t e e  from 

any person o r  persons whatsoever and t o  execute any and a l l  

necessary o r  proper r e c e i p t s ,  r e l e a s e s ,  and d ischarges  there-  

f o r ,  incluc'ing the  execution of o i l  and gas d i v i s i o n  o rde r s  

and t r a n s f e r  orders  covfr ing  i n t e r e s t s  owned i n  t r u s t  and 

s p e c i a l  endowment funds. 

Sec. 2. Jnvestmsnt Pol icv  forJamanent  Universi tv F w ,  Pursuant t o  the  vro- 

v i s i o n s  of a Cons t i tu t iona l  Amendment approved by a popular major i ty  

a t  t he  General E lec t ion  on November 6, 1956, which authorized the  h a r d  

of Regents of t h e  Universi ty of Texas t o  i n v e s t  up t o  50% of the  Per- 

manent Universi ty Fund i n  corporate s e c u r i t i e s p  

  he following p o l i c y  i n  summarized - 

form f o r  the  revised  investment program f o r  t h e  Permanent Universi ty 

Fund was adopted by t h e  Board of Regents on January 12,  1957, and as 

subsequently amended v ': has 
:I 

been i n  opera t ion  s ince  May 7, '1957: 

2.1 Purchases of s e c u r i t i e s  a r e  t o  be l i m i t e d  exclus ive ly  t o  corporate 

s e c u r i t i e s  u n t i l  t h e  d i s t r i b u t i o n  o r  

E'R - 65 



t h e  fund i s  a s  fol lows,  t h e  percentages t o  be based on book value, 

t h a t  is ,  cos t  o r  amortized cos t ,  of a l l  s e c u r i t i e s  purchaseds 

Government Bonds (United S t a t e s ,  S t a t e  of Texas, and 

Texas Municipal). . , . . . . . . . , . . . . . . . . . , . . . . . , . . . . . . , . , .50$ 

Corporate bonds ( inc luding r a i l  equipment trust cer- 

t i f i c a t e s )  and Prefer red  Stocks +. , . . , . . . . . . . ,10 

: .  ,..,:,., , :,: . ., . : . ,, < , .  , 

Common Stocks . , . . , , . . , . . . . , o . . . , . . . ~ , . , o . . o o ~ , , o , . , ,  40 

Only new money coming i n t o  t h e  Permanent Universi ty Fund and pro- 

ceeds received from bond ma tu r i t i e s  w i l l  be committed t o  nongovern- 

ment s e c u r i t i e s  u n t i l  t,he above d i s t r i b u t i o n  is achieved. 

2.2 To be e l i g i b l e  f o r  purchase, corporate bonds and s tocks  must meet 

both the  requirements o f t h e  Cons t i tu t iona l  Amendment and t h e  

f i n a n c i a l  r a t i o ,  r a t i n g  and p r i c e  s tandards a s  adopted i n  t h e  pol i -  

c y  by t h e  Board o f  Regents. 

2.21 Any corporate bond meeting t h e  Cons t i tu t iona l  Amendment re-  

quirements and t h e  p o l i c y  standards may be purchased e i t h e r  

on o r i g i n a l  o f f e r i n g  o r  i n  t h e  secondary market without p r i o r  

approval of t h e  Iand and Investment Committee. 

2.22 Corporate s tocks  t o  be e l i g i b l e  f o r  purchase must be i ssued 

by corporat ions which have been formally approved by t he  

Land and Investment Committee and t h e  Board of Regents and 

may,be purchased without p r i o r  approval of the  Land and In- 

vestment Committee a s  t o  s p e c i f i c  s tocks .  

c o s t  
2.3 Corporate s e c u r i t i e s  a r e  t o  be purchased on t h e  dollardaveraging 

p r inc ip le ,  without any. a t tempt  t o  appra ise  t h e  short-term market 

t r end ,  t h e  averaging t o  be based on indus t ry  groupings r a t h e r  than 

on ind iv idua l  corporat ions.  

2.4 A l l  purchases of s e c u r i t i e s  e r e  t o  be sub jec t  t o  p r i o r  approval  as 

t o  timing of t h e  purchases and t h e  s p e c i f i c  s e c u r i t i e s  t o  be 



purchased by the Staff Investment Committee, comprised of the  

Vice-President for  Fiscal  Affairs,  the Endowment Officer, the 

Assistant t o  the Endoment Officer, and. the Senior Security 

Analyst. 

2.5 A 1 1  sa les  of secur i t i es  are  t o  be authorized i n  advance by the 

Land and Investment Committee and the Board of Regents, with 

timing of the spec i f ic  sa les  subject t o  the approval of the 

Staff Investment Committee, 

2.6 A l l  purchases and sa les  of secur i t i es  a r e  t o  be reported a t  the  

next subsequent meeting of the Land and Investment Committee and 

the Board of Regents for  r a t i f i c a t i o n  and approval. (For f u l l  

d e t a i l s  of the Constitutional Amendment requirements and policy 

standards, copies of the revised investment program f o r  the  Per- 

manent University Fund may be obtained from the Endowment Office, 

A f u l l  copy i s  on f i l e  i n  the off ice  of the Secretary of the Board 

of Regents. ) 

Sec. 9 Investment Policv for  Trust and Snecial End-o A general 

investment policy for the t r u s t  an$ special  endowment funds under 

the control of the Board of Regents a s  t rus tee  was adopted by the 

Board of Regents on September 21, 1946, and amended on May 30, 1958, 

such policy as  sununarized below being current ly  i n  operation; 

3.1 A l l  purchases are  t o  be selected from the following classes of 

secur i t i es  : 

3.11 United States  Government d i r ec t  or guaranteed obligations; 

3.12 Texas Municipal Bonds, including revenue bonds; 

3 1 3  Corporate bonds rated "A" or  be t te r  by a t  l e a s t  one national 

ra t ing  service; 

3.14 Preferred and comon stocks which have had continuous net  

earnings and paid annual common stock dividen2s for  a t  l e a s t  

t en  years pr ior  t o  purchase. 



3.2 Purchases of United S t a t e s  d i r e c t  or  guaranteed ob l iga t ions  and of 

Texas Municipal and corporate bonds r a t e d  "Au o r  b e t t e r  by a t  l e a s t  

one n a t i o n a l  r a t i n g  se rv ice  may be purchased without p r i o r  approval 

of the  Land and Investment Committee, 

3.3 The approved l i s t  of corporat ions f o r  purchases of common and pre- 

f e r r e d  s tocks  f o r  the  Permanent Univers i ty  Fund i s  approved f o r  

purchases of common and prefer red  s tocks  f o r  the  t r u s t  and s p e c i a l  

endowment funds without p r i o r  approval of t h e  Land and Investment 

Committee. 

3.4 A l l  purchases of s e c u r i t i e s  a r e  t o  be sub jec t  t o  p r i o r  approval 

a s  t o  timing of t h e  purchases and t h e  s p e c i f i c  s e c u r i t i e s  t o  be 

purchased by t h e  S t a f f  Investment Committee, comprised of t h e  Vice- 

Pres ident  f o r  F i s c a l  Af fa i r s ,  t h e  hdowment Officer ,  t h e  Ass i s t an t  

t o  the  Endowment Officer ,  and t h e  Senior Secur i ty  Analyst. 

3.5 A l l  s a l e s  of s e c u r i t i e s  a r e  t o  be author ized  i n  advance by t h e  

Land and Investment Committee and the  Board of Regents, 

3.6 4.11 purchases and $a les  of s e c u r i t i e s  a r e  t o  be repor ted  a t  t he  

next  subsequent meeting of t h e  Land and Investment Committee and 

t h e  Soard of Regents f o r  r a t i r i c a t i o n  and approval ,  

3.7 The Endowment Off icer  i s  empowered and authorized t o  manage t h e  

t r u s t  and s p e c i a l  endowment funds and i n  .turn i s  authorized t o  c a r r y  

out  t h e  opera t ional  d e t a i l s  involved i n  t h e  purchases and s a l e s  

of s e c u r i t i e s  f o r  t h e  funds through the  S e c u r i t i e s  Di.vision of the  

Fndownent Off f ce . 
3.8 The Land and Investment Committee i s  t$ review a l l  t r u s t  an? s p e c i a l  

endomnent funds p e r i o d i c a l l y  i n  the  l i g h t  of t h e  s i z e  and purpose 

of each fund and the  investment provis ions  of t h e  instrument es- 

t a b l i s h i n g  the  fund. (For f u l l  c le ta i l s  of the  investment po l i cy  

fo r  t r u s t  and s p e c i a l  endowment funds, copies of the  po l i cy  may be 

obtained from t h e  Endowment Office,  A f u l l  copy i s  on f i l e  i n  the  

o f f i c e  of the  Sec re ta ry  of t h e  Board of Regents*) 



Sec. 4. Investment Fol icv  f o r  Funds Grouved f o r  Investm&, 

4.1 A common t r u s t  fund, known a s  "Funds Grouped f o r  Investment," was 

e s t ab l i shed  by the  Board of Regents on February 27, 1948, and amended 

on J u l y  9, 1948, and i s  c u r r e n t l y  i n  opera t ion  f o r  t r u s t  and s p e c i a l  

endowment funds under t h e  con t ro l  of t h e  Board of Regents a s  t r u s t e e  

where t h e  s i z e  of t h e  fund suggests  commingling i n  order  t o  ob ta in  

proper investment d i v e r s i f i c a t i o n  and a  b e t t e r  r a t e  of r e t u r n  on t h e  

endowment. 

4.2 The genera l  provis ions  of t h e  pol icy  f o r  t h e  "finds Grouped f o r  

Investment1' a r e  summarized below: 

4.21 No fund i s  t o  be admitted unless  it i s  under t h e  s o l e  

con t ro l  of t h e  Board of Regents and/or some admin i s t r a t ive  

o f f i c i a l  of t h e  Univers i ty  i n  h i s  o f f i c i a l  capac i ty  and 

f u l l  d i s c r e t i o n  a s  t o  investments r e s t s  the re in .  No 

adminis t ra t ive  o f f i c i a l  i s  t o  have any d i r e c t i o n  over t h e  

management of t h e  common t r u s t  fund o the r  than  t o  reques t  

admittance o r  withdrawal of any fund under h i s  d i r e c t i o n  

except a s  he i s  authorized and empowered t o  manage t h e  fund 

under the  investment pol icy  adopted by the  Soard of Regents. 

No fund i s  t o  be admitted which conte ins  a  s p e c i f i c  provision 

a g a i n s t  commingling o r  which conta ins  r e s t r i c t i o n s  p roh ib i t ing  

purchase of s e c u r i t i e s  approved f o r  purchase by t h e  Board of 

Regents a s  t r u s t e e  under t h e  adopted investment p o l i c y  f o r  

t r u s t  and s p e c i a l  endowment funds. 

4.22 Investments f o r  t h e  '!Funds Grouped f o r  InvestmentI1 a r e  t o  be 

l imi t ed  t o  such investments a s  a r e  e l i g i b l e  under t h e  inves t -  

ment pol icy  f o r  - t rus t  and s p e c i a l  endohment funds a s  adopted 

end amended by the  Board of Regents. 

2  The Fndowment Officer  i s  empowered and authorized t o  manage 

t h e  common t r u s t  fund wi th in  t h e  adopted po l i cy  and i n  t u r n  

is authorized t o  ca r ry  out  t h e  ope ra t iona l  d e t a i l s  involved 



i n  the  purchases and sa les  of secur i t i es  for  the fund 

through the Securi t ies  Division of the Endowment Office, 

(For f u l l  de t a i l s  of the investment policy adopted for  

Wunds Grouped for  Investment," copies may be obtained from 

the Endowment Office. A f u l l  copy i s  on f i l e  i n  the off ice  

of the Secretary of the Board of Regents.) 



Chapter X 

AUXILIARY ENTERPRISES 

Sec. 1. Auxil iary Fnterpr ises  a re  those operated pr imar i ly  f o r  service  t o  

s tudents  and s t a f f  which a r e  expected t o  be self-supporting, 

Examples a r e  residence h a l l s ,  dining h a l l s ,  s tudent  hosp i t a l s ,  

s tudent  unions, and bookstores. 

Sec. 2. Annual budgets f o r  these  a c t i v i t i e s  s h a l l  be prepared and sutunitted 

through regular  administrat ive channels, and expenditures s h a l l  be 

within budgets approved by adminis t ra t ive  o f f i c i a l s  and t h e  Board of 

Regents. Income of Auxiliary Faterpr ises  i s  not deposited with the  

S t a t e  Treasurer, however, and any balances o r  d e f i c i t s  a t  the  end 

of a f i s c a l  year m y  be reappropriated f o r  the  succeeding year. 

Sec. 3 .  With the  exception of i n t e r c o l l e g i a t e  a t h l e t i c  departments, t o  which 

the  general  and spec ia l  provisions of t h e  appropriat ion b i l l  do not  

apply, the  same regu la t ions  and appl icable  laws s h a l l  govern a s  

apply t o  the  budgeting and expenditure of general  funds unless 

otherwise s p e c i f i c a l l y  authorized,  The Board of Regents, upon 

recommendation of appropriate adminis t ra t ive  o f f i c i a l s ,  approves 

the  regula t ions  f o r  the  management and operat ion of a t h l e t i c  

departments. 

Sec. 4 0  Rentals and r e l a t e d  p o l i c i e s  and r a t e s  f o r  dormitories and housing 

f a c i l i t i e s  s h a l l  be approved i n  advance by t h e  i n s t i t u t i o n a l  head, 

the  B e s i d e n t ,  and t h e  Board of Regents. 

Sec. 5. Rules and regula t ions  f o r  the  administrat ion of dormitories,  o ther  

housing f a c i l i t i e s ,  dining h a l l s ,  and other  ea t ing f a c i l i t i e s ,  

s h a l l  be promulgated by administrat ive o f f i c i a l s  and the  i n s t i t u t i o n a l  

head a t  the i n s t i t u t i o n  concerned. 

Sec. 6 .  The money values of meals, lodging, and other  se rv ices  which 

employees a r e  authorized t o  rece ive  i n  l i e u  of add i t iona l~wages  o r  

sa la ry ,  a r e  recommended t o  t h e  i n s t i t u t i o n a l  head by the  Business 

Manager and approved by t h e  President and t h e  Board of Regents. 



Sec. 7. Statutor~ Provisions Currently in Effect 

Auxiliary Budgets shall comply with statutory provisions and 

rider provisions of current apprdpriations bill. 



Chapter X I  

RESEARCH AMD TRAINING CONTRACTS, ETC . 
a i  i n  Sec. 1. ~esearch@,dn8ac$s, %rants, or  agreements with outside agencies 

s h a l l  be recommended by the in s t i t u t i ona l  head, and the University 

Comptroller, and approved by the President o r  h i s  designated re- 

presentative before f i n a l  r a t i f i c a t i o n  by the Board of Regents. 

Funds s h a l l  not be encumbered or  expended under an$ such contract or grant 

without the approval of the  President o r  h i s  designated represen- 

t a t i ve .  

,.nd t ra ining 
Sec. 2. Application for  research,  developmenthcontracts and grants, 

whether with government agencies, o r  industry, o r  foundations or  

sha l l  be 
other private granting agencies, E\ i n i t i a t e d  by the facul ty  

member who w i l l  d i r ec t  the work. However, a l l  such applications 

must be approved by designated administrative o f f i c i a l s .  

Sec. 3 .  Under S ta te  law, a copy of a l l  contracts between the University 

and the Federal Government s h a l l  be f i l e d  with the Secretary of 

S t a t e  except those contracts c lass i f ied  i n  the  i n t e r e s t  of national 

security,  i n  which case only a statement of t he  research project  

s h a l l  be f i l ed .  

Sec..k. If t h e  work i s  t o  be financed by government agencies, the  negotia- 

t ions  shall be handled with t he  advice and ass is tance of t he  Office 

of Government Sponsored Research a t  the  Main University and by the 

equivalent off ice  a t  the other component i n s t i t u t i ons .  

Sec. 5. Information a s  t o  overhead r a t e s  a,pplicable t o  the type of contract  

t o  be entered i n t o  should be secured from the  Office of the  Comp- 

t r o l l e r  or  the  Office of Government Sponsored Research if with 

government agencies and otherwise from the business of f icers .  

or t a in 'n  
Sec. 6. Before f i n a l  approval of any sponsored researchAconFrac~ 8r grant 

the  University Comptroller, o r  such person a s  he may delegate, 

s h a l l  examine and recommend approval of the proposed overhead 

r a t e  therein  contained. Proposals a s  t o  overhead r a t e s  on 



cost-reimbursment contracts with the Army, Navy, and Air Force 

shall be worked out in preliminary form by the Business Manager 

concerned and shall be reviewed and approved by the 'University 

Comptroller before being submitted. , 
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