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Sec.

1.

CHAPTER 1

GENERAL

Gifts to the University

1.2

1.4

The authority to accept gifts to the University or to any of the compo-
nent institutions is vested in the Board of Regents.

Recommendations for the acceptance of gifts showing details as to value,
form, stipulations regarding use, and provisions for custody and dis-
bursement of funds shall be transmitted 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 agencies.

The authority to accept gifts to a component institution is delegated to

the institutional head when the gift is to a fund, foundation, or enter-
prise already approved by the Board of Regents or is a continuation of

a series which has been previously approved by the Board. Such gifts
shall be reported to the Board arranged uniformly as prescribed by the
Office of the Board of Regents by the dockets of each component institution.
Unconditional gifts to Texas Western College for support of the athletic
program of the college may be reported to the Board of Regents in the
manner prescribed in Section 1. 4 following this subsection. (Adopted

April 5, 1963)

FEach administrative head is empowered to accept cash gifts to the Uni-
versity of Texas of less 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 address of donor, amount, purpose, and
date of the gift shall be filed intthe QOffice of the Board of Regents within
thirty (30) days after August 31 and February 28 of each year. Such
reports from the M. D. Anderson Hospital and Tumor Institute may
exclude gifts of $25 or less (Adopted June 30, 1962)

Except 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 institutions. 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
provided these gifts are reported promptly to the institutional head. Such
gifts need not be reported to the Board.



Sec.

Sec.

Sec.

Sec.

1.6 The University will not accept a gift for the benefit of any designated
student unless the donor is exempt from Federal Income Taxes as
defined by the Commissioner of Internal Revenue,

1.7 The acceptance of gifts of real property is prohibited without prior
express approval of the Legislature except for establishing scholarsh:ps,
professorships, or other trust funds for educational purposes and then
only on condition that such gifts must not later require legislative appro-
priations for maintenance, repair, or construction of buildings. {Current
Appropriation Bill)

Fellowships, Scholarships, and Loan Funds.

2.1 After gifts for fellowships, scholarships, and loan funds have been
accepted by the Board of Regents, as indicated previously, they are
administered jointly by designated committees and the business office
of each component institution.

2.2 In the case of scholarships and fellowships, the appropriate cornmittee,
or designated individual, receives applications, makes the necessary
inquiries, and determines the award. The committee advises the insti-
tutional head of the award and he, in turn, approves and forwards the
notice of award to the business office. Payments on scholarships and
fellowships are made through the business office of the component
institution.

2.3 In the case of loan funds, the appropriate committee receives applica-
tions for loans, makes the necessary inquiries, and approves or declines
the original loan as well as all renewals and extensions. The chairman
notifies the business office of the granting of loans, and all records
including notes, cash, accounts and collections are thereafter handled
by that office. The principal of loan funds is kept intact so far as is
possible. The chairman of the awarding committee may be requested
by the business office to assist in collection of past due interest or
principal,

Tuition and Other Fees. --Tuition and other fees will be fixed as prescribed

or as authorized by statute, and will be set out in the institutipnal catalogue.

Fiscal Year.--The fiscal year of the University shall be September I through
August 31.

Policy Against Discrimination. -- With respect to the admission and education of
students, with respect to the employment and promotion of teaching and non-
teaching personnel, with respect to student and faculty activities conducted on
premises owned or occupied by the University, and with respect to student and
faculty housing situated on premises owned or occupied by the University, neither
The University of Texas nor any of its component institutions shall discriminate
either in favor of or against any person on account of his or her race, creed, o
color. (Adopted May 16, 1964)




CHAPTER II

ACCOUNTING, AUDITING, REPORTING, AND BUDGETARY CONTROL

Sec. 1. Types of Funds.

1

1.

1.

1.

1

General Funds. --General Funds are those unrestricted, operating funds
which are available for any purposce. 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 Chancellor and the Board of Regents.,

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 limitzd to the income derived from the project. They are subject

to the same restrictions as General Budget Funds although balances

are automatically reappropriated at the end of each fiscal vear.

Current Restricted Funds. --Current Restricted Funds are those
received from individuals, firms, agencies, corporations, etc., or
income derived from private endowments, to be used only for a particu-
lar purpose or project, specified by the donor, such as research, con-
ferences, 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.

Agency Funds. --Agency Funds are funds handled through the institutional
business office as the agent of the owner, after approval by the institu-
tional head, the Chancellor, and the Board of Regents through the Insti-
tutional Docket. Balances shall be carried forward from year to year
unless otherwise designated Agency Funds shall be expended in accord-
ance with the limitations of the agency agreement and the applicable
rules and regulations of the Board of Regents.

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 University Business Administration"
(1952) published by the American Council on Education. Where those
recommendations conflict with statutes applicable to the University or to

-3-



Sec.

3.1

3.2

official orders of the Coordinating Board, Texas College and University..
System, the latter 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 shall be the central
office for accounting control for all financial transactions of the insti-
tution. 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 department heads .
who will compare their records with those of the business office and
report any differences prompily 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, requisi-
tions, etc., in his absence. These designations shall expire at the end
of a fiscal year, or sooner if specified, and must be renewed each year.

Auditing.

The institutional business officer is initially responsible for the pre-
audit of all business items. Financial transactions concerning the
receipt, custody, and disbursement of moneys shall be preaudited to
the extent necessary under the institutional accounting procedures and
system of internal control, the fiscal regulations, and statutes or laws
applicable to the University.

The preaudit of disbursements and other transactions shall be a part
of the regular accounting procedures of the business offices. Post-
audits of various units and departments shall be performed as directed
by the institutional business officer or the University Compiroller.

4%

Amended July 9, 1966.



Sec.

3.3 Although the University Comptroller is responsible for the internal
postauditing of business transactions affecting the component institu-
tions, this work ghall be done under the supervision of the business
officers of the component institutions and the Branch College Auditor.

3.4 The business records of accounts and othar records shall be verified
and authenticated within the budgets, regental actions, and statutory
requirements.

3.5 The Branch College Auditor, under the supervision of the University

Comptroller, shall be initially responsible for the postaudit of business
activities at the component institutions, except the Main University.

He shall conduct the audits in accordance with accepted auditing
standards, including necessary tests of the records. He shall make a
written report of each audit, calling attention to any transactions

which may not be in accord with legal requirements, institutional
accounting principles, and institutional policies and regulations.

3.6 The State Auditor, under State law, is responsible for the external
audit of the University's books.

Reporting.

4.1 All financial reports shall be prepared in accordance with the
provision:s of the statutes, official orders of Coordinating Board,
Texas College and University System, and the directives of the Board
of Regents and in conformity with the manual, '"College and Univer-
sity Business Administration, ' referred to above. The forms shall
be prepared by the institutional business officer and approved by the
Vice-Chancellor for Business Affairs or his delegate. *

4,2 Two reports, both of which shall be prepared under the direction of
the institutional business officer and the University Comptroller, shall
be prepared annually by the University:

4. 21 Annual Financial Report.--COn or-before December 29, printed
financial reports, set up in accordance with the forms recommended
in. Volume I, ""College and University Business Administration'
(1952} shall be filed with the Coordinating Board, Texas College
and University System. The certificate of audit of the State
Auditor is to be included if his report has been completed. *

4. 22 Salary Payment Report. --On or before December 31 each year,
an itemized schedule shall be prepared of salaries and wages
paid all employees for services during the preceding fiscal year
out of any funds from any source or character under the control

Amended July 9, 1966.



and/or custedy of the Board of Regents, showing for each
employee the total amount paid from: cach sour ce during the
twelve months of the fiscal ycar, the title of the position held or
kind of service rendercd, and a summary of all expenditurcs by
departments. Three copies of this report shall be prepared, onc
copy for the Office of the Secretary of the Board of Regents, one
copy for the Vice-Chancellor for Business Affairs, and one copy
for the Cific: of the Comptroller. * '

4.3 A monthly financial report shall be prepared by each business office
and distributed to administrative officials and to the Office of the Secre-
tary of the;Board of Regonts,

4.4 Periodic financial reports reflecting income receipts, approved budget
changes, and expenditures for each component ingtitution shall be pre-
pared by Central Administration, '

£.5 Other reports, such as the quarterly report to the Bureau of the Census,
may be made from timc to time a3 well as internal reports pertaining
to estimates of income, budgcts, etc., but only those considered escential
to effective admiristration shall be requested from the institutional
busincss offica,

Annual Budgets.

5.1 Annual Budgets for all the component institutions zhall be approved by
the Beard of Regents within the budget estimates of income prepared
by the institutional business officer and the institutional head.

5.2 General policies for the budget preparation shall be recommended by
the Chancellor to ths Board of Regents and shall be followed in prepar-
ing the budgets. Inctructions for details of budget preparation shall be
furnizhed to the instituticnal heads by Central Administration.

5.3 The institutional head shall issue local instructions and shall furnish
forms to the budjzet-recommending officials. Their recommendations
for salaries, maintenance and operation, equipment, travel, and other
pertinent items .- hall be reviewed by tae institutional head and trans-
mitted, with his recommendations, to the Chancellor for review and
final recommeaendation to the Board.

5 4 Rules and procedures for budget administration shall be prepared by
Central Admiristration, approved by the Board of Regents, and shall
be included in the completed budgets.

Amended July 9, 1966



5.5 A copy of each such budget, and any subsequent amendments thereto,
shall be filed with the State Library to be available for public inspection.

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

Sec. 6. Biennial Budget Requests.

6.1 The Un#versity shall submit biennial budget requests as 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 form and at the time prescribed,*

6.2 These requests shall be prepared in conformity with the same general

procedures as 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 Preparation of the budget of expenditures by the institutional
head in conformity with these policies

6.23 Approval of the finished budget by the Chancellor and the Board
of Regents.

6.3 The estimates of income shall be included in the biennial budget
requests prepared by the institutional business officer and the
institutional head.

£

Amended July 9, 1966,






CHAPTER III

RECEIPT, CUSTODY, AND DISBURSEMENT OF MONEYS

Sec. 1. Receipts, Cash Registers, and Admission Tickets.

1.

1

No department, division, or individual staff member is authorized to
receive money in the name of the University without prior approval
of the institutional business officer and institutional head.

An official receipt in the form prescribed by the institutional business

officer shall be issued for all moneys received.

1.21 Where the volurme of sales justifies their use, cash registers
shall be used with recording tapes listing the amount of each
sale. When cash registers are not used, cash sales tickets
or receipts shall include, if practical, the name of the pur-
chaser, itemization, and price of the articles sold.

1.22 Admission tickets, including complimentary tickets, shall
have the price of admission indicated thereon, and all such
tickets shall be prenumbered, except for certain events
where the section, row, and seat number are shown. Ad-
mission tickets and coupon books shall be purchased for
delivery to the institutional business office and issued to the
department concerned. Unused tickets of books shall be
returned along with a prescribed ticket report to the business
office within 30 days from the date of the event, and all receipts
from such sales shall be deposited in the business office as
outlined later.

1.23 A list showing the names of all persons receiving complimentary
tickets shall be furnished the business office as a part of the pre-
scribed ticket report. '

Sec. 2. Deposits with Institutional Business Office.

2.

1

Money received by all departments from all sources .shall be deposited
in the institutional business office using an official form. The deposits
shall be daily if the receipts are 350 or more, and weekly even if the
accumulation is less than $50. When cash is included, the deposit shall
be made in person by a departmental representative to whom an official
receipt is issued.

Cash overages are deposited in the business office; notations pertaining
to cash over or short shall be included on the deposit form.



Sec.

10

2.

3

Petty cash funds for making change shall be provided only on approval

of, and by arrangement of, the department with the institutional business —
officer. Petty cash funds from which disbursements will be made shall
have the approval of the institutional head as well,

3. Deposits with the State Treasurer.

3.

3.

1

The Appropriation Bill requires that all cash receipts at the Main
University, at Texas Western College, and at Arlington State College be
deposited in the State Treasury with the exception of those from auxiliary
enterprises, noninstructional services, student service fees, student
activity fees, parking fees, agency and restricted funds, endowment funds,
student loan funds, and Constitutional College Building Amendment Funds.*
3.11 To facilitate the transferring of institutional receipts to the

State Treasury, it is provided that each institution may open a

clearing account in a local depository bank to which it deposits

all rcceipts daily. - '
3.12 Not less than cvery seven days, the institutional business

officer shall make rermittances to the State Treasury in the form

of checks drawn on the clearing account except that a balance of

not more than $500 may be maintained . *
3.13 The money deposited in the State Treasury shall be paid out via

State warrants.

At its option, the University mavy use its local depository General Funds
bank accounts instead of the special clearing account within the general
requirements for deposits and transfers to the State Treasury.

The University, by law, is authorized to maintain Revolving Funds to
facilitate the payment of nominal expenses - to pay bills within cash
discount periods.

3.31 The University may use the revolving fund for regular monthly
payrolls as well as for weekly and special payrolls.

3,32 Disbursements from the revolving funds are reimbursed from
state appropriations on claims filed with the State Comptroller
under regularly prescribed procedures. One voucher and one
warrant may cover a number of claims for this purpose. Re-
imbursement claims must meet the same requirements as other
claims against state appropriations. Each institution shall pre-
pare a reimbursement claim as of the close of business on the
last day of each month or more often as may be expedient to
avoid maintaining large revolving funds.

3.33 The Board of Regents shall determine the amounts of the revolving
funds and shall designate a depository bank for each such fund,
specifying persons authorized to sign checks drawn on such funds.
Depository banks shall secure revolving fund deposits as provided
by law.

Amended July 9, 1966.
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3.4 Under the current appropriation bill, any money deposited into the State
Treasury which is subject to refund as provided by law shall be refunded

from 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, February 1962)

Sec. 4. Local Institutional Funds.

4,1 All local income, not required to be deposited in the State Treasury, 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 assistance of the institu-
tional business office and the institutional head and shall be submitted
to the Chancellor and Board of Regents for approval.

4.2 Depository banks selected shall furnish adequate surety bonds or
securities to assure safety of these funds. Local funds shall be deposited
in the depository banks as soon as possible, but in no event later than
seven days from the date of collection. Such funds are usually carried
as demand deposits; however, they may be carried as time deposits at
a negotiated interest rate, *

4,3 The Board of Regents and the institutional heads may not, by law,
borrow money from any person, firm, or corporation to be repaid from
local funds except as specifically authorized by the Legislature.

Sec. 5. Charge Sales. --The University is not allowed, by law, to sell property or
service on credit;".

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

Sec. 7. Vouchers for Expenditures.

7.1 Main University Vouchers for disbursement of funds shall be prepared
in the departmental offices at the Main University. They shall be
signed by the head of the department, or someone recommended by him
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 shall be prepared, where
possible, in the business offices, and all vouchers shall be approved by

* Amended July 9, 1966,



Sec.

12

the Business Manager or some person to whom he tnay delegate such
authority.

7.3 Vouchers shall be prepared on State of Texas Purchase Voucher Form,
consisting of five copies as follows:*
No. 1 - For State Comptroller ( if paid from State funds)

No. 2 - For Board of Control ( if purchase through Board of Control}
No. 3 - For Institutional Business QOffice

No. 4 - For Institutional Department ( file copy)

No. 5 - For return with check to vendor { sent by business office with

payment)

7.4 Vouchers are to be coded in the business offices within the approved
expenditure codes and, if payable by warrant from the State Treasurer,
with the proper expenditure classifications furnished by the State Comp-
troller. ‘

7.5 If two or more invoices from the same vendor and chargeable to the same
account are to be paid, payment may be by one voucher, even though
coverea by more than one requisition and/or purchase order except:

7.51 Separate vouchers shall be prepared for contract and noncontract
invoices on purchases through the Board of Control.

7. 52 Separate vouchers shall be prepared for invoices for purchases
made through the Purchasing Division and Printing Division of
the Board of Control.

7.6 Cash discounts and credits shall be shown in full on the vouchers and
shall include the amount and number of the invoice, less discount or
other credits, and the net amount. Explanations shall be made for all
deductions.

7.7 A red "Rush -~ Discount' tag shall be attached to the face of the voucher
and, in such cases, they shall be handled separately from other vouchers
in the business office.

Vouchers Payable from State Funds ( All funds on deposit in State Treasury).

8.1 When materials, supplies, and other items are purchased through the
Board of Control, four copies of the Voucher Form are submitted to
the business office and Copy No. 1 { or the attached invoice) must be
notarized if the amount is more than $50.

8.2 If the amount is $50 or less, either a notarization or a signed certification
is required. The certification, if used, must read as follows:

I certify under the penalty of perjury that this claim has been
examined by me and to the best of my knowledge and belief is
true and correct. ¥ '

Amendec July 9, 1966,
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8.3 When purchases are not made through the Board of Control, all copies
excepting Nos. 2 and 4 are gsubmitted and Copy No. 1 (or the attached
invoice) must be notarized or a certification made as indicated in the
preceding paragraph.

Sec. 9. Vouchers Payable from Local Funds (All funds net on deposit in State
Treasury)}.

9.1 When materials, supplies, etc., are purchased through the Board of
Control, Copy No. 3 may become the original and, if so, Copy No. 1
need not be submitted unless the required notarization or certification
appears thereon. Notarization or certification is required as stipulated
in the preceding section entitled "Vouchers Payable from State Funds. "

9.2 When materials are not purchased through the Board of Control, only
Copies Nos. 3 and 5 need be submitted, with Copy No. 3 as the original.

Notarization or certification is required.

Sec. 10. Outstanding Checks.

10.1 Outstanding checks shall be carried on the official accounting records
for the two fiscal years following the year in which they are issued.
{(Example: if issued in 1963-64, they would be carried through .

August 31, 1966.) Those still outstanding at the end of the second fiscal
year after issue shall be cancelled and written off the official accounting
records.*

10.2 Each business office is expected to make diligent effotrt to minimize the
number of such outstanding checks, particularly those in excess of $10.

Sec. 1l1. Institutional Membership Dues. --University funds shall be used to pay member-
ship fees cnly in educational, scientific, or other associations of which the
University is an institutional member, with initial memberships approved by the
institutional heads and the Chancellor.

Sec. 12. Payrolls.

12.1 There are three general types of payrolls, those for (1) regular salaried
employees; (2) weekly salaried employees; and (3) hourly salaried
employees.

12.2 At the Main University, payrolls for all regular salaried employees,
except those for Auxiliary Enterprises, shall be prepared in the FPayroll
Division of the Ausitor's Office and approved by the Auditor or Assistant
Auditor.

12. 21 Vouchers and payrolls for weekly and hourly employees, and
regular salaried employees in Auxiliary Enterprises, shall be
prepared in triplicate on proper forms by the department concerned.

Ak Adopted July 9, 1966
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12.3

12. 4

12.5

12.6

They shall be approved by the head of the department, or some-
one authorized to sign for him, and shall include the name of the -~
pavee, accurate calculations of pay, as well as the account to
which charge is made.

12.22 Those covered by Workmen's Compensation Insurance shall be so
indicated. _

12.23 Two copies shall be transmitted to the Payroll Division for proc-
essing and for approval by the Auditor or Assistant Auditor.

At the other component institutions, all payrolls shall be prepared in the
business office from regular budgets, appointment forms and letters,
time cards, etc., and approved by the Business Manager or a person
designated by him,

If payment for regular salaried employees is for less than a month, the
salary shall be figured proportionately on the actual number of days in
a given month, e.g., 28, 30, 31.

Deductions for income tax, teacher and employee retirement, and social
security, as well as group life insurance, hospitalization insurance and
income disability insurance, are made where applicable on all payrolls, *

Dates for distribution of salary checks vary at the component institutions
and are anncounced by the business office.

Sec. 13. Absence from Usual and Regular Duties, Authorization for Absence, Including

Travel, and Travel Expense Reimbursement,

13.1

13.2

Absence from Usual and Regular Duties,

13.11 Authorization for any member of a faculty or staff of the University

to be absent from his usual and regular duties will be granted only

under the fellowing conditions: ‘

13,111 When such absence is on state business, which shall include,
among other purposes, the formal presentation of original
researches by an employee before a national, regional, or
state learned society, and . )

13.112 When appropriate provisions are made tocarry on the duties
of the absent personwithoutadditional expenseto the
University.

Authorization for Absence for Staff Members Whose Regular Duty
Does Not Require Travel. - -Authorization for absence from usuzl and
regular duties, including travel from the city or town where the Univer-
sity officer or employee is regularly stationed, will be granted by the
Board of Regents, or by the Administrative Officer to whom the Board
may delegate authority, only by advance permission obtained as follows:
13. 21" Request for permission to be absent for a period not in excess of
two weeks (fourteen calendar days) shall be transmitted through

Adopted July 9, 1966;
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proper administirative channels to the executive head of the com-

ponent institution for approval. At the Main University, requests

for permission to be absent, including travel on official business,

shall be transmitted, with reasons therefor, through proper adminis-
trative channels to the Vice- Chancellor (Academic Affairs) for approval,
except that if the period does not exceed one week (7 days) the appro-
priate dean or equivalent administrative officer may approve the request
for perrnission to be absent,

13.22 Request for permission to be absent for a period in excess of two weeks,
but not in excess of twenty-nine days, including travel on official
business, shall be transmitted through proper administrative channels
to the Chancellor for approval prior to such absence,.

13,23 Request for permission to be absent for a period in excess of twenty-
nine days, {excluding holidays approved by the Board), including travel
on official business, shall be transmitted through proper administrative
channels to the Chancellor for approval prior to such absence. Such
approvals are to be reported in the regular dockets of the institutions
affected,

13,24 Request for permission to be absent by the administrative officers and
staff of Central Administration shall be approved by the Chancellor.

13,25 Any travel which contemplates reimbursement from funds appropriated
by the Legislature for travel expenses incurred outside the continental
limits of the United States must have the written approval of the Chan-
cellor and the Governor prior to the travel, in addition to the authori-
zations required in the appropriate preceding subdivisions.

13.261n lieu of any of the delegations of authority to approve absence from
usual and regular duties, including official travel, specified in the above
subdivisions, the Chancellor may exercise such authority.

13,27 The chief administrative officers of the component institutions shall
keep records of all approved absences and shall submit detailed
summaries periodically to the Chancellor for distribution to the Board
of Regents.

13,28 Approvals of travel shall not be routine or perfunctory, but shall be
made only after the executive head, or his authorized representatives,
have carefully examined the purpose and need for each trip with a view
to the economic and effective utilization of all travel funds.

Approval of Travel Expense Reimbursements.,

13.31 Travel expenses shall be reimbursed only irom funds appropriated or
authorized for travel, Heads of component institutions shall plan the
travel of all employees under their authority to achieve maximum
economy and efficiency., Each travel voucher submitted for reimburse-
ment shall include such a descripticn as to identify persons or places
contacted and/or the nature of the official business of the State performed
within the legal responsibilities of the institution,

13,32 Travel vouchers for reimbursement of all official travel authorized
pursuant to the foregoing provisions shall be approved and signed as
follows: .

13,321 Central Administration ~ Reimbursement for all travel shall
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13.322

be approved either by the Chancellor or by the Auditor
of the Main University.
Component Institutions - Reimbursement for all travel by
employees of the component institutions shall be approved
either by the Chancellor or by the Administrative officers
designated below:
Main University - the Vice- Chancellor for Academic
Affairs, the Business Manager, or the Auditor,
Texas Western College - the President or the Business
Manager.
Medical Branch, Galveston - the Executive Director
and Dean, the Associate Director, or the Business
Manager.
Southwestern Medical School - the Dean or the Business
Manager.,
Dental Branch - the Dean or the Business Manager.
M. D. Anderson Hospital and Tumor Institute - The
Director, the Administrator, or the Business
Manager,
Graduate School of Biomedical Sciences at Houston -
the Dean or the Business Manager,
South Texas Medical School - the Dean or the Business
Manager, '
Arlingten State College - the President or the Director
of Business and Finance.

13,33 Per Diem Allowances,--Travel Status for Continuous Period of
Twenty- Four (24} Hours or More - An employee who is traveling on
official University business and is in continuous travel for a period
of twenty-four (24) hours or more will be reimbursed at per diem
rates, in lieu of actual expenses for meals and lodging, in accord-
ance with the following schedules:

13,331

If there is attached to the employee's expense account
when submitted a ""Paid" bill or receipt from a commercial
hotel, motel, or other commercial lodging establishment
for the employee's lodging for the period for which per
diem reimbursement is claimed:

Rates
In State Out of State
Per diem per
calendar day . $12,00 $15, 00

One-fourth (1/4)
the rate for a
calendar day for each
period of six (6) hours
or fraction thereof
{at least 2 hours) 3,00 3.75
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13. 332 If the employee's expense dccount voucher does not include
a supporting "Paid" bill or receipt as descrlbed in Subsection
13. 331 above: *

" Rates
In State: Qut of State
Per diem per calendar day $7. 00 $10. 00
One-fourth { 1/4) the rate for a
calendar day for each period of
six (6) hours or fraction thereof IR
{at least 2 hours) _ j $1.75 $2.50

13. 34 Partial per Diem for Meals and Lodgmg
13. 341 An'employee who is traveling on official Umversuy business for

a continuous period of a minimum of six {6) hours but less than

twenty-four {24) hours which does not involve over-night stay will

be reimbursed a partial per diem for meals in lieu of actual

expenses, as follows:

13..34]11 Breakfast allowance if the employee departs from
designated headquarters before'7:00 A. M. (or, in
case of his return to desagnated hea,dqua.rters after
700 A-M. Yoo ee o e $1. 00

13.3412 Lunch allowance if the employee is away frorn his
designated headquarters after 1:00'P. M.....$1. 00

13. 3413 Dinner allowance if the employee is away from his
designated headquarters after 7:00 P. M.. .. .$2. 00

13. 342 An employee who is traveling on official University business

for! a continuous period of a2 minimum of six (6) hours but less

than twenty-four (24) hours which does involve overnight stay

will be reimbursed for meals and lodging in an amount not in

excess of: ¥

13.i3421 $12. 00 at the rate of $3. 00 for each six (6) hour period
involved or fraction thereof {at least 2 hours) provided
a "Paid!" bill or receipt as described in Subsection 13. 331
above is submitted.* _

13.:3422 $7. 00 at the rate of $1. 75 for each six (6) hour period
involved or a fraction thereof { at least 2 hours), if a
"Paid'' bill or receipt as described in Subsection 13. 331
above is not submitted. ¥

13. 35 Per Diem Allowances - Travel Status for a Continuous Period of Less
Than Six (6) Hours. --No partial per diem or actual expenses { except
transportation) will be paid an employee who is away from designated
headquarters for a period of less than six hours.

13. 36 Day Defined for per Diem Purposes.
13. 361 The calendar day { midnight to midnight)is the unit for computing

the: per diem allowance,
13. 362 For a fractional part of a day at the commencement or ending of

Adopted July 9, 1966..
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13. 363

13. 364.

continuous travel the six-hour periods of 12:01 A M. to

6:00 A. M., 6:01 A. M. to 12:00 Noon, 12:01 P. M. to

6:00 P. M., and 6:01 P. M. to 12:00 Midnight are each con- o
sidered to be one quarter {1/4) of a calendar day. A fraction of
a’ per diem period of six {6) hours is defined to be two {2}

hours or more.

Computation of per diem shall be on a quarter day basis, the
initial quarter to be that in which travel begins and the final
quarter to be that in which travel ends.

Out-of-State travel status commences at the beginning of the

next quarter after the employee in travel status crosses the

state line and continues through the quarter in which the employee
returns to the state line. Payments for both in-state and out-of-
state per diem allowance will not be made for the same pericd of
a calendar day.

13. 37 Transportation Allowance.

13.371

Rented or Public Conveyance Including Taxis. --An employee
traveling by rented or public conveyance, or the commercial
transportation company furnishing same, is entitled to a trans-
portation allowance equal to the actual cost of necessary transpor-
tation for performing official business, excluding Federal tax.
Fayment of said transportation allowance may be made by either
of the following methods, upon selection by the Chancellor or the
head of the component institution, in advance of authorized
official travel. *

13. 3711 Where the employee pays for public transportation,
including taxis, from his personal funds, receipts for
such necessary transportation, excluding receipts for
city bus, taxi or limousine fares in amounts of $2. 50
or less., shall be obtained and attached to the employee's
gxpense account when submitted. A detailed list of all
claims for rented or public transportation including city
busg, taxi, and limousine fares in amounts of $2.50 or
less shall be shown on the Travel Expense Account under
'Record of Transportation Claimed for Each Trip. " *

13. 3712 The Chancellor or heads of component institutions may
request commercial transportation companies to furnish
required transportation for official business to designated
employees of Central Administration or such institutions,
upon the presentation to cooperating transportation
companies of transportation requests approved by the

Chancellor or the head of the institution requesting such
transportation. The transportation request shall specify
the class of transportation authorized. The monthly
billings for such transportation services from the trans-
portation company will be vouchered on a regular purchase
voucher, showing the detail of such furnished transporta
tion for each trip, with a complete statement attached
setting out in detail why each trip listed was necessary in
the operation and maintenance of the institution. #

B

Adopted July 9, 1966.
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13.372 Private Automobile. -- An employee traveling in his personally-owned
automobile shall be reimbursed at the rate of eight cents (8¢) per
mile on the basis of the shortest practical route between points.

No additional expense incidental to the operation of such automobile
shall be allowed. * '

13.3721

13.3722

13.3723

13.3724

Reimbursement for Mileage in the State of Texas shall
include the use of: Farm-to-Market roads. The latest official
highway map published by the State Highway Department
shall be the official map for use during the current
biennium. For out-of- siate travel, mileage will be
computed from standard highway. maps.*

When two or more employees travel in a single private
automobile, only one shall receive a transportation
allowance, but this provision shall not preclude each
traveler from receiving a per diem allowance. *

When two, three, or four officials or-employees of

Central Administration or of one of the component
institutions of the University with the same itinerary on
the same dates are required to travel on the same official
state business for which travel reimbursement for mileage
in a personal car is claimed, mileage reimbursement will
be claimed and allowed for only one of the employees
except as provided hereafter. If more than four employees
attend such meeting or conference in more than one car,
full mileage reimbursement shall be allowed for one car
for each four employees and for any fraction in excess of
a multiple of four employees. If, in any instance, it is not
feasible for these officials or employees to travel in the
same car. then prior official approval from the Chancellor
for Central Administration, or the head of the component
institution for employees of that institution shall be obtained
and shall be considered as authorization and the basis for
reimbursement for travel for each person authorized to
use his personal car in such travel.

Reimbursement for out- of- state transportation for the use
of personally-owned automobiles together with per diem
shall never exceed the cost of commercial first class
transportation from the nearest airport and the per diem
required had the employee travelled by such convevance.
The determination of the allowances due owners of
personally-owned automobiles in compliance with this
paragraph shall be as follows: (1) Per diem shall be deter-
mined by the use of an airline schedule which would have
sufficed for the periormance of the official business.

(2) Expenses of transportation to airfields from points
where airports are not availaple shall be aliowed in

Adopted July 9, 1966.
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addition to the cost of first class commercial air transpor-
tation. (3) When additional passengers are conveyed on -
out- of- state trips in personally-owned automobiles they
shall receive as their expenses per diem based on auto-
mobile travel time. (4) Persons traveling to points not
served by airlines shall receive mileage and per diem
based on actual .miles traveled and other expenses as
authorized elsewhere in these regulations.*
13.373 Private Airplane.-- The current appropriation bill provides that

the rate of reimbursement to executive heads and key officials for

travel in their personally-owned airplanes within the boundaries of

Texas and between points of necessary official business shall be

sixteen cents (16¢) per highway mile. *

13.38 Reimbursement for Dues or Registration Fees. --Reimbursement will
not be allowed for dues, registration fees, or similar expense incurred
in joining or attending any type of organizations or associations unless
the membership is'in the name of the State of Texas and/or The University
of Texas. Reimbursement will not be allowed for the cost of meals that
may be included in the registration fees. Receipts for such dues or
registration fees shall be obtained and azttached to the expense account.
If reimbursement is claimed, vouchers shall include a statement that the
membership is in the hame of The University of Texas.

3

Adopted July 9, 1966.
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13.39 Exception to per Diem Allowance. --Executive heads of Compo-
nent Institutions shall be reimbursed for their actual meals,
lodging and incidental expenses when traveling on official busi-
ness either in or out of the State. Employees of State Agencies
designated by the Governor to represent him officially at govern-
mental meetings or conferences when held out of the State shall
receive actual meals, lodging, and incidental expenses, and such
employees may be reimbursed out of appropriations made to the
agencies by which they are employed.

13. ¥10)Special Exceptions to Foregoing General Travel Regulations. - -
The provisions of the foregoing general travel regulations apply
to 21l employees and all funds but employees may elect to take
advantage of the specific exceptions authorized below:
13.3(10)1 Contracts--Travel allowances under research or other

contracts, which are 100 per cent reimbursable, will
follow the terms of the contract, and in the absence
of specifications the travel rules and regulations cover-
ing payments fromh Grants and Trust Funds will apply. *
13.3(10}2 Grants and Trust Funds -- Travel allowances paid from
grants and trust funds, unless otherwise specified under
the grant or gift, may be on a per diermn basis as specified
in the foregoing general travel regulations except that
a maximum of $16.00 per calendar day per diem rate
shall apply to both in-state and out-of-state travel. When
anticipated living costs are unusually low for those
engaged in travel, the person authorizing the travel
may reduce the per diem for all or any part of the travel,
provided that the employee shall be notified of such
reduced per diem before being allowed to incur any
expense. In additionto per diem, costs of public trans-
portation or rented vehicle, supported by receipts for
expenses in excess of $2. 50 will be paid. If trans-
portation is by private car, reimbursement will be
paid at a rate not to exceed 10¢ per mile but limited
to an amount not in excess of the cost of regular air
transportation. When not otherwise prohibited by the
terms of the gift or grant, employees may also be
reimbursed for required registration fees or similar
expenses incurred in attending meetings of organiza-
tions or associations. Receipts for registration fees
or similar expenses shall be obtained and attached to
the expense account, ¥

# Adopted May 23, 1964.
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13.3{(10)3 Intercoliegiate Athletics. .- Actual expenses will be
paid at no per diem limit, provided such expenditures
in the amount of $2.00 or more are 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 Vouchers for freight and express charges are, if practicable, made
payable to the local agent but in the name of the transportation company.
A careful check shall be made for damages or shortages and, if any,
notation is made on the receipt of the transportation company before the
shipments are accepted. The vendor shall be notified in writing when
damages or shortages occur and a copy of the notification shall be
attached fo the voucher when deductions are made on the invoice. In
general, charges for freight and express are made against the same
accountsas those charged for the purchase of the related materials.

14.2 Transportation charges for purchases at delivered prices {f. 0. b. desti-
nation) cannot be paid by the University. An acceptance shall, there-
fore, not'be given the transportation company unless such charges are
prepaid.

14.3 A copy of the advertisement, as well as the invoice and affidavit of
the publisher, showing rates in conformity with State laws, shail be
attached to vouchers for advertisements.

14.4 Vouchers for postage and postal box rent shall be made payable to the
United States Postmaster. Postage stamps are available at a central
supply center at most institutions. Where a postage meter is used by
the institution, the use of stamps is limited.

14.5 Payment'for telephone charges shall be handied at the Main University
through the Office of the Director of Physical Plant. Interdepartmental
vouchers are sent to the department being charged and all long-distance
calls shall be carefully checked in the department before the vouchers
are sent to the Business Office. At the other component institutions,
the vouchering and checking shall be handled through the business
offices. {Only authorized persons shall make long distance calls on
University business and personal long-distance calls shall not be charged
to institutional accounts,

14. 6 Copies of all telegrarms sent shall be retained in the files of the depart-
ment or office responsible for the charge for one fiscal year and shall
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be checked against the itemized bill from Western Union before voucher-
ing the bill. The itemized statement from Western Union showing the
persons sending each telegram 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 after the first copy is
received. This is noted on the voucher or invoice for payment, as well
as the period covered by the subscription.

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. FPayment for such purchases
shall be by interdepartmental transfer vouchers which originate in the office
furnishing such materials. When supplies and equipment are purchased
through the Board of Control, or are payable from local funds, the general
regulations for preparation of vouchers shall be as outlined herein.

Insurance on Money and Securities. --As approved by the Board of Regents,
the University carries a blanket system-wide policy insuring against loss of
money or securities at any of the component institutions. The premium paid
by each institution is separately computed and is based on the coverage appli-
cable at each institution. At the time a loss occurs the University Comptroller
shall be notified by the appropriate Business Manager and shall approve all
loss claims and settlements. Any settlement over $1,000 and under $10,000
shall be approved by the Chancellor as well as by the Comptroller, and shall
be reported to the Board of Regents for ratification at the next meeting.
Settlements in the amount of $10,000 or more must have the advance approval
of the Board of Regents.

Receipting for Payments. -- Any statutory or rider provision requirements as
to receipts for warrants in payment of salaries, wages or reimbursement of
official travel expenses shall be complied with by the component institutions.

(Section 17--Amendment No. 5 to September 1960 revision, Meeting No. 605,
February 1962)
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.CHAPTER 1V

PURCHASING

Authority to Obligate Funds. --The official purchasing agents of the compo-

nent institutions shall have sole authority to obligate funds of their respective
institutions for purchases unless otherwise provided in these regulations or
otherwise specifically approved by the institutional head and the Chancellor
or by the Board of Regents. The University can assume no liability for pay-
ment of obligations except those incurred in accordance with authority thus
granted.

Purchasing Ethics.

2.1 All qualified, reputable bidders shall be given equal opportunity to sub-
mit bids on a uniform basis when competition is possible.

2.2 No bidder shall receive special consideration or be allowed to revise
his bid after the time set for opening bids.

2.3 Purchasing agents and their staffs and others authorized by or under
these regulations to make purchases shall not accept gratuities or

become obligated to individuals or firms seeking business.

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

Purchases of Supplies and Equipment.

3.1 Unless otherwise provided in these Rules and Regulations or 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, materials, services, and equipment for
resale,

(b) For Auxiliary Enterprises.

{c} For Organized Activities relating to instructional
departments.

(d) From Gifts and Grants.

- 23 -
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3.2

3.3

Unless otherwise provided in these regulations or specifically author-
ized by the executive head and the Chancellor, all purchases of supplies
and equipment shall be made through the official purchasing agents of
the component institutions.

The official University purchasing agents and divisions, departments,
or offices of the University to whom the purchasing function has been
delegated shall observe sound and generally accepted purchasing prac-
tices of educaticonal institutions including the following:

3. 31 Items on State Contract processed through the Board of Control
will be purchased through the official purchasing agents.

3.32 Purchases of supplies and equipment payable {(or reimbursable}
from Federal funds, trust funds, and auxiliary enterprises funds
may be made directly from vendors if it is essential to efficient
operation to do so or if monetary savings would result.

3.33 Closed or noncompetitive specifications shall not be used except
in unusual instances clearly justified as being essential to efficient
operating performance. Reports of all such exceptions with a
summary of the reasons therefor shall be filed quarterly with the
Chancellor and with the Secretary of the Board of Regents.

3. 34 Competitive bids, usually a minimum of three, shall be secured
whenever competition is available.

3.35 Purchase awards should be made to the supplier submitting the
"lowest and best bid'' as defined in the State Purchasing Act of
1957.

Contacts with the State Board of Control, -~ All contacts, whether oral or

written, with the State Board of Contrel and with vendors are handled through
the official purchasing agents and the divisions, departments, or offices to
whom the purchasing function has been specifically delegated, unless advance
written authorization is obtained from the purchasing agents or the business
managers for other persoans to do so.

Requisitions.

5.1

Separate requisitions shall be made for:

5.11 State Contractitems purchased through the Printing Division of
the State Board of Control;

5.12 StateContract items purchased through the Purchasing Division
of the State Board of Control; and

5.13 Items to be purchased in the open market by competitive bids,
or otherwise.

Requisitions for supplies and equipment shall be prepared on the official
departmental requisition form, approved by the chairman of the depart-
ment, or other administrative official, and the original forwarded to
the business office or other designated office for approval as to avail-
ability of funds and to the official purchasing agent for approval of the
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purchase, Requisitions shall show an actual or estimated cost and

shall be numbered consecutively. Separate requisitions shall be made
for purchases on the open market for each class of items; such as
hardware, electrical supplies, chemical supplies, etc. . The department
shall be furnished a copy of each purchase order issued against its funds
by the purchasing agents.

5.3 Requisitions shall not be required for perishable items, automobile
repairs which incilude both material and labor, and service charges
which include only labor, However, vouchers payable from Siate funds
for perishable items, or automobile repairs including material must
be approved by the State Board of Control.

Requisitions for Space Leases.

6.1 Space leases involving buildings must, by law, be approved by the
State Board of Contrcl and may not extend beyond the current biennium.

6.2 Proposals for space leases require the approval of the Chancellor and
the Board of Regents, and lease contracts drawn in accordance with
such approval shall be signed by the University Comptroller.

6.3 A requisition shall be submitted to the purchasing agent and the lease

completed prior to occupancy of any space for office, storage, or other
purposes. The requisition must show type of space and purpose of its
use, approximate number of square feet, location, whether janitor
service and/or utilities will be furnished by the lessor, period of the
lease, and any other requirements.

Rental of Machines and Equipment. - Requisitions for rental of office

machines or any equipment of any kind which exceea a rental cost of $500. 00
per annum are required, by law, to have the prior written approval of the
Governor, and such approval shall be required hefore the requisition is
submitted to the State Board of Control. Approval by the State Board of Control
is required prior to the beginning of the rental period, and payment of the
rentals shall be made only after such approval. The requisitions shall be
submitted through the purchasing agents, checked by the business managers,
and forwarded by the executive heads to the Chancellor's Office for transmittal
to the Governor. Also see Section 11 of this Chapter. ‘

{Adopted.as amended September 1960 and July 1966} °

Sec,

8.

Purchase of Air-Conditioning Equipment. -~1It is the policy of the Board of
Regents that expenditures for purchase of any new or additional air-conditioning
equipment must be approved in advance by the Board or the Chancellor on
recommendation of the executive head of the component instituticn. Because
the installation or replacement of air-conditioning equipment frequently in-
volves special electrical installations, departments shall secure the approval,
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in writing, of the Director of Physical Plant and/or the Business Officer
before initiating a request for such equipment. When departmental funds
are the sourcée of the original purchase, installation costs, as well as main-
tenance and repair costs shall be paid from departmental budgets.

Purchase of Stationery, Office Supplies, Stenographic Services, Mimeograph

and Multilith Work, Printing, Books, Periodicals, and Magazine Subscriptions.

9.1 Stationery, office supplies, stenographic services, mimeograph and
multilith work shall be purchased by departments and administrative
offices from the Stenographic Bureau at the Main University or from
a central source of supply at the other component institutions. The
department, in writing, shall authorize certain persons to make such

9.2 Printing/at the Main University is usually purchased from the Univer-
sity Printing Division, and at the other component institutions pur-
chases are made as designated by the business officer.

9.3 Books, periodicals, and magazine subscriptions, if payable from
General Budget Funds, shall be purchased at the Main University
through the University Library by the use of a book order card.
Purchasks payable from departmental funds, grants, or special
projects|at the Main University, and which are not to become an
acquisition of the Library, are to be purchased through the Library
Order Department by the use of the official Departmental Requisition
Form. Purchases at the other component institutions shall be made
by requisition through the purchasing agents. *

9.4 The current appropriation bill provides that appropriated funds may
not be expended for purchase of law books without the approval of
the Attorney General. Purchases for the School of Law are exceptions
to this provision. %%

Purchases from Employees. --Purchases are not permitted from any officer

or emplovee of the University unless the cost is less than that from any other
known source and unti! approved by the institutional heads, the Chancellor,
and the Board|of Regents. Details of such transactions shall be reported in
the dockets or/ Minutes of the Board.

Purchase or Rental of Certain Typewriters,--In accordance with the current

appropriation pill purchase or rental of executive and/or proportional spac-
ing typewriters is not permitted unless the head of the department makes an
affidavit attached to the requisition for the purchase that the use of such type-
writer shall bé more economiczal than purchasing printed matter and such
typewriter shall be in continuous use for at least six (6) hours a day. Also
see Section 7 of this Chapter.

Adopted Febrdary 26, 1966,
Adopted July 9, 1966
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Acceptance of Used or Rented Equipment on Purchase of New Equipment. --

Used or rented equipment shall not be accepted in fulfillment of an order for
new machines or new equipment, even though such machines or equipment
have been used by the component institution making the order,

Unlisted Telephone Numbers.-- The current appropriation bill prohibits

the expenditure of funds appropriated thereby for payment of rental or
toll charges on telephones for which numbers are not listed or avail-

e

able from "Information Operators'' at telephone exchanges.*

Adopted July 9, 1966



CHAPTER V

PERSONNEL

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

1.1 The development and operation of the Institutional Personnel Program
as defined in the duties of the Institutional Personnel Officer. This
extends to:

1.11 The administration of the Classified Personnel Program in his
institution. The Institutional Personnel Officer shall:

1.111 Know the objectives and all of the details of the program.

1. 12 Assume responsiblity for recommending all changes in
the written program to his chief executive officer.

1.113 Interpret the personnel program to his institution--admin-
istration, supervisors, and emplovyees.

1.12 The classification plan. The Institutional Personnel Officer shall:

1.121 Recommend all changes in any existing job classification
or the creation of any new job classification.

1.12Z2 Write all class specifications.

1.123 Allocate all jobs to the proper job classification.

1.124 Assure that no person is appointed in a position in the
classified service under a title not included in the Classi-
fication Plan.

1,13 The pay plan. The Institutional Personnel Officer shall:

1.131 Recommend all changes in approved salary ranges together
with the ranges for all new job classifications.

1.132 Make salary studies to determine correctness of existing
salary ranges and to substantiate recommendations for
new ranges or changes in existing ranges.

1.133 Assure that no appointment and/or change of salary is
made which is:

1.1331 Below the minimurm salary for the class range
{except for a '"Trainee').
1.1332 Above the maximum salary for the class range.
1.1333 Not on a regular step {or fraction thereof if part-
time).
1.14 The policies and rules. The Institutional Personnel Officer shall:

1.14]1 Provide a uniform interpretation of the institution's per-

sonnel policy.

- 27 -



1.142 Advise his chief executive officer and the System Person-
nel Adviser of any violation or abuse of this policy.

1.143 Recommend any necessary change in the written Policies
and Rules.

1.15 Personnel transaction. The Institutional Personnel Officer shall:
1.151 Approve all budget recommendations, appointments,

changes of status, military leaves, leaves without pay,
separations or other personnel transactions involving
classified employees prior to final consideration by his
chief executive officer to assure conformity with all pro-
visions of the Classified Personnel Program.

1. 152 Call to the attention of his chief executive officer in writ-
ing any violation of the program which may be approved
outside the channels provided above, with a copy to the
System Personnel Adviser,

1.16 Personnel services. The Institutional Personnel Officer shall
provide necessary personnel services to departments of his insti-
tution as rapidly as time and staff permit. These services should
include, as a minimum, the following:

. 161 Centralized personnel records.

.162 A program of interdepartmental promotions.

. 163 Centralized recruiting for job vacancies.

. 164 A training program.

1.165 A program of employee communication.

1.2 The development and coordination of the System-Wide Personnel Pro-
gram.

1. 21 The Classification Plan.

1.211 Coverage. --The Classified Service of The University of
Texas system shall include all positions on the staff at
the University which do not entail significant instructional
responsibilities or responsibilities for the administration
of instructional or research organizations. The chief
executive officer of each component institution shall deter-
mine the inclusiveness of the classified service within
this general definition, and shall submit to the Chancellor
upon request a list of those administrative or research
positions not included in the classified program.

1.212 Type of Plan. --Uniform use shall be made of the '"grading
or Job Classification' system of job evaluation. Job
specifications shall be prepared according to the Pro-
cedure for Writing Class Specifications provided by the
Office of the Chancellor of The University of Texas.

1.213 Job Titles. ~-Standardized job titles shall be used for
similar job classes common toc two or more of the compo-
nent institutions in order that a particular job title shall
describe similar work. Classes unique to a component
institution shall have suitable descriptive titles.

e e s




i.

1.

1.

1.

22

23

24

25

1.214

29

Job Code. --A uniform job code entitled the Personnel .
Classification Code shall be used to designate job classes.

This code may be used on IBM cards to compile statistical
information on classified employees. ‘

The Pay Plan.

i.221

1.222

1.223

1.224

A uniform system of salary steps providing for an increase
of 5 per cent, to the nearest dollar, above each preceding
step shall be used for all pay plans. Al salaries shall be
on salary steps, or a fractional part thereof.

A uniform system for setting forth the salary ranges for
each job classification shall be used in the pay plans for
each institution.

A classified employee nominated for part-time teaching
at rank of Assistant Instructor shail be paid at the rate
applicable to each position. (Adopted March 13, 1965.)
Salary ranges for each job classification shall be depend-
ent upon the competitive labor market situation for each
institution, as determined by pay surveys.

The policies and rules.

1.231

1.232

Fach institution shall operate’its Classified Personnel
Program under a policy statement covering the appoint-
ment, compensation, and working conditions of classified
employees.

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

Approval of additions to and changes in the Classified Personnel
Program.

1.24]

1.242

Formal approval of the Classification Plan, Pay Plan,

and Policies and Rules developed by each institution was
obtained from the Board of Regents at the time each pro-
gram was formally adopted.

Changes in the Classification Plan, Pay Plan, and Policies
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 prior to inclusion
in the Regents' Docket for the institution concerned.

Institutional Personnel QOfficer.

1.251

1.252

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-
nel Program. '

Functional direction and help on technical personnel matters
shall be provided each classified personnel officer by the
Office of the Chancellor of The University of Texas.
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1.26 System Personnel Adviser.--The System Personnel Adviser serves
as a staff officer advising the Chancellor through the Vice-Chancellor
(Fiscal Affairs) on the Classified Personnel programs, Workmen’s
Compensation insurance, and other staff benefits, for each of the
component institutions of the system.

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

1.27 Reports. --Necessary reports concerning the status and operation
of the various Classified Personnel programs may be required
by the Chancellor of The University of Texas.

Sec. 2. General Personnel.

2.1

2.2

Fidelity Bond.

2.11 As approved by the Board of Regents, the University shall carry
a blanket position (fidelity) bond which shall cover employees of
all component institutions. All employees shall be covered in the
amount of $5,000 each. It shall be the responsibility of the Comp-
troller to recommend to the Chancellor through the Vice-Chancellor
(Fiscal Affairs) the administrative officials who are to be covered
by amounts in excess of this figure, and the amount of coverage
recommended for each. For total coverage in excess of $10,000,
approval of the State Auditor is necessary.

2.12 The Secretary of State and the State Comptroller of Public Accounts
shall be each furnished with an original of the bond. The bond
shall be issued in 'triplicate originals," with one original to re-
main with the University Comptroller. A copy of the bond shall
be filed in the Office of the Secretary of the Board.of Regents.

2.13 The premium for the bond is prorated to the component institu-
tions on the basis of the number of employees covered for which
a premium charge'is made.

2.14 At the time a loss occurs, the University Comptroller shall be
notified by the appropriate Business Manager and shall approve
all loss claims and settlements. Any settlement over $1,000 and
under $10,000 shall be approved by the Chancellor as well as by
the Comptrolier, and shall be reported to the Board of Regents
for ratification at the next meeting. Settlements in the amount of
$10,000 or more must have the advance approval of the Board
of Regents.

Withholding Exemption Certificate. ~-~Every employee must execute and
file with the institutional business officer an Employees' Withholding
Exemption Certificate before compensation can be paid, since the
United States Treasury Department, Internal Revenue Service, requires
collections of Income Tax on wages at the source. The deductions for
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taxes withheld are authorized by State law on payroll forms prescribed
by the State Comptroller.

2.3 Leave for Military Duty.

2.31

A leave of absence not to exceed fifteen calendar days in any

one calendar year is granted faculty or staff members who, as
members of the National Guard or Official Militia of Texas, or
Members of any of the Reserve Components of the Armed Forces,
are engaged in field or coast defense training, parade or encamp-
ment as ordered or authorized by proper authority. During such
periods, the employee is absent without loss of efficiency

rating or vacation time, or salary, and is restored to the position
and status he previously held when relieved from military duty.

2.32 The institutional heads may prescrlbe forms and procedures for
such requests,
2.4 Overtime.
2.41 Classified Personnel.

2.411 The schedule of activities shall be so organized that
employees are not required to work in excess of estab-
lished work periods except when operating necessities

demand it. Xquivalent compensatory time off for required

overtime of at least one hour or more above established

work periods is given employees whose salaries are below

the minimum for a full-time instructor at all institutions
except the M. D. Anderson Hospital and Tumor Institute
where definite salary limits are set.

2.412 Overtime equivalent not to exceed a regular work week
may be accumulated and compensatory time taken at a
mutually convenient time. Under exceptional circum-
stances payment may be made to eligible employees on
a straight time basis from the budget of the employing
department, upon approval .of the ‘appropriate adminis-
trative officials,

2.413 Full-time employees on a twelve months' salary basis
shall not be permitted extra employment on government
and other sponsored projects, except in rare instances
when the interest of the institution is paramount. In the
event that such employment is approved, it is limited to
a maximum of 10 additional hours per week.

(Subsection 2. 4-- Amended July 1961 and March 1965)

2.5 Student Employment.

2.51

The employment of students as Teaching A551stants and Assistants
at the Main University is effected through the appropriate depart-

mental chairman and dean in accordance with the Quantity of Work
rule with notification to the appropriate officers of Central Adminis-
tration.
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2.52 The employment of students as classified personnel is handled
through that office; notices of work available are listed with the
Student Employment Bureau.

2.53 The Quantity of Work rule provides that the student's combined
employment and semester-hour load may not exceed forty hours
per week. A student-employee may register for a thesis or
dissertation course in addition to the course load authorized herein
provided that his thesis or dissertation course does not require
any absence from his place of employment. {Adopted December 12,
1964)

2.54 Exceptions to this rule are rarely made and then shall be made
only upon specific recommendation of the student's academic dean.

2.6 Patent Policy. -- Where no specific contract to the contrary 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 disgovery or 1nvent10n by a University
employee shall belong to the employee subject to the following

prov'lSlonS .
2,611 When total net royaltles, or other compensations, are

less than $1,000, no payment to the University is required.
2.6l2 When net royalties, or other compensations, amount to

more than $1,000 but less than $5,000, 10 per cent of the
excess of such royalties or other compensations over -
$1,000 shaill be paid to the University.

2.613 When net:roylaltiles, or other compensations, amount to
more than $5, 000, the royalty or other compensation
paid the University will be 10 per cent on the amount
above $1,000 but less than $5,000, and 20 per cent on all
amounts. of $5,000 or more.

2.614 Where contributions have been made to research projects
by private donors, nonexclusive licenses on all inventions
or discoveries resulting from such research may be
issued on a reasonable basis without discrimination in
favor of or against those making contributions in aid of
the research.

Sec. 3. Certain Provisions in Current Appropriation Bill. --The rules and regulations
of the Board of Regents are subject to and shall comply with the provisions
appearing in the current Appropriation Bill, including the following pertaining
to personnel: *

3.1 Use of Alcoholic Beverages. ~-''None of the moneys appropriated under this
Act shall be used for the payment of salaries to any employee who uses
alcoholic beverages while on active duty. None of the funds appropriated
under this Act for travel expenses may be expended for alcoholic . -
beverages. ''¥

A Adopted July 9, 1966.
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Separation from State Employment. -- "No employee of the State shall
be granted terminal annual or vacation leave subsequent to the effec-
tive day of the employee's resignation, dismissal, or separation from
State employment. "

Sec. 4. Other Regulations Concerning Personnel are Reported in the Rules and

Regulations of the Board of Regents, Part One, as follows:

Affidavit - Chapter IiI, Sec. 1.6, page 19.

Pblitical Aid and Legislative Influence - Chapter III, Sec. 1.7, page 20.

Physical Examination - Chapter III, Sec. 1.8, page 20.

Employment of Aliens - Chapter 1II, Sec. 3, page 21.

Indebtedness to the University or the State - Chapter III, Sec. 27,

page 32.

Appointment of Relative { Nepotism Rule) - Chapter III, Sec. 5, page 22.

Holidays - Chapter III, Sec. 14, page 28.
Vacation - Chapter III, Sec. 15, page 29.

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

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

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

Absence from Usual and Regular Duties. - Chapter III, Sec. 20, page 30.

Qffice Hours - Chapter III, Sec. 12, page 28.

Qutside Employment - Chapter III, Sec. 13, page 28.

Acceptance of Money from Students - Chapter III, Sec. 25, page 31,

Textbooks and Qther Materials Prescribed for the Use of Students- -

Chapter III, Sec. 23, page 31.

Institutional Employees as Students - Chapter III, Sec. 29, page 33.

Power to Authorize Expenditures out of University Funds - Chapter III,

Sec. 26, page 32.

3k

Adopted July 9, 196¢0.
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Division of Salaries for Staff Engaged in Teaching and Non-teaching

Activities - Chapter III, Sec. 17, page 29.

Compensation for Correspondence and Extension Teaching of Full-
time Staff Members - Chapter III, Sec. 22, page 30.

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

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

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

Modified Service - Chapter III, Sec. 30, page 33.
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CHAPTER VI

STAFF BENEFITS

(Staff benefits may be subject to change by State and Federal Laws.
Application in specific instances should be verified.)

Teacher Retirement System.

1.

1.

1.

There are two types of members in the Teacher Retirement System:

1.11 Teacher members - employees occupying positions as teachers,
clerks, administrators, supervisors, and related occupations in
educational institutions; and

1.12 Auxiliary employees - all other employees of educational insti-
tutions otherwise eligible, such as building attendants., carpenters,
etc.

All employees of the University employed on a regular salaried basis
are required by law to participate in the Teacher Retirement System,
which became effective for teacher members September 1, 1937, and for
auxiliary members September 1, 1949, except persons eligible at those
times who executed waivers within the period allowed by law and have not
revoked such waiver if later permitted, and members of the Employees
Retirement System about which information is given later. *

Annual membership dues in the Teacher Retirement System are $3,
which amount is deducted from the first salary payment in a fiscal
year. Members contribute 6 per cent of their salary up to and includ-
ing $8, 400 per year, with the maximum contribution of $504 per year,
which amount is deducted from the monthly salary payment. The con-
tributions are sent monthly by the business offices to the Teacher
Retirement System., Each year members receive a staterment from
the Teacher Retirement System, through the business offices, of their
total contributions, plus accumulated interest through August 31 of the
preceding year. Within the provisions of the law, the State also con-
tributes to the member's account.

The annuity payable at retirement is based on the salaries earned by the
member. Annuity payments are based upon the average salary earned
in the ten highest years of creditable service, not to exceed $8, 400 of
salary for any one year. %

e

Adopted November 9, 1963. _35.
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.1,

1.

-1,

When a member leaves the employment of the:public schools of Texas,
he may withdraw the amount of his contribution, plus accumulated
interest, upon application, or he may leave the funds at interest for
not more than five out of six consecutive years during which period he
pays the annual membership dues.

If a member dies before retirement, his beneficiary, depending upon
the relationship to the member, will be entitled to death benefit pay-
ments or survivor benefit payments, whichever renders the greater
advantage to the beneficiary. If there is no beneficiary with an insur-
able interest, payment will be limited to the accumulated contributions
plus interest standing to the account of the member with the Teacher
Retirement System.

Eligibility for retirement benefits is as follows:

1.71 With ten years creditable service upon reaching age 65, member
is entitled to retire with full benefits based on service rendered
and salary earned. A teacher member 15 entitled to minimum
benefits of $75.00 per month. An auxiliary employee is entitled
to minimum benefits of $50.00 per month.

1.72 With fifteen years creditable service upon reaching age 55, mem-
ber is entitled to retire at reduced actuarial equivalent of benefit
payable at age 65. '

1.73 With twenty years creditable service upon reaching age 60, mem-
ber is entitled to retire with full benefits based on service
rendered and salary earned. A teacher member is entitled to
minimum benefits of $100.00 per month. An auxiliary employee
is entitled to minimum benefits of $75.00 per month.

1.74 With 25 years creditable service upon reaching age 55 or with
30 years creditable service at any age, member is entitled to
retire at reduced actuarial equivalent of benefit payable at age 60.

Creditable service consists of prior service, former membership serv-
ice, and current membership service. For teacher members, prior
service is that before September 1, 1937; former membership service

is that rendered during the period September 1, 1937, to August 31, 1955;

and current membership service is that rendered subsequent to

August 31, 1955. For auxiliary employees, prior service is that
rendered prior to Sgptember 1, 1949, former membership service is
that rendered during the period September 1, 1949, to August 31, 1955;
and current membership service is that rendered subsequent to

August 31, 1955,
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Information pertaining to options under which retirement benefits may
be drawn and to reciprocal service between the Teacher and Employees
Retirement Systems, as well as other information, may be secured
from the local institutional business or personnel office, the Central
Administration System Personnel Office, or the Teacher Retirement
System in Austin.

(Subsection 1.9.-Amendment No. 1 to September 1960 revision, Meeting
No. 596, March 1961)

Employees Retirement Systern.

2.1

There are relatively few employees of the University who are members
of the Employees Retirement System since they are no longer eligible
for initial membership in this system. Only those who were eligible
between September 1, 1947, and August 31, 1949, and who did not
waive membership as of September 1, 1947, are now members. Begin-
ning September 1, 1949, new employees who would previously have been
eligible for this plan became eligible for membership in the Teacher
Retirement System as auxiliary employees.

Annual membership dues in this system are $2, which sum is deducted
from the first monthly salary payment in a fiscal year. Contributions
of employees are 4-1/2 per cent of the total salary earned, which is
deducted from monthly salary payments. The University contributes
an amount equal to that of employees, payable from the same source
as the salary. All contributions are deposited monthly with the
Employees Retirement System and by law are deposited by that agency
with the State Treasurer.

Members' deposits are handled in the same way as in the Teacher
Retirement System. '

Provisions for membership and retirement requirements and benefits
are quite similar to those for the Teacher Retirement System; however,
"pricr service" in the Employees Retirement System is all creditable
service rendered prior to September 1, 1947, and "membership serv.
ice'is that which has been earned since that date.

Further details, including information pertaining to reciprocal service
with Teacher Retirement System, may be secured from the local institu-
tional business office, the Central Administration System Personnel
Office, or the Employees Retirement System in Austin.

(Subsection 2. 5--Amendment No. 1 to September 1960 revision, Meeting No.
596, March 1961)
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Sec. 3, Group Life Insurance

3.1 The University carries a master group life insurance policy, covering
all institutions, with the Aetna Life Insurance Company for '"One Year
Term Plan." Premiums are payable monthly in advance, by payroil
deduction, increase for each person with each year of age, and are
payable entirely by the individual. The program is optional but is avail.
able only to full-time annual faculty and staff; new employees are
notified of their eligibility by the personnel office at the time of employment:

3.2 The amount of insuranceavailable is equal to the next highest thousand
doliars above the annual salary with a maximum of $20,000. Annual
earnings for academic personnel shall be the nine-month or twelve month
academic rate, as applicable. Annual earnings for non-teaching personnel
shall be the twelve-month rate. When an employee classification changes,
due to increase or decrease in earnings, including Modified Service, the
amount of the insurance will be adjusted on the annual renewal date
(January 1) following the date of the change provided the employee 1s avail-
able for work.*

3.3 No medical examination is required if application is made for insurance
within 60 days from date of employment. After the 60-day period, an
"Evidence of Insurability" form, prepared by the company and available
through the personnel office, is required. No medical examination is
reqguired if this form is accepted by the company after review, but,if it
is not so accepted, the applicant must have a medical examination at has
expense, *

3.4 Beneficiaries are designated by the policyholders on the application forms
and may be changed during the life of the policy upon application to the
business office or personnel offices. FEach policyholder receives a
certificate issued by the company and transmitted through the business
office or personnel office. *

3.5 A policyholder who is less than 60 years of age and who becomes perma-
nently and totally disabled may receive the face amount of the policy in
accordance with one of several options. There are no disability benefits
after age 60. *

3.6 DBenefits at death are payable according to one of several options. Upon
notification of the death of a policyholder, the personnel office assists
in the preparation of the required records to be sent to the company. =

% Adopted November 9, 1963.
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3.7 Participation in the Group Life Insurance Program automatically
terminates when employment terminates unless (1) the policyholder
retires under the provisions of the Teacher Retirement System or
the Employees Retirement System with at least 10 years of coverage
under the insurance; (2) the policvyholder has attained 62 years of
age with at least 10 years of coverage under the insurance; or (3) the
policyholder converts the group policy into one for regular individual
life insurance. When an employee retires, the amount of insurance
will be reduced to $5,000 or the amount in force immediately prior
to retirement, whichever is 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 first
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 at the Insurance Company's
regular rates.* '

Sec. 4. Group Hospitalization and Medical Benefit Plans.

4.1 Group hospitalization and medical benefit plans may be instituted or
continued at 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 is 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
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5.

5.

7

The Supervisor of Workmen's Compensation Insurance, in cooperation
with other University officials, investigates accidents and injuries,
and endeavors to develop, publish, and enforce safety rules and regu-
lations. His office keeps a complete record of all injuries on the job
and is responsible for reporting them to the Industrial Accident Board.

All employees whose names appear on the payrolls are eligible except:

5.31 Administrative staff, including officers of the administration;

5.32 Teaching staff, research staff, clerical and office employees and
supervisory staffs unless hazardous work is required, such as
handling or working in close proximity with dangerous chemicals,
materials, machinery, or equipment; working in a dangerous
area; performing manual labor; traveling regularly; or be1ng
exposed to 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.

Eligible employees who do not wish coverage may waive all rights to
the benefits at the time of appointment. However, the waiver may be
revoked at any time during continuous employment and the employee
covered by insurance 30 days after the application form is signed, upon
taking the necessary physical examination and being certified as physi-
cally fit.

A physical examination by a designated physician is required for all
persons to be covered and, before the individual's name can be placed
on the payroll, the executed original of the examination form must be
filed in the System Personnel Office. The Supervisor furnishes a list
of physicians for these examinations which is approved by the Board of
Re gents. A fee of $5 is paid by the System Personnel Office for each
examination. Persons who fail to pass the physical examination cannot
be covered by the insurance. They may be employed only after signing
a waiver of all rights,

A notice of coverage is signed by all employees who are covered, with
the original filed in the Supervisor's office before a name is placed on
the payroll. All personnel forms and payrolls include pertinent infor-
mation on Workmen's Compensation Insurance by a symbol or other
notation.

The percentage of the annual payroll, within the 2 per cent mentioned
in Section 5.1 above is approved by the Board of Regents, and the
amount is set aside from available appropriations other than itemized
salary appropriations. Each business officer prepares and sends to the
Comptroller of the Urniversity at Austin a monthly report of covered
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employees showing the source of their salaries and, if from local funds,
enclosing a check for the amount due. The Comptroller of the Univer-
sity 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.

Physicians are designated for treatment and care of injured employees
upon recommendation of the Supervisor and approval of the Chancellor
and the Board of Regents and are called for treatment when possible
though = other competent physicians may be authorized for treatment at
the reguest of the employee. Emergency treatment, however, may

be provided by any available physician and atany hospital, including
institutional health centers or hospitals. The insured employee and
the physician in charge choose the hospital to be used, except as indi~
cated for emergency-treatment. The designated physician authorized
to treat injured employees files a Surgeon's Report with the Supervisor
when treatment is first given. Fees for services rendered should be
reasonable and fair and commensurate with services performed. They
are, by law, subject to control of the Industrial Accident Board.

The supervisor of a covered employee who is injured during the course
of employment must file a complete report with the Supervisor of the
Workmen's Compensation Insurance Office 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 is

used if the employee is disabled later due to the original injury. In

the event of death of the injured employee, the form is filed immediately.

5.(10) The employees' supervisors are also responsible for keeping in close

touch with injured employees and their attending physicians and investi-
gating medical attention to see that unnecessary aid and visits are
avoided. They approve the statement from the physician as to services
rendered although not actual charges for treatment,

5.(11)Compensation paid is in lieu of salary and wages, and the employee's

name is therefore dropped from the payroll when he is unable to work
after injury, and is not returned to the payroll until he is back on the
job after certification by the attending physician.

5.(12) The compensation for a covered employee injured in the course of his

work is equal to 60 per cent of the average weekly earnings for the

12 months immediately preceding injury, though not more than $35

nor less than $9 per week. Compensation to an employee on less than a
full work day basis is not more than 60 per cent of his average weekly
earning, with the same maximum of $35. Compensation is not paid

for incapacity of less than one calendar week unless incapacity continues
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for 28 days at which time the compensation is paid for the first seven
days. Benefits may be paid for no longer than 401 weeks from date of
injury for total incapacity and no longer than 300 weeks for partial
incapacity for work. For specific injuries, the Supervisor has informa-
tion available on request concerning benefits for specific injuries such
as the loss of a hand or an eye. In case of death, benefits are computed
on the basis of 360 weeks from injury.

5.(13)Payment for physical examinations, medical aid, hospitalization and
compensation is through the System Personnel Office.

5.(14) The System Personnel Office shall issue an annual report through
proper channels to the Chancellor and to the Secretary of the Board of
Regents for the information of the members of the Board which shall
include at least the following information: The names of all employees
receiving workmen's compensation benefits during the preceding vyear,
and for each such employee the number of separate incidents involving
loss of time, the total working days lost, and the total compensation
received; a list of physicians to whom payments were made and the
totals paid to each.

(Section 5--Amendment No. 1 to September 1960 revision, Meeting No. 596. March 1961)

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

6.1 As an employer, the University complies with the relevant provisions
of the Social Security Act. All University employees are required to
participate in the Federal Social Security Program as a condition of
employment.

Sec. 7. Tax Deferred Annuities

7.1 Under a plan approved by the Board of Regents, University employees
may purchase 403B Tax Deferred Annuities from Texas-licensed
insurance companies. *

7.2 The University will contract with any employee to designate a portion
of his monthly gross compensation to be used by the institution to
purchase an annuity for the employee from the company selected by
the employee. This agreement is irrevocable for one year.*

7.3 The Business Manager of each institution in The University of Texas
System is authorized to sign applications for annuities with the
company requested by the employee. The University will employ the
payroll deduction method for the annuity payments and will forward
to each insurance company the amounts contracted for by the employees.

* Adopted November 9, 1963.
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7.4 The participation and purchase of 403B, Tax Deferred Annuities
shall be in accordance with the authorization provided by Senate
Bill Number 17, 57th Legislature, Third Called Session, 1962 and
shall be in accordance with the Internal Revenue Code in amendments
thereto. *

7.5 Additional information may be secured from the business office or
the personnel office. *

Group Long Term Disability Income Insurance. %%

8.1 The University carries a master group long term disability income
insurance policy, covering all institutions, with the Aetna Life
Insurance Company, Fremiums are payable monthly in advance, by
payroll deduction, and the rate applies to the monthly rate of basic
earnings of each covered employee regardless of age. The program
is optional but is available only to faculty members with the rank of
Instructor or higher, or full-time monthly salaried employees. New
employees are notified of their eligibility by the Personnel Office at
the time of employment. The plan became efiective initially on
October 1, 1965, *=*

8.2 Monthly rate of basic earnings is the rate in effect on the October 1
before the start of an individual's disability. Furthermore, monthly
rate of basic earnings is defined as 1/9 of the base rate for academic
personnel paid on a nine-month basis and 1/12 of the base annual
rate for non-teaching employees or any other person paid on a twelve-
month basis. In no case shall monthly rate of basic earnings exceed
$2,500. 00 per month. All premiums and benefits are payable 12
months per year., ** ‘

8.3 The plan guarantees benefits of 65% of the monthly rate of pay up
to maximum monthly benefits of $1625. 00 per month, and any extra
compensation is excluded. The plan will pay all of this 65% guarantee
if the insured is not eligible for 'other income benefits'. If he is
eligible for ''other income benefits, ' the plan will add to the total
of 'other income benefits'' to make up this 65% guarantee. In general,
the plan counts as 'other income benefits' any wages, salary, or other
remuneration a person might receive from their component institution,
or from any other employer, while they are eligible for income benefits
from the plan. Also counted are any disability benefits payable under
any law or under any plan sponsored by The University of Texas. %%

8.4 Covered employees will be eligible for the first income payment
from the plan after having been 'totally disabled! throughout a
qualifying period of 90 days. Payments will be made as of the end of
each calendar month. Benefits continue to be paid as long as a person
is: 'totally disabled"; however, all income payments will stop when a
person recovers, dies, or reaches age 65--whichever happens first. %

I Adoptea November 1963,
¥ Adopted July 1966.
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8.5 No medical examination is required if application is made for insurance —,
within 60 days from date of employment. After the 60 day period,
an "Evidence of Insurability' form, prepared by the company and
available through the FPersonnel Office is required. No medical examina-
tion is required if this form is accepted by the company after review,
but, if it is not so accepted, the applicant must have a medical examina-
tion at his expense.*

8.6 Each policyholder receives a certificate issued by the company which,
is prepared and transmitted through the Business Office or Personnel
Office. *

8.7 The insurance of any employee under this policy shall terminate at the
earliest time 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 classes eligible for the
insurance terminates.

8.73 On the date the employee attains the age of sixty-five years.

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.
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CHAPTER VII

PHYSICAL PROPERTIES

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 pleas-
ure of employees. A Property Manager is designated at each institution.

Use of Physical Facilities of the University by Outside Groups; The Univer-

sity of Texas as a Joint Sponsor. --Use of University physical facilities,

especially auditoriums, gymnasiums, and large rooms, by outside groups
shall be subject to the following rules in which the '""University" shall mean
any component institution: '

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, established as a public institution without regard to
political affiliation or religious faith, cannot be a joint sponsor with
any noncampus organization for political or sectarian gatherings. How-
ever, the appearance by or on behalf of a candidate for public office
may be authorized under conditions prescribed by the Board of Regents.

2.4 Whenever non-University groups share in the use of University build-
ings, 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 sponsorship are to be set by the Univer-
sity.

2.5 The University when entering into joint sponsorship of any program or
activity assumes full responsibility for all details and reserves the
right to approve all copy for advertising, as well as news releases.

2.6 The University will not enter into joint sponsorship of any program or
activity in which the educational implications are not self-evident and
which does not directly supplement the educational purposes of the
University,

- 43 -
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2.7 It shall be understood that the availability of the University's auditorium
facilities for functions other than the institution's own activities is
strictly subject to the needs and the convenience of the University, which
are always to have priority in the scheduling of facilities.

2.8 The use of University auditoriums on Sundays will be limited to Sunday
afternoons. Authorization for their use at that time will be given only
for concerts or other programs appropriate to the day.

2.9 In the case of programs for which the University is a joint sponsor with
some other group or organization, the fee to be paid by the co-sponsor
will be a matter for negotiation in each case and will be specified in the
agreement providing for the joint sponsorship.

Inventories.

3.1 An actual physical inventory of University property shall be made each
fiscal year in accordance with the Law enacted by the 52nd Legislature.
The institutional head is responsible for forwarding through administra-
tive channels a statement describing the method of verifying theinventory
within 45 days after the inventory date set for the University.

3.2 Department heads are initially responsible for all University property
in their care and for the taking of the inventory on the prescribed
record forms. The report is prepared in the 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 nonconsumable property
valued 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
with instructions furnished.

Motor Vehicles.

4.1 Any motor vehicles permitted under State law to be owned and operated
by the University shall be used only on official University 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 University-owned vehicles must hold, at their expense,
an appropriate operator's license for the type of vehicle operated.
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University-owned vehicles are subject to the compulsory inspection
required by law,

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 vehicles are fully informed of their persconal responsi-
bility and liability for their negligent operation.

The current appropriation bill provides that no funds appropriated thereby
may be expended for the purchase or maintenance of motor vehicles

by a state institution unless the institution submits to the Legislative
Budget Board and the Governor's Budget Office within thirty (30) days
after the beginning of each fiscal year a2 complete list of all rules, regula-
tions, and policies prohibiting and penalizing the personal use of State-
owned passenger vehicles by employees.

Insurance on University Property.

5.

5.

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

Blanket Position (Fidelity) Bond

Money and Securities Insurance

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 Chancellor and the Board of Regents .
Unless otherwise authorized by the Board, insurance policies shall be
purchased on a competitive bid basis.

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.

At the time a loss occurs applicable to eithzr system-wide or individual
insurance policies, the University Comptroller shall be notified by the
appropriate Business Manager and shall approve all loss claims and settle-
ments. Any settlement over $1, 000 and under $10, 000 shall be approved
by the Chancellor as well as by the Comptroller, and shall be

reported to the Board of Regents for ratification at the next meeting.
Settlements in the amount of $10, 000 or more must have the advance
approval of the Board of Regents.

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 administrative official.
The Director of Physical Plant, or some other authorized person, shall

Adopted July 9, 196(.
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have immediate responsibility for handling keys and he shall issue
instructions and outline procedures as approved by the business offices
and the institutional heads.

6.2 A deposit is usually required for keys which sum is in turn deposited in
the business office or auditor’s 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 employee upon
turning in the key.

Safe and Vault Combination. --The combhination to all vaults and safes used

by the Universityjare filed under seal with the institutional business officer
or other authorized person designated by the institutional head.

Watchmen and Se¢urity Officers.

8.1 Watchmen and other security officers are employed at the component
institutions ito protect and safeguard the property of the University.

8.2 At the Main University, the watchmen shall carry clocks which shall
be punched periodically each night during the course of their rounds.
They shall be assigned specific buildings, with the supervisor cruising
by car and checking on outlying buildings and grounds. The watchmen
shall check for hazards of all kinds: fire, theft, vandalism, open doors
and windows after hours, etc.

8.3 Employees jwill cooperate in the security program by exercising caution
to safeguard the equipment and supplies in their offices.

Telephones.--The Director of Physical Plant, or the institutional business

officer, shall be responsible for the installation of telephones and the admini-
stration of all telephone facilities. University telephones shall not be charged
for personal toll calls. Charges for telephones and toll calls shall be under
the supervision of the persons named above.

Sec. 10. Disposal of University Property.

10.1 Whenever any item of departmental equipm:ant or other University
egquipment becomes obsolete or useless for the needs and purposes of
the department concerned, a written report of such fact shall be made
td the institutional Business Manager. Upon receipt of such report,
it shall be the responsibility of the Business Manager to determine
whether orinot such item of equipment is needed by any other depart-
ment and, [if so. to transfer and assign the equipment to such department.

10.2 If the Business Manager shall determine that the equipment is not needed
for any department and that it is not practicable to store the equipment
for possible future use. he shall proceed to sell the item concerned.

10.3 For items of little value or limited use where sale on competitive bids
is not practicable, the Business Manager shall have the authority to
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dispose of the property on the basis of a negotiated bid in amounts
under $500. 00. :

10.4  Sale of property estimated to bring $500. 00 or more shall be made on
a basis of competitive bids.

14,5 Sales in amount of $1, 000. 00 or more shall be approved in advance
" by the Board of Regents.

Sec. 11. Transfer of Property.--Property may be transferred from one State agency
to another when it becomes surplus. Such transfers from one component
institution to another, or from a component institution to another State agency,
shall have the advance approval of the institutional business managers con-
cerned and shall be reported to the executive heads. The purchasing agents
shall advise departments and administrative offices as to the procedure to be
followed in disposing of or acquiring property by this means.

Sec. 12. Certain Special Provisions in Current Appropriation Bill.-- The rules and
regulations of the Board of Regents are subject to and shall comply with
the provisions appearing in the current Appropriation Bill, including the
following:

12.1 Prohibition against Additional Museums. --""None of the moneys
appropriated in this Article, except beguests and gifts, may be
used for establishing additional museums or for the maintenance
and operation of museums unless the language of this Act or of
other acts and resolutions of the Legislature specifically authorizes
such use of appropriated funds."

12.2 TV Stations Prohibited. - - ""None of the moneys appropriated in this
Article may be expended for the acquisition, construction, or operation
of television transmitter station; provided, however, this pro-
hibition shall not be construed so as to prevent the medical schools,
dental school, general academic institutions or other agencies of
Higher Education named in this Article from using closed-circuit
television for purely instructional purposes, or to prevent general
academic teaching institutions with existing transmitter stations
to use same for educaticnal purposes, or to prevent the continuance
of operating arrangement with existing transmitter stations for
purely educational purposes, ''*

12.3 Parking Lots.--"It is the intent of this Legislature that no educa-
tional and general funds whether from General Revenue Fund or from
local sources as appropriated by this Act shall be used for the purpose
of constructing, maintaining, or operating parking lots. It is the
further intent that such facilities shall be constructed, maintained,
and operated from fees charged to those using such facilities. "

P

Adopted July 9, 1966.
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12.4

12.5

12.6

12.7

12.8

Presidents' Homes.--""No funds appropriated by this act may be used
for the purpose of constructing a home for a president of any of the
general academic teaching institutions named herein, without obtain-
ing the approval of the Governor and the advice of the Legislativ.
Budget Board prior to obligating any funds for this purpose.”

Use of Educational and General Funds for Alumni Activities
Prohibited. --'""None. of the educational and general funds or of the
Constitutional funds appropriated by this Article may be expended

by State agencies of higher education for the support and maintenance

- of alumni organizations or activities. "%

Vending Machines Authorized.--'""Vending machines may be placed
on State-owned Property or in State- owned Buildings only with the
approval of the governing Board and such approval shall be recorded
in the minutes of the body.- A copy of the contract shall be filed with
the State Board of Control showing the location within the agency and
the terms of the contract. Proceeds, net revenue, rentals or
commissions received shall be accounted for as State revenue and
the amount so collected is hereby appropriated to the Institution

for use as directed by the Board authorizing the installation. '"*

Pay Station Telephones Authorized.--"Pay telephones may be
located in State- owned Buildings or on State-owned Land only with
the approval of the governing Board and the net proceeds shall be
collected and accounted for as State revenue and the amount so
collected is hereby appropriated for use by the agency as determined
by the governing Board.' * '

Full Disclosure of Expenditures.~--"The expenditures of appro-
priations made by this Article to the General academic teaching
institutions shall be contingent upon the full reporting each fiscal
year to the State Auditor, in the manner and at the times pre-
scribed by him, of expenditures made by each program or activity
of such institutions, including auxiliary enterprises, of the fund
sources of such expenditures, and of the expenditure allocations

by programs and purposes out of Federal, private, and other grants
and gifts. ' *

k"
iy

Adopted July 9, 19366.



CHAPTER VIII*

PLANT IMPROVEMENTS

Sec, L. 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 Chancellor, the Vice- Chancellor for
Business Affairs or his delegate, and the institutional head. It is the
policy of the Board to employ a consulting architect for major new
buildings and campus development plans at all component institutions,
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 recommendations
through administrative channels as to the priority of buildings, loca-
tion of buildings, suggestions as to size, style, mechanical equipment,
etc. The Vice-Chancellor for Business Affairs or his delegate shall
be ex officio a member of all institutional building committees.

I.3 After the Board of Regents approves the construction of a new build-

ing and authorizes the preparation of preliminary plans, the procedures

shall be as follows:

l.31 The institutional head shall appoint a representative of the depart-
ment or division concerned to serve as a member of the
institutional building committee in planning the building.

1.32 The institutional building committee shall prepare an outline of
<he 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,
including 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 institutional head, the Vice-Chancellor for
Business Affairs or his delegate and the Chancellor shall be
approved by the Board of Regents. With the advice of the Consult-
ing Architect and the Vice-Chancellor for Business Affairs or his
delegate, the Bpard of Regents shall select an associate architect
to prepare final plans and specifications.

* Adopted July 9, 1966,
_49.
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1.35 The associate architect shall meet with the institutional building
committees, the Vice-Chancellor for Business Affairs or his
delegate, the Consulting Architect or his representative being
present on occasion,

1.36 Final plans and specifications, recommended by the Buildings and
Grounds Committee, the institutional building committees, the depart-
ment or division concerned, the consulting architect, the institutiopal
head, the Vice-Chancellor for Business Affairs or his delegate, and
the Chancellor shall be approved by the Board of Regents. After such
approval the Board shall authorize the Vice- Chancellor for Business
Affairs or his delegate to advertise for bids. Advertisements for
bids for permanent improvements must, under State law, be carried
for four consecutive weeks.

1.37 The Vice-Chancellor for Business Affairs or his delegate shall re-
receive and open bids, with the Consulting Architect and associate
architect and others, tabulate and study such bids, and make rec-
ommendations to the Board of Regents through their Buildings and
Grounds Committee,

1.38 The Board of Regents shall award contracts, and the contract docu-
ments shall be prepared by the associate architect, checked and
approved by the Vice- Chancellor for Business Affairs or his delegate
and the University Attorney, and signed by all contractors involved
and the Chairman of the Board of Regents. Work orders shall then
be isisued by the associate architect.

1.39 The Vice-Chancellor for Business Affairs or his delegate shall approve
contractors’ estimates, sign change orders, and provide general
supervision of all new construction for the University. He shall advise
the Board of Regents, through its Buildings and Grounds Committee,
if developments during construction require additional funds or other
decisions of the Board.

1.3(10) The Board of Regents shall appoint a committee from its membership
and/dr administrative officials to inspect the completed building
and recommend final acceptance.

1.3(11) Final payment shall be made to the contractors only after approval
of thé above committee, the associate and consulting architects.

New construction which involves a total expenditure of $5,000. 00 or less

per project may be handled at the component institution involved without

the necessity for approval by the Chancellor, the Vice-Chancellor for
Business Affairs or his delegate, and the Board of Regents. In each case,
however, the appropriation for the project must have been approved by the
Director of Physical Plant, the Business Manager, and the Executive Head
of the institution involved, and the plans and specifications must be approved
by the institutional Building Committee (on buildings), the head of the depart-
ment or school primarily concerned, the Director of Physical Plant and/or..
the Busineds 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.:
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Sec. 2. Minor Repairs and Remodeling. --Minor repairs and remodeling of the
physical plant involving proposed expenditures of less than $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, provided that necessary funds have
been approved through proper procedure.

Sec. 3. Major Repairs and Remodeling.

3.1 Any repair or remodeling project of the Physical Plant involving an
estimated expenditure of $20, 000 or more shall be deemed a major
repair or remodeling project.

3.2 Unless otherwise approved by the Board of Regents, the procedures and
regulations periaining to new construction shall apply to major repair
and remodeling projects.

Sec. 4. Institutional Building Committees. - - At each of the component institutions
there shall be a building committee.

4.1 At institutions regularly offering instruction, this committee shall be
appointed from the institutional faculty by the institutional head as other
faculty committees are appointed.

4.2 At other institutions, this committee shall be appointed by the institu-
tional head as other institution-wide committees are appointed.

4.3 The composition of the several building committees shall be set forth
in the Institutional Supplement of each component institution.

4.4 The Chahcellor or his delegate and the Vice-Chancellor for Business
Affairs or his delegate shall be ex officio rnembers of all institutional
building committees.

4.5 Duties of institutional building committees shall be as follows:

4.51 To hold necessary hearings and to make proper investigations
regarding the building needs of the particular component institu-
tions and to report conclusions to the institutional head.

4.52 To recommend to the institutional head the priority of need and
location of specific buildings, with reasons for such recommenda-~
tions.

4.53 When approval by the Board of Regents is given for the construction
of a particular building to make suggestions to and through
the institutional head to the Vice-Chancellior for Business Affzirs
or his delegate ‘and the Consulting Architect of the University as
to style, size, function, location, mechanical equipment, and
general nature of the building, so as to facilitate the preparation
of tentative plans and preliminary sketches.
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4.54 To work with the Vice-Chancellor for Business Affairs or his
delegate and the Consulting Architect and the associate architec# .
until final plans and specifications for the construction of the
building are prepared for presentation to the institutional head, the
Vice- Chancellor for Business Affairs or his delegate, the Chan-
cellor and the Buildings and Grounds Committee of the Board
of Regents.

4.55 To make its reports and recommendations from time to time
to the institutional head and the Vice-Chancellor for Business
Affairs or his delegate, with summary reports to the Chancellor
and to each member of the Buildings and Grounds Comrnittee
of the Board of Regents.

4.6 When requested by the institutional head or the Board of Regents
(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 progresses for consultation as requested
by the institutional head, the Vice-Chancellor for Business Affairs or
his delegate, or the Consulting Architect and the associate architect.

Sec. 5. Constitutional and Lepislative 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 improvements financed by bonds author-
ized under this section at the component institutions other than the
Main University and Texas Western College.

5.2 Under the provisions of the current Appropriation Bill, none of the
funds arising from the issuance of bonds under the authority of Sec-
tion 18, Article VII, of the Texas Constitution, may be obligated for
the construction of buildings until a2 summary of the proposed building
program showing the character and location of buildings, the number
of square feet, the type of construction, the estimated cost and the
estimated completion date of each proposed building has been filed
with the Legislative Budget Board.

5.3 Under the provisions of the current Appropriation Bill, prior to the
allocation, expenditure or encumbrance of any funds arising from the
issuance of bonds under the authority of Section 18, Article VII, of
the Texas Constitution, for individual building construction projects
costing in excess of Twenty-five Thousand Dollars ($25, 000), other
than classroom, library and laboratory building projects, the planned
expenditure of such funds shall be approved by the Governor after se¢ ag
the advice of the Legislative Budget Board.

{Subsections 5.2 and 5.3 -- Amendment No. 5 to September 1360 revision, Meeting
No., 605, February 1962)
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Sec. 6. Modification of Bids.

6.1 No bid shall be changed, amended, or modified by telegram or other-
wise 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 Texas, 1925.

6.2 The substance of this requirement shall be stated in the advertisement
for such bids; provided, however, that this requirement shall not be
construed to prohibit the submission of filing of more than one separate
and independent bid by any bidder.

Sec. 7. Furniture and Furnishings. --The current Appropriation Bill provides that no
money appropriated shall be expended for furniture or furnishings which has
been imported from a foreign country. *

Sec. 8. Architectural Fees.--The current Appropriation Bill provides that no funds
appropriated may be expended for architectural fees without the advance
written approval of the Governor after obtaining the advice of the Legislative
Budget Board. *

* Adopted November 9, 1963,
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CHAPTER 1IX

MATTERS RELATING TO THE ENDOWMENT OFFICE

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

1.1 Permanent University Fund.

1. 11

Authority to Effect Purchases and Sales of Securities for the
Permanent University Fund. --Under the Revised Investment
Program for 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 sales
of securities for the Permanent University Fund within the
approved investment policies. Such transactions are subject to
prior approval as to timing and specific securities to be pur-
chased by the Staff Investment Committee, comprised of the Vice-
Chancellor {Fiscal Affairs), the Endowrment Officer, the Assistant
to the Endowment Officer, and the Senior Security Analyst. (The
investment policy for the Permanent University Fund-follows as
Section 2, page 54, in summarized form, The policy in full
detail is on file in the offices of the Secretary of the Board of
Regents and in the Endowment Office. )

Authority to Endorse Securities Held by the Permanent University
Fund. --The Endowment Officer (or the Assistant to the Endow-
ment Officer) and the Treasurer of the State of Texas (or the
Acting Treasurer of the State of Texas) are jointly authorized and
empowered to sell, assign, and transfer any and all of the bonds,
stocks, notes, and other evidences of indebtedness and ownership
of any description whatsoever owned by the Permanent University
Fund of The University of Texas and registered in the name of
"The University of Texas,' "The University of Texas for Perma-
nent University Fund, A State Endowment Fund, Austin, Texas,'"
"Permanent University Fund of The University of Texas," or

in any other registration required for securities purchased for
the account of the Permanent University Fund.

1.2 Trust and Special Endowment Funds.

1.21

Authority to Effect Purchases and Sales of Securities for the
Trust and Special Endowment Funds. --Under the general invest-
ment policy.for the various trust and special endowment funds
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under the control of the Board of Regents of The University of
Texas as trustee, as adopted by the Board of Regents on Septem-
ber 21, 1946, and as amended on May 30, 1958, the Endowment
Officer of The University of Texas is empowered to effect
purchases and sales of securities for the trust and special endow-
ment funds within the approved investment policy, such transactions
being subject to prior approval as to timing and specific securities
to be purchased and scld by the Staff Investment Committee, com-
prised of the Vice-Chancellor (Fiscal Affairs), the Endowment
Officer, the Assistant to the Endowment Officer, and the Senior
Security Analyst. {The investment policy for the trust and special
endowment funds follows as Section 3, page 56, in summarized
form. The policy in full detail is on file in the office of the Sec-
retary of the Board of Regents and in the Endowment Office.)
Authority to Endorse Securities Held for the Trust and Special
Endowment Funds. --The Endowment Officer (or the Assistant

to the Endowment Officer) is authorized and empowered to sell,
assign, and transfer any and all of the bonds, stocks, notes,

and other evidences of indebtedness and ownership registered in
the name of '"The University of Texas, ' "Board of Regents of

The University of Texas,' or in the name of any of the trust and
special endowment funds coming under the control of the Board

of Regents of The University of Texas as trustee or which may

be assigned thereto.

Authority to Receive and Collect Money and/or Property Due the
Trust and Special Endowment Funds. --The Endowment Officer

is designated, authorized, and empowered to ask, demand,
collect, recover, and receive any and all sums of money, debts,
dues, rights, property, effects or demands whatsoever due, payable,
or belonging, or which may at any time be or become due, payable,
or belonging to any of the trust and special endowment funds
coming under the control of the Board of Regents of The Univer-
sity of Texas as trustee from any person or persons whatsoever
and to execute any and all necessary or proper receipts, releases,
ancd discharges therefor, including the execution of oil and gas
division orders and transfer orders covering interests owned in
trust and special endowment funds.

Investment Policy for Permanent University Fund. --Pursuant to the provisions

of a Constitutional Amendment approved by a popular majority at the General
Election on November 6, 1956, which authorized the Board of Regents of The
University of Texas to invest up to 50 per cent of the Permanent University
Fund in corporate securities, the following policy in summarized form for
the revised investment program for the Permanent University Fund was
adopted by the Board of Regents on January 12, 1957, and as subsequently
amended, has been in operation since May 7, 1957:

Purchases of securities are to be limited exclusively to corporate
securities until the distribution of the fund is as follows, the



2.2

2.5

2.6

55

percentages to be based on book value, that is, cost or amortized
cost, of all securities purchased:
Government Bonds (United States, State of

Texas, and Texas Municipal). . . . ., . . . . . 50 per cent
Corporate bends {including rail equipment -

trust certificates) and PreferredStocks . . . . 10 per cent
Common Stecks. . . . . . c o+« + « . .40 per cent

Only new money coming into the Permanent University Fund and
proceeds received from bond maturities will be committed to non-
government securities until the above distribution is achieved.

To be eligible for purchase, corporate bonds and stocks must meet
both the requirements of the Constitutional Amendment and thefinan-
cial ratio, rating, and price 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 either
on original offering or in the secondary market without prior
approval of the Land and Investment Committee.

2.22 Corporate stocks to be eligible for 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 prior approval of the Land and Investment
Committee as to specific stocks.

Corporate securities are to be purchased on the dollar cost averaging

principle, without any attempt to appraise the short-term markettrend,
the averaging to be based on industry groupings rather than on individual
corporations.

All purchases of securities are to be subject to prior approval as to
timing of the purchases and the specific securities to be purchased
by the Staff Investment Committee, comprised of the Vice-Chancellor
(Fiscal Affairs), the Endowment Officer, the Assistant to the Endow-
ment Officer, and the Senior Security Analyst.

All sales of securities are to be authorized in advance by the Land
and Investment Committee and the Board of Regents, with timing of
the specific sales subject to the approval of the Staff Investment
Committee.

All purchases and sales of securities are to be reported at the next
subsequent meeting of the Land and Investment Committee and the
Board of Regents for ratification and approval. (For full details of the
Constitutional Amendment requirements and policy standards, copies
of the revised investment program for the Permanent University Fund
may be obtained from the Endowment Office. A full copy is on file in
the Office of the Secretary of the Board of Regents. )
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Sec. 3. Investment Policy for Trust and Special Endowment Funds. --A general
investment policy for the trust and special endowment funds under the control
of the Board of Regents as trustee was adopted by the Board of Regents on
September 21, 1946, and amended on May 30, 1958, such policy as summa-
rized below being currently in operation:

3.1 All purchases are to be selected from the following classes of securities:

3.11 United States Government direct or guaranteed obligations;

3.12 Texas Municipal Bonds, including revenue bonds;

3.13 Corporate bonds rated "A'" or better by at least one national
rating service;

3.14 Preferred and common stocks which have had continuous net
earnings and paid annual common stock dividends for at least
ten years prior to purchase.

3.2 Purchases of United States direct or guaranteed obligations and of
Texas Municipal and corporate bonds rated ""A' or better by at least
one national rating service may be purchased without prior approval
of the Land and Investment Committee.

3.3 The approved list of corporations for purchases of cammon and
preferred stocks for the Permanent University Fund is approved for
purchases of common and preferred stocks for the trust and special
endowrmnent funds without prior approval of the Land and Investment
Committee.

3.4 All purchases of securities are to be subject to prior approval as to
timing of the purchases and the specific securities to be purchased by
the Staff Investment Committee, comprised of the Vice-Chancellor
(Fiscal Affairs), the Endowment Officer, the Assistant to the Endow-
ment Officer, and the Senior Security Analyst,

3.5 All sales of securities are to be authorized in advance by the Land and
Investment Committee and the Board of Regents.

3.6 All purchases and sales of securities are to be reported at the next
subsequent meeting of the L.and and Investment Committee and the
Board of Regents for ratification and approval.

3.7 The Endowment Officer is empowered and authorized to manage. the
trust and special endowment funds and in turh is authorized to carry
out the operational details involved in the purchases and sales of
securities for the funds through the Securities Division of the Endow-
ment Office.

3.8 The Land and Investment Committee is to review all trust and special
endowment funds periodically in the light of the size and purpose of
each fund and the investment provisions of the instrument establishing
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the fund. {(For full details of the investment policy for trust and special
endowment funds, copies of the policy may be cbtained from the Endow-
ment Office. A full copy is on file in the Office of the Secretary of the
Board of Regents. )

Sec. 4. Investment Policy for Funds Grouped for Investment.

4,

1

A common trust fund, known as '""Funds Grouped for Investment, "' was
established by the Board of Regents on February 27, 1948, and amended
on July 9, 1948, and is currently in operation for trust and special
endowment funds under the control of the Board of Regents as trustee
where the size of the fund suggests commingling in order to obtain
proper investment diversification and a better rate of return on the
endowment.

The general provisions of the pelicy for the "Funds Grouped for Invest-

ment' are summarized below:

4. 21 No fund is to be admitted unless it is under the sole control of
the Board of Regents and/or some administrative official of the
University in his official capacity, and full discretion as to
investments rest therein. No administrative official is to have
any direction over the management of the tommon trust fund
other than to request admittance or withdrawal of any fund under
his direction except as he is authorized and empowered to manage.
the fund under the investment policy adopted by the Board of
Regents. No fund is tc be admitted which contains a specific
provision against commingling or which contains restrictions
prohibiting purchase of securities approved for purchase by the
Board of Regents as trustee under the adopted investment policy
for trust and special endowment funds.

4,22 Investments for the '""Funds Grouped for Investment'’ are to be
limited to such investments as are eligible under the investment
policy for trust and special endowment funds as adopted and
amended by the Board of Regents.

4.23 The Endowment Officer is empowered and authorized to manage
the common trust fund within the adopted policy and in turn is
authorized to carry out the operational details involved in the
purchases and sales of securities for the fund through the
Securities Division of the Endowment Office. (For full details
of the investment policy adepted for '""Funds Grouped for Invest-
ment, "' copies may be obtained from the Endowment Office. A
full copy is on file in the Office of the Secretary of the Board of
Regents. )
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CHAPTER X

AUXILIARY ENTERPRISES

Auxiliary Enterprises are those operated primarily for service to students
and staff which are expected to be self-supporting. Examples are residence
halls, dining halls, student hospitals, student unions, and bookstores.

Annual budgets for these activities 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 Enterprises is not deposited with the State Treasurer, however,
and any balances or deficits at the end of a fiscal year may be reappropriated
for the succeeding year. '

With the exception of intercollegiate athletic departments, to which the
general and special provisions of the Appropriation Bill do not apply, the
same regulations and applicable laws shall govern as apply to the budgeting
and expenditure of general funds unless otherwise specifically authorized.
The Board of Regents, upon recommendation of appropriate administrative
offitials, approves the regulations for the management and operation of
athletic departments.

Rentals and related policies and rates for dormitories and housing facilities
shall be approved in advance by the institutional head, the Chancellor, and

‘the Board of Regents.

Rules and regulations for the administration of dormitories, other housipng
facilities, dining halls, and other eating facilities, shall be promulgated by
administrative officials and the institutional head at the institution concerned.

The money values of meals, lodging, and other services which employees
are authorized to receive in lieu of additional wages or salary, are recom-
mended to the institutional head by the Business Manager and approved by
the Chancellor and the Board of Regents.

Statutory Provisions Currently in Effect. «- Auxiliary Budgets shall comply
with statutory provisions and rider provisions of current Appropriation Bill.

Texas Student Publications, Inc,

8.1 At least fift een copies of the minutes of all meetings of the Board

~50.
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of Directors of Texas Student Publications, Inc., shall be delivered
promptly to the Chancellor of The University of Texas for distri- T
bution to the Members of the Board of Regents, to the Secretary of

the Board of Regents, and to such members of the University's
administration as the Chancellor may direct. No action of the

Board of Directors of Texas Student Publications, Inc., shall have

any force or effect until it has been approved by the Board of Regents. *

No budget or budget amendment adopted by the Board of Directors of
Texas Student Publications, Inc., shall have any force and effect
until such budget or budget amendment has been approved by the
Board of Regents of The University of Texas.*

No expenditure shall be made by Texas Student Publications, Inc.,
unless it is made in accordance with and pursuant to a budget
item which has been previously adopted by the Board of Directors
of Texas Student Publications, Inc., and approved by the Board of
Regents of The University of Texas.

Within ninety days following the close of each fiscal year of

Texas Student Publications, Inc., there shall be furnished to the
Chancellor of The University of Texas for distribution to the
Members of the Board of Regents, the Secretary of the Board of
Regents, and to such members of the University's administration
as the Chancellor may direct, at least fifteen copies of a complete
audit of the fiscal affairs of Texas Student Publications, Inc.,
during the preceding fiscal year, prepared by a certified public
accountant selected by the Board of Directors of Texas Student
Publications, Inc.

All persons employed on salary by Texas Student Publications, Inc.,
shall be subject to approval by the Board of Regents of The University
of Texas, both as to salary and as to qualification; provided, however,
that the Executive Committee of the Board of Directors of Texas Student
Publications, Inc.,shall appoint and make awards to all members of the
editorial staffs of the publications except the Editor and Managing
Editor of The Daily Texan, the Editor of the Cactus, the Editor of the

Ranger, the Editor of the Riata, and the Editor of Texas Engineering and

Science Magazine, so long as such appointments and awards are made

consistent with budgets previously approved by the Board of Regents
and provided further that no action taken by the Board of Directors of
Texas Student Publications, Inc. with respect to the employment,
dismissal, salary, or duties and responsibilities of either the TSP
General Manager or the Editorial Manager of The Daily Texan shall
have any force or effect until it has been approved by the Board of
Regents. *

T
B
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el

Adopted October 7, 1965.
Adopted July 9, 1966.
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8.6 In order to minimize sharply rising publishing costs, outside
the campus of the Main University no copy or copies of any issue
of The Daily Texan shall be given, delivered, or in anywise
made available to any person or persons other than one copy for
each paid subscription, no more than three copies to each advertiser
in the issue in question, and one copy for each purchase price paid
for an individual copy of the issue in question; provided, however,
that The Summer Texan shzll be permitted to furnish one edition
free of charge to persons who indicate that they intend to enter
the University as freshmen the following September. No
individual copies shall be sold at less than the published price
of such issue and in no event shall any individual copies be sold
at a price less than five cents each. *

8.7 Any amendment to the Handbook of Texas Student Publications,
Inc., may be made by a majority vote of the Board of Directors
of Texas Student Publications, Inc., subject to the laws of the
Students' Association, the Charter of Texas Student Publications,
Inc., and the approval of the Board of Regents of The University
of Texas.

Adopted April 23, 1966.

{Section 8 Adopted March 13, 1965)
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CHAPTER XI

RESEARCH AND TRAINING CONTRACTS, ETC.

Research and Training contracts, grants or agreements with outside
agencies shall be recommended by the institutional head, and the University
Comptroller, and approved by the Chancellor or his designated representa.
tive before final ratification by the Board of Regents. Funds shall net be
encumbered or expended under any such contract or grant withcout the
approval of the Chancellor or his designated representative.

Application for research, development and training contracts and grants,
whether with government agencies, or industry, or foundations or other
private granting agencies, shall be initiated by the faculty member who will
direct the work., However, all such applications must be approved by desig-
nated administrative officials.

Under State law, a copy of all contracts between the University and the
Federal Government shall be filed with the Secretary of State except those
contracts classified in the interest of national security, in which case only
a statement of the research project shall be filed. These copies and state-
ments shall be filed with the Secretary of State through the Office of the
Secretary of the Board of Regents,

If the work is to be financed by government agencies, the negotiations
shall be handled with the advise and assistance of the Office of Sponsored
Projects at the Main University and by the equivalent office at the other
component institutions. ¥

Information as to overhead rates applicable to the type of contract to be
entered into should be secured from the Vice-Chancellor for Business

agencies and otherwise from the business officers.*

Before final approval of any sponsored research or training contract or
grant, the Vice-Chancellor for Business Affairs or his delegate shall
examine and recommend approval of the proposed overhead rate therein
contained. Proposals as to overhead rates on cost-reimbursement 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 Vice~Chancellor for Business Affairs or his delegate before being sub-
mitted.

Adopted July 9, 1966.

-b1-
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Part Two consists of rules and regulations which are
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Chapter I

GENERAL
Seco 1. Gifts to the University.

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 Recommendetions for the acceptance of gifts showing details as
to velue, form, stipulations regarding usé, and provisions for -
custody and disbursement of funds shall be transmitted by the
institutionel head to the Pregident and by him, with recom-
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 insiitutional head when the gift is to a fund,
foundation, or enterprise already approyed by the Board of
Regents or is & continuation of a serieé which has been pre-
viously approved by the Board. Such gifts shall be reported

to the RBoard by the dockets of each component institution.

1.4 Each adminigtrative head is empowered to accept cash gifts to
The University of Texss of $100 or less, within the policies of
the Board of Regents and Legislature governing the acceptability
of gifts, znd to deposit such gifts to the appropriate accountss
A semiannuel report of such gifts shall be filed in the Office
‘ A e - St 2.

e of the Board of Regents®within thirty (30) days after August 31 and
gruary 28 of each year. ™

'”i15 Except @s provided in the preceding sections, no member of any
staff has the power to sccept gifts of money to the University
or to any of 1lts component instituticns. Gifts to the component
institutions of books or other objects of very small velue and very
obvious propriety, without conditions attached, may be accepted by

individual members of the steffs provided these gifts are reported

FR - 1



1.6

1.7

promptly to the institulional hesd. Such gifts need not be reported tc the Board.

The - University will not accept a gift for the henefit of any designated student
unlegs the donor is exemplt from Federal Income Taxes &s defined by the Commissioner

of Internal Revenue.

The ascceptance of gifts of real property is prohibited without prior express approval
of the Legislature except for establishing scholarships, professorships, or other
trust funds for educational purposes and then only. on condition that such gifts must
not iater require legisletive sppropriations for maintenance, repair, or construction

of buildings. (Current Appropriztion Bill)

Sec. 2. Fellowships, Scholarghips and Loan Funds .

21

2ed.

2.3

Sec. 3.

Secs 4.

After gifte for fellouships, scholarships and loan funds have been accepted by the
Board of Regents, as indicated previously, they are administered jointly by designated

committees and the business office of each component institution.

Ir the case of scholarships and fellowships, the appropriate committee, orrdesignated
individual, receives applications, makes the necegsary inquiries, and determines the
award. The committee advises the institutional head of the award and he, in turn,
approves and forwards the notice of awerd to the business office. Payments on
scholarships and fellowships are made through the businesgs office of the component

institution.

In the cese of loan fundg, the appropriate commitiee receives applicotions for loans,
mekes ihe necegsary linguiries, and approves or declines the original lozn as well

egs &1l renewels and extensions. The chairmon notifies the business office of the
granting of loans, and all records incliuding notes, cash, accounts and collections
are thereafter handled by that office. The principal of loan funds is kept intact so
far as is possible. The chelrmen of the swarding commitiee mey be reguested by the

business office %o assist in collection of past due interest or princinal,

Tuition and Other fees.--Tultion znd other fees will be fixed as prescribed or as

authorized by statute; and will be sel out in the institutional catalogue.

figcal Year.--The fiscecl year of the University shall be September 1 through

hugust 21,

FR - 2



Sec. -lo

1.1

1.2

Chapter II

Iypes of Funds.
General Funds.-~General Funds ars 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 fiscai yoar io another unless specific
approval is given the institutional head and the business officer

by the President and the Board of Regents.

Special Activities Funds.-=Special Activities Funds are general

" ‘funds restricted by the University; the income and expenditures

1.3

" are ordinarily related to a particular department. - With few
_:exceptidns, expenditures are limited to the income derived frem

~ the project. They are subject to the seme rgstrictions as

General Budget Funds although balances are automatically reap-

_ propriated at the end of each fiscal year.

,Cﬁrrantgﬁestricted Funds .~-Current Restricted Funds are thase

 received from individuals, firms, agencies, corporstions, etc.

or income derived from private endowments, to be used only for a

particular purpose or project, specified By the donor, such as




exceptions, expesnditures are limited to the income derived from
the project. They are subjedt to the same resirictions as
General Budget Funds although balances are automatically reap-

propriated at the end of each fiscal year.

1.3 Current Restficted Fundsaijufrent Restiricted Funds are those
received from individuals, firms, agencies, corporations, etc.
or iﬁco?e derivéd from private endowments, to be used only for a
partichiar purpose or project, specified by the donor, such as
research, conferences, scholarships; fellowships, etc; The
period of use is ususlly designated in the agreement aﬁproved by

the Board of Regents. Balances at the end of a fiscal year shall

be carried forward to the succeeding year unlegs otherwise specified.

1.4 Agency Funds.--Agency Funds are funds handled through the insti-

iy tutional business office as the agent of the owner; after epprovy

: I

> by the institutional head,
p the Institutional Docket:
: ;! from year to year unless otherwise designated. YAgency Funds shi
- pgnded in accordance with the limitations of the agency agreement ang

pplicable Rules and. Regulatmns of the Board of Regents e
o Ze Accounting.

2.1 The financial aceounts of the University shall be kept in

Hifce i
President and the Board of Regejnts, *aices shell be carried forward

2 e

Il

accordance with the recommendations of the National Committee

on the Preparation of a Manusl on College and Tniversity Business

FR = 3
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2.5

2.6

27

2.8

Adminigtrationg as set forth in Volume I of %"College ané Univer-
sity Business Admiﬁistration“ (1952) published by the Americen
Council on Educétionq Where those recommendations cdnflict with
gtatutes applicaﬁle to the University or to official ofdérsrof
tﬁ; Texes Commission on Higher Bducation; fhe latter shall be

controlling.

All accounting records end procedures shall be subject to the
approval of the institutional business officer and the Univer-

sity Comptrollgr° . S

W

The business office of each component institution shall he the
central office for accounting control for all financial tranéu
actions of the institution., The institutionel business officer
shell confer with deperimentel and administrative officiels and
instruct'them concerning the records of financial transactions‘

to be kept by the departﬁentso

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;

v
sz

411 expenditures must be in accordance with théTgpproved budget.
Statements of departmental accounts shall be prepared monthly by
the business office and shall be sent periodically to the departw
ment heads who will compare their records with those of the
buéiness office and report any differences promptly to the busi-

ness office.

A person in each department may be dasignéted by the departiment

head, with the approval of the institutional head, to sign vouchers,
requisitions, ete. in his sbsence. These designations shall ex-

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

be renewed each year.




Sec. 3. Auditing.

3.1

3.2

3.3

3.4

3.6

The institutional businesélofficer is initislly responsible for
the prgyaudit of all business items. Financial trahsgctions
conoerniéé the receipt, custody, and disbursment of monefs shall
be’preX?udited to the extent necessary under‘the institutional
accounting procedures and system of intérnal controlg‘thg fiseal

regulations, and statubes or laws applicable to the University.

The pre~sudit of disbursements and other t;ansaqtions shall he

"
o

a part of the regular accbunting procedures of the business

offices. Post-audits of various units znd depariments shell be

performed as directed by the institutional business officer or

the University Comptroller.

Although the University Comptroller is responsible for the internél
post=auditing of business transactions affecting the comﬁonent insti«‘
tutions;-this work shall be done under the supervision of the
busineés officers of the compcnent institutions and the Branech

College Auditor.

The business records of accounts and other records shsll he veri-
fied and authenticated within the budgets, regental acﬁions, and

statutory requirements.,
Rt

The Branch College Auditor, under the supervis{on_cf the University
Comptfdller, éhéil be initially responsible for the post-audit of
businesé activities at the compenent institutidnég except the Mein
University. He shall conduct the audits in accordance with‘éccepted
auditing standards, including necessery tests of the records. He

shallimake a written report of each audit, calling atiention to any

m;:ﬁéECtions which may not be in accord with legal requirements, .
institutional accounting principles, end institutional policies and

regulations.

The State Auditor,‘under_State law, shall be responsible for the ex—

ternal audit of the University's books.

FR - 5




Sec. 4e

4.1

Reporting.

All finanelal reports shall be prepared in aécordance with the provisions
of the statutes, official orders of Texas Commisgion on Higher Education,
and the directives of the'Board'of Regents and in conforﬁity with the
Manﬁal, "Gollege and University Business Administration,™ referred to
above , The forms shall be prepared by the institutional business of ficer

and approved by the University Comptroller.

Two reports, both of which shall be prepared under the direction of
the institutional business officer and the University Comptroller,

shall be pfepared annually by the University:

4o2l Annual Tinancial Reporto“’gn or before December 29, printed
finaneial reports, éetlﬁﬁ in accordaﬁoe with ‘the forms recommended
in Volume I, “Gollegé and University BusineSS Adminigtrationt

‘(1952) shall be filed with the Texasfcgmmission on Higher Education.
The certificate of sudit of the State Auditor is to bs included if

his report has besen completed.

4.22 Salary wﬂ
' : . i
’;53221’ On or beiore ﬁf%@%%&;S;o each year, an itemized schedule

shall be prepared of salaries and wages paid all employees

for gervices during the preceding fiscal year out of any
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in Volume I, "College and University Business Adminigtration" I
(1952) shell be filed with the Texas Commission on Higher Education. '
The certificate of audit of the State Auditor is to be ineluded if

his report has been completed.

4.22 Salary Payment Report.=n
(’/ : . 2
% On or before N%MMO each year, an itemized schedule

shall be prepsred of, salaries and wages paid all emnloyees

forl services duriné the preceding fiscal year oul of any
funds from any source or character under the control asnd/or
custody of the Board of Regents, showing for each employee
thé total amount p;aid from each source during the twelve

months of the figcal year, the title of the position held

kind of service rendered, and s sumugy
4 - . . _

Bepartments. Two copies of this repo
of the Secretary of the Board of

. Comptroller. " . . _ o e
11 répert/ shall b%‘f’é}g@@ﬁy e

11 expsnditures
1

e prepared; oné copy for the Offi.c;_e_,
and one copy for the Off_ice.‘of the .- |

T
f

uted to administrative officlals.'and to the Office of

of Regents. "

changés, and expenditures for each component institution shall be l

prepared by Central Administration. . \

FR -~ 6 ‘ \




45 Other reports, such ag the quarterly report to the Bureau of the Census, may
be made from time to time as well as internsl reporis pertaining to estimates
of income, budgets, etc., but only those considered essential to effective

administration shall be requested from the institutional businegs office.

Sec. 5. Annual Budgetg.

5.1 Annual budgets for all the component institutions shall be approved by the

Board of Regents within the budget estimatesjof income prepared by the

institutional business officer and the institutionzl hezd.

5.2 General policies for the budget prepsration shall be recommended by the
President to the Board of Regents and shall be followed in preparing the
budgets. Insiructions for details of budget preparation shall be furnished to

the institutional heads by Central Adminigtration.

5.3 The institutional head shall isgue local instructions and shall furnish forms
to the budget recommending officiels. Thelr recommendations for salaries,
maintenance and operation, equipment, travel and other pertinent items shall
be reviewed by the institutionsl head and transmitted, with his recommendations,

to the President for review and final recommendation to the Board.

544 Rules and procedures for budget administration shall be prepared by
Central Administration, approved by the Board of Regents, and shall be

included in the completed budgets.

Sec. 6. PBiennial Budget Requegts.

6.1 The University shall submit biennisl budget requests as mey be required
to the Texas Commission on Higher Education, to the Legislative Budget
Boerd, and to the Executive Budget Office in the form and &t the time

prescribed,

FR = 7



6.2 These requests shall be prepared in conformity with the same general

6.3

procedures as outlined above for the annual budgets::

6,21 Approval of budget writing policies by the Board of Regents

upon recormendation of the President.

6.22 Preparation of the budget of expenditures by the institutional

head in conformity with these policies.

©.23 Approval of the finished budget by the President and the

Board of Regents.

The estimates of income shall be included in the biennial budget
requests prepared by the institutional business officer and the

institutional head.

FR - 8



Chapter III

RECEIFT, CUSTODY, AND DISBURSEMENT OF MONEYS

Sec. 1. Receipts, Cash Regigters, snd Admigsion Tickeis.

1.1 No department, division, or individual .staff member is authorized to
recelve money in the name of the Undversity without prior approval of

the institutionsl busineas officer and institutionsl head.

1.2 An official receipt in the form prescribed by the institutional busi-

negs officer shall be lgsued for all moneys received.

1.21 Where the volume of sales justifies their use, cash reglsters
shall be uged with recording tapes listing the amount of each
sale. When cash registers are not used, cash sales tickets or
receipts shell include, il practical, the name of the purchaser,

itemization, end price of the articles scold.

1.22 Admission tickets ineluding complimentary ticketst ghall have the
rrice of admission indicated thereon, and all such itickets shall
be pre=-numbered, except for certain events where the section, row
and sest number are shoﬁn. Admission tickets and coupon boocks shall
be purchased for delivery to the institutional business office and
issued to the department concerned, Unused tickets or boocks shall
be returned along with a prescribed ticket report to the business
office within 30 days from the date of the event, and all recelpts
from such sales shall be deposited in the business office as

outlined later.

1.23 A list showing the names of all persons receiving complimentary
tickets shall be furnished the business office ag a part of the

prescribed ticket report.

Seco. 2. Deposits with Institutional Businegs Office.

2.1 Money received by all departments from all sources shall be deposited
in the institutional business office using an officisl form. The
deposits shall be daily if the receipts zre %50 or more, and weekly

even if the accumulstion is less than §50. Vhen cash is included,

FR - 9



the deposit shall be made in person by a departmental representative

to whom an official receipt is issued.

2.2 Cash overages are deposited in the business office; notations pertaining

to cash over or short shsll be included on the deposit form.

2.3 DPetty cesh funds for meking change shall be provided only on approval
of, and by errangement of, the department with the institutional
business officer. Petty cash funds from which disbursements will be

msde shall have the approval of ihe institutional head as well.
Sec, 3. ogi i ihe ie a .

3.1 The appropriation bill requires thet g1l cash receipts at the Mein
University and at Texas Western College be deposited in the Stzte
Treasury with the exception of those from auxiliary enterprises, non-
instructional services, student service fees, student activity fees,
parking fees, agency and resiricted funds, endowment funds, student

loan funds and Congtitultionsl College Building Amendment Funds.

3.1l To facilitate the transferring of institutional receipts to the
State Treasury, it is provided that each institulion may open a
clearing account in a local depository bank to which it deposits

all receipts daily,

3,12 Not less than every five days, the institutional business officer
shall make remittances ito the State'Treasury in the form of checks
drawn on the clearing account except that a balance of not more

then $500 may be maintained.

3.12 The money deposited in the State Tressury shall be paid out vie

State warranis.

2.2 At its option, the University may use its local depository Genersl
iunds bonk accounts lnstead of the special clearing account within
the general roguirements for depoalts an® transfers to the Slate

Treasury.

3+2 The University, by law, is authorized with the approval of the State

FR - 10



Comptroller to maintain Revolving Funds to Facilitate the payment of

nominal expenses - to pay bills within cash discount periods.

. o‘ AT
3.31 When authorized by the State Comptroller, the University mey

use the revolving fund for regular monthly peyrolls as well as

for weekly and spedial payrolls.

3+32 Disbursements from the revolving funds are reimbursed from state
eppropriations on claims filed with the State Comptroller under
regulérly prescribed procedures. One voucher and one warrant may
cover & number of cleims for this purpose. Reimbursement clains
must meet the same requirements &s other claimes ageinst state
appropriations. Each institution shsll prepare a reimbursement
claim as of the close of business on the last day of each month
or more often as may be expedient to avoid meintsining lerge
revolfing funds.

3:33 The Board of Regents shall determine the amounts of the revolv-
ing funds =nd shall designate a depository bank for each such
fund, specifying persons suthorized to sign checks drawn on such
funds. Depository tanks shall secure revolving fund deposits as

prévided Ly law.

Secuc 4o/ Lotal Inshitutions]l Fundg.

4ol

4ol

A1l loeal income, not requirad to be deposited in the State Treasury.
must by law be deposited in loeal depository banks for safekeeping.
Requests for new depository bank accounts and fqr any authorized
signatures to be accepteé.by the bank must have the approvel of the
University Comptroller and the President who shall notify the bank
and others concerned. Depository agfeements with the ldezl hanks
shall be negotiated by the University Comptroller with the assistance
of the institutional business office and the institutional head and

shall be submitted to the President and Board of Regents for approval.

Depository banks selected shall furnish adequate surety bonds or
securities to assure safely of these funds. Local funds shall be
deposited in the depository banks within five days from the date of
collection. Such funds are usually carried as demand deposits;
however, they may be carried as time deposits &l a negotiated interest
rate,
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4.3 The Board of Regents and the institutional heads may not, by law,
borrow money from any person, firm, or corporation to be repéid
from local funds except as specifically authorized by the Legis-

lature ?

Sec. 5. Charge Sales.--The Universlty is not allowed, by law, to sell

property or service on credit.

%
Sec. 6 Sales to Staff Members.--Sales of University property may be made *

to staff members only after authorization by the Board of Regents

through docket approval.

Sec. 7. Youchers for Expenditures.
7.1 Mein University Vouchers for disbursement of funds shall be
prepared in the departmental offices at the Main University.
They shall be signed by the head of the depertment, or some-
one recommended by him in writing and appoié%eduby the
Vice-Fresident and Provost of the Main University, and such
vouchers shall be approved by an authorized person in the

auditor's office.

7.2 At the other component institutions, vouchers shall

/.

ﬁuchersgéhaﬂébe apprdvedﬁ@?jﬁ§e
he miay delegate such authority,'

§ible. in the business officesd °f
siness Manager or some pPerso

g i-z!c'-vwi.,’_ -
-
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They shall be signed by the head of the department, or some-

one recommended by him in writing and appointed by the

Vice-Fresident and Provost of the Main University, and such

vouchers shall be spproved by an authorized person in the

auditor's office.

At the other component institutions, vouchers shall b

Form, P-1,
No. 1.

No.. 2.
No. 30
No. 4.

No. 50

£, - :  Rorvnns ye
epared on State of Texas Purchas '
pre by dmen
consisting of five copies as follows: L artons, A

4ty

oy kg
For State Comptroller (if paid from State funds) ..._<¢ 0§LZZ;J§”‘
For‘Board of Control (if purchased through Board of Control)
For Institutional Business Office
For Institutional Department (file copy)
For return with check to vendor (sent bj business officé

with payment)

Vouchers are to be coded in the business offices within the approved

expenditure codes and, if payable by warrant from the State Treasurer,

with the proper expenditure classifications furnished by the State

. Comptrolier.

If two or more invoices from the same vendor and chargeable to the

FR ~ 12
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same account are to be paid, payment may be by one voucher, even though .

covered by more than one requisition and/or purchase order except:

7.51 Separate vouchers shall be prepared for.contract and non=-

contract invoices on purchases through the Board of Contrel.

7.52 Separste vouchers shall be prepared for invoices for purchases
made through the Purchasing Division and Printing Division of

thg Board of Control.

7.6 Cash discounts and credits shall be shown in full on the vouchers and
shall include the amount and number of the invoice, less discount or
other credits, and the net amount. Explanstions shall be made for

all deductions.

7.7 A red "Rugh - Discount® tag shall be attached to the face of the
voucher and, in such cases, they shall be handled separately from

other vouchers in the business office,

83 5L

Sec. 8,

8,1 When materials, sﬁpplies, and © sms are purchased through.
Board of Control, four copies of the Voucher Form are submitted to
the business office and Copy No. 1 (or the attached inveoice) must

‘be notarized if the smount is more than $50.

.

8.2 If the amount is $50 or less, either a notarization“or a signed
certification is required. The certification, if used;"must read

as follows:

{ certify undér the penalty.of. perjury phat-ihis-claim'has been =
examined by me and to the best of my knowledge and belief is true and

correct.

8.3 When purchases are not made through the Board of Control, all copies
excepting Nos. 2 and /4 are submitted and Copy No. 1 (or the attached
invoics) must be notarized or a certification made as indicated in

the preceding paragraph.
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Sec. 12. Pavrolls.

Sec. 9. .Vucher. Paya : 754 ndsnot on deposit in State

9.1 When materials, suﬁpiies, ete .sqllésed through the Boerd qf 3
Copy No. 3 may become the original and, if so, Copy No. 1 need not

be subtmitted unless the required notarizetion or certification appears
therson. Notarization or certification is requirea as stipulated in

the preceding section entitled "Vouchers Payable from State Funds.®

6.2 When materisls are not pﬁrchased through the Board of Control, only
Copies Nos., 3 and 5 need be submitted, with Copy No. 3 as the original.

~ 3
“

Notearizatlon or certification is required. . Y

Sec. 10. Quistapding Checks.

10.1 Outstanding checks shall be carried on the officisl aécounting records
for the two fiscal years following the year in which they are issued.
(Fxemple: if issued in 1953=5/ they would be carried through August 21,
195g§§ Those still outstending et the end of the second fiscal year
after issue shall be cancelled and written off the official accounting

records.

10.2 Each business offiée is expected to make diligent effort to minimize
the number of such outstanding checks, pzsrticularly those in excess

of $10.

Sec. 11, Institutional Membershin Dues.--University funds shall be used to pay

membership fees only in educationel, scientific or other assoclatio
B | “vud,
,iCh the University is an institutional member, 'with initial med

12,1 There are three general types of pasyrolls, those for (1} regular
salaried employees; (2) weekly salaried employeess and (3) hourly

salaried employees.

12.2 At the Main Uhiversi?z,payrolls for all regular salaried employees,

axc .t those for Auxiliary Fnterprises, shall be prepared in the Pay~ .
ivxsion of the Auditor's office, and approved by the Auditor or

FR = 1,4
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12,21 Vouchers and'payfolls fQ£ weeklyiénd hoﬁrly empldyees, and regu1a;‘
| salaried emploﬁees in Auxiliary Enterpriées, shall be prepared
in friplicate on proper forms by the department concerned . They
shall be approved by the head of the department, ér aomecne author-
ized to sign for him, andJshall include the name of the payee,

accurste calculations of pay, as well as the account to which'

charge is made.

12.22 Those covered by Workmen's Compensation Insurance shall be so

indicated, ‘ o

¥

12, 23 Two copies $ﬁﬁ%l Ee trensmitted to the Payroll Division.for__

- 4

approval by the Auditar or Ass:.a

12.3 At the other component inqtltutions, all payrolls shall be;prepared j;

Qetters, time cards, etca, and approved by the ‘Business Manager or a

on designated by him."

! in the businegs office from regular budgets, appointment forms and

If payment for regular salaried employees is for less than a month
the salary shall be figured proportionately on the actual number of

days in a given month, e. g., 28, 30, 31.

12.5 Deductions for income tax, teacher and employees rétirement and social
security are made where applicable'on all payrolls. At some 1nst1tu~
tions, hospltallzatlon insurance is also deducted- 1f~approved by the

Board of Regentg.

12,6 Dates for distribution of salary checks vary at the component institu-

tions and are announced by the business office,

Seée'13f Absence from Usuel and Reguler Duties, Authorigzation for Absence, Including

Tregvel, and Trevel Expense Reimbursement.

13.1 4Absence from Ususzl and Regulsr Duties

13,11 Authorization for any member of a faculiy or gtaff cf the Univer-

sity to be absent from his uswal and regular duties will be

granted only under the following conditions:

3

13.111 When such absence is on stete business, which shall include,
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emong other purposes, the formel presentation of original researches
by an employee before a national, regional, or state learned society,

and

13,112 When appropriate provisions are made to carry on the duties of the

absent person without additionel expenseAto the University.

I;gxgl:’fhgthorization for absence from usual and fegu&ar duties, including travel
from the city or town where the University officer or employee is regu;arly stationed,
will be granted by the Boérd of Regents, or by the.Adﬁinisé;gfivg Officer tq whom the

Board may delegate authority, only by advance permission obtained as follows:

13.21 Request for permission to be absent for a period not in_ex?ess ofrqne‘week
(7 calendar days) shell be transmitted through the proper administraﬁive
channels to the exscutive head of the.¢émponenﬁ_institution_fbr approval .

At the Mein University, request for such absen@e; including trevel on

official bdsiness without expense to tﬁe University; shall be transmifted,
with reagons therefor, through the departmental ?haifman or édministrati#e
superior to the.appropriate dean or equivalent'administrativevofficer for.
epproval; but if reimbursement for travel is involved, the épproval of ther

Vice-President and Provost is reguired.

13.22 Reguest for permission to be absent for a periéd in excess of one week but
not in excess of two weeks, including travel on official business, shall
be transmitted through proper adminisirative channels to the President of

the Universilty for approval prior to such absence.

‘ 13.23 Request for permission to be absent for & period in excess of two weeks

(excluding holicdeys approved by the Board), including travel on officiel
business, shall be transmitted through proper administrative channels to
the President of the University and to the Boerd of Regents or the Executive

Committee of the Board for approval prior to such absence.

13.24 Request for permission to be absent by the administretive officers and

staff of Central Acdministration shell be approved by the President.
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i _ - 13.25 Any travel which contemplates reimbursement from funds appropriated by the

Legislature for trevel expenses incurred outside the continentsl limits of
the United States must have the wrilten approvel of the President of the
University and the Governor prior to the travel, in addition to the author-

izations required in the appropriate preceding subdivisions.

13.26 In lieu of any of the delegetions of authority toc approve absence from usual
and regular duties, including official trevel, specified ip the above sub-

divisions, the President of the University mey exercise such suthority.

12.27 The chief administrative officers of the component institutions shall keep
records of 211 approved szbsences and shall submit detailed summaries’

, . e *modlc‘aﬂv ta the Preasident for distribution to the PBoard 6f .Regents. L
" — ﬂmovals of travel shall not be routme or perfunctory, but shall be made 7.5

=

svel E_Q ense Eexmbgqumgnig i o

B ”fully examined the purpose and need for each tr1p with a view to the economic
and effective utilization of all travel funds.

employees under their authority.to achieve maximum economy and efficlency.

13.32 Travel vouchers for reimbursement of all official travel authorized pursuant

to the foregoing provisioné shall be approved amd signed as follows:

*

13:321 Central Administration ~- Reimbursement for a1k travel:shell be approved
either by the President of The Universiiy of Texas or by the Auvditor -

or Assistant Auditorof.the Main University.

13.322 Component Institutions -~ Reimbursement for all travel by employees of

the. component institutions shall be approved either by the President

of The University of Texas or by the administretive officers designated

i below:

Main University - the Vice~President and Provost, Auditor, or Assistant
Auvditor.

Texas Western Collgge u‘ﬁhe President of Texas Western College or the

Business Manager. &’;{M A

Medical Brench, Gelveston - FExecutive Director or tN¢ Business Menager.

Southwestern Medical School = t“he Dean or Business Man gET o
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13.25 Ainy travel which cor | ﬂﬁﬁ...,_hpursement from funds appropriated by the

Iegislature for t urred outside the continental limits of

the United Stet o ,yg_ﬁaéﬁﬁﬁittenlapproval of the President of the

University a - [érnor prior to the travel, in addition to the author-
izations r I:  ;hﬁ’the appropriate preceding subdivisions.
13.26 In lie f - f the delegations‘of suthority fo appfd?e absence from usual
and ‘,: 3-7"4£193$ ineluding official travel, specified in the above sub-
8 . . . the President of the University mey exercise such authority.
12,2 - ¢f administrative officers of the component institutions shall keep

‘“é;ds of all approved absences and shall sutmit detailed stmmaries’

A AR AT ta the President for digtrilution to the Boerd of .Regents.
crals of travel shall not be routine or periunctory, but shall be made

zvel. E;pggﬁg Eeimbu;sementg

e 13,31 Travel expenses shall be reimbursed only from funds approprlated or authorized
" for travela Headq of component institutions shall plan the travel of all J\i

employees under thelr authority.to schieve maximum economy and efficiencye j::j;

13.32 Travel vouchers for reimbursement of all offiéial‘travel authorized pursusnt

to the foregoing provisions shall be approved and signed as followss

13.221 Central Administration —- Reimburisement for ell travel. shall be spproved
either by the Président of The Universily of Texes or by the Auditor

or hssistant Auditor'-of the Main University.

13.322 Component Institutions -- Reimbursement for all travel by employees of

the component institutions shall be approved either by the Pregident

of The University of Texes or by the administrative officers desighated
i below: |
Main University - the Vice—Pfesident and Provost, Auditor, or Assistant
;] Auditor. |
7 Texas Western College - the President of Texas Western College or the
3 - Business Maneger. ligé%ﬁéé” 4 A
Medical Branch, Gelveston - Executive Director or tM¢ Business Mbnager;

Southwestern Medical Schoocl ~ the Dean or Business Manager.
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Dental Branch -~ the Dean or the Business Manager.
M. D. Anderson Hospital and Tumor Institute = Dir'ector)a- the
Administrator) PO S < YO %,-.7,.(; '

Postgraduate School of Medicine - Dean or the Business Manager.

{24) Hours or More - An employee who is treaveling on officisl University

business and is in continuous travel for a period of twenty-four (24) hours
or more will be reimbursed at per diem rzites, in lieu of actual expensges

for meals and lodging in accordance with the followings

Rates
‘ Cut of
In Steate State
Per Diem per calendar day $9.00  $ 15.00
One fourth {%) the rate for a
calendar day for esach pericd of
six (6) hours or fraction thereof 2.25 3.75

13.34 Partisl Per Diem for Meals end lLodging.

13.341 An employee who is treveling on official University business for
a continucus period of a minimum of six (6) hours but less than
twenty=four (24) hours which does not involve over-night stay will
be reimbursed a pertial per diem for meals, ir lieu of actusl

expenses, as follows;

13,3411 PBreakfast asllowance if the employee departs from designatedrwﬁlgi.
headguarters before 7:00. A.M. (or, in case offhis return to

desighated headquerters after 7:00 A M,) $1.00

12.3412 Lunch allowance if the employse is awey from his designated

headquarters after 1:00. P.M, $1.00

12.3413 Dinner allowance if the employee is away from his designated

headquarters after 7:00. P.M. $2.00

13,342 An employee who is traveling on official University business for a
continuous period of a minimum of six (6) hours but less than twenty-
four (24) hours which does involve over-night stay will be reimbursed

for mezls and lodging in an emount not in excesg of §9.00 2t the rate
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of $2.25 for each six {6) hour period invelved or fraction thereof.

13.35 Per Diem Allowances ~ Travel Status for e Continuous Period of less
Phen Six (6) Hours -- No partisl per diem or actusl expenses (except’
transportation) will be paid an employee who is away from designated

headquarters for a period of less than six hours.

13,36 Dey Defiped for Per Diem Purposeg ==

13,361 'The calendar day {midnight to midnight) is the unit for computing

the per diem allowance.

13.362 For a frectional part of a day at the commencement or ending
of continuous travel the six hour periods of 12:01 A4.M. to 63100 A.M.,
6:01 A.M. to 12300 Noon, 12:01 P.M. to 6:00 P.M, and 6:01 P.M. to
12:00 Midnight are each considered %o be one-quarter () of & calendar

day. -

13.363 Computation of per dlem shall be on a quarter day ltesis, the initial
quaerter to be that in which travel begins and the final quarter to

be that in which trevel ends.

13u364 Qut~of=State travel status commences at the beginning of the next
quarter after the employee in travel status crosses the state.line
and continueg through the quarter in which the employee returns to
the state line. Payments for both in-stete and out-of-state per
diem allowance will not bhe made for the seme period of a ezlendar

day.

13.37 Transportation Lllowance

13.371 Public Conveyance Including Taxis:
An employee traveling by public conveyance is entitled to a
transportation allowance equal to the actual cogt of transportation,
excluding federal tax. Receipts for such public transportetion, gx-~
gluding receipts for city bug, taxi, or limousgine fayes in smounts of
$2.50 or less, shall be obtained and attached to the employee's
expense account when submitted. A& detail list of 2ll claims for

public transportetion including cliy bus, taxi, and limousine fares
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13.372

in amounts of $2.50 or less shall be shown on Travel Expense Account

under "Record of Transportation Claimed for Each Trip.¥

Privete Conveyance:

An employee traveling by private conveyance shall be reimbursed at

the rate of eight cents (8¢) per mile on the basis of the shortest

practical route between points.

13.3721

13.3722

13.3723

Reimbursement for mileage in the State of Texas shall include
the use of Farm-to-Marketj rosds. The latest officlal
highway mep published by the State Highway depertment shall

be the official map for use during the current biennieum.

When tyo or more employees travel in a single private
conveyence, only one shall receive a transpertation sllowance,
but this provision shall not preclude each traveler from

recelving a per diem allowance.

When two, three, or four officials or employees of Central
Administration or of one of the component institutions of the
University with the szme itinerary on the szme dates are re-
quired to travel on the seme official stete business for which
travel reimbursement for mileage in a personal caer is claimed,
mileage reimbursement will be claimed and allowed for only one
of the employees except ags provided hereafter. If more than
four employees zttend such meéting or conference in more than
one car, full mileage reimbursement shall be zllowed for one
cer for each four employees and for any fraction in excess of

a multiple of four employess. If, in any instance, it is not
feasible for these officials or employees to travel in the

same car, then pricr official -approval from the President for
Central Administration, or the head of the component institutio
for employees of thet institution shall be obtained and shall b
considered as authorization and the basis for reimbursement for
travel for each perscn authorized to use his personal car in

such travel.
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13.38 gi.== Reimbursement will not: be

Registretdon Fee
allowed for dues; registretion fees, or similar expen%é?‘incurred in joining
or attending any type of organizations . or associetionsﬂagless the member-
ship is in the name of the State of Texas and/or The University of Texas.
Reimburgement will not ke allowed for the cost of meals that may ke included
in the registration fees. Receipis for such dues or registration fees shall
be obtained and attzched to the expense account. Ifureimbursement.igndlaimed,
vouchers shall include a statement thai the membershipiis.inithe name: of The

University of Texas.

13.39 Excguthmmaml;Eénuniem_Allnuance.ww Subject to the advance written spproval
of the President of the University, the Executive Head of each component
institution may designate one assistant who ghzll be reimbursed for actual
expenses of meals, lodging and incidentsl expenses not to exceed Twenty-five
Dollars ($25) per day when traveling on official business either in or out
of the State. This authorization, however, shall be velid only for periods
not to exceed one week in each instance. The Executive Eead of the component
institution authorizing such travel allowance shell file with the Comptroller
of Public Accounts a written statement ag to the purpose of such travel expense
incurred by the employee each and every time such designaiion is made. Travel
authorized under this exception to the per diem allowsnce must be specifically

indicated in the required reportss

13<ﬂ;§} Specisl Fwxeeptions to Toregoine Genersl Travel Hegulotiong ~- The provisions
of the foregoing general travel regulations apply to all employees and all
funds but employees may elect to take advantage of the specific exceptions

suthorized below:

13u3é£¥, Contrascts ~ Travel allowsnces under research or other contracts,
which are 100% reimbursable, will fcllow the terms of the contract,
and in the absence of specificetions the travel rules and regula-

ticns cavering peyments from Trust Funds will apply.

13gﬂ@gb Trust Funds -~ Travel allowances pald from Trust Funds, unless
otherwise specified under the grant or gift, shall be on the basis
of actusl expenses incurred in lieu of per diem not to exceed a

maximum of $15.00 a calendar day. TFxpense incurred under this
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provision must be itemized so: as to show the amount expended each

day for meals and lodgings. All public transportaiion expenses

in excess of $2.50 shell be supported by receipts.

Intercollegiate Athletics —-- Actusl expenses will be paid at no
per diem limit, provided such expenditures in the amount of $2.00

or more are supported by signed receipts.
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Sec. 1.

Telegraph and Subs crip’bigg_‘f{gucgérﬁ o

14.) 7Vouchers for freight and express charges are, if practicable; made
payeble to the local agent but in the names of the transporiation
company. A careful check shall be ﬁade for damages or shortages
and, if any, notation is made on the receipt of the transportation
company before the shipments are sccepted. The vendor shali be THoti=-
fiéd in writing when damages or shortages occur and a copy of the*ﬁi
notification shell be attached to the voucher when deductions ere &
made on the invoice. In general, charges for freight and exbress
are mede against the same accounts as those charged for the purchase

of the relazted materials.,

1.2 Transportation charges for purchases at dslivered prices (f.o.b. des-
tination) cennot be paid by the University. An acceptance shall,
therefore, not be given the transportation company unless such charges

are prepaid.

14.3 A copy of the advertisement, as well as the invoice and affidavit
of the publisher, showing rates in conformity with State laws,

shall be attached to vouchers for advertisements.

14.4 Vouchers for postage and postal box rent shall be made payable to
the United States Postmaster. Postage stumps are available at a
central supply center st most institutions. Where a postage meter
is used by the institution, the uwse of stemps is limited.

14.5 Payment for telephone charges shall be handled at the Main University
through the Office of the Director of Physical FPlant. Inter-~depert~
mental vouchers are sent to ithe departmeni: being charged and all
long~distance calls shall be cerefully checked in the department
before the wouchers are sent to the Business Office. At the other

component institutions, the vouchering and checklng shall be handlecl

/'\-"’

sent shall be retamed in the f1les of the department or pifice responsible
for th;e charge for cone fiscal year and shall be checked against the itemized
bill from Western Union before vouchering the bill. The itemized, statement
from Western Union showing the persons sending each telegram and the per-

son to whom the message was sent shall be attached to the voucher for pay- j
3
ment. S
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Sec., 15.

Sec 16 0

- Comptroller shell be notified by the appropriste Business Mans;

Subscriptions to publications shall be vouchered after the first copy
is received. This is noted on the voucher or invoice for payment,

zs well as the period covered by the subscription.

Supplies and Equipment .~-At most of the conponent institutions,

stetionery, office supplies and gome other generszl supplles and
equipment mey be secured through an institutionel supply center.
Paymént for such purchases shall be by inter-departmental transfer
vouchers which originate in the office furnishing such meterials.
When supplies and eguipment are purchased through the Board of
Control, or are payable from local funds, the general regulations

for preparetion of vouchers shall be as outlined herein.

Insurance on Mgggz and Sggg;;ﬁggﬁe--ﬁs approved by the Board of Regents,

the University carries a blanket system-w1de policy insuring against logs

of money or securities at any of the component institutions. The premium

pald by each institution is separately computed &nd is based on the coverage

applicable at esch institution. At the time a loss occurs the University

11 dpprove all loss claims and Settlements°ﬁ%ny-settlennent o
- $10, 000 shall be approved by the President as )
and shall be reported. to the Board of Regents 1
. meeting. Settlements in the amount of $10, 000

0 and under
f Comptroller;

at the next .

B

&
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Sec. 16.

Sec., 17.

~ of money or securities at any of the component institutions. The premium

Comptroller shall be notified by the appropriste Business Manaz

Insurence on Money angd Secupities.--As approved by the Board of Regentsg,

the University carries a blanket system-wide policy insuring against loss

pald by each instltution is separately computed end is based on the coverage

applicablé at each institution. At the time & loss occurs the University

shall approve all loss clalms angd settlementsnﬁny settlement A
$10, 000 shall be approved by the President a s
and shall be reported to the Board of Regentsi

_meeting. Settlements in the amount of $10, 00
he advance approval of the Board of Regents oo

) ll!}leis,v! Sy e .
W

pD:and under .-
' Co,mptrolle;'t",?:;
h at the next: /

Receipting for Pavments. All statutory or rider provision requirements
as to receipts for warrants in payment of salaries, wages or reimburse-
ment of official travel expenses shall be complied with by the component

institutions.




h

Chapter IV

PURCEASING

> Ol uthorlty to Obligate Funds. The official purcha.smg agents @
%@ component institutions shall have sole authority to obllgate
ﬁmds of their respective institutions for purchases unless other-
ise prov1ded in these regulations or otherwise spec1f1ca.11y
appr0ved by the institutional head and the President or by the
Board of Regents. The University can assume no liability for
payment of obligations except those incurred in accordance with

authority thus granted.

iy

AR LT

Secgeu 2. Purchasing Ethics. T
2. 1 All qua11f1ed reputable b1dders shall be - given equal
0pportun1ty to submit bids on a umform bas1s when compet1t1on

i poss1b1e '

- 2. 2 No bldder shall receive spec1a.l cons1derat1on or be allowed
i -0 to revise his bid after the tlme set for openmg b1<5l.s°

. 2.3 Purchasing agents and their staffs and others authorized
by or under these regulations to make purchases shall not accept
~gratuities or become obhgated to 1nd1v1duals or flrms seekmg
business. s

2.4 Any v1olat10ns of these purchasmg ethlcs shall be reported
promptly to the President and to the Board of Regents.

i rchases of Supphes a.nd Equlpment

‘.Supplles, matenals, serv1ces and eqmpment for
_For Au.leiary Enterprlses. :
.. For Organized Actzwtles relatmg to 1nstruct10na1
4 .  departments.
R T % _From‘G:.fts and‘Grantsp

3 3 The off1c1almUn1ver51ty purcbas;na sl
departmnni-a E i to
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Y drige provided in these regulations or otherwise specifically

Secpeems 2.

approved by the institutional head and the President or by the:
Board of Regents. The University can assume no liability for
payment of obligations except those incurred in accordance with
authority thus granted. '

Purchasing Ethics.

2.1 . All qualified, reputable bidders shall be  given equal
opportunity to submit bids on a uniform basis when competition
ig pessible,

2.2 No bidder shall receive special consideration or be allowed
to revise his bid after the time set for opening bids.

2.3 Purchasing agents and their staffs and others authorized

by or under these regulations to make purchases shall not accept
gratuities or become obligated to individuals or firms seeking
business.

2.4 Any viclations of these purchasing ethics shall. be reported
promptly to the President and to the Board of Regents.

8.5 Eurchases of Supplies and Equipment.
%l Unless otherw1se prov1ded in these Regulatmns or

spec1f1cally approved by the Board of Regents, the State. Purm
chasing 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:
fm)"k. Supplies, materials, services and equipment for
resale.

gxﬁ . For Auxiliary Enterprises.

je)¥.  For Organized Activities relating to instructional

L departments.
{4)4, . From Gifts and Grants,

3.2 Unless otherwise provided in these regulations or specific-
ally authorized by the executive head and the President, all pur-
chases of supplies and eqmpment shall be made through the offi-
cial purchasmg agents of the component institutions.

3.3 The official University purchasing agents and divisions,
departments, or offices of the University to whom the purchas-
ing function has been delegated shall observe sound and generally
accepted purchasing practices of educational institutions 1nc1ud-
ing the following:

3.31 Items on State Contract processed through the
Board of Control will be purchased through the
official purthasing agents.

3.32 Purchases of supplies and equipment payable (or
reimbursable) from Federal funds, trust funds,
and auxiliary enterprises funds may be made
directly from vendors if it is essential to effi-
cient operation to do so or if monetary savings
would result.

3.33 Closed or non-competitive specifications shall not
be used except in unusual instances clearly justi-
fied as being essential to efficient operating per-
formance. . Reports of all such exceptions with a
summary of the reasons therefor shall be filed
quarterly with the President and with the Secre-
tary of the Board of Regents.

. 3.34 Competitive bids, usually a minimum of three,
shall be secured whenever competition is available.

. 3.35 Purchase awards should be made to the supplier
submitting the "lowest and best bid" as defined in
the State Purchasing Act of 1957.

[ S
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information from it, can be secured from the purchasing agents,
who also render assistance in securing bids s well as in preparing

and processing requisitions.

Sec,-4. antacts with the State Board i Contrel. All *ontacts, whether oral

gt 4

or wrltten, with the State Board of Control ang w1t ndpr; are
handled through the official purchaszng agents unless advance written
authorization is obtalned from %hem or the business eﬁﬁipeﬁs for other

persons to do so.

Sec, 5. BReguisitions.

5.1 Sepzrate requisitions shall be made for:

5.11 State contract items purchased through the Printing Divisidn

of the State Board of Controlj

5.12 Stete contract items purchased through the Purchaging Division

of the State Board of Control; and

5:13 Items to be purchased ip the open.merket by competitive bids,,

or otherwige..

5.2 Requisitions for supplies and equipment shall<pe frepared on the
official depertmental requisition form, approv;ﬁ_by the chairman
of the department, or other administrative official, and the original
forwarded to the business office or other designéted office for
apprQVal as to availability of funds and to the offieisl purchessing
agent for approval of the purchase. Requisitions shall show an
ectual or estimated cost and shall be numbered consecutively.
Separate requisitions shell be made for purchases on the open market
for each class of items, such as hardware, electrical supplies,
chemical‘supplies, etc. The department shall be furnished a copy
gf each purchase order iséued against its funds by the purchasing

agents. -
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5.3 Requisitions shall not be required for perishable items, automobile

i ‘ | repairs which include both meterial and labor, and service charges

which include only labor. However, vouchers payeble from State funds

for perishable items, or automobile repairs including materisl must

be approved by the State Board of Control.

Sec. 6. Requisitions for Space leases. -
6.1 Space leases involving buildings must, by law, be apprdved by the
'Stete Board of Control and may not extend beyond the current

biennium. L r
L. Z Proposals

} space leases require the approwal of the President and the Board of.
ents, and lease contracts drawn in accordance with such approval shall
gned by the University Comptroller. "

TULRE S GUALT UGU L S MA W o iy - e - mvmng o e e - 3 RUVIGEDT
oy ‘ N 5T e
or other purposes. The requisition must show: ST

A
6\R1 Type of spece and purpose of its usej M ‘/rff/%
(32 Approximate number of square feety W c,(&‘w;

6.43 j.-.’ocation /5 W

}fhether jenitor service asnd/or utilities will be furnished by

the lessor) M

}ny other requirements.

sals for space leases Te 1 by th esident and the

Sec. 7. Rental of Machines egnd Fouipment. Requisitions for rental of all

machines and equipment are required, by law, to be apj)roved by the

State Board of Control priof to the beginning of the rental period.

They are submitted tﬂroughn the purchessing agents and payment of 'thel
- rentals shall be made only after approval of the requisitions by the

Board of Control. Also, see section 11, of this Chapter.
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Sec. 8, Purchasge of Air Conditioning Foulpment. It is the policy of the Board
of Regents thet expenditures for purchase of any new or additional
eir conditioning equipment must be approved in- advance by the Board or
the President on recommendation of the executiﬁe head of the component
ingtitution. Because the installation or replecement of air condition-
ing equipment frequently involves special electrical instelistlions,
depariments shall secure the approval, in writing, of the Director of
Physical Plant and/or the Business Officer before initiating a
request for such equipment. When deparimental funds ars the source of
the originesl purchsse, instsllation costs, as well as maintenance ang
repair costs, shell be paid from departmental budgets.

Sec. 9. JPurchege of Stetionervy, Office Supplies, Stenogrephic Services,
i nd Multilith Work inting, cks, Periogicals, an

Magazine Subscripiions.

9.1 Statlonery, office supplies; stenographic services, mimeograph and
multilith work shall be purchased by departments and administrative
offices from the Stenographic Bureau at the Main Universitf or from
a central source of supply at the other component institutiQnso The
depertment, in writing, shall authorize certain persons to make such

parchases.

9.2 Printing at the Main University is usually purchased from the
University Printing Division; and st the other component institutions

purchases are made as designated by the business officer.

9.3 Books, periodicals and magazine subscriptions; if payatle from
general budget funds, shall be purchaséd at the Main University
through the University Library by the iise of a book order card. Pur-
chases from other funds &t the Main University and purchases at the
other component institutions, shall be made by requisition through

the purchasing agents.,

Sec., 10. Purchases from Employeeg. Purchases are not permitted from any

officer or employee of the University unless the cost is less then
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Sec. 1l.

that from any other known source and until approved by the institutional
heads, the President, and the Board of Regents. Details of such

transactions shall be reported in the dockets or Minuteg of the Board.

jters. In accordance with the current
appropristion bill purchase or rental o executive and/or proporiional
spacing typewriters is not permitted unless the head of the department
makes an affidavit attached to the requlsition for the purchase that the
use of such iypewriter shall be more economical than purchasing printed
matter and such typewriter shaell be in continuous use for at least six (6)

hours a day. Alsc, see Section 7 of this Chapter.

I Vard o §Pionl %w;--ﬁ#ﬁwzw i/&e..,%a/._z'

ged or rented equipment shall not be accepted in fulfillment of an ord

new machines or new equipment, even though such machines or
et have been used by the component institution making the order. oot
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Chapler V

FERSONNEL

Sec. 1. Classified Pergopnel. The Policy of the Board of Regents on the

Development, and Coordinstion 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

tos

1.11

1.12

1.13

The administration of the Classified Personnel Program in his
X < .Aqwnq—vuhﬁjim
institution. The

1.111 Xnow the objectives and all of the details of the

Drogram.

1.112 Assume responsibility for recommending all changes in

the written progrem to his chief executive officer.

1.113 Interpret the personnel program to hiz instltution--

adminigtration, supervisors, and employees. .

The classification plan. Thed?irectagiﬁhallg
R T e

1.121 FRecommend all changes in any existing job classgifica=

-tion or the creation of any new job classification.

1,122 Write ell class specifications.

1.123 Allocate 2ll jobs to the proper job classification.

1.124 Assure that no person is eppointed in a position in the
clasgified service under @ title not included in the

Classification Plan. .,
oL S 3
Jg”fﬂfﬂﬂ AR VI e W CERY VS g
LA e Py

The Pay Plan. The Dkeactoplshalls

i

1,131 Recomnend all changes in approved salary ranges together

with the ranges for all new job clasgifications.

1.132 Meke salery studies to determine correctness of existing
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salary ranges end to substentiate recommendstions for

new ranges or changes in existing ranges.

1.132 Assure that no appointment and/or change of salary is=

mede which is:

—
a'/“

1.1331 Below the minimunm salary for the class range

(except for a "Trsinese™).
1.1332 Above the maximum salary for the class range.

1.1233 Not on a regular step (or fraction thereof if

part time). ,
e i O
1.14 The policies and rules. Th%féﬁ;ecxe;.shall° ‘

Sl

1.141 Provide a uniform interprétation of the'institutioﬁ*sﬁ

personnel policy.

e _‘_’; .'-“5".5::2";' 1 z
1.142 'Advise his chief executive offlcer and the System
nel Adwiser of any violation or abuse of this policy. "

1.143 Recommend any necessary change in the written ]

o~
Y/II

1.15 Personnel transaction. Th(ﬂnl amﬁ*?r challs

and Ruleg.

1.151 Approve all budget recommendations,; appointments, changes
of status, militery leaves, lesves without pay, sepsra-
ﬁions or other personnel transactions involving clagsi-
;ied employees Eé%g;;to final consideration by his chief
executive officer to assure conformity with all provisions

of the Clagsified Personnel Program.

1,152 Call to the atiention of his chief executive officer in
writing any violetion of the program which mey be

approved outside the channels provided above, with a

copy to the P;% B eyl T ey
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1.16 Personnel services. Thqiﬁ%ggg@er hall provide necessary
B
personnel services to departments of his institution es
rapidly as time and staff permit. These services should

include, as & minimum;, the following:

1.161 Centralized personnel recordss

1.162 A progrem of interdepsrtmental promotions.
1,163 Centralized recruiting for job vacancies.
1.164 A training pfogramu

1.165 A program of employee communication.

1.2 The development and coordination of the System~Wide Personnel

Progrem. Thb £pLisiing Tiles duetll epplys-
1.2 The Clegsification Plan.

1.211 (Qoverage: The Clacsified Service of The University of
Texag System shell include all positions on the staff
at the University which dc¢ not entail significant
instructional responsibilities or reaspongibilities for
the administration of instructional or research organi-
zations. The chief executive officer of each component

institution shall determine the inclusiveness of the

classified service within this general definition, and
et shall submitvﬁ;on raqueat}%o the President}a‘list of " those

administrative or resesrch positions not included

in the classified program.

1.212 Type of Plan: Uniform use shall be made of the "grading

or Job Classification® system of job evaluation. Job
specifications shall be prepared according to the

Progedure for Writine Clasg Specifications provided by

the Office of the President of The University of Texss.
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1,213

1.214

Job Titles: Standardized Job titles shall be used for

e .
similiar} job classea common to two or more of the

o

componeht institutions in order Eygt a particular job

title shall describe F@. similar worle:) Clasges

unigue to a component irstitution shall have sultable

deseriptive titles.

Job Codes A uniform job code entitled the Personnel
Clagsification Code shall be used to designate job
¢lasses. This code éiﬁﬁi?be used on IBM cards to

compile statisticel Information on clagsified employees.

1.22 The Pay Plan.

1.23

1.221

1.222

A uniform system of salasry steps providing for an
increase of five per cent, to the nearest dollar, above
each preceding step shall be used for all pay plans.
All salaries shall be on szlary steps, or a fractional

part thereof.

A uniform system for setiing forth the salary ranges for

~each job classification shall be 'used in the pay plans

1.223

for ezch institution.

Salary ranges for each job clasgificetion shall be
dependent upon the competitive labtor market situation

for each institution, as determined by pay surveys.

The policles and rules.

1.231

1.222

Fach ianstitution shall operate 1ts Clasgified Personnel
Program under a poliey statement covering the appoint-
ment, compensation, snd working conditions of classified

employees.

Uniform policies shall be followed in providing vacetion,
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1‘,2§

sick leave, etc., within the limitations imposed by

loeal operating conditicns.

#

i

Wh—,
~Grpranifdmd- Personnel Officer.

1,251

1.242

The chief exescutive officer of each component institu-
tion shell designate one qualified official who shall
be responsible under the chief executive officer of
that institution for the éevelopment and operation of

the Classified Personnel Frogram.

‘Functional direction and kelp on technical personnel

matters shall be provided each clagsified personnel
officer by the O0ffice of the President of The University

of Texas.

1¢25P'Approval of additions to and changes in the Classified Personnel

Program.

1.251

1.252

Formal approval of the Clagsification Flan, Pay

Plan, and Policies and Rules developed by each
institution was obtained from the Board of Regents

at the time sach program was formally adopled.

Changes in the Classification Flan, Pay Plen, and
Policies and Rules at each institution must be
msde upon the recommendation of the branch
personnel officer, the chief executive officer of
the institution, ané;the aﬁproval of the President
and the Bozrd of Regents. Such changes must have
the approval of the President prior to inclusion

in the Regents' Docket for the institutlion concerned.

~ The System Personnel

Adviser serves as a steff officer advising the Presgident through

the Vice-President for Fiscel Affairs on the Classified personnel
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programs for each of the component units of the system.
1.27 Reports.

Necessary reports concerning the status and operation of the various
classified personnel programs mey be required by the President o

The University of Texas.

Sec. 2. General Pergonnel.
2.1 Fidelity Bond.

2.11 As approved by the Board of Regents, the University shali carry a

blanket position (fidelity) bond which shall cover employees of all
oG 1ALl loyees 1
. empioy

component 1nst1tutions o 11
covered in the amount of $5,000 each, It shall be the responsi- )
the Comptroller to recommend to the President through the Vice-
:I#‘;"1scaI ‘Affairs the administrative ‘ officials who are to be
mounts in excéss"'df this figure, ‘and the amount of coverage 1
for each.
mﬁqumﬂw__dltor is nec§ssary° U glh gt

A et

;-e Secretary of State and the State Comptroller of Public Accounts
" shall be each furnished with an original of the bond. The Bond shall

be issued in "triplicate orlglnals“ w:t.th one original t6 remein with the

: Un:.vers:.ty Comptroller. 'A copy of the Bond shall be filed in thke
§ the Secretary of the Board of Regents "

the basis of the number of employees covered for which a premium carg
1s mades
2.14 At the time a loss occur e University Comptrolier shall be notified by the

t

approprlate Business Managex and shall approve all loss claims and

sl . A o L. Any settlement
'$1,000 and under $10, 000 sha,ll be approved by the President as we
by the Comptroller, and shall be reported to the Board of Regents f
R fication at the next meeting. - Settlements in the amount of $10, 000
B st have the advance approva.l of the Board of Regents "

JRSETRPEES

o Every employee must execute and file with
the institutionsl business officer an Employees' Withholding Fxemption Certificate
before compensation cen be paid, since the United Staies Treasury Depariment,

Internal Revenue Service, requires collections of Income Tax on wages at the source
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programs for each of the component units of the system.
1.27 Reports.

Necessary reports concerning the‘statds and operstion of the various
classified personnel programs may be required by the Presiﬁent o

The University of Texas.

Sec. 2. General Personpel. '
2.1 Fidelity Bond.

2.11 As approved by the Board of Regents, the University shall carry a

blanket position (fidelity) bond which shall cover employees of all

!__ Rt A - o 5,000 each -. al.
. PP LOF a3 /' bepgain cedifinbrerts " 0% ‘/'1/’«{.
| @4, "’

1%, Tor totel coverage in excess of $10,000, approval

of the State Auditor is necessary. =< M' P~

[ SR

The Secretary of State and the State Comptroller of Public Accounts

shall be each furnished with an original of the bond. The ‘B?nc?_ shall

be issued in "triplicate orlglnals" w1th one original 'ho remein with the

Un:.vers:.ty Comptroller. 'A copy of the BOnd shall be filed in the O
i the Secretary of the Board of Regents. " =

THe Premiun £or the Bond is prorated to the component INSTLTUTIO
the basis of the number of employees covered for which a premium charge
iw madce

2.14 At the time a loss occurgile‘ University Comptroller shall be notified by the

4

appropriate Business Manage;' and shall approve all loss claims and

ot . %__- ANy settlement o
-$1, 000 and under $10 000 shall be approved by the President as wel

€ by the Comptroller, and shall be reported to the Board of Regents f
fication at the next meeting. - Settlements in the amount of $10, 000 o
must haye; the advance approval of the Board of Regents. "

the ingtitutional business officer en Employees! Withholding Exemption Certificate
before compensation can be paid , since the United States Tressury Department,

Internal Revenue Service, requires collections of Income Tex on weges at the source
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The deductions for taxes withheld is suthorized by State Lew on payroll

forms prescribed by the State Comptroller.

2.3 Leave for Military Dutv.

231 A leave of absence not to exceed fiftéen icalendar days in any one

calendsr year is graented faculty or staff nembers who, as members
of the Nationsl Guard or Officisl Militid of Texas, or members of

any of the Reserve Components of the hrmed Forces, are engaged in

field or coast defense training, parade qr encampment as ordered

or authorized by proper authority. During such periods, the

employee 1s absent without logs of efficiency reting or vacation

time, or selary, snd is restored to the position and stztus he

previously held when relieved from military duty.

2+32 The institutional heads may prescribe forms and procedures for such

reguests.

2.4 Overtimeg.

R.41 QClagsified Pergonnel.

2411

2412

The schedule of activities shall e so organized that employ-
ees are not required to work in exjcess of established work
periods except when/@perating nec%gsities demend it.
Equivalent compensatory time fo for required overtimer of.
at least one hour or more above egtablished work periods is
given employees whose salaries arke below the minimum for =z
fﬁllwtimg instructor at sll instiltutions except the M. D.
Andergon Hospital and Tumor Institute and the Southwestern

Medical School where definite salbry limits are set.,

Overtime squivalent not to exceed| & regular work week mey be
accumulgted znd compensatory time] taken st a mutuslly conven-
ient time. Under exceptional cirpumstences psyment may be made

to eligible employees on/a straight:. time basis from the budget of
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the employing department, upon approval of the appro-

priaste administrative officials.
2.42 Faculty.

2:.421 Full~time faculty members of the rank of Instructor
or above are permitted 1o work & meximum of* 10 hours per
week additional time in govérmment end other zponsored
projects upon recommendation of the chairmen and deen
of their respective departments, schools, or colleges,
and with the approval of the project director and the
head of the component unit and to recelve extra compen-

sation for such work at & pro rats of their #

full-time teaching salary ratej

R 'provideg
¥€F, that such additional work does not interfere with the regular}
ddufies of the individual. " ;

or above may be similsrly approved for addit;
work in government and other sporisored projects subject to a
maximum combined work load of 50 hours per wekek,
compensetion in the sponsored project to be el a pro

rata of the regular full-time teaching salary rate.

2:423 With rare exceptions, full=-time employees on a twelve
‘ months' salery bzsis shall not be permitted extra
employment on government and other sporisored projects.
In the event that such employment is approved, it is

governed by the limitetions stated above.

2.5 Siudent Employment.

2.51 The employment of students as Teaching Assistants and
Assistents st the Mein University 1s effected through
the/appropriate departmental chai:rman and dean in accordance‘
with the .Quantity of Work rule with notificat.ion to the

Vice=President and Provost.
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2.6

2,52 The employment of students a&s classified persomnel is

2053

2.54

handled through that office; notices of work aveilable

are listed with the Student Employment Bureau.

The Quentity of Work rule provides that the combined
study and work load of an employed student may not exceed
gixty hours per week. In arriving at the total combined-
work load, each class hour of course work carried is

velued at three clock hours.

Exceptions to this rule are rarely made and then shall
be made only upon gpecific recommendation of the student's

scademic dean.

Patent Policy. Where no specific contract to the contrary has been

approved by the Board of Regents, ‘the following policy

a&ppliss to patents obiained by University employegs:' = =1+ 1.r¢

2.61

The title to the patent for a discovery or invention by a
Universlity employee shall belong to the employee subject

to the following provisions:

2,611 When total net royalties, or other compensations, are
less than $1,000, no payment to the University is re-

guired.

2.612 When net royalties, or othsr compensations, amount to
more than $1,000 but less than $5,000, 10% of the ex-
cess of such royalties or other compensations over

$1,000 shall be paid to the University.

2.613 When net royszlties, or other compensations, amount
to more then $5,000, the royalty or other compensation
paid the University will be 10% on the amount above

$1,000, but less than $5,000, and 20% on all smounts
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Sec. 3.

Other Regulationg Concerning Personnel are Reported i les

Regmlations of the Board of Regents. Part Cﬂ;’ ';; follows:

of $5,000 or more.

2.614 Where contributions have been made to research projecis

by private donors, non-exclusive licenses on all inventlons
or discoveries resuliing from such research may be issued
on a reasonable basis without digeriminatien in favor of

or against those making contributions in aid of the

research,

(N @

'M{ ‘}‘ : g
Political Ald and Lesislative Infinence - Chapter III, Sec. 1.7,

Affidavit ~ Chapter III, Sec. 1.6, page 19.

paze 20,
Physieal Exgmination - Chapter lIII, ec, 1.8, page -31—-@0,
Enployment of Aliens - Chapter IXI, HSec. 3, page 21.
Indebtednesg to the University or the State - Chapter III,
Sec. 27, page BIiL,
Appointment of Relatives (Nevotism Rule) ~ Chapter III, Sec. 5,

page 2%+ Lo~

30,
Holidays - Chapter III, Sec. 14, page 35,

VYacetion - Chapter III, Sec. 15, page 333 O
Sick leaye - Chapter III, Sec. 18, page 24,3

Leave for Jury Duty - Chapter III, Sec. 19, page 3’5‘1‘311

Leaves of Abgence Without Pay - Chapter III, Sec. 16, page 3.3 0.
Absence from Usual and Resmlar Dutiey ~ Chapter III, Sec. 20,
page 85.,3’.

Qffice Hours ~ Chapter III, Sec. 12, page w219

Cutside Employment ~ Chapter III, Sec. 13, page 33.162.

53,
Accentance of Money from Students ~ Chavpter III, Sec. 25, page B

Texthooks and Other Materials Preserihed for the Use of Students -
Chapter III, Sec. 23, page B6. > '

a—

Institutional Fmmlovees as Studentg - Chapter III, Sec. 29, page 3.

Power to Anthorize Bxpenditures out of University Funds - Chapter IIT,

Sec, 26, page ‘37\3‘-# ‘
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Divigion of Salaries for Staff Ensased in Teachins and Non-
Teachingz Activitieg - Chapter III, Sec. 17, page %4 3/,

Compengation for Correspondence and Fxtension Teaching of
Fulltime Staff Members ~ Chapter ITI, Sec. 22, page 36. 33\,

Classified Personnel Systems - Chapter III, Sec. 2, page 2. 2. (),

Code. of Ethicg ~ Chapter III, Sec. 4. page%;la

Tenure, Promotion, znd Termination of Employment -~ Chapter III,
Sec. 6, page 2*5.,&‘4(.

Modified Service ~ Chapter III, Sec. 30, page ‘s&&ﬁ
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1.1

1.2

1.3

Chapter VI

STAFF_BENEFITS
'{Staff benefits may be subject to change by Stat

There are two types of members in the Teacher Retirement System:

1.11 Teacher members = employees occupying positions:as teacherng,
clerks; administrators, supervisors and related occupations

in educational institutions; and

1,12 Auxiliary employees - all other employees of educational
ingtitutions otherwise eligible, such as bullding attend=-

ants, carpenters, etc.

All employees of the University employed on a regular, full-time
salary are required by law to perticipate in the Teacher Retire=
ment System, which became effective foarteacher members

September 1, 1937, and for awtiliary msmbers September 1, 1949,
except persons eligible at those times who executed waivers
within the period allowed by law and have not revoked such waiver
if lster permitied, and members of the Fmployees Retirement

System about which information is given later.

Annual membership dues in the Teacher Retirement System are §3
which amount is deducted from the first salary payment in a
fiscel year. Members contribute gix par cent of their salary
up to and including $8400 per year, with the meximum contribution
of $504 per year, which smount is deducteéﬁfrom the monthly
salary payment. The contributions sre sent monthly by the
business offices to the Teacher Retirement Systemo Each year
members receive a statement from the Teacher Retirement System,
through the business offices, of their totel contributions,
plus accumulated interes&/%hrough August 31 of the preceding
year. Within the provisions of the law, the State also con=

tributes to the memberis account.
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1.4

1.5

1.6

1.7

The annuity payable at retirement is based on the salaries

earned by the member. Annuity payments for services rendered

prior to September 1, 1955, are based on the average annual

salary of the member during the five=yenr period from September 1, 1950
to August 31, 1955. Annuity payments for services rendered subsequent
to August 31, 1955, are based on the actusl salary earned during each
year of such service, not to exceed $8,,00.00 of salary for any one

year,

When a member leaves the employment of “he public schbols of Texas, he may
withdraw the amount of his contribution, plus accumulated interest,

upon application, or he may leave the funds at interest for not more

than five out of six consecutive yesrs during which period he pays the

annual membership dues.

If e member dles before retirement, his beneficiary, depending upon the
relationship to the member, will be entitled to death benefit payments

or survivor benefit payments, whichever renders the greater advantage

to the beneficiary. If there is no beneficiary with an insurable interest,
payment will be limited to t he zeccumulated contributions plus inlerest

standing to the account of the member with the Teacher Retirement System.
Eligibility for retirement henefits is zs follows:

1.71 With ten years creditable service upon reaching age 65, member
is entitled to retire with full benefits based on service rendered
and salary earned, A teacher member is entitled to minimum benefits
of $75.00 per month. An auxilisry employee is entitled to minimum
benefits of $50,00 per month.

1,72 With fifteen years creditable service upon reaching age 55, member
is entitled to retire at reduced actuariasl equivazlent of benefit

payable at age 65.

1.73 With twenty years creditable service upon reaching age 60, member
is entitled to retire with full benefits based on service réndered

end salary earned. A teacher member is entitled to minimum bensfits
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of $100.00 per month. 4n auxilisry employee is entitled to minimum
benefits of $75.00 per month.

1.74 With 25 years creditable service upon reaching age 55 or with 30
years creditable service gt any age, membery&s entitled to retire

at reduced actuarial equivalent of benefit payable at age 60,

1.8 Creditable service consists of prior service, former membership sei'vice9
and current membership service., For teacher members; prior service is that
before September 1, 1937; former membership service is that rendersd during
the period September 1, 1937, to August 31, 1955; and current membership
service 1s that rendered subsequent to August 31, 1955. For suxiliszry
employees, prior service is that rendered pricr to September 1, 1949,

former membership service is that rendered during the period Septembef 1,

19492, to hugust 31, 1955; end current membership service is thet rendered

subsequent to August 31, 1955.

1.9 Informztion pertaining to options under which retirement benefits may be
drewn and to reciprocal service between the Teacher and Employees Retirement
Systems, as well as other information; may be secured from the local
institutional business office; the Central Administretion Office of Workmen's
Compensation Insurance and Other Staff Bemefits, or the Teacher Reti?ement

System in Austin.

Sec. 2. Emplovees Retirement Sygstem.

2.1 There are relatively few employees of the University who are members of
the Employees Retirement System since they are no longer eligible for
initial membership in thié system. Only those who were eligible between
September 1, 1947 and August 31, 1949, and who did not waive membership
as of September 1, 1947, are now members. Beginning September 1, 1949,
new employees who would previcusly have bean eligible for this plan
became eligible for membership in the Teacher Retirement System as

auxiliary employees.

2.2 Annual membership dues in this system are $2 which sum is deducted

from the first monthly sslary payment in a fiscal year. Contributions
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of employees are 4 1/2 per cent of the total salary earned, which

is deducted from monthly salary payments. The University contributes
an smount equal to that of employees, paymsble from the same source

as the salary. All contributions are ¢eposited monthly with the
Employees Retirement System and by law are deposited by that agency

with the State Treasurer.

2.3 Member's deposits are handled in the ssme way as in the Teacher

Retirement System.

2s:4 Provisions for membership and retirement requirements and benefits
are quite similar to those for the Teacher Retirement System.
Prior service in this system is all creditable service prior to
P September 1, 1947, and membership service that which was esrned

since that date.

2.5 Further details, inecluding information pertaining to reciproeal
service with Teacher Retirement System, may be secured from local ‘
institutional business office, the Central Adminigtration Office
of Workmen's Compensatlion Insurance and Other Staff Benefits, or

the Employees Retirement System in Austin.

Sec. 3. Group Life Insurance.

3.1 The University carries a master group 1ife insurance policy,
covering ell institutions; with the Aetna Life Insurance Company
for & ."One Year Term Plan.® Premiums are payable annually, in
advence, increase for each person with sach year of age, and are
payable entirely by the individual. The program is optional
but is available only to full=time employees; new employees
are notified of their eligibility by ths business officses

immediztely after employment.

3.2 The amount of insurence available is egiel to the annuel salary,
or nine months' salary for faculty membsrs on that basis, to the
nearest $100, with a minimum of $500 and a maximum of $5,000,

renewable annually by the individusl. loverage is adjusted with
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3.3

3ed

3¢5

3.6

3.8

salary changes, at the option of the employee at the beginning
of a fiscal year, but mandatory within the limits above on

February 2 of each year, the anniversary date of the policy.

No medical examination is required if application is made for
insurance within 90 dajs from the date of employment. After the
90 day period, an "Evidence of Insurability" form, prepared by
the compeny and available through the tusiness offices, is re-
gquired. HNo medical examination is required if this form is
accepted by the company after review, but, if it is not so
accepted, the applicant must have a medical exemination at his
expense. Coverage ig ususlly the date the application form is
accepted by the business office but is subject to the condi-

tions indicated above.

Premiums are collected by the business office according to
statements sent to the policyholders from that office. Premiums

nust be pald before January 31 each year.

Beneficiaries are designated by the policyholders on the
application forms and may be changed during the 1life of the
policy upon application to the business offices. Each policy-
holder receives a certificate issued by the company and trans-

mitted through the business offices.

Poliecyholders who go on modified service under the Rules and
Reguletiong of the Board of Regents may continue the policy in
the amount held at the time of going on modified service or msy
have it reduced tc conform to the modified serwvice salary. The

plan selected at that time cennot be changed later.

4 polieyholder who is less than 60 years of age and who becomes
permanently and totally disabled, may receive the face amount
of the policy in accordance with one of several options. Thera

are no disablility benefits after age 60.

Benefits at death are payable according to one of several options.

Upon notification of the death of a policyholder, the business.
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3.9

Sec. Zyo

VAN

3ec. 5.

5.1

office assists is the preparation of the reguired records to be

sent to the company.

Participation in the Group Life Insurance Program automatically
terminates when employment terminates unless the policyholder
retires under the provisions of the Tesacher Reﬁirament System
or the Employees Retirement System or tinless he converits the
group policy into one for regular individuel iife insurance.
This conversion mey be made, without a medicel examination
within 31 days of termination of employment, to any regular
individusl 1life insurance policy, except term insurance,

customarily issued by the company.

Group Hospitallzetion end Medigal Benefit Flang

Group hospitslization and medical benefit plans may be insti-~
tuted or continued at each of the component institutions subject
to' approval of the institutional:Head, the University Comptroller,

the President snd ratification through the Regentis docket.
Workmen’s Compensation Insurance

The Workmen's Compensation Insurance Program is on a university-
wide, se%f-insuring basis, financed by setting aside not more
than two“per cent of the annual payroll of covered employees,
and provides certain benefits for injurieg sustained on Fhe

job. These benefits include payments ﬂér reagonable medicsl
éids hospitalizatlon; etc.3 total or partial incapacity;

specific losses; and death.

. The Director of Workmen's Compensaiibn Insurance and Other
Staff Benefits, in cooperetion with other University officials,
investigates accidents and injuries, and endesvors to develop,
publish, and enforce safety rules and rsgulations. His office
keeps a complete record of &ll injuries on the job and is

responsible for reporting them to the Industrial Accident Board.



5.3

5.5

£11 employees whose names appear on tiie payrolls are eligible

excepb:

5,31 Administrative steff, including officers of the administration;

5.32 Teaching staff, research staff, clericel and office employees

and supervisory staffs unless hazardous work is required,
such g8 handling or working in ¢lose proximity with dan-
gerous chemicals, materials, machinery or equipment; work-
ing in a dangerous area; performing manual labor; traveling
regularly; or being exposed to hazards of occupational

disease; and

5}33 Persons paid on & plece work basis or any basis other than

by the hour, day, week, month or year.

Eligible employees who do not wish coverage may waive all rightg
to the benefits at the time of appoinftment. However, the waiver
may be revoked at any time during continuous employment and the
employee covered by insurance 30 days after the application form
is signed, upon taking the necessary odhysical examination and

being certified as physical fit.

A physicel exsmination by a designated physician is required for
all persons to be covered and, before the individual's name can
be placed on the payroll, the executed original of the examina-
tion form must be filed in the Workmen's Compensation Insurance
and Other Staff Benefits0ffice. The NDirector furnishes a list
of physicians for theée examinations which is approved by the
Board of Regents. A fee of §5 is paid by the Workmenfts Compen-
gation Insurance Office for each examination. Persons who fail
to pass the physical examination cannot be covered by the insur-
ance, They may be employed only after signing s waiver of sll

I'igh'bs o

A notice of coverage is signed by all employees'who are covered,

vith the original filed in the Director’s office before a name Is

FR = 46



5.7

5.8

5.9

- physician and et any hospital, including institutional healtp;

= choose the hospital to be used, except as

placed on the payroll. All personnel forms and payrolls include

pertinent information on Workmen's Compensation Insurance by a

- symbol or other notation.

The percentage of the annusl payroll, within the two per cent
mentioned in Section 50} above is approved by the Board of

Regents, and the amount is set agide from available eppropriations
other than itemized salary appropriations. Fach business officer
prepares and sends to the Comptreoller of theKUhiversity at Austin

a monthly report of covered employees showing the source of their
salaries and, if from local funds, encliosing 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 peyrolls paid from State funds to

the Workmen's Compensation Insurance Fund in the State Treasury.

Physiclans zre designeated for treatmen' and care of injured
employees upon recommendation of the Director and approval of
the President and the Board of Regents and are called for
treatment when possible. though other competent physicians may be
authorized for treatment at the request of the amployes.

Emergency treatment, howsver, may be provided by any available

%‘he?nsu&‘ed é-‘r'ﬁployee and the phy,}w
indicated for emerg

sgtwent. The designated”

centers or hospitals.

physician authorized to trest injured employees files & Surgeon's
Report with the Director when treatment 1s first given. Fees
for services rendered should be reasonable and fair and commen-
swrate with services performed. They are, by law, subject to

contrel of the Industrisl Aceident Board.

The supervisor of a covered employee wio is injured during the
course of employment, must file a complets report with the
Director whether or not time is lost from work, If time is lost,
a supplemental report is filed when the employee rsturns to work.

When the time lost is over 60 days, this report is filed at the
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end of each 60 day period. The same farm is used if the employee
is disabled later due tc the originel injury. In the event of

desth of the injured employese, the form is filed immedietely.

5.10 The supervisor ig also responsible for [keeping in close touch
with injured employees and their attending physicians and
invegtigating medical attention to‘see{that unnecessary aid and
visits are avoided. He approves the séatement from the physician

ag to services rendered although not adtual charges for treatment.

5.11 Compensation paid is in lieu of salary |and wages and the employee's
name is therefore dropped from the paynoll when he is unable to
work after injury, and is not returned |to the payroll until he

is back on the job after certification by the attending physician.

5.12 The compensation for a covered employed injured in the course of
his work is equel to 60% of the averagd weekly earnings for the
12 months immediately preceding injury |though not more than $35
nor less than $9 per week. Compensatidn to an employee on less
than a full work day basis is not more [thaen 60% of his average
weekly earning, with the same maximum df $35. Compensation is
not paid for incapecity of less than orle calendar week ﬁnless
incepacity continues for 28 days at which time the compensation
is paid for the firgt seven days. Bendfits may be paid for no
longer than 401 weeks from date of injiry for lotal incapacity
and no longer than 300 weeks for partigl incapacity for work.
For specific injuries, the Director hag information availeble
on request concerning benefits for spedific injuries such as the
loss of 2 hand or an eye. In case of death, benefits are com-

puted on the besis of 360 weeks from injury.

5.13 Payment for physical examinations, medical aid, hospitélizationﬂ%’* e

-and compensation is through the Workmer's Compensation Insuran””ﬂ‘;:éié

and“Other Staff Benefit Office. : ST

5v%4

the following 1nformat10n The names of all erpployees receiving wor}
compensation benefits during the preceding yedr, and for each such e
the number of separate incidents involving losg of time, the total wo
days lost, and the total compensation received; a list of physicians t
payments were made and the totals paid to each. "



Sec. 6. Social Security (Old-Age and Survivors Irnsurance).

oY
\

6.1 As an employer, the University complies with the relevent pro-
vislonsg of the Social Security Act. All University 'employees |
are required to participate in the Federal Social Security

Program as a condition of employment.



Sec., 1,

Sec. 2,

Chapter VII

PHYSICAL PROPERTIES

Except as otherwise specificelly authorized, msll University
property shall be used only for official business. Only Lidbrary
books and other ltems of simllar nature «f well-established use
may be used for the personal benefit or pleasure of employees.

A Property Manager is designated at each institution,

Use of Physica) Focilities of the University by Outside Grounsg;

The University of Texas as a Joint Svonser. Use of University

2.1

2.2

2.3

2.4

physical facllitles, especlally aundltorlums, gymnasiums, and
large rooms, by outside groups shall be subject to the following
rules in which the "University" shall mean any component insti-

tution:

The University of Texas will not permit the unrestricted use

by 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 galn for the

cooperating group or groups.

The University, establish”d as a public institution without
regard to politicaaﬂ?r religious falth, cannot be a joint
sponsor with any non-campus organization for pelitical or
sectarian gatherings. However, the appearance by or on behalf

of a candidate for pubdlic office may ve avthorized under con-

ditions prescribed by the Board of Regents.

Whenever non-University groups share in the use of University
buildings it must be upon the invitation of The Unlversity of
Texas and under its Jjoint sponsorship, and with the further

understanding that all the conditionsg governing such sponsor-

ghip are to be set by the University.
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2o5

2.6

Qa7

2.8

2.9

Sec. 3.

3.1

3.2

The University when entering inteo joint sponsorship of any
program or activity, assumes full responsibility for =ll details
and reserves the right to approve all copy for advertising, as

well ag news releases.

The University will not enter into joint sponsorship of any
progrem or activity in which the educational implications are
not self=evident and which does not directly supplement the

educational purposes of the University.

It shall be understood that the availability of the University's
auditorium facilities for functions other than the institution®s
own activities is sirictly subject to the needs and the convenience
of the University, which are always to have priority in the

scheduling of facilities.

The use of Uhiversity auditoriums on Sundays will be limited to
Sunday afternoons. Authorizetion for their use at thet time will

be given only for concerts or other programs appropriate to the day.

In the case of programs for which the University is a joint sponsor
with some other group or organization, the fee to be paid by the
co-sponsor will be a matter for negotiztion in each case ang will

be specified in the mgreement providing for the joint sponsorship.

Inventories.

An actual physicsl inventory of University property shall be made

each fiscal year in accordance with the Law enacted by the 52nd

Legislature. The institutional head is responsible for forwarding

through =  administrative channels & statement describing the
=

method of verifying the inventory within 45 days after the inven-

tory dete set for the University.

TDepartment heads are initially responsible for all University
property in their care and for the taking of the inventory on

the prescribed record forms. The report is prepered in the
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3.3

Sec, 4,

Sec.

4D1

4.2

4.3

5.

B.1

department in triplicate, one copy belrg kept for departmental
files and the original and one copy forwarded to the business

office or other designated office.

Inventories as of August 31 include all eguipment on hand and
vouchered for payment, listed at cost plus freight. All non-
consumable property valued at $5 or more per unit is eguipment
subject to inventory. Items which are worn cut or discarded are

listed as charged off in accordance wiith instructions furnighed.

Motor Vehicles.

Any motor vehicles permitted under Stafe law to be owned and
operated by the University shall be used only on official Uni-
versity buginess. ¥ach vehicle shall carry an inscription c¢a

both sides as prescribed by law.,

As required by statutes, a dally report shall be prepared by
the person ueing the wvehicle on the forms approved by the State
Avditor and shall be filed with the ofiice of the institutional

head within ten days affer use of the vehicle.

The operators of University-owned vehicles must hold, at their
expense, an appropriate operateors license for the type of

vehicle operated.

University-owned wvehicles are subject o the compulsory inspec-—

tlon required by law.

It shall be the obligation of the Business Manager of each of the
component institutions to see that all employees who are required
t0 drive University-owned venicles are fully informed of their

personal responsibility and 1iability for their negligent operation.

Insurance on University Property .

The following tyvpes of insurance coverage, where practicadle,
shall be maintained on a system-wide basls:
Fire and Extended Coverage Insurance

Boiler and Machinery Insurance
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Blanket Position (Fidelity) Bond

Money and Securities Ingurance

5.2 The terms of the policies covering the risks indicated above
are negotiated by the University Comptroller in accordance
with policles approved by the Office of the Pregigent and the
Board of Regents. WhUnless otherwise authoriZBGBvthy

mW’pohmes shall be purchased on a competlt:.ve bid bagis.

———tdae MW ) Uk WAMGA I ML WAL W WA W e -

5.3 W¥hen it is necessary or advisable to ccver risks on a basls
that is not system-wide, insurance policies covering such
risks shall be aporoved by the University Comptreller on an
individual basis upon recommendation by the Buginess Manager

of the component ingtitution affected.

5.4 At the time a loss occurs applicable to either system-wide
or individual insurance poliecies, the University Comptroller

shall be notified by the appropriate Buslness Manager and

Awnowl oo mtde BT
shall approve all,loss claims and settlements. Any settlement o

and- under $10, 000 shall be approved by the President as well as
- G{:@ptzroller and shall be reported to the Board of Regents for r
¥e next meeting. - Settlements in the zmount of $10, 000 or mo!
r¢ the advance approval of the Board of Regents. '

g
T ) L
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Sec. 6. Xeys to Buildings, Offices, Etc.

8.1 TXeys to buildings, offices and other facilities shall he issued
to the employee upon authorization by hils chalrman or administra-
tive official. The Director of Fhysical Plant, or some other
authorized person, shall hawe immediate responsibility for handling
keys and he ghall issue instructions and outline procedures as

approved by the business offices and the institubtional heads.

6.2 A deposit is usually required for keys which sum is in turn de-
posited in the business office or andifor’s office. Department
heads shall coocperate in requiring thal keys be turned in at the
termination of employment. Where a deposit has been reguired,

refund is made to the employee upon turning in the keys.

Sec. 7. Safe and Vault Combination. The combination to all vaults and safes
R ~ 88



Sec., 8.

8,1

8.2

8.3

Sec. 9a

Seec. 10.

10,1

10.2

used by the Universgity are filed under seal with the instifutional
business officer or other aunthorized person designated by the

institutional head.

Watchmen and Security Officers.

Watchmen and other security officers are employed at the component

institutions to protect and safeguard the property of the University.

At the Main University, the watchmen shall carry clocks which shell
be punched periodicelly eaéh night during the course of their rounds.
They shall be assigned specific buildings, with the supervisor
cruising by car and checking on cutlying buildings and grounds.
The watchmen shall check for hazards of =ll kinds: fire, theft,

vandalism, open doors and windows after hours, ete.

Employees will cooperate in the security program by exercising

caution to safeguard the equipment and supplies in their offices.

Telephoneg. The Director of Thysical Plent or the institutional
business officer, shall be responsible for the installation of
telephones and the adminigbration of all telephone facilities.
University telephones shall not be cherged for personal toll calls.
Charges for telephones and toll cells shell be under the supervision

of ‘the persons named above.

Disposzsl of Unjversity Property.

Whenever any item of departmental equirment or other University
equipment becomes obsolete or useless for the needs and purposes

of the depariment concerned a written report of such fzet shell

be made to the institutional Businegs Manager. Upon receipt of
such report, it shall be the responsibility of the Business Mana-
ger to determine whether or not such item of equipment is needed

by any other department and if so, to transfer and assign the equip~

ment to such depertment.

If the Business Menager shall determine that the equipment is not
needed for any department and that it is not practicable to store
the equipment for possible future use, he shall proceed to sell

the item concerned.
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10.3 For items of little value or limited usze where sale on competitive
bids is not practicable, the Business Meanager shasll have the authori-

ty to dispose of the property on the bessis of a negotiated bid in

amounts under $500.00.

10.4 Sale of property estimeted to bring $500.00 or more shall be made

on a basis of competitive bids. .

10.5 8ales in zmount of $1 ;000,00 or more shall be approved in advance

by the Bosrd of Regents.

Sec.H1. JTransfer of Property. Property may be transferred from one State

o agency to another when it becomes surplus. The purchasing agents
& #ert the. following sentence between the first and second sentences of this

ion: '"Such transfers from one component institution to another, or from
ponent institution to another state agency,. shall have.the advance ap-

1 of the 1nst1tut1ona.1 Business Managers cancerned and shall be reported
& executive heads.

24 Certain cpeclal FrOVISIONG Al luls iy s e cmes
The rules and regulations of the Board <f Regents are subject to and shall
comply with ©he provisions appearing in the current appropriation

bill, including the following:

12.1 [Prohibition Against Additional Museums. "None of the moneys appro-
priated in this Article, except bequests and gifts, may be used for
establishing z4ditional museums or for the maintenancé and operation
of museums unless the languzge of thig Act or of other acts and reso-
lutions of the Legislature specifically authorizes such use of

appropriated funds.®

12.2 IV Stations Probibited. "None of the moneys appropriated in thig
Article may be expended for the acquisition;, construction, or opera-
tion of television transmitter staetlion; provided, however, this
prohibition shall not be construed so s to prevent the medicel
schools, dental school; generel academic teaching institutions or
other agencies of Higher Fducatlion named in this Article from using

closed-cireuit television for purely irstructional purposes.!
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12.3

12.4

12.5

12.6

Parking Jots. "It is the intent of this Legisleture that no educational
and general funds whether from Genersl Revenue Fund or from local sources
as appropriated by this Act shall be used for the purpose of constructing.
meintaining, or operating parking lots. It is the further intent that
such facilities shall be constructed, maintained andcpperated from fees

cherged to those using such facilities.®

Progidenis® Homes. "No funds appropriated by this Act may be used
for the purpose of constructing a home for a pfesident of any of the
general academic teaching institutions named herein, without cbtaining
the spproval of the Governor after the advice and consent of the

Llegislative Budget Board prior to obligating eny funds for this purpose.®

Use of Aleo Ve s> None of the moneys appropristed under
this Act shall be used for the payment of saleries to any employee
who uses alcoholic beverages while on active duty. None of the funds

appropriated under this Act for travel expenses may be expended for

alcoholiec beverages.”

Fmployment. "No employee of the State shall be
granted terminal snnusl or vacation leave subsequent 1o the effective
date of the employee's resignation; dismissal, or separation from

Stete employment.®

TR - 56



Chapter VIII

PLANT IMPROVEMENTS

Sec. 1. New Congtruction.

1.1 YNew construction in an amount exceeding $5,000 per project shall
be approved by the Board of Regents upon recommendstion of its
Buildings and Grounds Committee, the Prasident, the Comptroller,
and the institutional head. It is the policy of the Board to

employ a consulting architect for major new buildings and campus
M s *

S n B

development plans at all component wumits, and to employ an

asgociate architect for each major new btuilding.

1.2 The institutional building committees shall study the physical
plant needs of their respective institutions and make recommenda-
tions through administrative channels as to the priority of
uildings, location of buildings, suggestions as to size, style,
mechanical equipment, ete. The University Comptroller shall be

ex~-officio a member of all institutional bullding committees.

1.3 After the Board of Regents approves the construction of a new
building and authorizes the preparatior. of preliminary plans,

the procedures shall be as follows:

1.3 The ingtitutional head shall appoint a representative of the
department or division concerned to serve as a member of the

institutional building committees in planning the building.

1.32 The institubtional tuilding commiftitee shall prepare an outline
of the needs of the btuilding, with the consulting architect or
his representative meeting with “he group to discuss plans

when necessary.

1,33 The consulting architect shall Pprepare preliminary studles, includ-
ing plans, elevation, exterior dssign, cutline specifications,

coat estimates, ete.

1.234 Freliminary plans and estimates of costs recommended by the

institutional muilding commitbtee, the depariment or division
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concerned, the institutional head. the Comptroller and
the President shall be approved by the Board of Regents.
With the advice of the comsulting érchitect and the Comp-
troller, the Board of Regents shall gelect an associate

architect to prepare final plans and specifications.

1.35 The associate architect shall mee’ with the ingtitutionsal
tailding committees, the Compircller and others, the con-
sulting architect or his represeniative being present on

cccasion.

1.36 Final plans and specifications, recommended by the Buildings
and Grounds Committee, the institutional building committees,
the department or division concerned, the consulting archi-
tect, the institutional head, Comptrolier, and the President,
shall be approved by the Board of Regents. After such approval
the Board shall authorize the Comptroller to advertise for
bidg. Advertisements for bids for permanent improvements

mist, under State law, be carried for four consecutive weeks,

1.37 The Comptroller shall recelve anc open bids, with the con-
sulting architect and associate erchitect and others, tabulate
and study such bids, and meke recommendations to the Board of

Regents through their Buildings znd Grounds Committee.

1.38 The Board of Regente shall award contracts, and the contract
documents shall be prepared by the associate architect, checked
and anproved by the Comptroller and the University Attorney,
and signed by all contractors involved and the Chairman of the
Board of Regents. Work orders shall then be issued by the

assgciate architect.

1.39 The Comptroller shall approve contractors' estimates, sign
change orders, and provide general supervision of 2ll new
congtruction for the University. He shall advise the Board of
Regents, through its Buildings and Grounds Committee, if
developments during construction require additional funds

or other decisions of the Board.

FR - 58



1.310 The Board of Regents shall appoint a committee from its
membership and/or administrative officials to inspect the

completed building and recommend final accepiance.

1.311 Final paymeant shall be made t¢ the contractors only after
approval of the above committee, the associate and con-

sulting architects.

1.4 ¥ew construction which involves a total expenditure of $5,000 or
less per project may 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
Director of Physical Plant, the Business Manager, and the-Execu-
tive Head of the institution involvec, 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 Flant 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

aprroval of the Board of Regents.

Sec. 2. Minor Revairs and Remodeling. Minor repairs and remodeling of the
physical plant involving proposed expenditures of less that $20,000
per project shall bhe made under the supervision of the Director of
Physical Plarnt and/or the institutional business officer at the

component institutions, with the approval of the inst i

. head, provic!lled that necessary
hm wapproved through proper procedure. ,
Sec: 5.. Major Repairs and Remodeling. -

' Delete the present language in Section 3. 1, and its subdivisions, and t
present wording of Section 3.2, and substitute the following:

. Section 3.1. Any repair or remodeling prcject of the Physical Plant %
involving an estimated expenditure of $20, 000 or more
shall be deemed a major repzir and remodeling project.z o

_Section 3.2 Unless otherwise approved by the Board of Regents, th
procedures and regulations pertaining to new construc
shall apply to major repair and remodeling projects.
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Sec. 4, Institutional Buildinz Committees. At ehch of the component insti-

tutiong there shall he a tuilding commiktee,

4,1 At institutions regularly offering ins%ruction, this committee
shall be appointed from the institutiohal faculty by the insti-

tutional head as other faculty committées are appointed.

4,2 At other institutions, this committee éhall be appointed by the
{nstitutional head as other institﬁtiodpwide committees are

appointed, !

4.3 The composition of the several huildiné committees ghall be

; [ G dape
set forth in the lnstitutional Eupplemelmg W

i
RIS IR o

4.4 The Vice~President for Tevelommental Sekvices and the University
Comptroller shall be ex=officig membersﬁof all institutional

tuilding committees. :

4,5 Duties of institutional building commit%ees shall be as follows:

4,51 To held necessary hearings and toﬂmake proper investigations
regarding the building needs of the particular component
institutions and to report concluéions to the institutional

head.

FR - 80



4,52 To recommend to the institutional head the priority of need
and locatlon of specific buildings, with reasons for such

recommendations.

4,53 When approval by the Board of Regents is given for the con-
struction 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 bulldirg, so as to facilitate the

preparation of tentative plans ard preliminary sketches.

4,54 To work with the University Comptroller and the Consulting
Architect and the associate architect until final plans
and specifications Tor the construction of the building are
prepared for presentation to the institutional head, the
University Comptroller, the President and the Bullding

Committee of the Board of Regents.

4.55 To make its reports and recommendations from time to time

to the institutional head and the University Comptrolleq,_w

- with summ s
$0 ea cr 1. ary reports to the Prast
ch member of the Buildings and Grounds Co ittee of ihe -

When requested by the institutional head or the Board o1 mege.w il

(or its Building Committee) an institusional building committee ™

shall confer directly with the Board.

4,7 The institutional building committee shall he relieved of further
direct responsibility whenever a building contract 1s awarded, Imt
shall be available as the building prorresses for consultation as
requested by the ingtitutional head, the University Comptroller,

or the consulting architect and the associate architect.

Sec, 5, Constitutional and Legislative Restrictionsg.

5.1 Section 18, Article VII, of the Texas Constitution regulres
approval by the Leglslature, or an agency designated by the
Legislature, prior %o the construction of vhyeical lmprove-
ments financed by bonds authorized under this section at the
component ingtitutions other than the Main University and
Texas Western College.
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5.2 Under the provisions of the curremt appropriation bill, none of

Sec. 6.

6.1

6.2

the funds arising from the issuance of bonds nunder the authority
of Section 18, Article VII, of the Texas Constitution, may be
obligated for the construction of buildings until a suvmmary of
the proposed bullding program showing the character and location
of bulldings, the mumber of square feet, the type of construction,
and estimated cost of each proposed building has bveen filed with

the Legislative Budgzet Board.

Medification of Bidsa.

Ho bid shall be changed, amended, or mcdified by telegram or
otherwise after it has been submitted cr flled in response to

an advertisement for bids in connectior with the construection

or erection of permanent improvements st The University of Texas
or any of ite component institutions under Article 2593, Reviged

Civi]l Statutes of Texasg, 1925.

The substance of this reguirement shall be stated in the adver-
tisement for such bidg; provided, however, that this requirement
ghall not be construed to prohibifi the submission or filing of

more than one separate and independent bid by any bidder.
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Chapter IX

MATTERS RELATING TO THE ENDOWMENT OFFICE
Sec. 1. QCertain Specific Authorizations to the Endowment Officer.
1.1 Permepent University Fund.

1,11 juthority %o Effect Purchages and §§1§5 of Securities for
the Perpapent Universgity Fund. Under the Revised Invest-
ment Progrem for the Permanent University Fund of The |
University of Texas; adopted by the Board of Regents on
Januery 12, 1957, and as subsequently amended, the
Endownment Officer of the University of Texas is empowered
to effect purchases and saleg of securities for the
Permanent University Fund within the approved invesiment
policies., Such transactions are suzject to prior
approval as to timing and specific securities to be
puﬁchased by the Staff Invegtment Committes, comprised
of the Vice-President for Fiscal Affairs, the , -

A G bl Lo J
Endowment Officerﬂhand'the Senior Sscurity Analyst.
(The invesitment policy for the Perminent University
Fund follows as Section t%t’ page F=65, in summsrized
form. The policy in full detail is on file in the
offices of the Secretary of the Board of Regents and in

the Endowment Office.)

1.12 Authority to ¥ndorse Securities Held by the Pexmsnpent
University Fund. The Endowment Officer (or the Assistent
to the Endowment Officer) and the Treasurer of the State
of Texas (or the Acting Treasurer of the State of Texas)
ere jointly esuthorized and empowered to sell, sssign, and
transfer any and all of the bonde, stocks, notes, and other
evidences of indebtednsss znd ownership of any description
whatsoever ownes by the Permanent University Fund of The
University of Texas and registered in the name of

"he University of Texas", "Tahe Universiiy of Texas,
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for Permsnent University Fund, A State Eﬁdowment Fund,
_Austin, Texas", "Permenent University Fund of The

Uhiversity of Teias", or in any other registration

required for gecurities purchased for the account of

the Permanent University Fund.

1.2 ZTrust end Speciel Fodowment Fupds.
1.21 Authority to Effect Purchsses snd Sgleg dg Securities for

the Trust and Speciasl Endowpenti Funds. Under the general

investment poliey for the various trust and special endow-

ment funds under the control of the Boar@ oflRegents of

The University of Texas as %rustee, as asdopted by the

Board of Regents on September 21, 1946, and as amended

on May 30, 1958, the Endowment Officer of The University

of Texas is empowered toleffect purchases and seleg of

securities for the trust and special encowment funds

within the approved investment policy, such transactions

being subject to prior approval as to timing and specific

securities to be purchased and sold by the Staff investment

Committee, co%gifs d of the Vic??Prggi ent for Fiscal Affairs,
| ;Mﬁjh b T

the Endowment Officer,hénd the Senidr Security Anelyst. ’

(The invesiment policy for the trust and special endowment

funds follows as Section, 3 , pege FR=6V, in summarized form.

The policy in full detail is on file in. the office of the

Secretary of the Board of Regents and ir: the Endowment Office.)

1,22 Authority to En e urities Held for the Trust and Special
_Endowment Funds. The Endowment Officer (or the Assistant
to the Endowment Officer) is suthorized and empowered to
sell, assign, and transfer any and all of the bonds, stocks, notes,

and other evidences of indebtedness and ownership registered

FR -~ &4



in the neme of "The University of Texas“; "Board of Regents
of The University of Texas%; or in the name of any of the
trust and specisl endowment funds coming under the control
of the Board of Regents of The Uhiversiﬁy of Texas as

trustee or which may bs assigned therstoc.

1.23 Authority to Receive and Collect Money and/ox Property Due
L an i owmept s The Endowment Offi-
cer is designated, suthorized and empowered to ask, demand,
collect, recover; and receive any and all sums of money,
debts, dues rights, property, effects or demands whatso~
ever due, payable, or belonging, or which may at any time
be or become due, payable, or belonging to any of the trust
and special endowment funds coming uncer the control of the
Boerd of Regents of The University of Texss as trustee from
gny person or persons whatsoever and to eiecute any and all
necessary Qp proper recelpts, releases, and discharges there~
for, including the execution of o0il and ges division orders
and trangfer orders covering interests owned in trust ang

specizl endowment funds.

Sec. 2. lnvestment Policy for Permsnent Universitv Fund. Pursuant to the pro-

visions of a Constitutional Amendment approved by a populer majority
at the General Election on November 6, 1956, which authorized the Boerd
of Regents ;;‘x;e University of Texas 1o invest up to 50% of the Per~
manent University Fund in corporaie securities, the following policy
in summarized form for the revised investmenw program for the

Permanent University'Fund was adopted by the Bosrd of Regents on
Janusry 12, 1957, and as subseguently smended, has beeﬁ in operstion

since May 7, 1957:

2.1 Purcheses of securities are to be limited exclusively to

corporate securities until the distribution of
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the fund is as follows, the percentagetho be based on book value,
thet is, cost ar amortized cost, of all securities purchased:
Government Bonds (United States; Suate of Texas, and
Toxas Municipel)eoossococsocsascossossooosesscsocsssss30F
Corporate bonds (including rail equipment trust cer-
tificates) and Preferred Stocks cesovcccccsccossososcesll
Common StockS cvcocosssvcocnaoscsssconsnoovccoovaooonelld
Only new money coming into the Permanent University Fund and pro-
ceeds received from bond‘maturities will be committed to nongovern=

ment securities until the above distribution is zchieved.

To be eligible for purchase, corporate bonds and stocks must meet
both the requirements of the Constitutionsl Amendment and the
finsncial ratic, rating and price standards as adopted in the poliu

¢y by the Board of Regents.

2.21 Any corporate bond meeting the Constitulional Amendment re-
guirements and the policy standards may be purchased elther
on original offering or in the secondary merket without prior

approval of the Land and Investmeri Committes.

2.22 Corporate stocks to be eligible for purchase must be issued
by corporations which have been formelly approved by the
Land and Investment Commitiee and the Board of Regents and
may be purchaséd without prior approval of the Land and In-

vestment Committee as to specific stocks.,

Corporate securities are to be purchased on the dollar cost
averaging principle, without any sttempv to eppraise the short-
term maerket trend, the averaging to be based on industry groupings

rather than on individual corporationg.

A1 purchases of securities are to be subject to prior approval as

to timing of the purchases and the specific securities to be
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purchased by the Steff Investment Committee, comprised of the
Vice-President for Fiscal Affairs, the [Endowment Officer, the
Assistant to the Endowment Officer, and the Senior Security

Analyst,

2.5 411 sales of securities are to be authjrized in advance by the
Land and Investment Committee and the Poard of Regents, with
timing of the specific sales subject t$ the approval of the

Staff Investment Committies.

2.6 A1l purchases and sales of securities %re to be reported at the
next subsequent meeting of the Land an@ Investment Committee and
the Board of Regents for ratification &nd approval. (For full
details of the Constitutional Amendment requirements and policy
standards, coples of the revised inves?ment program for the Per-
manent University Fund may he obteined|from the Endowment Office.
A full copy is on file in the office of the Secretary of the Board

of Regents.)

Sec. 3. Invesiment Policy for Trust and Special Endowment Funds. A genersl
investment policy for the trust and specﬁal endowment funds under
the control of the Foard of Regents as Yrustee was adopted by the
Board of Regents on September 21, 1946, knd amended on May 20, 1958,

such policy as summarized below being cufrrently in operstion:

3.1 All purchases are to be selected from jthe following classes of

securities: |
3.11 United States Government direct jor guaranteed obligations;
2.12 Texss Municipal Bonds, including revenue bonds;

3.12 Corporate btonds rated "A" or belter by at least one national

reting service; 3

3.14 Preferred and common stocks whidh have had continuous net
earnings end pald annuel common stock dividends for at least

ten years prior to purchase. !
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3.2

3.

34

Se

3

3

3

5

6

7

8

Purchases of United States direct or gusranteed obligations and of
Texas Municipal and corporate bonds rated "A" or better by at least
one national rating service may be purchased without prior approval

of the Land and Investment Committes.

The approved list of corporations for purchases of common and pre-
ferred stocks for the Permanent University Fund is approved for
purchgses of common and preferred stocks for the trust end special
endowment funds without prior approval of the Land and Investment

Committes.

A1) purchzses of securities are to be subject to prior approval

as to timing of the purchsses and the specific securities to be
purchased by the Staff Investment Committee, comprised of the Vice-
President for Fiscal Affeirs, the Indowment Officer, the Assistent

to the Endowment Officer, and the Senior Security Analyst.

A11 sales of securities are to be authorized in advance by the

Land and Investment Committee and the Board of Regents.

£11 purchases and dales of securities are tc be reported at the
next subsequent meeting of the Land and Investment Committee and

the Board of Regents for ratification and approval.

The Endowment Officer is empowered and authorized to manage the
trust and special endowment funds and In turn is authorized to carry
out the operational deteils inveolved in the purchsses and sales

of securities for the funds through the Securities Division of the

Fndowvment Office.

The Lsnd and Investment Committee is to review all trust and special
endowment funds periodically in the light of the size and purpose

of each fund and the investment provisions of the ingtrument es-
tablishing the fund. (For full details of the investment policy
for trust and special endowment funds, copies of the policy may be
obtained from the Endowment 0ffice. A full copy is on file in the

office of the Secretary of the Board of Regents.)
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Sec. 4e

Investment Policy for Funds Grouped for Investment.

4el A common trust fund, known as "Funds Grouped for Investment," was

established by the Board of Regents on February 27, 1948, and amended

on July 9, 1948, and is currently in operation for trust and special

endowment funds under the control of the Board of Regents as trustee

where the size of the fund suggests commingling in order to obtain

proper investment diversification and a better rate of return on the

endowment .

The genersl provisions of the policy for the "Funds Grouped for

Investment® are summarized below:

be?l

422

4e23

No fund is to be admitted unless it is under the sole

control of the Board of Regents and/or some administrative t>
officigl of the University in hie official capacitg}and ‘
full diﬁqretion a8 to investments rest\ therein. HNo
administrative officiel is to have any directionlover the
management of the common trust fund other than to request
admittence or withdrawal of any fund under his direction
except as he 1s authorized and empowered to mansge the fund
under the investment policy adopled by the Board of Regents.
No fund 1s to ke admitied which contélins a specific provision
against commingling or which contzins restrictionsg prohibiting
purchese of securitlies approved for purchase by the Board of
Regents as trustee under the adopted investment policy for

trust and special endowment funds.

Investments for the "Funds Grouped for Investment" are to be
limited to such investments as ¢re eligible under the invest-
ment policy for irust and speciel endowment funds es adopted

end amended by the Board of Regents.

The Endowment Officer is empowerred and suthorized to manage
the common trust fund within the sdopted poliey end in turn

is authorized to carry out the »perstional details involved |
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in the purchages and sales of securities for the fund
through the Securities Division of' the Endowment Office.
{(For full details of the investmert policy adopted for
"Funds Grouped for Investment," copies may be obtained from
the Endowment Office. A full copy is on file in the office

of the Secretery of the Board of Hegents.)

FR - 70



s

Sec, 1.

Sec, 2

Sac. 3,

Sec, 4.

Sec. 5u

Sec. 6e

Chapter X

AUXILIARY ENTERPRISES

Auxlliary Enterprises are those opersted primarily for service to
students and staff which are expected tn be self-supporting.
Examples are residence halls, dining halls, student hospitals,

student unions, and bookstores,

Annuzl budgets for these activities 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 Fnterprises is not deposited with the
State Treasurer, héwever, and any balances or deficite at the end

of a fiscel year may be reapproprizted for the succeeding year,

With the exception of intercollegiate athletic departments, to which
the general and special provisions of tke asppropriation bill do not
apply, the same regulations and applicalle laws shell govern as
apply to the budgeting and expenditure cf general funds unless
othervise specifically authorized. The Board of Regents, upon
recommendation of appropriate administrative officials, approves

the reguletions for the management and operztion of athletie

departments.

Rentals and related policies and rates for dormitories and housing
facilities shsll be approved in advance by the institutional heed,

the President, and the Poard of Regents.

Rules and regulations for the administration of dormitories, other
housing facilities, dining hallg, and other eating facilities,
shall be promulgated by administrative officizls and the institutional

head at the institutlon concerned.

The money values of meals, lodging, and other services which
employees are authorized to receive in lleu of additional wages or
salary, are recommended to the institutional head by the Business

Menager and approved by the President and the Boerd of Regents.
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Sec. 7. Statutory Provisions Currentiy in Effect
Auzxiliary Budgets shall comply with statutory provisions and

rider provigsions of c¢urrent appropriations bill.
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Sec. L,

Sec. 2.

Sec. 3.

| ”l)SGC o z;.o

Sec. 5.

Sec. 6.

L.the Secretary of State through the Office of the Secretary of the
egents, " g

Chapler XI

RESEARCH'AND TRAINING CONTRACTES, BIC.

Research and Training coniracts, grants, or agreements with outsids
agencies shall be recommended by the iastitutional head, and the
University Comptroller, snd approved by the President or his
degignated representaiive befpre final ratification by the Bosrd

of Regents. Fénds shall\not be encumbersd orlexpended under any
such contract or grent without the approval of the President or his

designated representztive.

Application for research, development and training contracts and
grants, whether with government agencies; or industry, or foundations
or other private grenting agencies, shall be initiated by the faculty
member who will direct the wofko However, all such applications

must be approved by designated administrative officials.

Under Steste law, a copy of all contracts between the University
and the Federsl Governmenit shall be filed with the Secretary of
State except those contrects clagsified in the intersst of national

security, in which case only a statement of the research projecth. ..

shall he filed. ‘These copies and.statements shall be fi

If the work is to be finsnced by government sgencies, the negotia-
tions shall be handled with the advice and assistance of the Office
of Government Sponsored Research at the Main University and by the

equivalant office at the other component institutions.

Information ags to overhead rateg applicgble to the itype of contract
to be entered into should be secured from the Office of the Comp-
troller or the Office of Government Sponsored Research if with

government agencies and otherwise from the business officers.

Before final approval of any sponsored research or trainihg contract
or grant, the University Compiroller, or such person as he may delegate,
shall examine and recommend approval of the proposed overhsad

rate therein contained. FProposals as tc overhead rates on
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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 Tniversity

Comptroller before being submitted.
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Chapter I

GENERAL
Seco 1o Gifts to the University.

1.1 The suthority to accept gifts teo 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 deteils as
to value, form, stipulations regarding use, snd provisions for
custody and disbursement of funds shell be iransmitted by the
institutionel head to the President and by him, with recom~
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 compoﬁent institution is
delegated to the institutiongl head when the gift is to a fund,
foundation, or enterprise already approved by the Board of
Regents or 1s a continuation of a serles which has been pre-
viously epproved by the Board. Such gifts shall be reported

to the Board by the dockets of each component institution.

1.4 Each administrative head is empowered to accept cash gifts to
The University of Texes of $100 or less, within the policies of
the Board of Regents and Legislature giving the acceptsbility
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 semisnnually at the first Board
meeting in each calendar year and the last regular Board meeting
in each fiscal yesr at the discretion of the sdminstrative heads

of each of the component institutions,

1.5 Except 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 institutions. 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

individusl members of the staff's provided these gifts are reported
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1.6

1.7

Sec. 2.

<ol

Red.

2.3

Sec. 3.

Secs 4a

promptly to the institutional head. Such gifts need not be reported to the Board.

The University will not accept a gift for the benefit of any designzted student
unless the donor 1s exempt from Federal Income Taxes as defined by the Commissioner

of Internal Revenue.

The scceptence of gifts of real property is prohibited without prior express approval
of the Legislature except for establishing scholarships, professorships, or other
trust funds for educational purposes and then only on conditica that such gifts must
not later require legislative asppropriations for maintenance, repair, or construction

of buildings. (Current Appropriation Bill)

Feliowghi h i 1 g funds

After gifts for fellowships, scholarships end loan funds have bsen accepted by the
Board of Regents, as indicated previously, they are administered jointly by designated

committees and the business office of each component institution.

In the case of gcholarghips and fellowships, the appropriate cormittee, or designated
individual, receives applications, makes the necessary inquiries, and determines the
avard. The committee advises the institutional head of the award and he, in turn,
approves and forwards the notice of award to the businessg office. Payments on
scholarships and fellowshipe are meds through the husiness office of the component

institution.

In the cese of loan funds, the appropriste committee receives applications for loans,
mekes the necessery inquiries, and approves or declines the original lcan as well

as &1l renewals and extensions. The chairmasn notifies the business office cof the
granting of loans, and all records including notes, cash, accounts and collections
are thereafter handled by that office. The principal of locan funds is kept intact so
far as is possible. The chairmen of the swarding commiittee mey be requested by the

business office to assist in collection of past due interest or principal.

Tuition and Other Feeg.~-Tuition end other fees will be fixed as prescribed or as

authorized by statute, and will be set out in the institutional catalogue.

Figcal Year.—~The fiscel yezr of the University shall be September 1 through

August 31,
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Chapter II

ACCOUNTING, AUDITING, REPORTING AND BUDGETARY CONTROL

Sec, 1. Iypes of Funds.

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 appropriastions approved by the
Board of Regents. General Budget Funds belances shall not be
reappropriated from one fiscal year to ancther unless specific
approval is given the institutional head and the business officer

by the President and the Board of Regentis.

1.2 Special Activities Funds.--Speclal Activities Funds are genersl
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 seme restrictions as
General Budget Funds although bslances 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 endowments, to be used only for s
particular purpose or project, specified by the donor, such as
research, conferences, scholarships, fellowships, etc. The
pericd of use is nsually 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./ 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. Agcounting.
2.1 The financial accounts of the University shall be kept in
accordesnce with the recommendetions of the National Committee

on the Preparation of a Manual on College and University Business
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2.2

263

2.5

o7

2.8

Administration, as set forth in Volume I of MCollege and Univer-
sity Business Administration® (1952) published by the American
Council on Education. Where those recommendations conflict with
statutes applica¥le to the University or to officisl orders of
the Texas Commission on Higher Education, the latter shall be

controlling.

All accounting records and procedures shall be subject to the
approval of the institutional business officer and the Univer-

sity Comptroller.

The buginess office of each component institution shall be the
centrsl office for accounting control for all financial trans=—
actions of the institution, The institutional business officer
shall confer with departmental and sdministrative officials and
instruct them concerning the records of finaneial transections

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 informetion on

receipts, credits, expenditures, and other charges.

Records shall be kept for each fiscal year.

411 expenditures must be in accordance with the approved budget.

Statements of departmental acecounts 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 heed, to sign vouchers,

requigitions, etc. in his absence. These designations shall ex-
pire at the end of a fiscal year, or sconer if specified, znd must

be renewved each year.
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Sec. 30

3.1

3.2

3.3

3:4

3¢5

3.6

Auditing.

The institutional business officer is initially responsible for
the pre-sudit of all business 1tems. TFinancizl transactions
concerning the receipt, custody, and disbursment of moneys shall
be pre-audited to the extent necessary under the institutional
accounting procedures and system of internal control, the fisecal

regulations, and statutes or laws applicsble to the University.

The pre-gudit of disbursemsnts and other transactions shall be
a part of the regular accounting procedures of the business
offices, Post-zudits of various units and departments shall be
performed as directed by the institutional business officer or

the University Comptroller.

Although the Universiiy Comptroller is responsible for the internal
post-auditing of business transactiong sffecting the component ingti-
tutions, this work shall be done under the supervision of the
business officers of the component ingtitutions and the Branch

College Auditor.

The business records of sccounts and other records shall be veri-
fied and authenticated within the budgets, regental actions, and

stetutory requirements.

The Branch College Auditor, under the supervision of the University
Comptroller, shall be initially responsible for the post-audit of
business activities at the component institutions, except the Main
University. He shall conduct the audits in accordance with accepted
auditing standards, including necessary tests of the records. He
shell make g written report of each awvdit, calling attention to any
tré@éﬁctions which may not be in accord with legal requirements,
inétitutional accounting principles, and institutional policies and

regulations.

The State Auditor, under State law, shall be responsible for the ex-

ternal audit of the University's hooks.
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Sec. 4. Reporting.

4ol A11 financial reports shall be prepared in accordance with the provisions
of the statutes, official orders of Texas Commission on Higher Fducation,
and the directives of the Board'of Begents and in conformity with the
Manual, "College and University Business Administration," referred to
above. The forms shall be prepared by the institutional business of ficer

and approved by the University Comptroller.

4e2 Two reports, both of which shall be prepared under the direction of
the institutional business officer and the Univergity Comptroller,

shall be prepared annually by the University:

421 Annual Financial Report. On or before December 29, printed
financial reports, set up in accordance with the forms recommqnded
in Volume I, "College end University Business Administration®
(1952) shall be filed with the Texss Commission on Higher Education.
The certificate of audit of the State Auditor is to be included if

his report has been completed.

4.22 8Balary Payment Report.

4.221 On or before November 30 each year, an itemized schedule
shall be prepared of salaries and wages peid all emrloyees -
for services during the preceding fiscal year out of any
funds from any source or character under the control and/or
custedy of the Board of Regents, showing for each employee
the total amount paid from each source during the twelve
months of the fiscal year, the title of the position held
or kind of service rendered, &end & summary of all expenditures

by departments.

43 A monthly financial report shall be prepared by each business office angd

distributed to administrstive officials.

4oy Quarterly finencisal reporis reflecting income receipts, spproved budget
changes, and expenditures for each component institution shall be

prepared by Central Adminisiration.
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4e5 OQOther reports, such as the quarterly report to the Burezu of the Census, may
be made from time to time as well as internal reports pertaining to estimates
of income, budgets, stc., but only those considered essential to effective

administration shall be reguested from the institutional business office.

Sec. 5. Annual Budgels.

5.1 Annual budgets for 2ll the component institutions shall be epproved by the
Board of Regents within the budget estimates of income prepared by the

institutional btuginess officer and the institutional hesd.

5.2 General policies for the budget preparation shall be recommended by the
Fregident to the Bozrd of Regents and shell be followed in prepering the
budgets. Instructions for detsils of budget prepsretion shell be furnished to

the institutional heads by Central Administration.

5+3 The institutionsl head shall issue local instructions and shall furnish forms
to the budget recommending officlals. Their recommendations for salaries,
maintenance and operation, equipment, travel and other pertinent items shall
be reviewed by the institutionsl head and transmitted, with his recommendations,

to the President for review and final recommendation to the Board.

5.4 Rules and procedures for budget administretion shall be prepered by
Central Administration, approved by the Board of Regents, and shall be

included in the completed budgets.

Sec. 6. Blenpisl Budget Reguegtss

6.1 The University shall submit biennisl budget reguests as may be required
to the Texas Comnission on Higher Educatlon, to the Legislative Budget
Board, and to the Executive Budget Office in the form and at the'time

prescribed.

FR = 7



6.2 These requests shall be prepered in conformity with the same general

procedures as outlined above for the annusl budgets:

6.21 Approval of budget writing policies by the Board of Regents

upon recommendation of the President.

6.22 Preperstion of the budget of expenditures by the institutional

head in conformiiy with these policies.

6.23 Approval of the finished budget by the President and the

Board of Regents.

The estimates of income shall be included in the biennizsl budget
requests prepared by the institutional business officer and the

institutional head.
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Chapter III

RECEIPT, CUSTODY, AND DISBURSEMENT OF MONEYS

Sec. 1« Recelipts, Cash Hegisters, and Admission Ticketsg.

1.1 No department, division, or individual staff member is authorized to
receive money in the name of the University without prior approval of

the institutional buginese officer and institutional head.

1.2 An official receipt in the form prescribed by the institutional bugi=

ness officer shall be igsued for zll moneys received.

1.21 Where the volume of sales justifies thelr use, cash registers
shall be uged with recording tepes listing the amount of each
sale. When cash registers are not used, cash sales tickets or
receipts shall include, 1r practical, the name of the purchaser,

itemization, and price of the articles sold.

l.22 Adnmisgion tickets including complimentary tickets, shall have the
price of admission indicated thereon, and all such tickets shall
be pre-numbered, except for certain events where the section, row
and seat number are shown. Admission tickets and coupon boocks shall
be purchased for delivery to the institutionsl business office and
issued to the department concerned. Unused tickets or books shall
be returned along with a prescribed ticket report to the business
office within 30 days from the date of the event, and all receipts
from such sales shall be deposited in the business office as

outlined later.

1.23 A list showing the names of all persons receiving complimentary
tickets shall be furnished the business office as & part of the

prescribed ticket report.

Secs 2. Depogits with Institutional Businegs Office,

2.1 Money received by all departments from all sources shall be deposited
in the institutional busineas office using an official form. The
deposits shall be daily if the receipts szre %50 or more, and weekly

even if the accumulstion is less than #50. Vhen cash ig included,
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the deposit shall be mede in person by a departmental representative

to whom an official receipt is issued.

2.2 Cash overages are deposited in the business office; notations pertzining

to cash over or short shall be included on the deposit form.

2.3 Petty cash funds for making change shsll be provided only on approval
of, and by arrangement of, the department with the institutional
businegs officer. Petty cesh funds from which disbursements will be

made shall bave the approvel of the institutional head as well.

Sec. 3. Depositg with the State Tressurer.

3.1 The appropriation bill requires that all cash receipts at the Msin
University and at Texas Western College be deposited in the State
Treasury with the exception of those from auxiliary enterprises, non-
instructional services, student service fees, student activity fees,
perking fees, agency and restiricted funds, endowment funds, student

loan funds and Constitutional Colleges Buillding Amendment Funds.

3.11 To facilitate the transferring of institutionsl receipts to the
State Treasury, it is provided that each institution may open a
clearing account in & local depository bank to which it deposits

all recelpts daily,

3.12 Not less than every five days, the institutionsl business officer
Shall make remittances t6 the State Treasury in the form of checks
drawn on the clearing account except that a balance of not more

than $500 may be meintained.

3e¢13 The money deposited in the State Treasury shall he paild out via

State warrants.

3.2 At its option, the University may use its local depository General
unds bank gccounts ingtead of the special c¢lesring acccunt within
the general reguirements for deposits and transfers to the State

Treasury .

3.3 The University, by lew, is asuthorized with the approvel of the State
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Compiroller to maintain Revolving Funds to facilitete the payment of

nomingl expenses - to pay bills within cash discourt periods.

3.31 When authorized by the State Comptroller, the University may

use the revolving fund for regular monthly payrolls as well as
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for weekly and special payrolls,

3.32 Disbursements from the revolving funds sre reimbursed from
state appropriations on cleims filed with the Stete Compitroller
under regularly prescribed procedures. One voucher and one
warrant may cover & number of clalms for this purpose. BReim=-
bursement claims must meet the szme reguirements as other claims
agezingt state appropriations. &Each institution shall prepsre a
reimburgement claim as of the close of businegs on the last day
of each month or more often as may be expedient to avoid main-

taining large revolving funds.

3,33 The Board of ngepts ghall determine the amounts of the revolv-
ing funds and shall designate a depository bank for each such
fund, specifying persons authorized to sign checks drawn on
such funds. Depository banks shall secure reveolving fund de-

posits as provided by law.

Sec., 4. Locgl Institutional Funds.

4.1 A1l local income, not required to be deposited in the State Treasury
must by law be deposited in local depository banks for ssfekeeping.
Requests for new depository bank accounts and for any authorized
signatures to be sccepted by the bank must have the approval of the
lniversity Comptroller and the President who shall notify the bank
and others concerned. Depository asgreements with the local banks
shell be negotiated by the University Compiroller with the assistance
of the institutional business office and the institutional head and

shall be submitted to the President and Board of Regents for approval.

442 Depogitory banks selected shall furnish sdequate surety bonds or
gecurities to assure safety of these funds. Local funds shall
be deposited in the depository banks within five days from the
date of collection, Sugh funds are usually carried as demand depositsg
however, they may be carried as time deposits =2t a negotiated interest

rate.
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4.3 The Board of Regents and the institutional heads may not, by law,
borrow money from any person, firm, or corporation to bs repaid
from local funds except as specifically suthorized by the Legis-

lature.

Sec. 5. Charge Sales.~~The University is not allowed; by law, to sell

property or service on credit.

Sec, 6 Sales to Staff Members.--Sales of University property may be made
to staff members only after authorizetion by the Board of Regents

through docket approval.

Sec. 7. Youchers for Expendituresg.

7.1 Main University Vouchers for dishursement of funds shall be
prepared in the departmental offices at the Mzin University.
They shall be signed by the head of the department, or some-
one recommended by him in writlng and appointed by the
Vice=President and Provost of the Main University, and such
vouchers shall be approved by an zuthorized person in the

anditor's office.

7.2 At the other component institutions, vouchers shall be

prepared, where possible, in the business offices.

7.3 Vouchers shall be prepared on State of Texas Purchase Voucher
Form, P-1, consisting of five copleg as follows:
No. 1. For State Comptroller (if paid from State funds)
No. 2. For Board of Control (if purchased through Board of Control)
No. 3., TFor Institutional Business Office
No. 4. For Institutionsl Department (file copy).
No. 5. For return with check to vendor (sent by business office

with payment)

7ol Vouchers are to be coded in the business offices within the approved
expenditure codes and, if payable by werrant from the State Treasurer,
with the proper expenditure classifications furnished by the State

Comptroller.
7.5 If two or more invoices from the same vendor and chargeable to the
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7.6

Sec. 8,

8.1

8.2

8.3

same account are to be paid, payment may be by one vouchker, even though

covered by more than one requisition and/or purchase order except:

7+51 Separate vouchers shall be prepared for contract and non-

contract invoices on purchases through the Board of Control.

7.52 GSeparste vouchers shall be prepared for invoices for purchases
made through the Purchasing Division and Printing Divislen of

the Board of Control.

Cash discounts and credits shall be shown in full on the vouchers and
shall include the amount and number of the invoice, less discount or
other credits, and the net smount. Explanations shall be made for

gll deductions.

A red "Rugh - Discount! tag shall be attached to the face of the
voucher and, in such cases, they shall be handled separmately from

other wvouchers in the business office.

Vouchers Pavable from State Funds.

When materials, supplies, and other items are purchased through the
Board of Control, four copies of the Voucher Form are submitted to
the business office and Copy No. 1 (or the attached invoice) must

be notarized if the amount is more than $50.

If the amount is $50 or less, either & notarizestion or & signed
certification is required. The certification, if used, must read

as follows:

I certify under the penslty of perjury that this claim has been
examined by me and to the best of my knowledge and belief iz true and

correct.

When purchases are not made through the Board of Control, all copies
excepting Nos. 2 and /4 are submitted and Copy No. 1 (or the attached
invoice) must be notarized or a certificstion made as indicated in

the preceding paragraph.
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Sec, 9, Youcherg Peayable from Locsl Funds.
' 9.1 Vhen materials, supplies, etc. are purchased through the Board of Contrel,
Copy No. 3 may become the original and, if so, Copy No. 1 need not
be submitted unless the required notarization or certification appesrs
thereon. Notarization or certification is required as stipulated in

the preceding section entitled "Vouchers Payable from State Funds."

9.2 When materials are not purchzsed through the Board of Control, only
Copies Nos. 3 and 5 need be submitted, with Copy No. 3 as the original.

Notarization or certification is required.

Sec. 10. tetandin cks.
10,1 Outstanding checks shall be carried on the officisl accounting records
for the two fiscal years following the year in which they are issued.
(Example: if issued in 1953-54 they would be carried through August 31,
1956}, Those still outstanding at the end of the second fiscal year
after issue shall be cencelled and written off the official accounting

records.

10.2 Each businesg office is expected to make diligent effort to minimige

the number of such outstanding checks, psrticularly those in excess

of $10 ¢
Sec. 11l. Institutionsl Memberghip Dueg.--University funds shall be used to pay

membership fees only in educaticnal, scientific or other associations
of which the University is an institutional member, with the member-

ships approved by the institutional heads.

Sec. 12. Eﬁmj_-lﬁo
12,1 There are three general types of payrolls, those for (1) regular
salaried employees; (2) weekly salaried employees; and (3) hourly

salaried employees.

12.2 At the Main University payrolls for all reguler salaried employees,
except those for Auxiliary Enterprises, shall be prepsred in the Pay-

roll Division of the Auditoris office.
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12.21 Vouchers and payrolls for weekly and hourly employees, and regular
salaried employees in Auxiliary Enterprises, shall be prepsred
in triplicate on proper forms by the department concerned. They
shall be approved by the head of the department, or someone author-
ized to sign for him, and shall include the name of the payee,
accurate calculations of pay, as well as the account to which

cherge is made.

12,22 Those covered by Workmen's Compensation Insurance shall be so

indicated,

12.23 Two copies shall be transmitied to the Payroll Division for

processing.

12.3 At the other component institutions, all payrolls shall be prepared
in the business office from regular budgets, appointment. forms and

letters, time cards, eic.

12,4 If payment for regulsr salaried employees is for less than a month,
the salary shall be figured proportionately on the actusl number of

days in a given month, e. g., 28, 30, 3l.

12.5 Deductions for income tax, teacher and employees retirement, arnd socizl
security are made where applicable on all psyrolls. At some ingtitu-
tions, hospitalization insurance is also deducted if approved by the

Board of Regents.

12,6 Dates for distribution of salary checks vary at the component institue

tions and are announced by the businegs office.

Se¢. 13. Absence from Usual and Regular Duties, Authorization for Absence, Including

Travel, and Travel Expense Reimbursement.

13.1 Abgence from Usual and Reguler ngigg

13.11 Autherization for any member of a faculty or staff cf the Univer-
sity to be abgent from his usuel and regular duties will be

granted only under the following conditions:

13.111 When such absence is on state business, which shell include,
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smong other purposes, the formel presentation of :original researchés -
by an,emplOyee'befqrg'amnationalg‘regional, or state learned sociely,

and

13.112 When appropriste provisions are made to carry on the duties of the

absent person without additional expense to.‘the University.

Iravgl. Authorization for absence from usual and regular duties, including travel

from the c¢ity or town where the University officer or employee is regulerly stationed,

will be granted by the Board of Regents, or by the Administrative Officer to whom the

Board may delegate autheority, only by advance permission gbtained as follows:

13,21

13.22

12.23

13.24

Request for permission to be zbsent for & perioed not in excess of one week
(7 calendar‘days) shall be transmitted through the proper administrative
channels to the executive head of the component institution for approval.
At the Main University, request for such absence, including trzvel on
official business without expense to the University, shall be transmitted,
with reasons therefor, through the departmental chairman or administrative
superior to the approprizie dean or equivalent administrative officer for
approval; but if reimbursement for travel is involved, the approval of the

Vice-President and Provost is required.

Request for permission to be absent for a period in excess of one week bub
not in excess of two weeks, including travel on official business, shall
be transmitted through proper sdministrative channels to the Pregident of

the University for approval prior tc such sbsence,

Request for permission to be sbsent for a period in excess of two weeks,
including travel on official business, shall be transmitted through proper
administrative channels to the Presidert of the University and to the
Boerd of Regents or the Executive Committee of the Board for approvel

prior to such absence.

ak

Request for permission to be absent;bﬁwﬁﬁ&ﬁﬁ@ﬁﬁﬁﬁét@aﬁiVéadffi@ers and staff .
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13.3

SoAnATA L PR emier L emelaved o

13.25

13.26

13.27

Any travel which contemplates reimburgement from funds appropriated by the
Legislature for travel expenses incurred cutside the continental Iimits of
the United States must heve the writlen approval of the President of the
University and the Governor prior to the travel, in addition to the author-

izations required in the appropriste preceding subdivigions.

In lieu of any of the delegeotlions of authoriiy to approve absence from usual
and regular duties, including official travel, specified in the above sub-

divisions, the President of the University mey exercise such suthority.

The chief administrative officers of the component institutions shall keep
records of all approved absences and shall submit detziled summeries

periodically to the President for distribution to the Bosrd of .Regents.

Approval of Travel Expenge Reimbursemenits

13.31

13.32

Travel expenses shall be reimbursed only from funds appropristed or authorized
for travel. Heads of component institubtions shall plan the travel of s&ll

employees under their authority.to achieve maximum economy and efficiencys

Travel voucherg for reimbursement of all official travel authorized pursusnt

to the foregoing provisions shall be approved and signed as follows:

13.321 Central Adgministration ~-~ Reimburgement for ail travel.shall be epproved
either by the Président of The Univeraity of Texas or by the Auditor

or Assistant Auditor ofvthe Main University.

13.322 Component Institutions -- Reimbursement for zll travel by employees of
the component institutions shall be approved either by the President

of The Unliversity of Texas or by the administrative officers designated

below: ’
Mein University ~ the Vice~President and Provost, Auditor, or Assistant
Auditor.
Texas Western College - the President of Texas Western College or the
Business Maneger.

Medicel Branch, Gelveston - Executive Director or the Business Manager.

Southwestern Medical School - the Dean or Rusiness Manager.
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Dental Braneh - the Dean or the Business Manager.
M. D. Anderson Hospital and Tumor Institute - Director or the
Administrator.

Postgraduate School of Medicine ~ Dean or the Business Manager.

13.33 Per Diem Allowances - Travel Status for Continuoug Period of Twenty-Four
{24) Hours or More - An employee who is traveling on officiel University
business and is in continuous travel for a period of twenty-four (24) hours
or more will be reimbursed at per diem rates, in lieu of actual expenses

for meals and lodging in accordance with the followings

Ratesg
o Out of
In State State
Per Diem per calendar day $ 9.00 $ 15,00
Ope fourth (%)} the rate for a
calendar day for each pericd of
six (A) hours or fraction thereof 2.25 3.75

13.34 Partial Per Diem for Meals apd Lodging.

13.341 An employee who‘is traveling on official University business for
a continucus period of a minimum of six (6) hours but less than
twenty-four (24) hours which does not involve over-night stay will
be reimbursed a partlal per diem for meals, in lieu of actual

expenges, as follows:

13,3411 Brezkfest allowance if the employee departs from designated
headquarters before 7:00. A.M. (or, in case of his return to

designated headguerters after 7:00 A M.) $1.00

13.3412 Lunch allowance if the employee is away from his designated

headquarters after 1:00.P.M, $1.00

13.3413 Dinner allowance if the employee is away from his designated

headquarters after 7:00.P M. $2.00

13.342 An employee who ig traveling on official University business for a
continuous period of a minimum of six (6) hours but less than twenty-
four (24) hours which does involve over-night stay will be reimbursed

for meals and lodging in en smount not in excess of $9.00 at the rate
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13.35

13.36

13.37

of $2.25 for each six (6) hour period involved or fraction thereof.

Per Diem Allowances — Travel Stetus for a Continuous Period of Iless

Phen Six (6) Hours -- No partial per diem or actual expenses (except

transportation) will be paid an employee who is away from designated

headquarters for a period of less than six hours.

fi

13.361

13.362

13.363

13.364

fo @ iem 0 o

The calendar day (midnight to midnight) is the unit for computing

the per dlem allowance.

For a fractional part of a day at the commencement or ending

of continuous travel the six hour periods of 12:01 A.M. to 6:00 A.M.,
6:01 A.M. to 12:00 Noon, 12:01 P.M. to 6:00 P.M. and 6:01 P.M. to
12:00 Midnight are each considered to be one-guarter (4J of a calendar

day.

Computation of per diem shall be on a quarter dey basls, the initial
quarier to be that in which travel beging and the final guarter to

be thet in which travel ends.

Qut-of-State travel status commences at the beginning of the next
quarter after the employee In travel status crosses the stateiline
and continues through the quarter in which the employee returns to
the state line. Payments for both in-~state and out-of-state per

diem allowance will not be made for the ssme period of & calendar

day.

Transportation Allowsnce

13.371

Public Conveyance Including Taxis:

An employee traveling by public conveyance 1s entitled to a
transportation allowance equal to the actusl cost of trensportation,
excluding federal tax. Receipts for such public transportetion, ex=
cluding receipts for city bus, taxi, or limougine fares in smounts of
$2.50 opr legs, shall be obtained and attached to the employee's
expense sccount when submitted. A detail list of all claims fof

public transportation including city bus, taxi, and limousine fares
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in amounts of $2.50 or less shall be shown on Travel Expense Account

under "Record of Transportation Claimed for Each Trip."

13.372 Private Conveyance:
An employee traveling by private conveyance shall be reimbursed at
the rate of eight cents (8¢) per mile on the basig of the shortest

practical route between points.

12.3721 Reimbutsement for mileage in the State of Texas shall include
the use of Farm—to—Market‘ roads. The latest official
highway map published by the State Highway department shall

by the official map for use during the current biennieum.

13.3722 When tyo or more employees travel in a single private
conveyance, only one shall receive a transportation allowancs, .
but this provision shall net preclude each traveler from

recelving & per diem allowsnce.

13.3723 VWhen two, three, or four officials or employses of Central
Administration or of one of the component institutions of the
University with the same itinerary on the same dates are re-
guired to travel on the same officlal state business for which
travel reimbursement for mileage in a personal car is cluimed,
mileage reimbursement will be claimed and allowed for only cne
of the employees except as provided hereafter. If mors than
four employees attend such meéting or conference in more than
one car, full mileage reimbursement shall be allowed for one
car for ezch four employees and for any fraction in excess of
a multiple of four employees. If, in any instanée, it is not
feasible for these officlals or employees to travel in the
same car, then prior official approval from the President for
Central Administration, or the heed of the component institution
for employees of thet institution shall be obitained and shall be
considered as authorization and the basis for reimbursement for
trgvel for each person authorized to use his pergonal car in

such travel.
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13.38 Relmbursement for- Dues or Regisiretion Fees —- Reimbursement will not: ke

13.39

13.40

allowed for dues, regisiration fees, or similar expense, incurred in joining
or attending any type of organizations or associations unless the member-
ship is in the name of the Stete of Texas and/or The University of Texas.
Reimbursement will not be allowed for the cost of meals that may be included
in the registration fees:. Receipts for such dues or registration fees shall
be obtained and attached to the expense account. Ifreimburseméntiid-dlaimed,
vouchers shall ihclude’a statement that the membershipiis in!the nome of The

Universgity of Texas.

Exception to Per Niem Allowance. — Subject to the advance written epproval

of the President of the University, the Executive Head of each compcnent
institution may deslgnate one assistant who shall be reimbursed for actual
expenses of meals, lodging end incldental expenses not to exceed Twenty-five
Dollars ($25) per day when treveling on official business either in or out

of the Stete. This authorization, however, shall be valid only for periods

not to exceed one week in each instance. The Executive Head of the compenent
institution suthorizing such travel allowance shell file with the Comptroller
of Public Accounts & writiten statement as to the purpese of such travel expense
incurred by the employee sach and every time such designation is made. Travel
authorized under this exception to the per diem allowance must be specifically

T

indicated in the requirdd Feports. <+ 17,

Specisl Exceptions to Foresoing Genersl Travel Reguletions == The provisions

of the foregoing general travel regulations apply teo all employees and all
funds but employees may elect to teke advantege of the specific exceptions

authorized below:

13.401 Contracts ~ Travel allowances under research or other contrects,
which ere 100% reimbursable, will follow the terms of the contract,
and in the absence of specifications the iravel rules and regula-

tions covering peyments from Trust Funds will apply.

13.402 Truet Funds -- Travel allowances paid from Trust Funds, unless
otherwise specified under the grant or gift, shall be on the hasis
of actusl expenses incurred in lieu of per diem not to exceed a

nmaximum of $15.00 a calendar day. Txpense incurred under this
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13.403

provision must be itemized so:. as to show the amount expended each

day for meals and lodgings. All public transporiation expenses

in excess of $2.50 shall be supported by receipts.

Intercollegiate Athletics ~- Actual expenses will be paid at no
per diem limit, provided such expenditures in the amount of $2.00

or more asre supported by signed receipts.
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Sec. 14.

14.1

1442

1403

145

"14.6

Telegraph snd Subseription Youchers.

Vouchers for freight and express chargés are, if practicable, made
payable to the local sgent but in the name of the transportation
company. A careful check shall be made for demeges or shortages

and, if any, notation is made on the receipt of the transportation
company before the shipments sre acceplted. The vendor shall be noti-
fied in writing when damages or shorteges occur and a copy of the
notification shall be attached to the voucher when deductions are
made on the invoice. In general, charges for freight and express

are made against the same accounts as those charged for the purchase

of the related msterials.

Transportation charges for purchases at delivered prices (f.0.b. des-
tination) cannot be pmid by the University. An acceptance shall,
therefore, not be given the transportation company unless such charges

are prepaid,.

A copy of the advertisement, as well as the invoice and affidavit
of the publisher, showing rates in conformity with State laws,

shall be attached to vouchers for advertisements.

Vouchers for postage and postal box rent shall be made payable to
the United States Posimagter. Fostage stamps are aveilable at a
central supply center at most ingtitutions. Where a postage meter
is used by the institution, the wse of stampz is limited.

Payment for telephone charges shall be handled at the Mein University
through the Office of the Director of Physicel Flant. Inter-depart-
mental vouchers are sent to the department being charged and all
long~distance calls shall be carefully checked in the department
beforse the wouchers are sent to the Business Office. At the other
component institutions, the wvouchering and checking shall be handled
through the business offices. Personal long distance calls musti not

be paid from institutional funds.

An"itemized statement from Western Union showing the person to whom

the message was sent and person sending it is attached to the voucher
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for payment.

147 Subseriptions to publications shall be vouchered after the first copy
is recelved. This is noted on the voucher or involece for payment,

as well as the period covered by the subscription.

Sec. 15. Qupplies and Fouipment.-—At most of the conponent institutions,
stationery, office supplies and some other generszl supplies and
squipment may be secured through an instituticrnel supply center.
Payment for such purchases shall be by inter-departmental transfer
vouchers which criginate in the office furnishing such materials.
When supplieg and eguipment are purchased through the Board of
Control, or sre peyable from local funds, the general regulations

for preparation of vouchers shall be as ocutlined herein.

Sec. 16. Insursnce on Money and Securities.--As approved by the Board of Regents,
the University carries a blanket system-wide policy insuring sgainst loss
of money or securities at any of the component instituticns. The premium
paid by each institution is separaiely computed and is besed on the coverage
applicable at each institution. AL the time 2 loss occurs the University
Comptroller shall be notified by the appropriste Buginess Menager and
shall approve gll loss claims and settlements. Any setilement over
$1000 shall be approved by the Presideni's office ss well as the Comptroller,
and shall be reported to thelBoard of Pegents for ratification at the

next meeting.

Sec. 17. Receipting for Pavments. All statutory or rider provision reguirements
as to receipis for warrants in payment of saleries, wages or reimburse~
ment of officisl travel expenges shall be complied with by the component

institutions.



Chapter IV

PURCHASING

Sec. 1. Authority to Obligate Funds. Except for contre¢ts signéd by
authorized administrative officlals, the official purchasing agents
shall hsve sole aubthority to obligate funds of the institution for
purchaeses unless other arrasngements are approved by the President.
The University can, therefore, assume no liability for payment of

obligations made except as authorized.

Secs 2. Purchaping Eihics., A1l gqualified, reputable bidders are given equal
opportunity to sulmit bids on z uniform basis when competiition is possille.
Ne bidder receives special consideration or. is allowed to revise
his bild sfter the date for opening bids. Purchesing agents and their
staff's shall not zccept gratuities or become obligated to individusls

or firms seeking businessg.

See. 3. Purchages of Supplies apd Fauipment.

3.1 Purchsses of supplies and equirment shall be msde through the
official purchasing agents of the component institutions unless
othervilse asuthorized or as ligted below. Purchases shzall be made
through the State Board of Control, except those payable (or reim-
bursable) from federal funds, trust funds, and auxilisry
enterprise funds which shall be made direct if it is in the interest
of the institubtion to do so. Such direct purchases shall be made
through the officisl purchasing egents of the component institutions
in the usual menner unless speclific suthorizstion to do otherwise is

granted by the head of the institution.

342 An VYhwsrds Book" of contracis entered into for supplies and eguirment

is puklished by the State Board of Control. Copies of this book, or
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information from it, can be secured from the purchasing agents,
vwho alsc render sssistence in securing bids as well as in prepering

and processing requisitions.

Sec. .4+ Gontacts with the State Board of Control. All contacts, whether orel
or written, with the State Board of Conirol and with vendors are
handled through the officisl purchasing agents unless advance written
authorization is obtained from them or the business officers for other

persons to do.$0-

Sec.. 5. Reguisitions.

5.1 Sepsrate requisitions shall be made for:

5,11 State contract items purchased through the Printing Divisisn

of the State Board of Controlj;

5,12 State contract items purchased through the Purchaging Division

of the State Board of Control; and

5:13 TItems to be purchased ip,the open,merket by competitive bids,

or otherwise.,

5.2 BRequisitions for supplies and equipment shall be prepared on the
official departmental requisition form, approved by the chairman
of the department, or other administrative official, and the original
forwarded to the business office or other degignated office for
approvel as to aveilability of funds and to the officiel purchasing
agent for approval of the purchase, Requisitions shall show an
actual or estimated cost and shall be numbered consecutively.
Separate requisitions shell be made for purchases on the open market
for each class of items, such as hardware, electricel supplies,
chemical supplies, etc. The departiment shall be furnighed a copy
of each purchase order igsued against its funds by the purchasing

agents.
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5.3 Requisitions shall not be required for perishable items, automobile
repairs which include both meterial and labor, and service charges
which include only labor. However, vouchers paysble from State funds
for perishable items, or sutomobile repsirs including meterial must

be approved by the State Board of Control.

Sec. 6. BReguisitions for Space Leases.
6.1 Space leases involving buildings must, by law, be approved by the
State Board of Control and mey not extend beyond the current

biennium.

6.2 A requisition shell be submitted to the purchasing agent and the
lease completed prior to occupancy of any space for office, storage

or other purposes. The requisition must show:
6.21 Type of space and purpose of its use;
6.22 Approximate number of square feet;

6.23 TLocation}

6.24 Whether janitor service and/or utilities will be furnished by

the lessor;
6.25 Period of the lease; and

6,26 Any other requirements.
Proposals for space leases require approval by the President and the
Board of Regents and lease contracts shall be approved and signed by the

University Complrolier.

Sec. 7. Rental of Machines snd Fcuipment. Requigitions for rental of all

meachines and equirment are required, by law, to be approved by the
State Board of Control pricr to the beginning of the rental period.
They are submitted throughﬂthe purchasing agents and payment of the
rentals shell be made only after approval of the requisitions by the

Board of Control. Also, see section 11, of this Chapter.
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Sec. 8. Purchase of Alr Conditioning Bguirment. It is the poliecy of the Board

of Hegents thet expenditures for purchase of any new or additional

air conditioning equipment must be approved in advance by the Board or
the Pres%dent on recommendation of the executife head of the component
institution. Because the installation or replacement of air condition=
ing equipment frequently involves special electrical installations,
departments shall secure the approval, in writing, of the Director of
Physical Plant snd/or the Business Officer before initiating a

request for gsuch equipment. When depsrtmental funds are the source of
the original purchase, installstion costs, as well as maintenance ang

repair costs, shell be paid from departmental budgets.

Sec. 9. Purchase of Stationery, Office Supplieg, Stenographic Services,

Mimgograrh and Multilith Work, Printinc, Books, Periodicals, and
Magazine Subscriptions.

9.1 Stationery, office supplies, stenographic services, mimeograph and
multilith work shall be purchased by departments and administrative
offices from the Stenographic Bureau at the Main University or from
a central source of supply at the other component institutioms. The
department, in writing, shall aunthorize certain persons to make such

purchases.

9,2 Printing at the Main University is usuwally purchased from the.
University Printing Division, and at the other component institutions

purchases aré made as designated by the business officer.

9.3 Books, periodicals and magezine subscriptions, if payable from
general budget funds, shall be purchased at the Main University
through the University Library by the use of a book order card. Pur-
chagses from other funds at the Main University and purchases a2t the
other component institutions, shall be made by requisition through

the purchasing agents.

Sec. 10. Purchases from Fmployeegs. Purchases are not permitted from any

officer or employee of the University unless the cost is less than
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Sec, 11,

that from any other known source and until approved by the institutional
heads, the President, and the Board of Regents. Details of such

transactions shall be reported in the dockets or Minutes of the Board.

h n ¢ in T tergs. In accordance with the current
appropriation bill purchase or rental of executive and/or proportional
spacing typewriters is not permitted unless the head of the depariment
mzkes an affidavit attached to the requisition for the purchase that the
use of such typewriter shall be more economical than purchasing printed
natter and such typewriter shall be in continuous use for at lesast six (6)

hours a day. Also, see Section 7 of this Chapter.
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Chapter V

PERSONNEL

Sec, 1. Classified Personnel. The Policy of the Board of Regents on the
Development and Coordination of the Clasgified Personnel Programs.

This policy covers:

1.1 The Qevg}opment and operatiop of the Branch Personnel Frogram as
“ defined in‘thekduties of fhelBranch Persoﬁnel Officer. Thié extends
tos
1,11 The administration of the Classified Personnel Program in his

institution. The Director shalls

1.111 Xnow the objectives end all of the details of the

Program.

1.112 Assume responsibility for recommending all changes in

the written program to his chisf executive officer.

1.112 Interpret the personnel program to his insgtiiution--

administration, supervisors, and employees.
1.12 The clasgification plan. The Director shall:

1.121 Recommend all changes in any existing job classificax

tion or the crestion of any new job classification.
"1,122 VWrite zll ¢lass specifications.
1.123  Allocate a2ll jobs tolthe proper job:eélassification.

1.124 Assure thet no person is eppointed in a position in the
classified service under a title not included in the

Clagsification Flan.
1,13 The Pay Plan. The Director shall:

1.131 Recommend all changes in approved salary ranges together

with the ranges for all new job classifications.

1.132 Make salary studies to determine correctness of existing
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1.133

salary ranges and to substantiate recommendations for

new ranges or changes in existing ranges.

Assure that no appointment and/or change of salary is

made which is:

iel331 Below the minimum salery for the clags range

(except for a M"Trainee").
1.1332 Above the maximum salary for the class range.

1.1233 WNot on & regulzr step {or fraction thereof if

part time).

1.14 The policies and rules. The Director shall:

1.15

1,141

1.142

1.143

 Provide: s uniformiinterprétdtion-of’ the institationts

personnél pélicy.

Advise his chief executive officer of any violation or

abuse of this policye.

Recommend any necessary change in the written Poliecies

and Ruleg.

Persgonnel transaction. The Director shall:

1.151

1.152

Approve 2ll budget recommendations, appeintments, changes
of status, militery leaves, leaves without pay, separa-
tions or other personnel transsctions involving clasgi-
fied employees prior to final consideration by his chief
executive officer to assure conformity with all provisions

of the Classified Personnel Program.

Call to the attention of his chief executive officer in
writing any violation of the program which may be
approved outside the channels provided above, with a

copy to the President of The University of Texas.
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iolé Personnel services, The Director shall provide necegsary
personnel services to departments of his institution es
rapidly as time and staff permit. These services should

include, as a minimum, the followings

1,161 (Centralized personnel records.

1.162 A program of interdepaertmental promotions.
1.163 Centralized recruiting for job vacanciles.
1.164 A training p;ograme

1.165 A program of employee communication.

1.2 The development and coordination of the System-Wide Personnel

Program. The following rules shall apply:
1.21 The Classification Plan,

1,211 goverage: The Classified Service of The University of
Texas System shall include all positions on the staff
at the Uhiveréity which do not entail significant
instructionsal responsibilities or responsibilities for
the administration of instructional or research organi-
zations. The chief executive officer of each component
institution shall determine the inclusiveness of the
clagsified service within this general definition, and
shall submit upon requegt to thée Presidént -a list of those
administretive or resesrch positions not included

in the classified program.

1.212 JType of Plan: Uniform use shall be made of the "grading
or Job Clagsification” system of job evaluation. Job

gpecifications shall be prepared according to the

Procedure for Writing Class Specificetions provided by
the Office of the President of The University of Texas.
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1.22

1.23

1.213

1.214

Job Titleg: Standardized job titles shall be used for
gimiliar job classeg common to two or more of the
compoﬁent institutions in order that a particular job
title shall describe generally similar work. C(Clasges
unique to & component institution shell have suitable

descriptive titles.

Job Code: A uniform job code entitled the Pergonnel
Clagsification Code shall be used to designate job
classes. This code shall be used on IBM cards to

complle statistical informstion on classified employees.

The Pay Plan.

l.221

1,222

A uniform system of salery steps providing for an
increase of five per cent, to the nearest dollar, above
each preceding step shall be used for all pay plana,
A1l salaries shall be on salary steps, or a fractional

part thereof.

A upiform system for setting forth the sdlary renges for

~egch job ¢lassification: shiall’ be nsed in the pay plans

1.223

foreach ingtitution.

Salary ranges for each job classification shall be
dependent upon the competitive labor market situation

for each institution, as determined by pay surveys.

The policies and rules.

1.2321

1.232

Fach institution shall operate itg Classified Personnel
Program under a policy statement covering the appoint-
ment, compensation, and working conditions of classified

employees.

Uniform pelicies shall be followed in providing vacetion,

FR - 33



sick leave, ete., within the limitations imposed by

local operating conditions.

1.2 Clasgified Personnel Cfficer.

1.25

1.241

1.242

The chief executive officer of each component institu-
tion shall designaste one qualified official who shall
be responsible under the chief executive officer of
that institutieon fbr the development and operation of

the Classified Personnel Program.

Funectional direction and help on technical pergonnel
matters shell be provided each classified personnel
officer by the Office of the President of The University

of Texas.

Approval of additions to and changes in the Classified Personnel

Program.

1.251

1.252

Formal approval of the Classification Plan, Fay
FPlan, and Policies and Rules developed by each
institution was obtained from the Board of Regents

at the time each program was formally adopted.

Changes in the Classification Flan, Pay Plan, and
Policies and Rules at each institution must be
maede upon the recommendstion of the branch
personnel officer, the chief executive officer of
the institution, and the approval of the President
and tha Board of Regents. Such changes must have
the approvsl of the Presgident prior to inclusion

in the Regents' Docket for the institution concerned.

1.26 Dubies of the System Pergsonnel Advisor - The System FPersonnel

Adviser serves as a staff officer advising the President through

the Vice-President for Fiscal Affairs on the Clasgified personnel
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programs for each of the component units of the system.

1.27 Reports.

Necessary reports concerning the staius and operation of the various
classified personnel programs mey be required by the FPresident o

The University of Texas.
Sec. 2. General Pergonnel.
2.1 Fidelity Bond.

2.11 As approved by the Board of Regents, the University shall carry a
blanket position (fidelity) bond which shall cover employees of all
component institutions. There shall be coverage of $5,000 each for all
employees and certain specific excess coverage for administrative and
business officials. For total coverage in excess of $10,000, approval

of the State Auditor is necessary.

2,12 The Secretary of State and the State Comptroller of Public Accounts
shall be each furnished with an original of the bond. The Bond shall
be issued in "triplicate originals", with one original to remain with the

University Comptroller.

2.13 The premium for the bond is prorated to the component institutions on
the basis of the number of employees covered for which a premium charge

is made.

2,14 At the time a loss occurs The University Comptroller shall be notified by the
appropriste Business Manager and shall approve all loss claims and settlements
Any settlement over $1000 shall be approved by the President's office as well
as the Comptroller, end shall be reported to the Board of Regents for

ratification at the next meeting.

tg. Every employee must execute and file with
the institutionsl business officer an Fmployees' Withholding Fxemption Certificate
before compensation can be paid, since the United States Treaswry Department,

Internal Revenue Service, requires collections of Income Tex on wages at the source
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The deductions for taxes withheld is authorized by State Law on payroll

forms prescribed by the State Comptroller.

2.3 Leave for Militery Duty.

2:31 A leave of absence not to exceed fifteen calendar days
in any one calendar year is granted faculty or staff mem-
bers who, as members of the National Guard or Official
Militia of Texas, or members of any of the Reserve Com-
ponents of the Armed Forces, are engasged in field or
coast defense training, parade or encampment as ordered
or authorized by proper zuthority. During such periods,
the employee is absent without loss of efficlency rating
or vacation time, or salary, and is restored to the
position end status he previously held when relieved

from military duty.

2.32 The institutional heads may prescribe forms and procedures

for such reguests.

2.4 Overtime.

2.41 Clasgified Personnel.

2.411 The schedule of actlvities shall be so organized
that employees are not required to work in excess
of estzblished work periods except when operating
necesgities demand it. Equivalent compensatory
time off for required over-time of zt least one
hour or more above established work periods is
given employees whose salaries are below the mini-
mum for & full-time instructor at all institutions
except the M. D. Inderson Hospitsl and Tumor Insti-
tute and the Southwestern Mediczl School where

definite salary limits are set.

not to exceed
2:412 Overtime equivalent W\ a regular work week may be
accumulated and compensatory time taken at a mutually
Under exceptional circumstances
convenient time. A payment may be made to eligible

employees on a straight time besis from the budget of
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the employing depariment, upon approval of the appro-

priazte administrative officials,

2.42 Facully.

2.421 Fullw=time faculty members of the rank of Instructor
or above are permitted téd work a maximum 6410 7
e - and other
hours per week additional time in govermmentAsponsored
projects upon recommendation of the chairmen and dean
of their respective departments, schools, or colleges,
and with the approval of the project directer and the
head of the component unit and to recelve extra compen-

sation for such work at a pro rata of their regular

full-time tesching salary rate.

2422 Part-time fzculty membsrs of the rank of Instructor
or above may be similarly approved for additional
work in government and other sponsored projects subject to a
maximum combined work lozd of 50 hours per week,
compensation in the sponsored project to be at a pro

rata of the regular full-time teaching salary rate.

2423 With rare exceptions, full-time employvees on a twelve
months! salary basis shall not be permitted extra
employment on government and other spodsored projects.
In the event that such employment is approved, it is

governed by the limitations stated above.

2.5 Student Employment.

2+51 The employment of students as Teaching Assistants and
Assistants at the Main University is effected through
the appropriate departmental cheirman and dean in accordance
with the Quantity of Work rule with notification to the

Vice~President and Provost.
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2,52 The employment of students as classified personnel is
handled through thet office; notices of work aveilable

are lisied with the Student Employment Bureau.

2.53 The Quantity of Work rule provides that the combined
study and work load of an employed student may not exceed
gixty hours per week. In arriving at the total combined
work loed, each class hour of course work carried is

valuned at three clock hours.

2.54 Exceptions to this rule are rarely made and then shall
be made only upon specific recommendation of ithe student's

academic dean.

2.6 Patent Policy. Where no specific contract to the contrary has been
approved by the Board of Regents, the following policy

appiiés to ‘patents obtained by University employeés:’:

2,61 The title to the patent for a discovery or invention by a
University employee shall belong to the employee subject

to the following provisions:

2,611 When totel net royalties, or other compensations, are
less than $1,000, no payment to the University is re-

guired.

2.612 When net royalties, or other compensations, dmount to
more than $1,000 but less than $5,000, 10% of the ex-
cess of such royalties or other compensations over

$1,000 shall be paid to the University.

2.613 When net royalties, or other compensations, amount
to more than $5,000, the royalty or other compensstion
paid the University will be 10% on the amount above

$1,000, but less than $5,000, and 20% on 21l emounts
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of $5,000 or more.

2,614 Where contributions have been made to research projects
by private donors, non-exclusive licenses on all lnventions
or discoveries resuliing from such research may be issued
on a reasonable basis without discrimination in favor of
or against those making contributions in aid of the

research.

Sec. 3. Other Reesmlations Concerning Personnel are Reported in Rules and

Regulations of the Board of Regents, Part I, as follows:

Affidavit - Chapter III, Sec. 1.6, page 19.

Political Aid and Legislative Influence - Chapter III, Sec. 1.7,
page 20,

Physical EBxemination - Chapter III, Sec. 1.8, page 21.

Employment of Aliens - Chapter III, See. 3, page 21.

Indebtedness to the University or the State -~ Chapter III,
Sec. 27, page 38.

Appointment of Relatives (Nepotism Rule) - Chapter III, Sec. 5,
page 23.

Holidays ~ Chapter III, Sec. 14, page 33.

Yacation - Chapter 1II, Sec. 15, page 33.

Sick Leave - Chapter III, Sec. 18, page 34,

Leave for Jury Duty - Chapter IIT, Sec. 19, page 35.

Leaves of Absence Without Pay - Chapter III, Sec. 16, page 34.

Absence from Usual and Regular Duties - Chapter III, Sec. 20,

page 35,
Office Hourg - Chapter III, Sec. 12, page 32.
Qutside Fmployment -~ Chapter III, Sec, 13, page 32.

Acceptance of Money from Studentg - Chapter III, Sec. 25, page 37.

Textbooks and Other Materials Preseribed for the Use of Studentsg -

Chapter III, Sec. 23, page 36.

Institutional Emplovees as_Students ~ Chapter III, Sec. 29, page 39.

Power to Authorize Exvenditures out of University Funds - Chapter III, .
Sec. 26, page 37.
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Divigion of Salaries for Staff Ensased in Teachings and Non-

Tgaching Activities - Chapter III, Sec. 17, page 34.
Compensation for Correspondence and Extension Teaching of

Fulltime Staff Members - Chapter III, Sec. 22, page 35.

Clagsified Personnel Systems - Chapter III, Sec. 2, page 21.
Code of Ethicg - Chapter III, Sec. 4, page 22.

Tenure, Promotion, and Termination of Employment - Chapter III,
Sec. 6, page 25,

Modified Service - Chapter III, Sec. 30, page 39.
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Sec. 1.

1.1

1.2

Chapter VI
TAFF B

Teacher Retirement System.

There are two types of membsrs in the Teacher Retirement Systems

1.11 Teacher members - employses octupying positfons:as teachers,
clerks, administrators, supervisofs and related occupations

in educational institutions; and

1.12 Auxiliary employees ~ all other employees of educational
institutions otherwise eligible, such as building attend;

ants, carpenters, etc.

All employees of the University employed on a regular, full-time
salary are required by law to participate in the Teacher Retire-
ment System, which became effective forteacher members *
September 1, 1937, and for auxilliary members Septembsf 1, 1949,
except persons eligible at those times who executed walvers
within the period allowed by law and have not revoked such waiver

if later permitted, and members of the Employees Retirement

System about which information is given later.

Annual membership dues in the Teacher Retirement System are £3
which amount is deducted from the first salary payment in a
fiscal year. Members contribute six per cent of their salary
up to and including $8400 per year, with the maximum contribution
of $504 per year, which amount is deducted from the monthly
saiary payment. The contributions are sent monthly by the
business offices to the Teacher Retirement System. Each year
members receive a statement from the Teacher Retirement System,
through the business offices, of thelr total coniributions,
plus accumulated interest through August 31 of the preceding
year. Within the provisions of the law, the State also cone

tributes to the member's account.



1.4 The annuity payable at retirement is based on the sslaries

1.5

1.6

1.7

earned by the member. Annuity payments for services rendered

prior to September 1, 1955, are based on the average annusl

salary of the member during the five-year period from September 1, 1950
to August 31, 1955. Annuity payments for services rendered subsequent
to August 31, 1955, are based on the actual salary earned during each
year of such service, not to exceed $8,400«OO of salary‘for any one

year.

When a member leaves the employment of the public schbols of Texas, he may
withdraw the amount of his contribution, plus accumulated interest,

upon application, or he may leave the funds at interest for not more

than five out of six consecutive years during which pericd he pays the

annual membership dues.

If a member dies before retirement, his beneficiary, depending upon the
relationship to the member, will be entitled to death benefit payments

or survivor benefit payments, whichever renders the greater advantage

to the beneficiary. If “there is no beneficiary with an insurable interest,
payment will be limited %o t he accumulated contributions plus interest

standing to the account of the member with the Teacher Retirement System.
Eligibility for retirement benefits is as follows:

1.71 With ten years creditable service upon reaching age 65, member
is entitled to retire with full benefits based on service rendered
and salary earned. A teacher member is entitled to minimum benefits
of $75.00 per month. An guxiliary employee is entitled to minimum

benefits of $50.00 per month.

1.72 With fifteen years creditable service upon reaching age 55, member
is entitled to retire at reduced sctuerizl equivalent of benefit

payable at age 65.

1.73 With twenty years creditable service upon reaching age 60, member
is entitled to retire with full benefits based on service rendered

and salary earned. A teacher member is entitled to minimum benefits
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of $100.00 per month. An auxiliary employee is entitled to minimum
benefite of $75.00 per month.

1.74 With 25 years creditable service upon reaching age 55 or with 30
years creditable service at any sge, member is entitled to retire

at reduced actuariel equivalent of benefit payable at age 60.

1.8 Creditable service consists of prior service, former membership service,
and current membership service., For teacher members, prior service is that
before September 1, 1937; former membership service is thet rendersd during
the period September 1, 1937, to August 31, 1955; end current membership
service is that rendered subsequent to August 31, 1955. For auxiliary
employees, prior service is that rendered prior to September 1, 1949,
former membership service is thail rendered during the period September 1,
1949, to August 31, 1955; and current membership service is that rendered

subsequent to August 31, 1955,

1.9 Information pertaining to options under which retirement benefits may be
drgwn gnd to reciprocal service between the Teacher and ﬁmployees Retirement
Systems, as well as other information, may be secured from the locel

institutional buginess office, the Central Administration Office of Workmen's

Compensation Insurance and Other Staff Benefits, or the Teacher Retirement

System in Austin,

Secs 2.

2:1 There arc relatively few employees of the University who are members of
the Employees Retirement System since they are no longer eligible for
initial membership in this system. Only those who were eligible between
September 1, 1947 and August 31, 1949, and who did not weive membership
as of September 1, 1947, are now members. Beginning September 1, 1949,
new employees who would previously have been eligible for this plan
became eligible for membership in the Teachsr Retirement System as

auxiliary employees.

2,2 Annusl membership dues in this system are $2 which sum is deducted

from the first monthly salary payment in & fiscal year. Contributions
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of employees are 4 1/2 per cent of the total salary earned, which

is deducted from monthly salary payments. The University contributes
an amount equal to that of employees, payable from the same source

as the salary. All contributions are deposited monthly with the
¥mployees Retirement Sysiem and by law are deposited by that agency

with the State Tressurer.

2.3 Member's deposits are hendled in the same way as in the Teacher

Retirement System.

2.4 Provisions for membership and retirement requirements and benefits
are guite similar to those for the Teacher Retirement System,
Prior service in this system is all creditable service prior to
September 1, 1947, and membership service that which was earned

since that date.

2.5 Turther details, ineluding informetion pertaining to reciproeal
service with Teacher Retirement System, may be secured from local
ingtitutional business office, the Central Administration Office
of Workmen's Compensation Insurance and Other Staff Benefits, or

the Employees Retirement System in Austin.

Sec. 3. Group Life Insurasnece.

3.1 The University carries & msster group life insurance policy,
covering all institutions, with the Aetna Life Insurance Company
for a "One Year Term Plan." Premiums are payable annuelly, in
advance, increase for each person with each year of age, and are
payeble entirely by the individual. The program is optional
but is available only to full-time employees; new employees
are notified of their eligibility by the business offices

immediately after employment.

3.2 The amount of insurance available is equal to the annual salary,
or nine months! salary for faculty members on that basis, to the
nearest $100, with a minimum of $500 and a maximum of $5,000,

renewable annually by the individual. Coverage is adjusted with
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3.3

3.6

3.7

308

salary changes, at the option of the employee at the beginning

of a fiscal year, but mandatory within the limits above on

February 2 of each year, the anniversary date of the policy.

No. medical examination is required if application is made for
insurance within 90 da&s from the date of employment. After the
90 day period, an "Evidence of Insurability" form, prepared by
the company and available through the business offices, is re-
guired. Ko medical examination is required if this form is
accepted by the company after review, but, if it is not so
accepted, the applicant must have & medical examination at his
expense. Coverage is usually the date the application form is
accepted by the business office but is subject to the condi-

tions indicated above.

Premiums asre collected by the business office according to
statements sent to the policyholders from that office. Premiums

must be peid before January 31 each year.

Beneficiaries are designated by the policyholders on the
application forms and may be changed during the life of the
policy upon application to the business offices. Each policy-
holder recelves s certificate issued by the company and trans-

mitted through the business offices.

Policyholders who go on modified service under the Ruleg angd
RBegulations of the Board of Regents may continue the policy in
the amount held at the time of going on modified service or may
have it reduced to conform to thé modified service salary. The

plan selected at that time camnot be changed later.

L policyholder who is less than 60 years of'age and who becomes

permenently and totally disabled, may recelve the face amount

of the policy in sccordance with one of seversl options. There
i

are no disability benefite after age 60.

Benefites at death ars payable according to one of several options.

Upon notification of the death of a polieyholder, the business.
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office agssists is the preparation of the required records to be

sent to the company.

3.9 Participation in the Group Life Insuranée Program automatically
terminates when employment terminates unless the policyholder
retires under the provisions of the Teacher Retirement System
or the Employees Retirement System or unless he converts the
group policy into one for regular individual life insurance.
This conversion may be made, without a medical examinstion
within 31 days of termination of employment, to any regular
individuel life insurance policy, except term insurance,

customarily issued by the company.
Sec. 4. Gro italization and Medical efit Pl

4.1l Group hospitalization and medical benefit plans may be ingti-.
tuted or continued at each of the component institutions
the University Comptroller, ih
subject to approval of the ingtitutional Headyh" President

and ratification through the Regent's docket.”

Sec. 5. Workmen's Compensation Insurance.

5,1 The Workmen's Compensation Insurance Program is on a university-
wide, se¢lf-insuring basis, firnanced by setting aside not more
than two per cent of the annual payroll of covered employees,
and provides certain benefits for injuries sustained on the _
job. These benefits include payments for rezsonable medical

aid, hogpitalization, ete.; totel or partial incapacity;

specific losses; and death.

5.2 The Director of Workmen's Compensation Ingurence and Other
Steff Benefits, in cooperation with other University officials,
investigates accidents and injuries, and endeavors toc develop,
publish, and enforce safety rules and regulations. His office
keeps a complete record of all injuries on the job and is
respongible for reporting them to the Industrial Accident

Board.
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5.5

All employees whose nemes appesr on the payrolls are eligible

except:
5.31 Administretive staff, including officers of the administration;

5.32 Teaching staff, research staff, clerical and office employees
and supervisory staffs unless hazardous work 1s required,
such as handling or working in ¢lose proximity with dan-
gerous chemicals, materials, machinery or equipment; work-
ing in a dangerous area; performing manual labor; traveling
regularly; or being exposed to haszards of occupational

disease; and

5.33 Persons paid on & piece work besis or any basis other than

by the hour, day, week, month or year.

Eligivle employees who do not wish coverage may waive all rights
to the benefits at the time of appointment. However, the waiver
may be revoked at any time during continuous employment and the

employee covered by insurance 30 days after the application form
is signed, upon taking the necessary physical exemination and

being certified as physical fit.

A physical exsmination by & designated physician is required for
all persons to be covered and, before the individual's name can
be placed on the payroll, the executed original of the examina-
tion form must be filed in the Workmen's Compensation Insurance
and Other Staff Benefit 0ffice. The Mirector furnishes a list
of physicians for these examinations which is approved by the
Board of Regents. A fee of §5 is peid by the Workmen's Compen-—
gation Insurance Office for each examination. Persons who fail
to pass the physical examination cannot be covered by the insur-
ance. They may be employed only after signing a waiver of all

rights.

A notice of coverage is signed by all employees who are covered,

with the originel filed in the Director's office before a name is
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5.7

5.8

placed on the payroll. All personnel forms and payrolls include
pertinent information on Workmen's Compensetion Insurance by a

symbel or other notation.

The percentage of the annual payroll, within the two per cent
mentioned in Section 5.1 above is approved by the Board of

Regents, and the amount is set aside from avaeilsble appropriations
other than itemized salary appropriztions. EFach business officer
prepares and sends to the Comptroller of the University at Austin

a monthly report of covered employees showing the source of their
salsries and, if from local funds, enclosing a check for the

gmount due. The Comptroller of the University deposits these

checks in a local depository bank and requesis the State Comptroller
to trensfer the amounts due on payrolls peid from State funds to

the Workmen's Compensation Insurance Fund in the State Treasury.

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 and are called for
treatment when posgible though other competent physiclans may be
auvthorized for treatment at the request of the employee.
Emergency treatment, hcwever, mayrbg provided by any available
physician and at any hospital, including institutional health
centers or hospitals. The physiciesn in charge chooses the hospital
except as indicated for emergency treatment. The designated
physician authorized to treat injured employees files a Surgeon's
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, subjeét to

control of the Industrial Accident Board.

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, thils report is filed at the
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end of each 60 day period. The same form is used if the employee
is disabled later due to the original injury. In the event of

death of the injured employee, the form is filed immediately.

5.10 The supervisor is also responsible for keeping in close touch
with injured employees and their attending physiclans and
investigating medical attention to see that unnecessary &id and
visits are avoided, He approves the statement from the physician

as to services rendered although not actual charges for treatmsent.

5,11 Compensation paid is in lieu of salary and wsges and the employee's
name is therefore dropped from the payroll when he is unable to
work after injury, and is not returned to the payroll until he

is back on the job after certification by the attending physician.

5.12 The compensation for a covered employee injured in the course of
hig work is equal to 60% of the average weekly earnings for the
12 months immediately preceding injury though not more than $35
nor less than €9 per week. Compensation to an employee on less
than a full work day basis is not more than 60% of his average
weekly earning, with the seme meximum of $35. Compensation is
not paid for incapacity of less than one calendar week unless
incapacitj continues for 28 days at which time the compensation
is peid for the first geven days. Benefits may be paid for no
longer than 401 weeks from date of injury for totel incapscity
and no longer than 300 weekg for partiel incapacity for work.
For specific injuries, the Director has information available
on request concerning benefits for gpecific injuries such as the
loss of & hend or an eye. In case of death, benefits are com-

puted on the besgis of 360 weeks from injury.

5.13 Payment for physical examinations, medical aid, hospitalization
and compensetion is through the Workmen'!s Compensation Insurance

and Other Staff Benefit Office,



Sec. 6. Social Security (Old-Age and Survivors Insutrance).
N Y

i <

6.1 As an employer, the University complies with the relevent pro-
visions of the Social Security Act. 411 University’employees
are required to participate in the Federal Social Security

Program as a condition of employment.



Chapter VII

PHYSICAL PROPERTIES

Sec, 1. Except as otherwise specifically authorized, Sl University

Sec.

2.

property shall be used only for official dusiness. Only Libvrary
books and other items of similar nature of wellwestablished use
may be used for the personal benefit or pleasure of employees.

A Property Manager is designated at each institution.

Use of Physical Facilities of the University by Outside Groupsg;

The University of Texas as a Joint Sponsor. Use of Unlversity

physical facllities, especially auditoriums, gymnasiums, and
large rcoms, by cutside groups shall be subject to the following
rules in which the "University" shall mean any component insti-

tatlon:

2.1 The University of Texas wlll not permit the unrestricted use

by non-Universliy groups of any of it¢s facilities,

2.2 The University will not enter intec Jjoint sponsorshlp of any

project or program that is to result in private gain for the

cooperating group or groups.

2.3 'The University, established as a public ingtitution without

regard to political or religious faith, cannot be a joint
sponsor with any non-campaus organization for political or
sectarian gatherings. However, the appearance by or on behalf
of & candidate for public office may be suthorized under con-

ditions prescribed by the Board of Regents,

2.4 Whenever non-University groups share in the use of University

puildings it mast be upon the invitation of The University of
Texas and under its jolnt sponsorship, and with the further
understanding that all the conditions governlng such sponsor-

ship are to be set by the University.



245

2.6

27

2.8

R+9

Sec, 3.

3.1

3.2

The University when entering into joint sponsorship of any
program or activity, assumes full responsibility for all details
and reserves the right to approve all copy for advertising, as

well as news releases.

The University will not enter into joint sponsorship of any
program or activity in which the educational implications are

not self-evident and which does not directly supplement the

,educational purposes of the University.

Tt shall be understood that the avallability of the University's
auditorium facilities for functions other than the institution's
own activities is sirictly subject to the needs and the convenience
of the University, which are always to have priority in the

scheduling of facilities.

The use of Uhiversity suditoriums on Sundays will be limited to
Sunday afterncons. Authorization for their use at that time will

be given only for conceris or other programs appropriate to the day.

In the case of programs for which the University is & joint sponsor
with some other group or organization, the fee to be paid by the
co-sponsor will be a matter for negotiatlon in each cese and will

be specified in the mgreement providing for the joint sponsgorship.

Inventories.

An sctuel physicsl inventory of University property shall be made
gach figcal year in sccordance with the Law enacted by the 52nd
Legislature. The ingtitutional Head 1s respongible for forwarding
through adminigtrative channels & statement describing the
method of verifying the inventory within A5 days after the inven-

tory date set for the University.

Department heeds are initially responsible for all University
property in their care and for the taking of the inventory on

the preseribed record forms. The report is prepared in the
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department in triplicate, one copy bdeing 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 eguipment on hand and
vouchered for payment, listed at cost plus freight. All non—
consumable property valued at $5 or more per unit is equipment
subject to inventory. Iltems which are worn ocut or discarded are

listed as charged off in accordance with instructions furnighed.

Sec. 4. Motor Vehicles.

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. Bach vehicle shall carry an inseription on

both sides as preseribed 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 afier use of the wehicle.

4 3 The operators of University-owned vehicles must hold, at their
expense, an approprizte operator's license for the type of

vehicle operated.

4.4 University-owned vehicles are subject to the compulsory inspec~

tion reguired by law.

4,5 It shall be the obligation of the Business Manager of each of the
component lnstitutions to see that all employees who are required
to drive University-owned venicles azre fully informed of their

personal responsibility and liability for their negligent operation.

Sec. 5. Insurance on University Property.

5.1 The following types of lnsurance coverage, where practicable,
ghall be malntained on a system-wide basls:
Fire and Extended Coverage Insurance

Boller and Machinery Insurance
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Blanket Position (Fidelity) Bond

Money and Securities Insurance

5.2 The terms of the policies covering the risks indicated above

5.3

5.4

Sec. 6.

6.1

6.2

Sec. 7.

are negotlated 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,

When it is necessary or advisable to cover risks on a basls
that ig not system-wide, ingurance policieg covering such
rigks shall be approved by the University Comptrcller on an
individual basis upon recommendation by the Business Manager

of the component institution affected.

At the time a loss occurs applicable to either system-wide
or individual insurance policles, the Universlity Comptroller
shall ve 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 Comptroller, and shall be reported to the

Board of Regents for ratificatlion at the next meeting,

Keys to Buildings, Offices, Etc.

Keys to buildings, offices and other facilities ghall be igsued

to the employee upon anthorization by his chairman or administra-
tive official. The Idrector of Physical Plant, or some other
authorized person, shall hawe immediate responsibility for handling
keys and he shall issue instructions and outline procedures ag

approved by the business offices and the institutional heads.

A deposit is usually reguired for keys which sum is in turn de-

posited in the business office or aunditor's office. Department

heads shall cocperate in requiring that keys be turned in at the
termination of employment. Where a deposit has been required,

refund is made to the employee upon turning in the keys.

Safe and Vault Combination. The combination $o all vaults and safes
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used by the University are filed under seal with the institutional
business officer or other aunthorized person designated by the

institutional head.

Sec. 8. Watchmen and Security Officers.

8.1

8.2

8.3

Sec. 90

Sec, 10,

10.1

10.2

Watchmen and other security officers are employed at the component

institutions to protect and safegusrd the property of the Uhiversity.

At the Main Unlversity, the wetchmen shall carry clocks which shall
be punched periodically each night during the course of thelr rounds.
They shall be assigned specific buildings, with the supervisor
cruising by car and checking on outlying buildings and grounds.

The wetchmen shall check for hazards of all kinds: fire, theft,

vandalisnm, open doors and windows after hoursg, ete.

Employees will cooperate in the security program by exercising

caution to safeguard the equipment end supplies in their offices.

Televhonegs. The Director of Physical Plant or the institutional
business officer, shall be responsible for the installation of
telephones and the administration of all telephone facilities.
University telephones shall not te charged for personal toll calls.
Charges for telephones and toll calls shall be under the supervision

of the persons nasmed above.

Disposal of Universgity FProperty.

Whenever any item of departmental equipment or other University
equipment becomes obsolete or useless for the needs and purposes

of the depertment concerrned a written report of such fact shall

be made to the institutional Business Manager. Upon receipt of

such report, it shall be the responsibility of the Business Mana-
ger to determine whether or not such item of eguipment is needed

by any other department and if so, to transfer and assign the equip-~

ment to such department.

If the Business Menager shall determine that the eguipment is not
needed for any depaertment and that it is not practicable to store
the equipment for possible future use, he shall proceed to sell

the item concerned.
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10.3 PFor items of little value or limited use where sale on competitive
bids is not practiceble, the Business Manager shall have the authori-
ty to dispose of the property on the bagis of a negotiated bid in

amounts under $500.00.

10.4 Sale of property estimsted to bring $500.00 or more shall be made

on & basis of competitive bids. .

10.5 Sales in amount of $1,000.00 or more shall be approved in advance

by the Board of Regents.

Sec, 11. Transfer of Propertv. Property may be transferred from one State
agency to another when it becomes surplus. The purchasing agents
ghall advise depertments and administretive offices as to the pro-
cedure to be followed in disposing of or scquiring property by this

means.
Sec. 12. rial ial Provisiong in Current & fation Bill -

The rulez and regulations of the Board of Regents are subject to and shall
comply with the provisions appearing in the current appropriation

bill, including the following:

12.1 Irohibition Agsinst Additional Museums. '"None of the moneys appro-
priated in this Article, except bequests and gifts, may be used for
establishing additional museums or for the meintenance and operstion
of museums unless the languzge of this Act or of other acts and reso-
lutions of the Legislature specifically suthorizes such use of

appropriated funds."

12.2 IV Siationg Prohibited. "None of the moneys appreopriated in this
Article may be expended for the acquisition, construction, or opera-
tion of television transmitter station; provided, however, this
prohibition shall not be construed so as to prevent the medical
schools, dental school, general academic teaching institutions or
other agencies of Higher Education named in this Article from using

closed~cireuit television for purely instructicnal purposes.”
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12.3

124

12.5

12.6

Parking Jots. %It is the intent of this Legislature that no educationel
and genersl funds whether from General Revenue Fund or from loecal sources
as appropriated by this Act shall be used for the purpose of constructing,
meintaining, or operating parking lots. It is the further intent that
such facilities shall be constructed, meintained and:pperated from fees

charged to those using such facilities.?

Presidenis' Homes. "No funds appropriated by this Act may be used

for the purpose of constructing a home for a pfesident of any of the
general academic teaching institutions named herein, withodut obtaining
the spproval of the Governor after the advice and congent of the

Legislative Budget Board prior to obligating any funds for this purpose.®

Usg of Alcoholic Beverages. "None of the moneys appropriated under
this Act shall be used for the payment of salaries to any employee

who uses alcoholic beverages while on active duty. None of the funds
appropristed under this Act for travel expenses may be expended for

alcoholic beverages.m

i ta loyment. "No employee of the State shall be
granted terminal annual or vacation leave subsequent to the effective
date of the employee's resignation, dismissel, or separation from

State employment."
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Sec. 1,

Chapter VIII

PLANT IMPROVEMENTS

New Construnction.

1.1 New construction in an amount exceeding $5,000 per project shall

1.2

1.3

be approved by the Board of Regents upon recommendation of its

Bulldings and Grounds Committee, the President, the Compiroeller,

and the institutlional head., It is the policy of the Board to

employ a consulting architect for major new tuildings and campus

development plansg at all component units, and to¢ employ an

assocliate architect for each major new building.

The institutiocnal btullding committees shall study the physical

plant needs of thelr respective institutions and make recommenda-

tiong through administrative channels as %o the priority of

buildings, location of tmildings, suggestions as to size, style,

mechanical equipment, etc. The Univergity Comptroller shall be

ex~officio a member of 2ll institutional bullding committees.

After the Board of Regents approves the consiruction of a new

building and anthorizes the preparation of preliminary plans,

the procedures shall be ag follows:

1.31

1.32

1.33

1.34

The institutional he2d shall appoint a representative of the
department or division concerned to serve as a member of the

ingtitutional tuilding committee in planning the tuilding.

The institutional bullding committee 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 necesgary.

The consulting architect shall prepare preliminary studies, includ-
irng plans, elevation, exterior design, outline specificatioms,

cost estimates, etc.

Preliminary plans and estimates of costs recommended by the

institutional building committee, the department or division
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1.35

1.36

1.37

1.38

1.39

concerned, the institutional head, the Comptroller and
the President shall be approved by the Board of Regents.
With the advice of the consulting architect and the Comp-
troller, the Board of Regents shall select an associate

architect to prepare final plans and specifications.

The associate architect shall meet with the institutional
tilding committees, the Comptroller and others, the con-
sulting architect or his representative being present on

occasgion.

Final plans and specifications, recommended by the Buildings
and Grounds Committee, the ingtitutional tnilding committees,
the department or division concerned, the congnulting archi-~
tect, the institutional head, Comptroller, and the President,
shall be approved by the Board of Regents, After such approval
the Board shall authorize the Comptroller to advertise for
bids. Advertisements for bids for permanent improvements

mgt, under State law, be carried for four consecutive weeks.,

The Comptroller shall receive and open bids, with the con-
sulting architect and associate architect and others, tabulate
and study such bids, and make recommendations to the Board of

Regents through their Buildings and Grounds Committee.

The Board of Regents shall award contracts, and the contract
documents shall be prepared by the associate architect, checked
and approved by the Comptroller and the University Attorney,
and signed by all contractors involved and the Chairman of the
Board of Hegents. Work orders shall then be issued by the

associate architect.

The Comptroller shall approve contractors' estimates, sign
change orders, and provide general supervision of all new
construction for the University. He shall advise the Board of
Regents, through its Buildings and Grounds Committee, if
developments during cengtruction require additional funds

or other decisions of the Board.
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1.310 The Board of Regents shall appoint a committee from its
membership and/or administrative officials to inspect the

completed building and recommend final acceptance.

1.311 TFinal payment shall be made to the contractors omnly after
approval of the above committee, the associate and con-

sulting architects.

1.4 New construction which involves a total expenditure of $5,000 or
less per project may be handled at the component ingtitution in-
volved without the necessity for approval by the Presldent, the
Comptroller, and the Board of Regents. In each case, however,
the appropriation for the project mmst have been approved by the
Mrector of Physical Plant, the Business Manager, and the Execu-
tive Head of the institution involved, and the plans and specifi-
catlons must be approved by the Institutional Building Committee
{(on buildings), the head of the depariment 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 aunthority, however, to engage outside
Architects or Fngineers, 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 supervigion of the Director of
Physical Plant and/or the institutional business officer at the
compounent institutions, with the approval of the institutional

head.

Sec. 3. Major Repairs and Bemodeling.

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 BHecommendation by the Director of Physical Plant or buginess

officer to the institutional head:
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3.12 Recommendation to the President upon approval by the
institutional head; and

3.13 The recommendation, showing the approval of the President
and instiftutional head, shall be sent to the Comptroller
to be forwarded, with his recommendation, to the Bullding
Committee of the Board of Regents for action and recom-

mendation to the full Board.

3.2 Expenses for such major repairs and remodeling shall not be
incurred until after approval of the specifiec project by the
Board of Regents except in emergencies when the above procedure
may be waived by written anthorization of the Chairman of the
Board of Regents, upon recommendation of the institutional head

and the President.

Sec., 4, Ipstitutionnl Bullding Committees. A% 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 ingtitutional faculty by the ingti-

tutional head as other faculty committees are approinted.

4,2 At other institutions, this committee shall be appointed by the
ingtitutional head as other institubion~-wide committees are

appointed.

4.3 The composition of the several tTuilding committees shall be
set forth iIn the institutional supplements to these Rules and

Reanlations.

4.4 The Vice~President for Developmental Services and the Uriversity
Comptroller shall be ex=pfficip members of 211 institutional

building committees.
4.5 Duties of institutional building committees shall be as follows:

4.5 To held necessary hearings and o make proper investigations
regarding the building needs of the particular component
institutions and to report conclusions to the institubional

head.
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4.52

4,53

4.54

To recommend to the institutional head the priority of need
and location of specific buildings, with reasons for such

recommendations.

When approval by the Board of Regents is glven for the con~
struction of & particular building, to make suggestions to
and through the inatitutional head to the University
Comptroller and the Congulting Architect of the University
ags to style, size, function, locatlon, mechanical equipment,
and general nature of the bullding, so as to facilitate the

preparation of tentative plans and preliminary sketches.

To work with the University Comptroller and the Consuniting
Architect and the assoclate architect until 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 Bullding

Committee of the Board of Regents.

4,56 To make its reports and recommendations from time t¢ time

to the institutional head and the University Comptroller.

4.6 When requested by the institutional head or the Board of Regents

(or its Building Committee) an institutional building committee

shall confer directly with the Board.

4,7 The institutioral Puilding committee shall be relieved of further

Sec, b.

5.1

direct respongibility whenever a building contract is awarded, dut

shall be avallable as the building progresses for congultation as

requested by the institutional head, the University Comptroller,

or the consulting architect and the associate architect.

Congtitutional and legislative Restrictions.

Section 18, Article VII, of the Texas Constitution reguires
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 current appropriation bill, none of

Sec. 6.

6.1

6.2

F

the funds arising from the igsuance of bonds under the authority
of Section 18, Article VII, of the Texas Constitution, may be
obligated for tﬁe construction of buildings until a summary of
the proposed building program showing the character and location
of bulldings, the number of square feet, the type of construction,
and estimated cost of each proposed tuilding has been filed with

the legislative Budget Board.

Modification of Bidg.

¥o bid shall be changed, amended, or modified by télegram or
otherwise after it has been submitted or filed in respomse 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, Reviged

Civi]l Statutes of Texng, 1925.

The substance of this regquirement shall be stated in the adver-
tisement for such dids; orovided, however, that this requirement
shall not be construed to prohibit the submigsion or filing of

more than one separate and independent bid by any bidder.
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Chapter IX

MATTERS RELATING TO THE ENDOWMENT CFFICE

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

1.1 Permapent Univergity Fund.
1.11 Authority to Effect Purchases and Sales of Securitieg for
the Permanent Universitv Fund. Under the Revised Invest-

1.12

ment Program for the Permanent University Fund of The
University of Texas, adopted by the Board of Regents on
Janvary 12, 1957, and as subsequently amended, the Endowment
Officer of The University of Texas is empowered to effect
purchases and sales of securities for the Permanent Univerw
sity Fund within the approved investment policies. Such
transactions are subjeet to prior approval as to timing

and sgpecific securities to be purchased - by the Staff
Investment Committee, comprised of the Vice-President for
Figscal Affairs, the Endownment Officer, and the Senior Security

Analyst. '

(The investment policy for the Permanent
&5
University Fund follows as Section _2 , page PR~ in summarized

itz §
form. The policy in full detzil is on file in the offices of the

Secretary of the Board of Regents and in the Endowment Office.)

Fupd. The Endowment Officer (or the Assistant to the Endowment

Officer) and the Treasurer of the State of Texas (or the Acting
Treasurer of the State of Texass) are jointly authorized and
empoversed to sell, assign, and {ransfer any and all of the
bonds, stocks, notes, and other evidences of indebtedness and
ownership of any description whatsoever owned by the Permanent
University Fund of The University of Texas aznd reglstered in

the name of "The University of Texas";, "The University of Texas,
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for Permgnent University Fund, A State Endowment Fund, Austin,
Texas", "Permanent University Fund of The University of Texas",
or in any other registration required foar securities purchased

for the account of the Permanent University Fund.

1.2 Trust and Specisl Endowment Fundg.

1.22

the Trust and Special Endowment Funds. Under the genersal

investment policy for the various trust and special endow-
ment funds under the control of the Board of Regents of The
University of Texas as trustee, as adopted by the Board of
Regents on September 21, 1946, and as amended on May 30,
1958, the Endowment Officer of The University of Texas is
empowered to effect purchases and sales of securities for
the trust and special endowment funds within the approved
investment policy, such itransactions being subject to prior
approval as to timing and specific securities to be pur=
chased and sold by the Steff Investment Committee, comprised
of the Vice~President for Fiscal Affairs, the Endowment

Officer, and the Senior Security Analyst.

t

G e e : - {The
investment policy for the trust and special endowment funds
follows as Section _3 _, page Eﬁtéég in summarized form.

The policy in full detail is on file in the office of the

Secretary of the Board of Regents and in the Endowment Office.)

Authority to Endorgse Securities Held for the Trust and Special
Endowment Funds. The Endowment Officer (or the Assistant to

the Endowment Officer) is authorized and empowered to sell,
assign, and transfer any and all of the bonds, stocks, notes,

and other evidences of indebtedness and ownership registered
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in the name of "The University of Texas", "Board of Regents of
The University of Texas", or in the name of any of the trust
and speclal endowment funds coming ufider the control of the
Board of Regents of The University of Texas as frustee or

which may be assigned thereto.

1.23 Authority to Receive snd Collect Mopey and/or Property Due
the Trust and Specisl Endowment Fundg. The Endovment Offi-
cer is designated, authorized and empowsred to ask, demand,
collect, recover, and receive any and all sums of money,
debts, dues, rights, property, effects or demands whatso-
ever due, payable, or belonging, or which may at any time
be or become due, pezyable, or belonging to any of the trust
and special endowment funds coming under the control of the
Board of Regents of The University of Texas as trustee from
any person or persons whailsocever and to execute any and all
necessary or proper recelipis, releases, and discharges there-
for, including the execution of oll and gas division orders
and transfer orders covering interests owned in trust and

special endowment funds.

Sec, 2. Invegstment Pollcy for Permanent Univeyrsiiy Fund. Pursuant to the pro-
visions of & Constitubional Amendment approved by a popular majority
at the General Election on November 6, 1956, which authorized the Board
of Regents of the University of Texas to invest up to 50% of the Per-

menent University Fund in corporate securitiesi

e S the following policy in summerized
form for the revised investment program for the Permanent University
Fund was adopled by the Board of Regents on January 12, 1957, and as
subsequently aaxnended:9 E - o ,?‘, . has

been in operation since Mzy 75‘19573

2.1 Purchases of securities are 46 be limited exclusively to corporzte

securities C : until the distribution of
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2.2

2.3

Rody

the fund 1s as follows, the percentages to be based on book value,
that is, cost or amortized cosi, of all securities purchased:
Government Bonds (United States, State of Texas, and
Texzs Municipal)coococcoscsooovcoococsoesscosooanosesad0P
Corporete bonds (including rail equipment trust cer-
tificates) and Preferred Stocks sscsocosnvoccnssossooll
Common Stocks oeesevosscsesccossoocssconasoosonscsossssdld
Only new money coming into the Permsnent University Fund and proe
ceeds received from bond maturities will be committed to nongovern-

ment securities until the above distribution is achieved.

To be eligible for purchase, corporate bonds and stocks must meet
both the requirements of the Constitutionzl Amendment and the
financial ratio, rating and price standards as adopted in the poli=-
cy by the Board of Regents.

2.2l Any corporate bond meeting the Constltutlonsl Amendment re=
quirements and the policy standards may be purchased either
on original offering or in the secondery mearket without prior

approval of the Land and Investment Committee.

2.22 Corporate stocks to be eligible for purchase must be issued
by corporations which have been formally epproved by the
Land and Investment Committee and the Board of Regenlts and
mey be purchased without prior approval of the lend and Ine

vestment Committee ms to specific stocks.

cost
Corporate securitles esre to be purchased on the dollarigzeraging
rrinciple, without any attempt to esppreise the short-term market
trend, the averaging to be based on industry groupings rather than

on individual corporations.

All purchasesg of securities are to be subjeet to prior approval as

to timing of the purchases and the specific securities to be
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purchased by the Staff Investment Committee, comprised of the
Vice~President for Fiscal Affairs, the Endowment Officer, the
Assistant to the Endowment Officer,; and the Senior Security

Analyst.

2.5 All sales of securities sre to be suthorized in advance by the
Lend and Investment Committee end the Board of Regents, with
timing of the specific sales subject to the approval of ths
Staff Investment Committes.

2.6 All purchases and sales of securities are to'be reported st the
next subsequent meeting of the land and Investment Committee and
the Board of Regents for ratification and approval. (For full
details of the Congtitutional Amendment requirements end policy
standards, copies of the revised investment progrem for the Per-
menent University Fund may be obtained from the Endowment Office.
A full copy is on file in the office of the Secretary of the Bosrd

of Regents.)

Sec. 3 Investment Policy for Trust end Special Endowment Funds., A general
' Investment policy for the trust and special endowment funds under
the control of the Board of Regents as trustee was adopted by the

Board of Regents on September 21, 1946, end smended on May 30, 1958,

such policy as summerized below being currently in operation:

3.1 A1l purchases are to be selected from the following classes of

securities:
3.11 TUnited States Govermnment direct or gueranteed obligations;
3.12 Texas Municipal Bonds, including revenue bonds;

2,13 Corporate bonds rated "AM™ or betiter by at least one national

rating service;

2.14 Preferred and common stocks which have had continucus net
earnings and paid annual common stock dividends for at least

ten years prior to purchase.
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3.3

345

3.6

3.7

3.8

Purchases of United States dirsct or guaranteed obligations and of
Texas Municipel and corporate bonds rated "A! or better by at least
one nationeal rating service mey be purchesed without prior approval

of the Land and Investment Committes.

The approved list of corporstions for purchases of common and pre-
ferred stocks for the Permanent University Pund is approved for

purchases of common snd preferred stocks for the trust and special
endowment funds without prior approval of the Land and Invesiment

Committee.

All purchases of securities are to be subjJect to prior aspproval

2s to timing of the purchases and the specific securities to be
purchased by the Staff Investment Committes, comprised of the Vice-
President for Fiscal Affalirs, the Fndowment Officer, the Assistant

to the Endowment Officer, and the Senior Security Analyst.

A11 gales of securities are to be authorized in advence by the

Land and Investment Committee and the Board of Regents.

211 purchases and dales of securities are to be reported at the
next subsequent meeting of the Land and Invesiment Committee and

the Board of Regents for ratification snd approval.

The Endowment Officer is empowered and authorized to manage the
trust and special endowment funds and in turn is authorized to carry
out the operational detsils involved in the purchsses and sales

of securities for the funds through the Securities Division of ihe

Fndowment Office.

The Lend and Investment Committee is to review all trust and special
endowment funds periodically in the light of the size and purpose

of each fund and the investment provisions of the instrument es-
teblishing the fund. (For full details of the investment policy
for trust and special endowment funds, copies of the policy may be
obtained from the Endowment Office. A full copy is on file in the

office of the Secretary of the Board of Regents.)
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Investment Policy for Funds Grouped for Investment.

A common trust fund; known as '"Funds Grouped for Investment," wes
esteblished by the Board of Regents on February 27, 1948; and amended
on July 9, 1948, and is currently in operation for trust and special
endowment funds under the control of the Board of Regents as trustee
where the size of the fund suggésts commingling in order to obitain
proper investment diversification and a better rate of return on the

endowment .

The general provisions of the policy for the "Funds Grouped for

Investment" are summarized below:

L2l No fund is to be admitted unless it is under the scle
control of the Board of Regents and/or some administrative
official of the University in his officisl capacity and
full discretion as to investments rests therein. No
administrative official is to have any direction over the
management of the common trust fund other than to request
admittance or withdrawal of any fund under his direction
except as he is authorized and empowered to manage the fund
under the invesiment policy adopted by the Board of Regents.
No fund is to be admitted which conteins a specific provision
egainst commingling or which contains restrictions prohibiting
purchese of securities approved for purchase by the Board of
Regents as trustee under the sdopted investment policy for

trust and special endowment funds.

422 Invesiments for the "Funds Grouped for Investment" are to be
limited to such investmenis as sre eligible under the invest-
ment policy for irust and speclal endowment funds as sdopted

and amended by the Board of Regents.

4.23 The Endowment Officer is empowered and authorized to manage
the common trust fund within the adopted policy and in turn

is authorized to carry out the operationsl details involved
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in the purchases and sales of securities for the fund
through the Securities Division of the Endowment Office.
(For full details of the investment policy adopted for
"Funds Grouped for Investment," copies may be obtained from
the Endowment Office. A full copy is on file in the office

of the Secretary of the Board of Regents.)
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Chapter X

AUXILIARY ENTERPRISES

Sec, 1. Auxiliary Interprises are those operated primarily for service to
students and staff which are expected to be self«supporting.
Examples sre residence halls, dining hells, ‘student hospitals,

student unions, and bookstores.

Sec. 2. Annual budgets for these activities shall be prepared and subtmitted
through regular administrative channels, and expenditures shall be
within budgets approved by administrative officials end the Board of
Regents. Income of Auxlllary Fnterprises is not deposited with the
State Treasurer, hﬁwever, and any balances or deficits at the end

of a fiscal year may be reappropriated for the succeeding year.

Sec. 3. With the exception of intercollegiate athletic deparitments, to which
| the general and special provigions of the eppropriation bill do not
apply, the same regulations and applicable 1aws shall govern as
apply to the budgeting and expenditure of general funds unless
otherwige specifically authorized. The Board of Regents, upon
recommendation of appropriate sdministrative officials, approves
the regulations for the management and operation of athletic

departments.

Sec. 4. Rentals and related policiles and rates for dormitories and housing
facilities shall be approved in advance by the institutional head,

the President, and the Board of Regents.

Sec. 5. Rules and regulations for the administration of dormitories, other
housing facilities, dining halls, and other eating facilities,
shall be promulgated by administrative officials and the institutional

head at the institution concerned.

Sec. 6. The money velues of meals, lodging, and other services which
employees are authorized to receive in lieu of additionzl wages or
selary, are recommended to the institutional hesd by the Business

Mansger and approved by the President and the Board of Regentsn‘
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Sec. 7. Statutory Provisions Currently in Effect
Anxilisry Budgets shall comply with statntory provisions and

rider provisions of current appropriations bill.
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Chapter XTI
RESEARCH AND TRAINING CONTRACTS, ETC.

Sec. 1. Researchﬁggh%¥g%€%?g§rants, or sgreements with outside agencies
shall bhe recommended by the institutional head, and the University
Comptroller, and approved by the President or his designated re-
presentative bhefore fingl ratification by the Board of Regents.
Funds shall not be encumbered or expended under any such contract or grant
without the approval of the President or his designated represenw

tative.

and iraining
Seec. 2. Application for research, . developmentAcontracts and grants,

whether with government agencies, or industry, or foundations or
. . . shall be
other private granting agencies, A . Initiated by the faculty

member who will direct the work. However, all such applications

must be approved by designated administrative officilals.

S8ec., 3. Under State law, a copy of all contracts between the University
end the Federal Government shall be filed with the Secretary of
State execept those contracts clagsified in the interest of naticnal
security, in which case only a statement of the resesrch project

shall be filed.

Sec. ., If the work is to be financed by government agencies, the negotia-
tions shall be handled with the advice and asgistance of the 0ffice
of Government Sponsored Research at the Main Unilversity and by the

equivalent office at the cther component institutions.

Sec., 5. Informetion as to overhead retes spplicable to the type of contract
to be entered into should be secured from the 0ffice of the Comp-
troller or the Office of Government Sponsored Resesrch if with
government agencies and otherwise from the business officers.
Sec. 6. BRefore final approval of any - - . . . .sponsored researchﬁgbg€%%g%n§r grant
the University Comptroller, or such person as he may delegate,
ghall examine and recommend approval of the proposed overhead

rate therein contained. Proposals as 4o overhead rates on
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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.

L3
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