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Administraiive

BOARD OF REGENTS Confidenticl
of

THE UNIVERSITY OF TEXAS
Committee of the Whole

Library Building, Texas Western College
El Paso, Texasg
October 14, 1955
9 a.m.

I. Reports of Standing Committees

A. Academic and Student Affairs Committee - Regents Sorrell, (Mrs.)
' Devall, Lockwood, and Minter
Students' Report Concerning Restriction on Automobiles

B. Developmental Affairs and Public Relations Committee - Regents
Lockwood, (Mrs.) Devall, and Johnson

Architects

C. Executive Committee - Regents Voyles, Jeffers, Lockwood, Oates,
and Sorrell

1. Statement of Administrative Organization
2. Fiscal Regulations

3. Negro Housing

4. Selective Admissions

D. Land and Investment Gomxmttee - Regents Jeffers, Johnson, Sorrell,
.and Voyles
1. College Housing Loan Program (Report for Information)
2. Special Committee Regarding Constitutional Amendment
3. Cavness Plan re Permanent Fund

E. Board for Liease of University Lands - State Land Commissioner J.
o ~ Earl Rudder, Regents Johnson, and Lockwood

F. Medical Affairs Committee - Regents Qates, Minter, Jeffers, and
' ' ’ ‘ Sorrell

1. Central Administration
a. Vice-President for Medical Affairs
b. Private Practice for Full-time Doctors
2. Medical Branch
a. Directorship
b. Supplement for John Sealy Hospital from The Sealy and
Smith Foundation
c. R. Waverley Smith Pavilion
(1) Policy re Patient Service
(2) Formula for Allocating Cost and Income in Operation
3. M.- D. Anderson Haspital
" a. Wall Report
b. University Cancer Foundation c. Doctor Harle's Complaint
4. Postgraduate School of Medicine
Proposed Agreement with St. Luke's Hospital




II. Special Items

A. Budget Policies 1956-57
B. Report on Segregation Correspondence (For information only)
C. Schedule of Great Issues Speakers (For information only)
D. Management Suryey Report

1. Release

2. Faculty and Staff Comments
E. OASI Report
F. Nuclear Reactor
G. Special Committee - Teacher Retirement Procedures (Report)
H. Sidney E. Mezes Award
I. Main University Salary Increases




BOARD OF REGENTS
of
THE UNIVERSITY OF TEXAS

Library Building, Texas Western College
El Paso, Texas
October 15, 1955
9a.m.

1. Approval of Minutes
A. May 13 and 14, 1955
B. July 8, 1955

II. Reports of Standing Committees
A. Executive Committee - Regents Voyles, Jeffers, Lockwood, Oates,

-

Interim Actions and Sorrell

1. Changes in Budget Memoranda

2. Uniform Interpretation of Budget Memoranda

3. Refund of The Ellane W. Mosely Grant No. 15 from
Southwestern Medical School

4. Approval of Small Classes, Main University, Second
Semester SS

5. Non-University Use of Van de Graaff Generator

6. Midland Rental Contract

B. Academic and Student Affairs Committee - Regents Sorrell, (Mrs.)

Devall, Lockwood, and Minter

C. Developmental Affairs and Public Relations Committee - Regents

1.

. Texas Western

Lockwood, (Mrs.) Devall, and Johnson
Main University
a. Approval of Acceptance of Dormitory for Women
b. Approval of Acceptance of Dormitory for Men and Cafeteria
c. Approval of Acceptance of English Building
d. Ratification of Approval of Preliminary Plans for R. O.T.C.

Building

e. Award of Contracts for Press Box Elevator at Texas Memorial
Stadium

f. Removal and Sale of Residence on Site of New R.O. T. C.
Building

perigh Yoy =g e A

College

a. Ratification of Approval of Final Plans and Specifications
on Administration Building

b. Award of Contract for Administration Building

c. Report on Trade of Property by Texas Western College
and City of El Paso

e. Proposed Expansion of Union Building

. Meqical Branch

Remodeling and Repairing of Children's Hospital: Report
\ and Ratification of Choice of Architect, Approval
of Plans and Specifications, and Award of Contract

. Southwestern Medical School

of the Dallas County Hospital District for Tunnel <

G2

a. Ratification of Contract with the Board of Hospital Managers&Z,tzk%
¢

Connection between Clinical Science Building and /2.
Parkland Memorial Hospital




b. Ratification of Contract for Removal of Temporary
Buildings

c. Appointment of Special Committee to Give Final
Approval of Final Plans and Specifications

for igggalmScéfnc Building
5. Dental Branch ¥/ & - *‘*J‘%%/

Proposed Parking Lot

‘D. Land and Investment Committee - Regents Jeffers, Johnson, Sorrell
' and Voyles

1. Permanent University Fund
a. Investment Matters
Report of Purchases of Securities
b. Land Matters

(1) Application for Pipe Line Easement No. 721, Gulf
Refining Company, Ector County, Texas.

{Renewal of Easement No. 248)

(2) Application for Power Line Easement No. 722, Gulf
Refining Company, Ector County, Texas.

(Renewal of Easement No. 249)

(3) Application for Pipe Line Easement No. 723, Humble
Pipe Line Company, Andrews County, Texas.

(4) Application for Pipe Line Easement No. 724, Humble
Pipe Line Company, Andrews County, Texas.

(5) Application for Pipe Line Easement No. 725, Humble
Pipe Line Company, Andrews GCounty, Texas.

(6) Application for Pipe Line Easement No. 726, El Paso
Natural Gas Company, Upton County, Texas.

(7) Application for Pipe Line Easement No. 727, Texas Gas
Products Corporation, Upton County, Texas.

(8) Application for Pipe Line Easement No. 728, Texon Gas,
Inc., Reagan County, Texas.

(9) Application for Power Line Easement No. 729, West
Texas Utilities' Company, Crane County, Texas.
(Renewal of Easement No. 246) '

(10) Application for Residence Site Easem ent No. 730, C. M,
Escue, et al, (seven Lessees), Ector County, Texas.

(11) Application for Residence Site Easement No. 731, H, M.
-Smith and J. W. Painter, Ector County, Texas.

(12) Application for Business Site Easement No. 732, P. O.
‘Vanderhorst, Pecos County, Texas. (Renewal of
Easement No. 255) |

(13) Application for Pipe Line Easement No. 733, Southern
Union Gas Company,- Ward County, Texas. (Renewal
of Easement No. 250)

(14) Application for Business Site Easement No. 734, Estes
- Gonstruction Company, Reagan County, Texas.
(Easement No. 539 on same tract, held by Stephenson
and Craig, terminated as of July 31, 1955) |

R -(18) Application for Pipe Line Easement No. 735; Phillips e
Petroleum Company,  Crane County,. Texas. ‘

(16) Assignment of Grazing Lease No. 580, Pecos County,
Texas, from Clayton W.. Williams to Buck Harris.

(17) Release of Part of Acreage Held in Camp Site Easement
No. 401, Gulf Oil Corporation, Ector County, Texas.

(18) Relinquishment of Water Lease Contract No. 49, Stanplind
Oil and Gas Company, et al, Andrews-County, Texas.




(19) Application for Pipe Line Easement No. 736, Empire
Southern Gas Company, Andrews and Martin
Counties, Texas. (Renewal of Easement No. 251)

(20) Application for Pipe Line Easement No. 737, Texas
Gas Products Corporation, Upton County, Texas.

(21) Application for Pipe Line Easement No. 738, Phillips
Petroleum Company, Ector and Crane Counties,
Texas.

(22) Application for Business Site Easement No. 739, R. S.

- Meroney, Reagan County, Texas. (Easement No. 660
on same tract, held by Garl Bewick, permitted to
expire by its terms on July 31, 1955)

(23) Application for Power Line Easement No. 740, El Paso
Electric Company, El Paso County, Texas.

(24) Application for Grazing Lease No. 703, Scharbauer Cattle
Company, Andrews and Gaines Counties, Texas.
(Renewal of Part of Grazing Lease No. 564)

(25) Application for Grazing Lease No. 704, Arnold P.
Scharbauer, Andrews, Martin, Gaines and Dawson
Counties, Texas. {Renewal of Grazing Lease No. 565
and part of Grazing Lease No. 564)

(26) Application for Revision of Pipe Line Right-of-Way under
Easement No. 53, Pasotex Pipe Line Company, Hudspeth
County, Texas.

2.. Trust and Special Funds. .
a. Investment Matters

(1).Report of Purchases, Sales and Redemption of Securities

(2) M. D. Anderson Hospital and Tumor Institute - Proposed
Conversion of Wm. Heuermann Fund ftrom Temporary
Fund to Permanent Endowment Fund for Cancer Research.

. Bequest and Estate Matters

(1) Medical Branch, A. C. McLaughlin Estate - Proposed Fee
to Be Paid to C. K. Richards for Services Rendered
in Connection with Settlement of the Estate.

(2)Medical Branch, A.-C. McLaughlin Estate - Proposed
Compromise Settlement of State of Colorado inherit-
ance Tax.

{3) Texas Western College, Cash Bequest under Will of Bertha
M. Fuller, Deceased

(4) M. D. Anderson Hospital and Tumor Institute, Estate of

Sophie Caroline Steves, Deceased.

. Real Estate Matters

(1) Hogg Foundation: W. C. Hogg Memorial Fund - Proposed
Joinder by Board of Regents in Mineral Lease to C. E.
Murdock, as Trustee, on Certain Lands in Union County,
Arkansas.

(2) Texas Western College - Ratification of Ground Lease to
Western GMC Trucks, Inc., on Cotton Estate Property,
El Paso, Texas.

(3) Hogg Foundation: Varner Properties - Ratification of
Filing of Supplement "U" Income Tax Return for Fiscal
Year Ended July 31, 1955.

(4) Hogg Foundation: Varner Properties - Report on Status

- of Documentary Stamp Ruling .on Conveyances by Boardof
Regents.

(5) Hogg Foundation: Varner Properties - Adoption of Resplution
on Sale of Magnolia Fee Property and Assignment of

-Sternenberg Leasehold. (Sale approved March 12, 1955)
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(6) Edith Fly Hildebrand Estate - Offer of Malcolm
Gescheidle for Purchase of 299-Acre Tract
in Gonzales County, Texas.
(7) Caroline Mills Wood Estate - Proposed Joinder by
Board of Regents as Contingent Remainderman in
the Sale to St. Louis Southwestern Railway Lines
of a 25-foot Strip of Land in Navarro County, Texas.
(8) Hogg Foundation: Thomas E. Hogg Estate - Proposed
Joinder by Board of Regents in Release and Relinquish-
ment to D. B. Victor of Right to Use Surface of Farm
Tract No. 9, Block H, Burton and Danforth Farm Tracts,
San Patricio County, Texas, for Mineral Exploration,
Development and Operating Purposes.
3. Special Reports
a. Proposed Revision of "Required Operating and Reporting
Procedures under University Oil and Gas Leases
and Geophysical Exploration Permits."
b. Strip in Controversy Lying On the North Side of Blocks 4,
5, and 6, University Lands, Andrews and Gaines
Counties, Texas.
c.- Common Stock Review - With Recommendations re Addition
of Ten New Stocks to Purchase List and Sale of Certain
Stocks Held.
d. Special Financing for Construction of Permanent Improvement
(1) Medical Branch - Resolution Terminating the Loan
Agreement with the Housing and Home Finance Agency
for Project Tex. 41-CH-11.
(2) Texas Western College - Proposed Bank Note to Finance
Construction of Permanent Improvements from Ad
Valorem Tax Revenues under Article VII, Section 17,
of the Constitution of Texas; and Adoption of Resolution
for Issuance of Bank Note.
(3) Texas Western College - Ratification of Use of Legal
Services of McCall, Parkhurst and Crowe in Connection
with Issuance of Bank Note.

Eé:’ Medical Affairs Committee - Regents Oates, Minter, Jeffers, and

S’f’(""”/ e y@ AN C A= Sorrell
CL LTRSS, 5
III. ‘Special Itgns &?¢ :
A. Central Administration K
’hlsw,\,}.}\;«{,k, y 1. Ratification of Depositpry Agreements
%)—"\. ~ 2. Report on Insurance Survey, The University of Texas System

3. Approval of Docket (See 1II D-1)
4. Limitation on Courses of Study
B. Main University
Appointment of Regent to Confer with Faculty Committee
Concerning Plans pf Faculty Club
C. Texas Western College
Approval of Small Classes, Texas Western College, Second
Semester, SS '
D. Medical Branch
1. Budget of Auxiliary Enterprises (See III A-3)
2. Contract with the City of Galveston

3. Babe Didrickson Zaharias, Inc. Fund (Report for information)
E.- Dental Branch




F. M. D. Anderson Hospital

G. Southwestern Medical School

H. Postgraduate School of Medicine
Grant from M. D. Anderson Foundation (In Docket)

I. Schedule of Board Meetings
1. Austin Chamber of Commerce Invitation - March 23 and 24
2. Reservations, December Meeting - Free Conference Rooms
Shamrock Hotel
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Student Parking Report to the Regents

A great majority of students are opposed at this time to the
freshman parking ban even though they are not affected by it. The
Student Assembly has gone on record as being opposed to such a bane In
the following pages, we have tried to catalog some of the main reasons
for this student opinion, Because these facts greatly affect students,
we would appreciate any consideration given to this report by the Board
of Regents,.
Also included herein is an Alternate Plan which will substantially
give the same results as to parking relief, but avoid those parts of the

ban which would ereate new problems and raise undue hardships,

Conditions At The University of Texas Which Make Parking

Ban Impractical

The University of Texas is a metropolitan college which has
problems unlike many other colleges which might more equitably restrict

students from possessing and maintaining carse

As University of Texas Housing

The unique situation of the University of Texas may best be shown by the
following statistics:

l. Only 22% of the University men will be able ﬁo be housed in
University or private dormitories in 195556, This figure in-
cludes those men living in the two new dorms. Consequently,
78% of the men next year will have to live in private rooming
houses or fraternities. It will be noted that fraternities
rarely have room for freshmen in their houses.

2¢ In reserving rooms in these University Dormitories, incoming



N B
freshmen have the last priority rating under the present system.
That should leave no more than 50% of the dormitory space available
to freshmen, , Discounting private dorms, that should leave about
85% of our foot=loose freshmen reliant on a liberally construed ’
"walking distance” of the campuse. Even if such space were available,
bear in mind that the Deant!s office can exercise virtually no control
over the prices of the private living accommodations, and the lande
lords will be free to charge a great deal more than the present traffic

will bear,

Be . Transportation

1.

24

3

. Austin is probably the most inaccessible state capitol in the

United States with respect to public transportation. . Students
in the freshmsn and sophomore classes will be hard pressed to |
move only their clothing and equipment up before and after the
school term, to say nothing of the travel back and forth on
holidayss An example is the extreme dearth of train facilities
to Austin from the western areas of the state, Even better for
i1lustrative purposes is the student from Houston, the largest
city in the south, who can only reach the state capitol by bus
or plane, |

The size of our state sets us apart from.other schools where
similar measures are enforced, . The distances from Austin to
other areas of the state are often too great a deterrent for
the other schoolt!s semi-anmual procedure'of parental trips in
the family car for the purpose of carrying their children's
belongings to and from Austin, .

Inter-city transportation is entirely inadequate to provide
transportation to school for those students forced to live

far from the campus, .
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Le The commter student, who lives beyond the limit of the bus
service, will need facilities to provide his transportation

to school,

Ce BEnforcement
| We believe any worth~while parking p;an requires adequate enforcement to
‘ be practicable,

1, The cost of effectively enforcing this ban is quite substantiale
The Parking, Traffic, and Safety Committee has conservatively
estimated a minimum cost of #40,000 will be necessary for proper
enforcement,

2, This bén will tend to oromote personal dishonesty. 3efore a
freshman is admitted to the University he will be forced to
sign a pledge to abidé the parking regulations, While at
school, there are many practical necessities that will en=

courage a student not to abide by this pledgée

3+ Ixceptions = = there will be a definite need for exceptions to
this freshmen ban ruless These exceptions, though trecad, are
necessary; but they will tend to greatly diminish the effective=
ness of eliminating cars from the campuss The exceptions we
feel will be necessary are included in the following:
ae Married students
b, Commuters
€. Persons with whom an automobile is essential to employment
de Physically handicapped
ee regent'!s exception for those freshmen living within Travis
County
feo Undue personal hardship
After taking these exceptions into account, the number of cars
prevented from parking on the campus under the freshmen ban will
have been small, Also, the work involved in the administration

of these cxceptions will be staggering,
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D, Pearsonal Hardsh:l;g

‘Many personal hardships will occur if the freshmen driving ban is rig-
orously enforced.. |
1. Student=relative relations in the Austin area,
2¢ Shopping outside of the drag area.
3.- Library work" at night for women students for whom it would
be unsafc to walk
L.. Picking up laundry and dry cleanings

5. Bating in locations away from the drag area.

E, Bad Public Relations

The actué.l consideration given to the parking problem by the Traffic,
Parking and Safety Committee was disposed of in slightly more than four
hours during thec course of two meetings, The committee had very few
pertinent facts to work with regarding the local situation, A great
many questions raised could not be answerede For example, no one knew
how many cars this ban would involve, Although information of this
nature is answered on the Dean's form during registration, it was ncver
presented to the committeecs Certain members of the committee that
voted for the proposal apparently did not intend a "final! decision
such as the one which the Regents issued, Th.e merit of the proposal
was considered highly questionable, and some felt it was only a "stope

gap" measure, that would be effective only until a proper appraisal of

the facts could be made. The committee, largely because of their feeling

that this was a temporary measure, expressly excluded the sophomore ban

from their recommendation, The statement of the President that the

action of the Regents had been approved by the Parking, Traffic and Safety

Committee was erroneous in this respect,
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Poor public reclations with the citizens of the state is certain
to be promoted by the freshman ban, Although the University is not obligated
to provide parking spaccs for cars for students, many parents and fricnds
would feel that it would be unjust for a state supported institution to
prohibit the operation of cars by students, Even though this ban appears
to be legal, there is a clear=cut distinction between restricting a person

from parking, and restricting him from operating an automobile,

F. The Alternate Parking Plan

Under the proposed Alternate Parking Plan, freshman students will be re-
strained from parking in the official University arcas, but will still be
allowed to maintain and operate an automobile in Austine, This plan, as
approved by the Student Assembly on Junc 23, 1955, is included in the
following Parking Resolutions

WHEREAS, the Board of Regents of the University of Texas has adopted a
freshman ban for operating and maintaining automobiles; and,

WHEREAS, we feel this ban would create more problems than it would
solve, now,

THEREFORE BE IT RESOLVED BY THE STUDENT ASSEMBLY OF THE UNIVERSITY OF
TEXAS that the following Alternate Parking Plan be given carcful con-
sideration by the Board of Hegents:

To Parking space on the University of Texas campus shall be die
vided into two designated arcas, which shall be called the une
restricted area and the restricted arcas

as The restricted area shall consist of that perking area
which at the present time is limited to faculty and a
small number of qualified students,

be The unrestricted area shall consist of that parking arca
outside of the restricted area,

II. All cars owned and/or operated by the University of Texas
students shall be required to be registered,

ae Freshman shall not be eligible for a parking permit for
any of the two designated areas,
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be Any student living within a specificd distance of the
campus rhall not be eligible for a parking permit for
any of the two designated areas,

ce Students posscssing cars and living at a distance from
the University greater than that specified shall be
eligible for an unrestricted parking arca permit,

de Any student living in official University of Texas dormie
tories shall be given a dorm parking permit, This dorm
permit shall enable the student to park in his own dorm

area 2222?

TII, All cars owned and/or operated by staff members shall be re=
quired to be registered,s Staff members shall file applica=-
tion for a parking area permit (if desired) and shall be
given either a permit in the restricted area, or the une
rcstricted area.

IV. Requirements for faculty and staff to receive a permit for
the restricted area shall be examined, so that the most
efficient use of the restricted area may be made,

Ve A1l cars, including those owned and/or operated by students,
faculty, and staff shall possess either a restricted or an
unrestricted parking area decal to be eligible to park on
the University of Texas campus,

BE IT FURTHER RESOLVED that the Student Assembly recommends adoption of
this proposed Alternate Parking Plan,

(Y XS TYY YY)

This resolution passed the Student Assembly by a favorable vote of 20=l3,

In comparing the Alternate Parking Plan to the plan of bamning freshmen
cars, we feel the Alternate Plan is more equitable and just to all stue
dents, and-at the samc time is more effective in eliminating cars from
the campus, This plan is more comprehensive in that it also restricts
all studenﬁs from parking on the campus who live within a certain distance
from the campus, and it does not create problems that would occur under
the freshman ban policy, Also, many of thc cxceptions that have been
listed would not be necessary if freshman students were allowed to main=

tain and possess a car, but not to park on the campus,
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DOCKET EMNTRY
RECENTS ' MEETING, OCTOBER 1k.15, 1955

Recommended plan conserning revised administrative
organization of The University of Texas system, together
with a statement of the responsibilities of cestain
adninistrétive officers.

[ FOR ACTION OF
Regents

SEE MINUTES OF
0CT 15 1955

_
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THE UNIVERSITY OF TEXAS
OFFICE OF THE PRESIDENT

AUSTIN 12

Septemder 19, 1955

T0: THR BOARD OF REGENTS

Jor yowr stuly in advamce of the Kl Paso
meeting, I mm enalosing & copy of our revised
schame of administrative crgaxisation. This
mmmmmmn:zw
mansgement swrvey recommndstions as a
result of several conferenses dwring the
sumaey. It will agpesr on the docket as an
item for your syproval or disigyreval,

¥ X

cc: Miss Betty Anns Thedfond
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~ THE UNIVERSITY OF TEXAS
ADMINISTRATIVE ORGANIZATION

General Statement

The President of the University is the chief administrative officer of The

University of Texas system. The chief administrative officer of each com-

ponent unit in the system, acting in a line capacity for the operations of
his entire unit, reports only to the President, and is responsible only to
the President.

Officers of the Central Administration serve primarily as staff officers
for the entire system. In that capacity, each officer is responsible for
planning and policy formulation in his particular field and each serves as
advisor in his area to the President. In addition, each Central Adminis-
tration officer is expected to advise and comsult with the oﬁ’icials of the
component units in his particular field of competence.

The principal officers of the Central Administration staff are: President

(ex officio), Assistant to the President, Vice-President for Academic Affairs, .
Vice~President for Developmental Services, Vice-President for Medical Affairs,
Vice-President for Fiscal Affairs, Comptroller, Endowment Ofﬁ.cer, a.nd Budget
Officer.

The chief administrative officers of the component units are: Vice-President
of the Main University, Director of the Medical Branch at Galveston, President
of Texas Western College, Director of the M. D. Anderson Hospital and Tumor
Institute, Dean of the Dental Branch, Dean of the Southwestern Medical School,
and Dean of the Postgraduate School of Medicine.

The duties and responsibilities of these officers are outlined below.

President

The President of The University of Texas is the chief administrative officer
of the University system. He advises and counsels with the Board of Regents
in establishing and pramlgating basic policles for the govermment and opera-
tion of the University. Specifically, his responsibilities include:

1. Acting as executive agenf of the Board of Regents in
implementing policies of the -Board.

2. Recommending budgets for the operation of the
University system.

3. Nominating to the Board of Regents the officers of céntral
Administration and the chief a.dministrative officers of the
component institutions.
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. Acting as the official medium of commnication be-
tween the Board of Regents and the officers, staffs,
faculties, and students of the component institutions
of the University. '

5. Representing the University with the Legislature.

6. Serving as an ex officio member of all institutional
faculties of The University of Texas.

The President Reports to and is responsible to the Board of Regents.

Assistant to the President

The Assistant to the President is a staff officer who acts as executive
assistant to, and personal representative of, the President. At the direction
of the President, he represents the University in its relations with the Legis-
lature, state agencies, and other educational institutions. He performs such
additional general and special duties as the President may delegate to him.

Vice-President for Academic Affairs

The Vice-President for Academic Affairs is a staff officer whose primary
responsibility is to advise the President on academic matiers relating to The
University of Texas system or any of its component institutions. He has, in
addition, such other duties as the President may designate.
The Vice-President for Academic Affeirs reports to and 1s respomsible to the
President.

Vice-President for Developmental Services

The duties and responsibilities of the Vice-President for Developmental Services
include both staff and administrative functions.

As a staff officer his general function is to advise the President on develop-
mental planning and public relations for the University system. Specifically,
he is expected to assist in (a) the formulation of policies and procedures , and
(b) the development of improved practices in:

1. Long~term planning of facilities and programs.

2. Public and alumni relations.

3. Private fund development.

4. Administrative organization.
As an administrative officer, he has supervisory line responsibility over the
following offices: (a) News and Information Service, (b) Director's Office,

University Development Board, (c) Studies and Planning Office. Subject to
delegation by the President, he has executive authority for:
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1. Coordinating and collecting planning information;
direction of specific planning studies.

2. Coordinating private fund development activities;
conducting negotiations for private funds.

3. Maintaining liaison with -the University Development
Board and the Ex-Students' Association.

4. Supervision of developmental publications.

The Vice-President for Developmental Services reports to and is responsible to
the President.

Vice-President for Medical Affairs

The basic function of the Vice-President for Medical Affairs is to advise the
President concerning programs and activities in medical and dental education.

As a member of the President's staff, he consults with the chief administrative
officers of the health education units and recommends procedures for coordinating
and systematizing policies and practices.

His responsibilities as a staff officer include giving advice, counsel, and
guidance with regard to:

1. Long-range planning ©f medical and dental education
programs, including staffing and physical facilities,
to minimize duplication and maximize resource utili-
zation in meeting service needs. '

2. Development of fiscal policies; operational procedures;
program anslysis and evaluation.

His specific responsibilities as a line officer include serving as a deputy
of the President when so designated and undertaking special assignments for
the President's Office.

-,
The Vice-President for Medical Affairs reports to and is responsible to the
President.

Vice-President for Fiscal Affairs

The duties and responsibilities of the Vice-President for Fiscal Affairs in-
clude both staff and administrative functionms.

As a staff officer, his general function is to advise the President as to all
fiscal and business management activities of the University system. Specifically,
he is expected:

1. To formulate procedures governing the preparation of
and review of all budgets and to develop an effective
method of presenting approved budgets to state agencies.

2. To plan an effective system of expenditure control by
means of regulations, internal audits, and periodic
financial reports.
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3. To aid in developing improved practices and procedures in
all areas of business management.

As an administrative officer, he has supervisory line responsibility over the
following offices in Central Administration: University Lands - Legal and
Surveying, Endowment Office, and Office of the Comptroller. With respect to
these offices, he recommends budgets and changes in approved budgets for the
consideration of the President.

The Vice-~President for Fiscal Affairs reports to and is responsible to the
President.

Comptroller

The duties and responsibilities of the Comptroller include both staff and
administrative functions. As a staff officer, his general fuanction is to ad-
vise and consult with the Vice-President for Fiscal Affairs and the President,
with reference to all business operations of The University of Texas system
vwhich are not specifically assigned to the Endowment Office. These business
operations include:

1. Accounting, awditing and reporting, and budgetary control.
2. Receipt, disbursement and custody of moneys.

3. Procurement and purchasing.
L

Operation and maintenance of physical plant and management
of auxiliary and service enterprises.

5. Advice and consultation with the chief executive officer of
each component institution, the Vice-President for Fiscal
Affairs, and the President, with reference to the appointment
or removal of the Business Manager of each component lnstitu-
tion and the Auditor of the Main University.

As an administrative officer he has direct supervisory responsibility over cer-
tain business activities. These activities include:

1. Administration and general supervision of new comstruction
and other permanent improvements, including repair and re-
modeling projects involving the proposed expenditure of
$20,000 or more; consultation, advice and working with the
consulting and associate architects employed by the Board
of Regents, subject to the terms and conditions of contracts
entered into by the Board of Regents with these architects;
and service as an ex officio member of the Faculty Building
Committee of each component institution.

2. Supervision, with the assistance of the Branch College Auditor,
of post-auditing and accounting system work at each component
institution.

3. Supervision of the Workmen's Compensation insurance program
and all other staff benefit programs.
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4, Direct responsibility for the following specific duties:
approval of all accounting records, forms, procedures, or
financial reports; negotlation of all depository agreements
with banks; approval and signing of lease contracts for
building space; approval of insurance policies; review and
recommendatory approval of the business aspects and over-
head rates in research and other contracts with outside
agencies; and joint custodianship with the Main University
Auditor of securities owned by University of Texas Funds

| which are not on deposit in the State Treasury. ‘

The Comptroller reports to the Vice-President for Fiscal Affairs , and through that
officer to the President

Endowment Officer

The Endowment Officer is the business officer of The University of Texss in immedi-
ate charge of the folloving areag of administration'

1. The investment of all funds owned by the University.

2. The management and supervision of all endowment properties
of The University of Texas, including University ILands.

3. The investment of and administration of all trust funds and
other properties held in trust by the Board of Regents of
The University of Texas. -

k., The issuance of bonds or other evidence of indebtedness of
The University of Texas as authorized by law.

The Endowment Officer reports ‘to and is responsible to the Vice~President for Fiscal
Affeirs and through that officer to the President.

-
Budget Officer

In general, the work of the Budget Officer is concerned with improving and standard-

izing budgetary procedures of the University system. Specifically, bhis duties a.nd
responsibilities include:

1. Recommending procedures to be followed (a) in scheduling
budget preparation, (b) in compiling budgets to assure
uniformity of coverage and format, amd (¢) in providing
effective review of budgets at all administrative levels.

2. Preparing and recommending budget-writing instructions
and forms.

3. Developing more effeqtive methods of presenting completed
budgets.

4. Assisting in processing all budgets submitted by the in-
stitutional heads.
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5. Conducting budget research studies in such areas as:
salary supplementation, meintenance and equipment
allocations, and physical plant expenditures.

6. Assisting in devising more effective methods of
expenditure control.

7. Planning financial report forms designed to reveal
periodically the current rate of spending from budgeted
funds at each component unit.

The Budget Officer reports to and 1s responsible to the Vice~President for fiscal Affairs.

Auditor

The Auditdr, Main University, is the accounting officer for the Main University and for
Central Administration. Specifically, his duties and responsibilities include:

For Main University --
1. Collection, custody, and disbursement of institutional funds.

2. Maintenance of accurate accounting records and control of expenditures
in accordance with approved budgets and University regulations.

Maintenance of an effective program of internal audit.

4. Preparation of periodic financial reports; and continuing
: study to improve practices and procedures.

W

5. Assisting in the preparation of budgets as directed by the
institutional head.

For Centrel Administration -~

1. Custody of, accounting for, and financial reporting of, all
funds handled by the Auditor's Office for the component in-
stitutions outside of Austin, and for Central Administration,
Permanent Unliversity Fund, and Available University Fund.

2. Joint custodianship with the Comptroller of securities owned
by University of Texas Funds which are not on deposit in the
State Treasury.

On Main University matiters the Auditor, Main University, reports to and is responsible
to the Business Manager of the Main University and through him to the Vice-President of
the Main Unlversity; on other matters he reports to and is responsible to the Comptroller
and through him to the Vice-President for Fiscal Affairs.

Chief Administrative Officers of Component Units

Vice-President of the M&in University

The Vice~President of the Main University serves as the chief administrative officer
of the Main University (including the Institute of Marine Science and the McDonald

Observatory) under the direction of the President. In cooperation with the President
he:

1. Develops, with faculty assistance, plans and policies
for the program and the administration of the Main
University in accordance with policies of the Board of
Regents.
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2. Interprets University policy.
3. Develops and administrates student welfare policies.

4. Recommends appropriate budgets, and supervises expen-
ditures under approved budgets.

5. HNominates all members of the faculty and staff, except
as otherwise delegated; and recommends removal of any
staff member for cause.

6. Ensures that the business affairs and physical property
under his general supervision are properly managed.

7. Serves as ex officio member of all faculties of the Main
University, and presides at meetings of the General Fac-
ulty and the Faculty Council at the request of the President.

8. Appoints all faculty and staff committees unless otherwise
provided. ’

The Vice-President of the Main University reports to and is responsible to the
President.

p— Other Component Units

The chief administrative officer of each component unit serves under the direction
of the President, and has access to the Board of Regents through the President.
Within the policles and regulations of the Board of Regents and under the supervi-
sion of the President, the chief administrative officer of each unit has general
authority and responsibility for the administration of that unit.

Specifically, the chief administrative officer is expected, with appropriate par-
ticipation of the staff, to:

1. Develop and administer governing policies for the program,
organization, and operations of the unit.

2. Interpret University policy to the staff, and interpret
the unit's program and needs to the President and to the

public.

3. Reccmmend appropriate budgets and supervise expenditures
under approved budgets.

k. Nominate and recommend for retention or dismissal all
members of faculty and staff, and maintain efficient
personnel programs.

5. Establish proper menagement of services to students or
patients. . ‘

6. Ensure efficient management of business affairs and

physical property; recommend additions and alterations.
to the physical plant.

Sl aRe
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7. Serve as presiding officer at officlal meetings of
faculty and staff of the unit, and as an ex officilo
member of each college or school faculty (if any)
within the unit.

8. Cause to be prepared and submitted to the President,
and through him to the Board of Regents, statutes
and amendments thereto for the governance of the unit.

9. Assume initiative in developing long-term plans for
the program and physical facilitlies of the unit.

The chief administrative officer of each component unit reports to and is responsible
to the President.

Business Manager

The general function of the Business Manager of each component institution, acting
under the direction of the chief administrative officer, is to conduct all business
activities of his particular institution. Specifically, his duties and responsi-
bilities include:
—
1. Collection, custody, and disbursement of institutional
funds.

2. Maintenance of accurate accounting records, and control
of expenditures in accordance with approved budgets and
University regulations.

Maintenance of an effective program of internal audit.
Procurement and purchasing.

Operation and maintenance of physical pla.nt(l).

Supervision of auxiliary and service enterprises.

-Q.O\\JI-F'U)

Preparation and Bx)-ocessing of govermment research and
other contracts( .

8. Preparation of periodic financial reports; and continming
study to improve business practices and procedures.

9. Asglisting in the preperation of budgets as directed by
the institutional head.

The Business Manager reports to and 1s responsible to the Chief administrative
officer of his component institution, except at the Medical Branch, Galveston,
where he reports to and is responsible to the Hospital and Facilities Adminis-
trator.

(1L)At the Medical Branch at Galveston, this function is the responsibility of the
Hospital and Facilities Administrator.

(2)At the Main University govermment research contracts are processed by the Office
of Govermment Sponsored Research.
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Advisory Councils

Council on Administrative Policy. To advise with the President at periodic
intervals upon matters of system policy, the Council on Administrative Policy
is established. It is composed of the President (the Chairmen), the chief
administrative officer of each component unit, the Vice-Presidents, the
Assistant to the President, and the Comptroller. Meetings are held at the
call of the President, who preperes the agendsa.

Business Management Council. To advise the Vice-FPresident for Fiscal Affairs

in his area of staff responsibility for budgeting, business management, physical
plant operation, and systems of expenditure control, the Business Management
Council is established. It is composed of the Vice-President for Fiscal Affairs,
(Chairman), the Business Manager of each component unit, the Comptroller, the
Endowment Officer, the Budget Officer, and the Auditor (lhin University). Meet-
ings are held at the call of the Vice-President for Fiscal Affairs, who prepares
the agenda.

9/12/55
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FISCAL REGULATIONS

THE UNIVERSITY OF TEXAS

I. GENERAL

.Organization

The government of The University of Texas is, by law, vested in the Board
of Re’génts, composed of nine members nominated by thé Governor of Texas and
approved by the Senate. Three members are named each two yeaLrg foi‘ six-year
terms each. The Board elects a Chairman from its number and exercises all

powers and authority imposed upon it by law.

Coggonent Institutions

The ﬁniveraity of Texas consists of the following component institutions:
The Main University, Austin; the Medical Branch, Galveston; the Dental Branch,
Houston; the M. D. Anderson Hosplital for Cancer Research, Eoustbn; South~
western Medical School, Dallas; Texas Western College, E1 Paso; and the Post-
graduate School of Medicine, with headquarters in Houston and divisions else-
where in the State as authorized by the Board of Regents. The McDonald
Observatory, Fort Davis, and the Institute of Marine Sclence, Port Aransas,
are under the supervision of the Vice-President of the Main University.

The officers of The Unilversity of Texas are: "

Central Administration

President of The University of Texas
Vice-President for Academic Affairs*
Vice-President for Fiscal M{g@rs

Comptrollier
Endowment Officer

-1l-




Vice-President for Developmental Services
Assistant to the President
Vice-Presid.ent for Medical Affairs

Component Institutions

Vice-President of the Main University*

Prepident of Texas Western College

Director of the Medical Branch

Dean of the Dental Branch

Director of the M. D. Anderson Hoséita.l and Tumor Institute
Dean of the Southwestern Medical School

Dean of the Postgraduate School of Medicine

¥0ne person holds both positions
ALl Central Administration officers, exclusive of the President , serve in
a staff capacity except as otherwise specified. The heads of the component
institutions report to the President. -
The President is elected to serve at the pleasure of the Board. All
other officers are elected by the Board of Regents upon recommendation of the
President. |

University Policies

The policies of The University of Texas are made by the Board of Regents.
Authority may be conferred in advance upon administrative officials to bind
the institution in carrying out the policies. Changes of policy require

approval by the Board, usually pursuant to recommendation of the institutional
head and/or the President.

-2-




Gifts to the University

The acceptance of gifts to the University is by *!_:he Board of Regents.

The pover to accept gifis is delegated to each institutional head when the girt
is to a fund or enterprise already approved by the Board of Regents or is a
continuation of a series. Such gifts are reported to the Board by the dockets
of each component institution. Recommendations for the acceptance of gifts
showing details as to value, form, stipulations regarding use, and provisions
for custody and disbursement of funds are transmitted on forms provided by

the Office of the President by the institutional head to the President and by
him, w:ltﬁ reéommendations » to the Board of Regents.

These provisions 3o not apply to contracts with government agencies, the
details of which are given in Section XI, below. Further, the current Appro-
priation Bill prohibits the a.cceﬁ%aﬁce of gifts of real property except for
establishing scholarshlips, professorships; or other trust funds for ed_ucational
purposes and then only on condition that such gifts must not later require

legislative appropriations for maintenance, repair or comstruction of buildings.

Fellowships, Scholarships and Loan Funds

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

In the case of scholarships axvzdl féllovships » the appropriate committee,
or designated individual, receives applications, wakes the necessary inquiries,
and determines the award. The committee advises the institutional head of
the award and he, in turn, approves and forwards the notice of award to the
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business office. Payments on scholarships and fellowships are made through
the business office of the cowponent imstitutiom.

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. i

i

Figcal Year

The fiscal year of the University 1s September 1 through August 31 of

each year.




II. ACCOUNTING, AUDITING, REPORTING AND BUDGETARY CONTROL

Types of Funds

General Funds

General Funds are those unrestricted, operating funds which are avallable
for any purpose. They are expended in accordance with the budgets and appro-
priations approved by the Board of Regents. General Budget Funds balances
are not reappropriated from one fiscal year to another unless specific approval
ig given the institutional head and the business officer to do so by the Presi-

dent and the Board of Regents.

Special Activities Funds

Special Activities Funds are gemeral funds restricted by the University;
the income and expgnditures are ordinarily relafed to a particular ‘departuent;
With few exceptions, expenditures are limited to the 1ncbone 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

Yyear,

Current Restricted Funds

Current Restricted Funds are those received from individuals, firms,
agencies, corporations, etc. or income derived from private endowments, to
be used qu for & prticulir purpose or project, wwecified by the domor,
such as researchy ‘con'ferences, scholawsiaips, fellowships, ete. The period
of use ig usually designated in the agreement approveci by the Board of
Regents. Balances at the end of a fiscal year are carried forward to the

succeeding year unless otherwise specified.
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Agency Funds

Agency Funds are, just as the name implies, funds handled through the
institutional business office as the agent otthmgatter approval by the
institutional head. Balances are carried forward from year to year unless

otherwise designated.

Account

The financial accounts of the University are 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, the recommendations may bg changed
vhere necessary to permit compliance with the statutes. All accounting reé-
oxds. and procedures are subject to the approval of the imnstitutional business
officer and the Comptroller.

The business office of each component institution is the central office
for accounting control for all financial transactions of the institution.

The institutional business officer confers with departmental and administra-
tive officials and instructs them concei'ning the records of financial transac-
tions to be kept by the departuents.

Each departmental head keeps an account of funds and property for which
he is responsible, as detailed as necessary to supplement the 'busﬁxeu office
records and to furnish accurate information on receipts, credits, expenditures,
and other charges. Records are kept for each fiscal year. All expenditures

wust be in accordance with the approved budget.

6




Statements of departmental accounts are prepared monthly by the business
office and are sent periodically to the department heads who compare their
records with those of the business office and report any differences promptly
to the business office. ’

A person in each department may be designated by the department head,
with the approval of the institutional head, to sign vouchers, requisitions,
etc. in his absence. These designations expire at the end of a fiscal year,

or sooner if specified, and must be renewed each year.

v
N

Auditing

The 1nst1tut1§nal business officer is initially respon;ible for tﬁé
pre-audit of all business items. Financial transactions concerning the
receipt, custody, and disbursement of moneys are pre-audited 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 pre-audit of disburséments and other transactions 1s a part of the
regular accounting procedures of the business offices. Post-audits of
various units and departments are performed as directed by the institutional
business o:ficer or the Comptroller.

Although the Comptroller is responsible for the internmal post-auditing
of business transactions affecting the component institutions, this work is
actually done under the supervision of the business officers of the compohent
institutions and the Branch cdllege Auditor. The business records of accounts
and other records are verified and authenticated within the budgets, regental

actions, and statutory requirements.

P
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The Branch College Auditor, under the supervision of the Comptroller, is
i

initially respomnsible for the post-audit of Yusiness activities at the component

institutions, except the lla.in Universityf He conducts the audits in accordance
with accepted auditing standards, including necessary tests of the records.
He makes a written report of each audit, calling attention to any tfangagtions
which may not be in accord with' legal requirements, inatitutiona.l accounting
principles, and institutional poi:lcies and regulations.

The State Auditor, under State law, is responsible for the external audit

of the University's books.

Report

Financisl reports are prepared in accordance with the provisions of the
statutes and the directives of the Board of Regents and in conformity with
the Manual, "College and University Business Administration,” referred to
above. The forms are a.pﬁ;oved by the 1natitutioﬁal business officer and the
Comptroller. '

Two reports, both of which are prepared under the direction of the
institutional business officer and the Comptroller, are prepo.red annually
by the University:

1. Annual Financial Report. On or before December 29, printed finan-
cial reports, set up in accordance with the forms recommended in Volume I,
"College and University Business Administration" (1952) are filed with the
Texas Commission on Higher Education. The certificate of audit of the State
Auditor is included if his report has been completed.

2. Salary Payment Report. On or before November 30, an itemized
schedule is prepared of salaries and wages paid all employees for services

during the preceding fiscal year out of any funds from any source or character
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under the control and/or custody of the Board of Regents, showing for each
employee the total amount pald from each source during the twelve months of the
fiscal year, the title of the position held or kind of service rendered, and a
summary of all expenditures by departments.

A monthly financial report is prepared by each business office and dis-
tridbuted to administrative officials.

Quarterly financilal reports reflecting income recelpts, approved budget
changes, and expenditures are prepared by each business office and submitted
to Central Administration.

Other reports, such as the quarterly report to the Bureau of the Census,
are made from time to time as well as internal reports pertalning to estimates
of income, budgets, etc., but only those considered essential to effective

administration are requested fram the lnstitutional business office.

Annual Budgets

Annual budgets for all the component ingtitutions are approved by the

Board of Regents within the budget estimates of income prepared by the

| institutional business officer and the institutional head. General policiles
for the budget preparation are recammended by the President to the Board of
Regents and are followed in prepering the budgets. The institutional head
issues instructions and furnishes forms to the budéet recommending officials.
Their recommendations for salaries, maintenance and equipment, travel and
other pertinent items are reviewed by the institutional head and transmitted,
with his recommendations, to the President for review and final recommenda-
tion to the Board. Memoranda concerning general budgets applicable to all

departments and agencles are also included in the completed budgets.
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All academic personnel, except part-time Instructors, clinical assistants,
teaching assistants or teaching fellows, and student assistants or graders are
shown as line items in the budget. Full-time classified and non-teaching
employees whose monthly salary rate 1s $500 or above and all personnel who are
employed in more than one department are shown as line items. All other
clessified and non-teaching salaries are either itemized or grouped in like
positiqn lump sum departmental salary accounts.

Lump sum reserves or unallocated accounts to provide for additional
positions or increases in salaries and supplements to maintenance and equip-
ment, are included in most of the budgets. As indicated in the Memoranda
included in each budget having such an account, some of the commitments of
these funds may be made by the institutional head and reported.in the regular
dockets, whereas other expenditures of the funds may be made only after
recommendation of the institutional head and approval of the President and
the Board of Regents.

Departments are expected to operate within the budget as finally adopted
and any recommendations for transfers within accounts, or increases to meet
emergencies, unless otherwise provided for in the Memoranda, are prepared on a

standard change-request form and sent through administrative channels.

Biennial Budget Requests

The University submits blennial budget requests to the Texas Commission
on Higher Education, to the lLegislative Budget Board, and to the Executive
Budget Office in the form prescribed, usually during the summer before a
Regular Session of the Legislature. These requests are prepared in con-
formity with the same general procedures as outlined above for the annual

budgete: (1) approval of budget writing policies by the Board of Regents
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upon recommendation of the President; (2) preparation of the budget of
expenditures in conformity with these policles by the institutional heaed;
and (3) approval of the finished budget by the President and the Board of
Regents. The estimates of income from all sources are prepared by the insti-
tutional business officer and the institutional head.

After the close of the fiscal year in which the biennial budgets are

prepared, information as to expenditures for that year is furnished the State

agencles ligted above.
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III. RECEIPT, CUSTODY, AND DISBURSEMENT OF MONEYS

Receipts, Cash Registers, and Adumission Tickets

No department, diwvision, or individual staff wewber is authorized to
receive woney 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 institntiopa.l busi--
ness officer is igsued .for all moneys received. Usually such receipts are
nunbered. Where the volume of sales justifies their use, cash registers
are used with recording tapes listing the amount of each sale. When cash
registers are not used, cash sales tickets or receipts include, if practical,
the name of the purchaser, itemization and price of the articles sold.
Admission tickets are pre-numbered, except for certain a.thlétic events where
the section, row and seat number are shown. Admission tickets and coupon!
books are purchased for delive;'y to the institutional business office and
1asﬁed to the department concerned. Unused tickets or books are returned
to the business office and all receipts from such sales are deposited in

the business office as outlined later.

Deposits with Institutional Business Office

Money received by all departments from all sources is deposited in the
institutional business office using an official form. The deposits are made
daily 1f the receipts are $50 or more, and weekly even if the accumulation is
less ‘than $50. When cash is included, the deposit should 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 are included on the deﬁosit fornm.,

Petty cash funds for mking‘{change are provided only on approval of, and
by arrangement of, the depariment with the institutional business officer.
Petty cash funds from which disbursements will be made require the approval .

of the institutional head as well.

Deposits With the State Treasurer ;

The Appropriation Bill requires that all cash receipts at the Main
University and at Texas Western College be deposited in the State Treasury
with the exception of those from auxiliary enterprises, non-ihstructionai
services, agency and restricted funds, endowwent funds, stu&ent loan funds,
and Constitutional College Bullding Amendment Funds. !

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 such receipts daily.
Not less than every five days s Tthe institutional ’business officer makes re-
mittances to the State Treasury in the form of checks drawn on the clearing
account. Thé ‘money deposited in the State Treasury is paid out via State
warrants.

At its optionm, tﬁe University usea its local depository General Funds
bank accounts instead of the special ;:lea.ring account within the general re-
quireuﬁtl for deposits and transfers to the State Treasury.

The University, by law, is authorized with the approval of the State
Comptroller to maintain Revolving Funds to .facilitate the payment of

nominal expenses - to pay bills within cash discount periods. When




authorized by the State Comp%roller » the University may use the revolving
fund for regular monthly payrolls as well as for weekly and speclal |
payrolls. Disbursements fron. the revolving funds are reimbursed from
gtate appropristions on claims filed with the State Comptroller under
regularly prescribed yrocedures. One voucher and one wvarrant may cover
a number of claims for this purposé . Reimbursement claims must meet the
same requirements as other claims against state appropriations. Each in-
stitution prepares a reinbur;ement cia.in as of the close of buéiness on the
last day of each month or more often as may be expedient to avoid main-
taining large revolving funds.

The amounts of the revolving funds are determined by the Board of
Regents, who designate a depository bank for each such fund, specifying
pe"raons authorized to sign checks drawn on such funds. Depository banks

s

secure such revolving fund deposits as provided by law.

Locsl Institutional Funds

All local income, not required to be deposited in the State Treasury
must by law be deposited in local depository banks for safekeeping.
Depository agreements with the local banks are negotiated by the Comptroller
with the sssistance of the institutional business office and the institutional
head7 and are submitted to the President and Board of Regents for approval.
Depasitory banks selected furnish adequate surety bonds or securities
to assure safety of these funds. Local funds are 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 at a negotiategl interest rate.
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The Board of Regents and the institutional heads m.y not, by law,
borrov money from any person, firm, or ccrporation to be repaid from local
funds except as specifically authorized by the legislature.

Charge Sales

The University is not allowed, by law, to sell property or service on

eredit.

Sales to Staff Members

Sales of University property may be made to staff members only after
authorization by the Board of Regents with necessary details recorded in

the Minutes.

Medical and Hoggital S8ervices

Medical .'or hospital service is not provided by component institutions
without compenseation or reimbursement to the institution, except in certain
hospitals operated by the University which are open to the general public.
In such hospitals, free or partly free medical and hospital services may
be rendered but only to persons who are indigent and who offer proof that
they are financially unable to pay all or part of their hospital or medical

expense .

Vouchers for‘ Exgenditures

Vouchers for disbursement of funds are prepared in the departmental
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offices at the Main University. | They are signed by the head of the department,
or someone recommended by him in writing and appointed by the Vice-President
of the Main University, and such vouchers are approved by an authorized person
in the auditor's office. At the other component institutions, vouchers are
prepared in the business offices. They are prepared on State of Texas
Purchase Voucher Form, P-1, consisting of five copies 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. For Institutional Business Office

No. 4. For Institutional Department (file copy)

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

with payment)

Vouchers are 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 Comptroller.

If tvo or more invoices from the same vendor and cha.rgeabie to the 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 (1) separate vouchers
are prepared for contract and non-contract invoices on purchases through the
Board of Control; and (2) separpte vouchers are prepared for invoices for pur-
chases made through the Purchasiz;:‘gﬂ Division and Printing Division of the Board
of Control.

Cash discounts and credits are shown in full on the vouchers and include
the amount and number of the invoice, less discount or other credits, and the

net amount. Explanations are made for all deductions. A red "Rush - Discount”

tag 1s attached to the face of the voucher and, in such cases, they are handled

separately from other vouchers in the business office.
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Vouchers Payable from State Funds

When maeterials, supplies, and other items are purchased through the
Board of Control, four coples of the Voucher Form are submitted to the
business office and Copy No. 1 __(.or the attached 1nvo;1ce) must be nhotarized
if the amount is more than $50.

When purchases are not m.de through the Board of Control, all copies ex-
cepting Nos. 2 and b are submitted and Copy No. 1 (or the attached invoice)

must be notarized, regardless of the amount.

Vouchers Payable from Local Funds

When materials, supplies, etc. are purchased through the Board of Con-
' trol, Copy No. 3 becomes the original and Copy No. 1 need not be submitted.
Notarization is required. |

When materials are not purchased through the Board of Control, only
Copies Nos. 3 and 5 sre submitted, with Copy No. 3 ss the original and
notarization is needed.

Outstanding Checks

Outstanding checks are carried on the official accounting records for
the two fiscal years following the year in which they are issued. (Example:
if issued in 1953-5h they would be carr:le:i\ through August 31, 1956) Those
still outstanding at the end of the second figeal year after issue are can-
celled and written off the official accounting records. Each business office

is expected to make diligent effort to minimize the number of such outstanding




checks, particularly those in excess of $10.

Institutional uenbership Dues

University funds are used to pay memberghip fees only in educational,
scientific or other associations of which the University is an institutional

member, with the memberships approved by the institutional heads.

Payrolls

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

At the Main University payrolls for all regular salaried employees, except
those for Auxiliary Enterprises, are prepared in the ‘Payroll Division of the
Auditor's Office. Vouchers and payrolls for weekly and hourly employees, and
regular salaried employees in Auxiliary Enterprises, are prepared in triplicate
on proper forms by the department concerned. They are approved by the head
of the department, or aomeone authorized to sign for him, and include the
name of the payee, accurate calculations of pay, as well as the account to
vhich charge 1s made. Those covered by Workmen's Compensation Insurance are
80 indicated. Two copies are transmitted to the Payroll Division for
processing.

At the other component institutions, all payrolls are prepared in the
business office from regular budgets, appointment, forms and letters, time
cards, etc.

If payment for regular salaried employees is for less than a month, the
salary is figured proportionately on the actual number of daye in a glven




month, e. g., 28, 30, 31.
Deductions for lncome tax and teacher and employees retirement are made
: vhere applicable on all payrolls. At some institutions, hospitaiiza.tion in-
surance is also deducted if appréved by the Board of Regents. |

Dates for dlstribution 'of salary checks vary at the component imstitutions -

and are announced by the business office.

Traveling Expenses

Authorization for travel at the expense of the University from the .‘place
at which officers or employees are regularly stationed is granted only when
travel is on official business and vwhen appropriate arrangements can be made
for the work of the individual to be carried on without additional expense to
the institution. Official business is defined to include specifically the
formal presentation of original research before a national, regional, or state

R learned society, if approved in advance by the institutional head. However,
travel expense authorization to attend such meetings or any other professional
conference is limited to three persons from any one component institution, with
certain exceptions in the case of mmlti-field scholarly organizations. S8taff
members whose usual duties do not require travel secure permission for official
travel as follows:

1. The request for in-state travel for a week or less is sent, with
reasons stated, throu'gh the departmental chairman or administrative official
to the appropriate dean or administrative official for approval, ’ir at the
Main University. At the other component institutions, the request is s;nt

through proper administrative channels for approval by the institutional

heads.




2. The request for in-state travel for more than one week but not ex-
ceeding two weeks 1s sent through proper administrative channels for approval
by the institutional heads.

3. The request for out-of-state travel not exceeding two weeks ig sent
lthrongh proper administrative channels to the President for approvel and
submission to the Board of Regents in the dockets.

k., The request for any travel in excessﬂ of two wgekg is sent through
proper adminigtrative channels to the President and Board of Regents for
prior approval by the whole Board or the Executive Committee of the Board.

Expenses are relmbursed only from funds a.ppropriaied or authorized for
travel expenses and only after the travel has been authorized by the
appropriate administrative official. Institutional heads are required to
plan all authorized travel so as to realize a maximum in economy and
efficiency.

Reimburssble travel expenses include transportation and a statutory
per diem allowance in lieu of actual expenditures for meals and lodging.

If travel is by personal car, reinbursenent is at the rate of T¢ per mile,
computed on the basis of the shortest practical distance between the
starting point and the degtination. If travel is by public carrier, reim-
bursement is for the actual cost of the transportation, excluding federal
taxes. A pald receipt for such transportation must be taken from the public
carrier, vhether payment is by cash or courtesy card, and this receipt mmst
be attached to the travel expense voucher.

The statutory per diem in lieu of actual expenses for meals and lodging
is fixed at $7 per day for travel within the state and at $9 per day for |
tra;rel outside the state. For the purpose of this reimbursement, a day is

defined as the 24-hour period from midnight to midnight. If travel is for a
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period of less than 2% hours and does not involve an overnight stay, a
partial per diem allowance is reimbursed at the rate of $1 for breakfast,

$1 for lunch, and $2 for dimmer, the total mot to exceed $4. If travel is
for a period of more than 24 hours, any fractional per diem allowance is
reimbursed for ome-quarter of the full per diem for each 6-hour period of
time involved, beginning with the period from midnight to 6:00 a-.n. A
minizmmm of 2 hours of travel status is required for reimbursement for any one
such quarter period.

In the case of out-of-state travel, the per diem reimbursable allowance
of $9 per day begins at the time of crossing the state line on the outward
trip and ends at the tin; of recrossing the state line on the inward trip.

All travel reimbursement claims are submitted on standsrd expense
account vouchers prepared by the State Comptrollier. These vouchers xeport for
each approved trip the point of origin and the destination, the mileage actually
traveled (if by personal car), the exact time of departure and return, and the
purpose of the travel. At the Main Umiversity, vouchers for travel expense
reimbursement are prepared in the departmental offices in quadruplicate when
payable from state funds and in duplicate when payable from local funds.

Three copies of the state fund travel expense voucher are submitted to the
business office with the original notarized and attached to the receipt for -
public carrier transportation (if any). One copy of the local funds expense
voucher is submitted to the business office with the required receipt (if any)
attached. At the other cé@onent institutions, the vouchers are prepared :ln.

the business offices . 'from detailed information furnished by the person

authorized to travel.




\a Freight and Express, Advertis Pos and Box Rent, Telephone,
U9 g Telegraph and %ﬂ@i@ ocuchers

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 is made for demages or shortages and, if any, notation is
made on the receipt of the transportation company before the shipments
are accepted. The vendor is nt;tified in writing when damages or shortages
| occur and & copy of the notification is attached 1;0 the voucher when
deductions are made on the invoice. 1In general, charges for freight and
 express are made against the same accounts as those charged for the purchase
of the related materials.

Transportation charges for purchases at delivered prices (f.o‘.b. destina-
tion) cannot be paid by the Unj:ver_sity. An acceptance is, themfo;e » not
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 confomit& with State laws, are attached to
vouchers for advertisements.

Vouchers for postage and postal box rent are made payable to the United
States Postmaster. Postage stamps a.re‘ available at a central supply centei
at most institutions. Where & postage meter is used by the institution, the
use of stanmps is limited.

Payment for telephone charges i1s handled at the Main Upiversity through
the Office of the Director of Physical Plant. Inter-departmental vouchers
are sent to the department beipg charged and all long distance calls are
carefully checked in the department before the vouchers are seiit to the

Business Offlice. At the other component institutions, the vouchering and

J




checking is handled through the business offices. Personal long distance calls
must not be paid from institutional funds.
An itemized statement from Western Union showing the person to whom the
message was sent and person segd:l.ng it is attached to the wvoucher for payment.
Subscriptions to publications are vouchered after the first copy is
received. This i1s noted oﬁ 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 secured through an insti-
tutional supply center. Payment for such purchases is by inter-departmental
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 are as outlined abovq.




IV. PURCHASING

Authority to Obligate Punds

Except for contracts signed by authorized administrative officials, the
official purchasing agents have sole authority to obligate funds of the insti-
tution for purchases unless other arrangements are made and approved for the
component institutions. The University can, therfore, assume no liability for

payment of obligations made except as authorized.

Purchaging Ethics

All qualified, reputable bidders are given equal opportunity to submit
bids on a uniform basis when competition is pbsai'ble. No bidder recelves
special consideration or is allowed to revise his bid after the date for
opening bids. Purchasing agents and their staffs may not accept gratuities
or become obligated to individuals or firms seeking business.

Purchases of Supplies and Equipment

Purchases of supplies and equipment are mede through the official
purchasing agents of the component institutions unless otherwise authorized
or as listed below. Purchages are made through the State Board of Control,
except those payable (or reimbursable) from federal funds, trust funds, and
auiiliary enterprise funds which are made direct if it is in the interest of
the institution to do so. Such direct 'purcha.aes are made through the
officisl purchasing agents of the component institutions in the usual
manner unless specific authorization to do otherwise is granted by the head




of the institution. An "Awards Book" of contracts entered into for supplies
and equipment is published by the State Board of Control. Copies of this
book, or information from it, can be secured from the purchasing agents, who
also render assistance in securing bids as well as in preparing and

processing requisitions.

Contacts with the State Board of Control

A1l contacts, whether oral or written, with the State Board of Control
and with vendors are handled through the official purchasing agents unless
advance written authorization is obtained from them or the business officers

for other persons to do so.

Requigitions

Separate requisitions are made for: (1) State contract items pur-
chased through the Printing Division of the State Board of Control;

(2) State contract items purchased through the Purchasing Division of the
State Board of Control; and (3) items to be purchased in the open market
by competitive bids or otherwise.

Requisitions for supplies and equipment are prepared on the official
departmental requisition férm, approved by the chairman of the department,
or other administrative official, and the original forwarded to the
business office or other designated office for approval as to availability
of funds and to the official purchasing agent for approval of the purchase.
Requisitions show an actual or estimated cost and are numbered consecutively.

Separate requisitions are made for purchases on the open market for each




class of items, such as hardware, electrical supplies, chemical supplies, etc.
The department is furnished a copy of each purchase order issued agsinst its
funds by the purchasing agents.

Requisitions are not required for perishable items, automobile repairs
vhich include both material and labor, and service charges which include

only labor.

Requigitions for Space leases

Space leases involving buildings must, by ie.w, be approved by the State
Board of Control and my not extend beyond the current bienniwm. A requisition
is submitted to the purcha:sing agent and the lease completed prior to occupancy |
of any space for office, storage, or other purposes. The re\quiaition mst
show: ‘(l) type of space and purpose of its use; (2) approximate number of
square feet; (3) 1lecation; (&) whether Ja.nitér service and/or utilities will
be furnished by the lessor; (5) period of the lease; and (6) any other
requirements. Proposals for space leases require approval by the Presgident
and the Board of Regents and lease contracts are signed by the University

Comptroller.

Rental of Machines and Eggilnent

Requisitions for rental otla.ll machines and equipment are required, by
law, to be placed with the State Board of Control. They are submitted
through the purchasing agents and payment of the rentals can be made only
after approval of the requisitions by the Board of Control.
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Purchage of Air Conditioning Equipment

It is the policy of the Board of Regents that expenditures for purchase
of any new or &dditional air conditioning eqﬁipnent are to be approved in
advance by the Board or the President on:reWnda.tion of :the".executive head

of the component institution. Because the installation or replacement of

air conditioning equipment frequently involves special electrical insta;la.tioné >

departments shéuld secure the approval, in writing, of the Director of Piwsical
Plant and/or the Business-@fficer bafore Anitiating o request.fur such
equipment. When departmental funds are the source of the original purchase,
installation costs, as well as minter_:ance and repair costs, are to be paid

from departmental budgets.

Purchase of Stationery, Office Supplies, Stenographic
Bervices, Nimeo h end Multilith Work, Printing, Books,
Periodicals, and ﬁguine Subscriptions

Stationery, office supplies, stenographic serviees , mimeograph and mmlti-
1ith work are 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. '.Ehe‘departmnt authorizes s In writing,
certain persons to make such purchases.

Printing at the Main University is usually purehaséd by requisition from
the Purchasing Agent to the University Printing Division, and at the other com-
ponent institutions purchases are made as designated by the business officer.

Books, peériodicals and megazine subscriptions, if payable from general
budget funds, are purchased at the Main University through the University
Library by the use of a book order card. Purchases from other funds at the




Main University and purchases at the other component institutions, are made
by requisition through the purchasing agents.

Purchagses from Employees

Purchases are not permitted from any officer or employee of the University
unless the cost is leas than that from any other known source and uatil approved
by the institutional heads, the President, and the Board of Regents. Details

of such transactions are incorporated in the dockets or Minutes of the Board.




V..PERSOIIEL

Fidelity Bond

As approved by the Board of Resents » the University carries a blanket
position (fidelity) bond which covers all component institutions. There is
coverage of $5,000. each for all employees and certain specific excess
coverage for»adninistrative and business officials. The prel:lun £6xr . the
bond 1is prorated to the component institutions on the basis of the number of

employees covered.

Faculty ’ and Classified Personnel

Appointments to the faculties of the cqmponent inltitutibna are made
upon recommendation of the chairmen and/or deans and approval of the insti-
tutional hea.b;, the President and_ the Board of Regents.

At the Main University such appointments are subject to the tenure rule
providing professors and associate professors continuing appointment, except
for unusual circumstances, and definite terms for assistant professors and
instructors who, unless appointed prior to November 1, 1945, are subject to
the "Up or Out Rule" aa approved by the Board of Regents. |

Appointments to the faculty in the summer sessions are made anmually
for a specified period and salary. No promotions, either in salary rate or
rank are provided in the summer session and appointment ,exiends only for the
specified period.

A classified personnel system has been established for all the component

institutions, except the Postgraduate School of Medicine which has a very small

staff, covering all positions not entailing significant imstructional respounsi-

billitlies or respomsibilities for administration of instructional or research
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activities. The inclusiveﬁeas of these systems is determined by the institu-
tional heads. The classified personnel systems include a schedule of class
titles, Job specifications for each class, a schedule of pay ranges, and
policies and rules relating to personnel administration. There is a persounnel
officer at each institution, with the Director of Classified Personmel at the
Main University serving as the general coordinator of all the programs.

Appointments of classified personmel sre made on recommendation of the
appropriate sdministrative officials amd approval of the peérsonnel officer |
and the instituti’qnal head or, within certain limitations, someone designated
by him.

Affidavit

Every employee 1s required by law to execute an vath or affirmstion to
the effect that (1) he is not, and has never been, a member of the Communist
Party; (2) he is not, snd during the preceding five year period, has not
been a member of an organization, etc. which has been designated by the
Attorney Gemeral of the United States as totalitarian, fascist, commmist or
subversive; and (3) he 1s not, and during the preceding five year period, has
not been a member of any "Commnist Political Organization” or "Communist
Front Organization.”

It is the responsibility of the institutiomal business officer, and
through him the responsibility of the institutional head, to ascertain that
each new employee ﬁas executed the oath before assuming the duties of his

position or receiving compensation. The copies of the executed oaths are

kept accessible at all times for public inspection.




Political Aid and legislative Influence

. | Each employee, under State law, is furnished a copy of the following
paragraphs from the current Appropriation Bill by the institutional heads:
"Sec. 4. Political aid and legislative influence prohibited.
} None of the moneys appropriated by this Act, regardless of their
source or character, shall be used for influencing the outcome
| of any election, or the passage or defeat of any legislative
measure. This prohibition, however, shall not be comstrued to
prevent any official or employee of the State from furnishing
to any member of the lLegislature, or to any other State official
or employee, or to any citizen, any information or facts perti-
nent to the official duties and responsibilities of the State
agency he represents, |
"No employee of any State agency shall use any State-owned
automoblle except on official business of the State, and such
employees are expressly prohibited from using such automobiles
in connection with any political campaign.
"Any employee who violates any of the provisions of this section
shall be dismissed immediately from any employment by the State.”
The bill also provides that a receipt for the above statement must be
taken from each new employee. Failure of the institutional heads to take

such receipts or have them accessible for public inspection is declared

malfeasance in office by the bill.




Physical Examination

Each applicant for a regular salaried position is required by the
Regents Rules and Roggtions to furnish a report of a pre-employment physical

examination and cheat x-ray indicating physical fitness for the position for
which he is applying. The chest x-ray is furnished by the component institution.

Withholding Exemption Certificate

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

Employment of Aliens

Employees, other than those paid from trust funds, must be citizens of
the Un:ltgd States, or have instituted maturalization proceedings, in order to
be appointed for a longer period than 90 d;yg unless their appointment is |
(1) for instructional purposes; (2) they are regular students amintcd as
student assistants or minor employees; ‘or (3) they are appointed as nurses
~ and medical or dental technicians at the Medical Branch, Southwestern Nedical
School, Dental Branch, or the M. D. Anderson Hospital.

"A regular student as & minor employee" is any student currently
registered in the University who is subject to the Quantity of Work rule.




Indebtedness to the University or the State

Neither salary payments nor any other paywents may be made to an
employee, his agent or assignee, who is indebted to the University or ta the
State wntil such debt is paid. | "

Nepotism - Employment of Relatives

The employment of relatives within the second degree of affinity or the
third degree of consanguinity to any officer or member of any board waking,
voting for, or confirming the employment is prohibited by State law unless
the person has been continuously employed for two years prior to membership
of the relative on the 'bosiu',d.

The University has imposed further restrictions on the appointment of
relatives within fhe first degr;e of a;ffin:lty and the second degree of
consanguinity, according to the common law, as follows:

1. Pgwtitime appointments. No relative of anm administrative official
concerned or of & person holding the position of Imstructor or above in the
department converned may be appointed to a part-time position. No relative
of a person holding a position of Instructor or above may be appointed to a
part':tile position with a monthly salary above the maximum rate for a Teach-
ing Assistant, currently $177.77 per month.

2, Full-time appointments. (1) Wo person may be initially appointed, |
even temporarily, when it is the duty of & relative on the University staff
to act in some official capacity wpon the appointment.

(2) ¥o person, any relative of whom occupies a position of the rank of
Instructor or higher, may be appointed even temporarily to the position of

Instructor or higher.

(3) No person may be initially appointed, even temporarily, im any
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department or similar subdivision if he has a relative in that deprtlan:t or
-  gubdivision holding the position of Imstructer or higher rank.

(4) Where appointments are barred by the above regulations, relatichship
dbrought about by marriage after appointment 1s no bar to continuance of employ-
ment, except that, if a person of the rank of Imstructor or higher marries
another employee, after August 31, 1936, both positions may mot be retained
beyond the curremt fiscal year. Relatioaship brought about dy marriage before
September 1, 1936 is no bar to continued employment. Marriage of a staff
menber to a person who is not on the staff but is & relative of a staff member
has no effect on either tenure or promotion.

Relationship is not & bar to honorary or non-remmerative positions.

These provisions apply to all progrsms administered by the Board of Regents,
equivalence in salary being regarded as equivalence in rank.

Under these regulations, a person occupies his pesition from the date on
which his employment begins unt;l his connection with the instituion is for-
mally terminated and, in the case of 9 months' employment, :I.ngludes the period
between the close of a long session and the opening of the next long session as
well as any period covered by a leave of absence.

Institutional heads, acting wpon the affirmative advice of the Administra-
tive Council at the Main University or the correspending committee at the -
component instituifijusy are authorized to suspend thue‘ regulations in an
emergency, with the suspension limited to the emd of the 'current fiscal year.
In extraordinary cases where the interest of the University will best be served,
the Board of Regents may suspend the rule wpon the roeaucnditiog of appropriate
adminigtrative officials except &s to the appointment of & relstive of & Regent,
the President, or the imnstitutional head. |




Holidays With Pul

!'acnl"cy menbers on & nine months' basis observe the holidays for students
as 1isted annually in the official calendars.

Regular salaried clauiﬁed employees and other non-teaching personnel
are allowed the following as holidays, plus such additional days as are
provided in the Appropristion Bill and as approved anmually by the President
and the Qoe\rd of Regents: New Year's Day, Independence Day, Labor Day,
Thanksgiving Day, and Christmas Day. When any of these days falls on Sunday,
the Monday following is cobserved as the holiday. When any of these days falls
on Saturday, that Saturday is gbsemd a8 the holiday. If employees are
required to work on a holiday, it is considered overtime and the regulations
there govern. | _

Exployees on en hourly basis vho have been employed continously for six
months or ;Longir may be given the same holidays as regular monthly employees.

tions

Faculty members on & nine months' basis are regularly on duty during the
long session except for periods listed in the official calendars of the institu-
tions. Between long sessions they are not on duty except for summer appointments

or emergencies but are expected to keep the mistitutionb.l head advised of their

addresses. t

The vacation of classified and other non-teaching persme15 on regular
salaried basis is two calendar veeks for each full year of service. Individuals
must serve six months before being entitled to any vacatiom allowance. Vacations

are taken during the fiscal year in which they accrue, but wunused vacation of any




year may be taken the following fiscal year if such an» arragement is approved
in advance by the adlinistlrative official and the institutional head. When
a scheduled holiday falls in the vacation period, it is not charged to
vacation allowance, and vﬂen proper notice of resigni.tion is given, unused
vacation is allowed in determining the date of termination. Unused vacation
is retained upon transfer within the University or to a.nothsr 8tate agency
if employment with the State is uninterrupted.

At the Medical Branch, special arrangements are made for hourly rated

enployeés as approved by the Board of Regents.
i

Sick leave

When a faculty member who has been employed a year or longer is 1il1,
and it becomes necessary to employ & substitute for all or part of his work,
appropriate arrangements are nde tl_zmngh his chairman and dean with the
institutional head.

In the Central Administration, the Main University, the Medical Branch,
the M. D. Anderson Hospital, and the Texas Western College regular salaried
classified and other non-teaching personnel are entitled to sick leave with
pay, after. six months' service, of one day for each full month's work. After
continuous service qr' one year of longer, they are entitled to siek leave with
pay to & maximum of 60 days in any one period of illness if the remaining
staff 1}1 the department can carry the work load and 1f the sick leave does not
exceed the,‘totsl number of months of employment.

At the Dental Branch and the Southwestern Medical School, the rate is
12 hours for each full month's work, after six months service, with a maximm

of 36 dlyi, after a year or longer, and not to exceed the total of ome and one
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half times the total number of months of glploylent.

Each institution has its own procedure for reporting such absences.

Ieave for Military Duty

A leave of absence not to exceeq fifteen calendar days in any one
calendar year is granted faculty or staff members who, as ienbers 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 encampment as ordered or authorized by proper authority. During |
‘ qaeh periods, the employee is absent without loss of efficiency rating or vaca-
tion time, or salary, and is restored to the position and status he previously
held when relieved from military duty'.

The institutional heads may prescribe forms and procedures for such

requests.

Jury Leave

Necessary time off for Jury duty is allowed without loss of pay or

vacation leave.

Leaves of Absence Without Pay

With the interests of the University being given first consideration,
and for good cause, leaves of absence without pay may be granted within the
term of appointment. For a faculty member such leaves do not usually extend
beyond two consecutive academic years, and for a classified or other non-

teaching employee beyond the end of the fiscal year. B8uch leaves are

I
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requésted through the departmental chairmen and dean or appropriate

administrative officials.

Ieaves of Absence With Pay

There is no provision for leaves of absence with pay excei'b as
provided for holidays, vacation, ,juryd_uty, military leave, and sick leave.
Special permission to be absent on State's business may be secured by

menbers of the faculty and staff whose usual duties do not require travel.

(See section on Attendance at Meetings) This permission to travel is ob-
tained as follows: ' _
~ a. At the Main University requests for travel for one week or

less (1) for in-state or out-of-state travel without expense
to the University, or (2) for in-state travel, with expense
to the University, to be reimbursed only from those funds |
appropriated or authorized for traveling expenses, are
transmitted, with reasons therefor, through the departmental
chairman or administrative superior to the appropriate dean
or administrative officer for approval. At the other ..
component units of the University such requests for travel are
handled as under "b" following.

b. Requests for travel for more than ocne week but not in excess
of two weeks (1) for in-state or out-of-state travel without
expense to the University or (2) for in-state travel, with
expense 10 the University, are transmitted through proper
administrative channels to the executive head of the

component institution for approval.
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c. Requests for outjof-state travel ot in excess of two weeks,
with expense to the University are ttan@-#ed through proper
administrative channels .to the Presidént for iypmn;l.' and
submission to the Board of Regents by the docket. |

d; Requests for travel for a period in excess of two weeks, with
or without expense to the University, are transmitted through
the poper sdministrative channels to the President and to the
Board of Begénts for prior approval either by the Executive
Committee of the Board or the whole Board.

Attendance at ilei’ihing_s_

Faculty and staff members whose usual duties do not require travel may
attend meetings and conferences without loss of pay when such absence is on
Staté's business and wheix a.pproprie.té provisions are made to carry on the
duties of the individusl without additional expense to the University. 1In
general, not more than three persons from any one component institution may
be approved for travel to any one conference or meeting. Permigsion for such
travel, both in the State and out-of-state, is obtained in the manner outlined

in the preceding section.

0ffice Hours

The work load of faculty members is arranged within academic schedules
by the deans and institutional heads.
The work load of classified or other non-teaching employees on a full-

time besis is a minimm of 40 hours per week, with all offices open from




8 a.m. to 12 noon and 1 to 5 p.m. Mondays through Pridays, except holidsys, or
guch periods as defined by the classification of the p,ositidh held and approved
by the institutional head. Some offices may be open on Saturday mornings from

8 a.m. to 12 noon within the discretion of' the institutional head.

Overtime

The schedule bot activities is so organized that _enplaye_ea are not required
to work in excess of established work periods except when openting necesgities
demand it. Equivalent compensatory time off for required over-time of at least
one hour or more above established work periods is given employees whose salaries
are belov the minimm for a full-time instructor st all imstitutions except the
M. D. Andrson Hospital and the Southwestern Medical School where definite salary
limits are set. Overtime equivalent to a regular work week may be accumulated
nﬁd compensgatory tile.taken at a mutuwally coz'wenient\ time, "or paq:ent may be
made to eligible employees on a straight time basis from the budget of the
subdivision in which the wérk is performed, upon approval of the appropriate
adniniatra.five officials. |

Wall-time faculty members of the rank of Instructor or abeve are
permitted to work & mximm of 10 hours per week overtime im govermmext
research pruggts upon recommendation of the chairmen and dean of their
respective de?fa.rtnents, schools, or colleges, and with the approval of the
Project director and the hesd of the component unit and to receive extra
éo:pemtion for such work at a pro rata of their regu:ur t;ﬁ.l-tine teaching
salary rete. | -

Part-time faculty members of the rank of Ingtructor or above may be

similarly approved for overtime work in govermment research projects subject




to a maximm combined (teaching and research) work load of 50 .hours.per.week,
compensation in the research project to be at a pro rata of the regular
full-time teaching salary rate. |

With rare exceptions, full-time employees on a tﬁelmf'mathﬂﬁm- ‘basis
are not permitted overtime employment onb government.' research or other projects.
In the event that such employment is approved, it is governed by the limitations

gtated above.

Outside Employment

Outside employment on a continuing basis for full-time faculty and staff
menbers may be allowed when approved by the dean or administrative official
and institutional head before the duties are assumed. This employment must be
arranged so that it will not interfere with University duties, it must not
adversely affect legitimate private agencies, and it mmst not be contrary
to the interests of the State. Permission is requested and received for each
fiscal year of suciu employment, and a report is made annwally giving such
details as requested within the institution. Faculty members on a nine
months' basis are excepted from this regulation in the summer vhen"chey are
not on dutj, as well as professional staff members of the medical and dental
institutions for whom special policies have been approved by the Board of
Regents.

Outgide eiploynent is considered to be all employment to be compensated
out of funds not under the control of the administrative and business officers
of the Unin?ity, whether paid by state warrants or University checks.

=41~




Acceptance of Money from Students

Faculty members of the rank of Instructor or higher may not accept pay
from students. for e;tra instmction. They may not collect fees or charges
for institutional purposes nor sell books, no'tes , and supplies to students
without advance a.pprova.l of the Board of Beg;nts. Teaching Asslstants may,
on recommendation of the departmental chairman to the dean and after his
. approvgl, receive pay fc;r extra-class instruction in courses with which they

have no. ‘connection .

Use of Textbooks Written by Faculty Members

Pextbooks, notebooks, manuals, and other mgterials for use by students
vwhich are written or prepared by a member of a faculty of the University may
not be prescribed for use or sold to students until after they have been
approved, with reasons given, by the departmental faculty, the dean, and the
institutional head. The request for approval must show the proposed prices
and profits te the author, and approval must be secured for each tiical year

of use.

loyees as Students

Employees in 'l;ho Classified Personnel programs in the teaching
institutions may be granted permission to audit courses closely reli.ted to
improvement of present or potential service to the Univirlity without payment
of fees and during working hours upon approval of appropriste administrative
officials.

If a full-time eaployee, enrollment for credit is permitted upon payment

42.
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of fees and during working 1):ou.rs , and upon approval of appropriate
administrative officials, up to a maximum of three semester hours during
each semester of & long session and two semester hours in a summer term
(three semester hours at Texas Western College) if the class hours can be con-
veniently arranged within working schedules. Regular employees who are on &
part-time working basis may register for increasing course loads of six
semester hours if three~fourths time; nine semester hours if half-time; and
twelve semester hours if one-fourth time.

At the Main University, the Vice-President may make exceptions for
faculty members 1f the registration is for & single course. Other exceptions

mist be approved by administrative officials and the Board of Regents.

Student Employment
The employment of students as Teaching Assistants and Assistants at the

Main University is effected through the appropriate departmental chairman,
dean and Vice-President in accordance with the Quantity of Work rule. The
employment of students as classified personnel is handled through that office;
notices of work available are listed with the Student Employment Bureau. That
rule provides that the combined study and work load of an employed student
may not exceed sixty hours per week, or sixty-five hours per week for a
student whose grade average has been B or better in his previous semester

or summer term of work. In arriving at the total combined work load, each
class hour of course work carried is valued at three cloeck hours. Exceptions

to this rule are rarely made and then only upon specific recommendation of

the student's academic dean.
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Such employnient as is available to students at the medical and dental
institutions is through appropriate channels under the personnel director or

the institutional hesad.

Patent Folicy

The following policy applies to patents by University employees where no
specific contract to the contrary has been approved by the Board of Regents.

The title to the patent for a discovery or invention by a University
employee belongs to the employee subject to the following provisions:

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

2. When net royalties, or other compensations, amount to more than
$1,000 but less than $5,000, 10% of the excess of such royalties or other
compensations over $1,000 is paid to the University.

3. When net royalties, or other compensations, amount to more than
$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 amounts of
$5,000 or more.

L. Where contributions have been made to research projects by private
donors, non-exclusive licenses on all inventions or discoveries resulting
from such research are issued on a reasonsble basis without discrimination
in favor of or against those making contributions in aid of the research.

The institutional head prescribes forms for making such reports.

.Y
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Proportional Salary Payments

Employees who distribute their time and duties between administration,
activities relating to imstruction, instruction and/or the mangement of
auxiliary enterprises may receive their total salaries in proportional parts
from such activitiesv.

Full-time employees on a twelve nonths' basis may receive not more than
$750 for correspondence a.nd/or extension center teaching and may not recelive
additional salary :or summer teaching. _rull-tine employees on a nine months'
basis may receive not more than $750 per year for correspondence course
teaching during the fiscal year and/or extension center teaching during the

nine months.

Changes ot 8tatus, frouotions, Resignations, and Dismissals
Changes of status and promotion of faculty members are ordinarily made
only vhen the annual dbudget is adopted by the Board of Regents upon recom-
mendation of the appropriate"budgﬁet council or departmental head, dean and
institutional head. A faculty member who resigns is expected to give at
least sixty days notice of intention to rﬁign. In case of dismissal, the
procedure for hearings, etc. will be that prescribed by the Board of Regents.
Changes of status and promotion of classified and other non-teaching
personnel, though ordinarily made when the annual budget is adopted, may be
m,dp vhen vacancies occur or new positions are created on recommendation by
the appropriate administrative officials and approval by the personnel officer
and the institutional head. Employees are expected to submit resignations in
vriting to their administrative officials at least two calendar weeks prior to
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the effective date of resignation stating their reasons for resigning. In
cagse of dismissal or demotion for good cause, the employee may appéa.l the

action within a specified time for 1nvestiga€ion by the personnel officer

and report to the institutional head.
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VI. STAFF BENEFITS

Modified Service

IR

A plan for modified service, approved by the Board of Regents, for voting
and non-voting members of the staff a.ﬁ;e: the age of seventy has ‘peen in effect
since 1937. A person 1s required“to 'go on modified service at the beginning of
the fiscal year following ﬁhé year in which his seventieth birthday occurs.
After twenty years service and after attaining the age of sixty he may elect
to go on modified service. Persons appointed after the age of fifty and
those who waived membership in the Teacher Retirement System are permitted to
go on modified service after seventy only after specific approval by the Board
of Regents, such approval being on a year to year dbasis. |

A person on modified service is required to carry no more than one-half
of his duties vhile on full-time employment. He myﬁnot serve on & bud.get
council, he doe_s not teach in summer sessions except to meet unusual
department needs, and he may not have ;na,jor -administrative duties.

During the fiscal year in which the employee's seventleth birthday
occurs and before the bﬁdget is prepared for the following yea;f, and each
year thereafter until full zjetirement » the budget council of ’hia department,
or the Administrative Council at the Main University or its counterpart at
the other component institutions if ‘he is not a member of a teaching
department, reports to the dean or administrative official as to his fitness
to fulfill his duties.

The annual salary for modified service is one-half the average full-time
salary rate of the five years preceding the year modified service begins.
Adjustments in rates are made for general changes in salary schedules when
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approved from time to time by the Board of Regents.

In deciding when a person should retire from all University service .and
pay, considera’cion is given to his ocurrent capacity to work, service to the
University, and amount of the annuity which he can receive from any state or

federal retirement system then operative.

Teacher Retirement System

There are two types of members in the Teacher Retirement S8ystem:

1. Teacher members - employees occupying positioné as teachers,
clerks, administrators, supervisors and related occupations
in educational institutions; and

2. Auxiliary employees - all other employees of educational
institutions otherwise eligible, such as building attendants,
carpenters, etc.

All employees of the University employed on a regular, full-time salary
are required by law to participate in the Teacher Retirement System, which
became effective for teacher members September 1, 1937 and for auxiliary mem-
bers 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 mﬁbership’dues in the Teacher Retirement System are $1 which
amount is deducted from the first full mﬁthly salary payment in a fiscal
year. Members contribute five per cent of their salary up to and including
$3,600 per year, with a meximm contribution of $180 per year, which amount
is deducted from the monthly salary 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 their total contributions, plus accumulated interest
through August 31 of the preceding year. Within the pro%isions of the law,
the State a.iso contributes to the member's account. The total of the member's
contribution, plus accumlated interest, plus the amount contributed by the
State is used to determine actuarially the annuity payable at retirement.
When a member lean(es the employ of the public schools of Texas; he may
withdraw the amount of his contribution, plus accumulated interest » upon
application, or he may leé;ye the funds at interest for not more than five
out of éix consecutive years during which period he pays the annual
membership dues of $1. If a member dies before retirement, his contributions,
plus accumulated interest, are paid to his beneficiary or estate.
Eligibi_.lity for retirement benefits is as follows:
1. With 20 years creditable service upon reaching age 60;
2. With 25 years creditable service, a member who has permanently
left the employ of the public schools of Texas is eligible at
¢ 3 :ﬁha;a years creditable service regardless of age.. The law
8180 provides that any member with thirty years creditable -
service, even though he has not retired, may designste a
beneficiary and seleqt a retirement option which shall become
effective and payable immediately in the event of the member's
death vhile still engaged in active service with his institution.
Creditable gervice consists of membership service and prior service. For
teacher members, prior service is that before September 1, 1937, and membership
service that c@md since that date. For suxiliary employees, prior service is
that earned before September 1, 1949 and uiboruhip service that earned since
that date. _
There are several options under which retirement benefits mey be drawm
vhich take into account the member's total credits from his contri’ﬁutions
plus acoummlated interest and the contributions of the State including his

prior service allowence. The details of these plans are conwlica.ted and changes
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from the original law have been made in various legislative sessions since
the effective date oif the program. Therefore, specific information on these
points should be gsecured from the Executive Secretary of the Teacher
Retirement éysten, although the business offices will provide. such assistance
as is po.ssible.

An \a.ef providing for a system of reciproccal service between members of
the Teacher Retirement System and the Employees Retirement System was passed
by the Shth Legislature, which gave effect to a State Constitutional
anendﬁéﬁt passed at the November, 1954 General Election. This act permits
a mezber of either retirement system to accumulate retirement credits for
eiiéi_ble gervice rendered under both retirement systems. Information
concerning the procedure to be followed in securing such retirement credits
may be obtained from either retirement gystem office or the institutional

business office.

Employees Retirement System

There are relatively few employees of the University who ‘a.zl'e members
of the Employees Retirement System since they are no longer eligible for
initial mﬁbership in this system. Only those who were eligible between
Septenber 1, 1947 and August 31, 1949, and who did not waive ménbership as
of September 1, 1947, are now members. Beginning September 1, 1949, new
employees who would previéusly have been eligible for this plan became
eligible for membership in the Teacher Retirement System as auxiliary
élployees. |

Annual membership dues in this system are $2 which sum is deducted

from the first monthly salary payment in a fiscal year. Contributions of
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employees are five per cent of the salary up to and inclgding $3,600 per year,
with a maximum of #180 per year deducted from monthly salary payments. The
University contributes an amount equal to that of employees, payable from the
same sour_ce’ as the salary. xAJ.l 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
quife similar to those for the Teacher Retirement System although fewer years
of service are required for retirement. Prior service in this system is all
creditable service prior to S/eptember 1, l9li7, and membership service that
which was earned since that date. Details as to retirement plans can be
secured through the Employees Retirement System although thé business offices
will provide such assistance as is possible .

See last paragraph of preceding section for statement of reciprocity

between the Teachers and the Emplcyees Retirement Systems.

Group Life Imsurance

The University carries a master group life insurance policy, covering
all institutions, with the Aetna Life Insurance Company for a "One Year
Term Plan." Premiums are payable annually, in advance, increase for each
person with each year of age, and are payasble 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.

ME
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The emount of insurance availsble is equal tc thé annual salary, or nine
months' salery for faculty mesbers om that basis, to the nearest $100, with a
minimm of $500 end & maximm of $5,000, renewsble annually by the individual.
Coverage is adjusted with 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 days from the date of employment. Afteér the 90 day periad; an
"Evidence of Insurability" form, prepared by the company and available through
the business offiées ; 1s required. No medical examination is required if this
form is accepted by the company aft;r review, but, 1f 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 conditions indicated above.

The annual rate for this insurance has for many years been 34% of stan-
dard rates. Examples of the preséni_:. annual premium rate for each $1,000 of

insurance are as follows:

At age 20 $ 3.87
At age 30 k.24
At age 40 5.18
At age 50 9.09
At age 60 19.k0
At age 70 43.12

Premiums are collected by the business office according to statements sent
t0 the policy holders from that officeo Premiums mast be paid before
January 31 each year.

Beneficiaries are designated by the policy holders on the application
forms and may be eha.nged durixig the life of the policy upon application to

the business offices. Each pollicy holder receives & certificate issued by
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the company and transmitted through the business offices.

Policy holders who go on modified service under the Rules and Regulations

of the Board of Regents may continue the policy in the amount held gt the time
of going on modified service or may have it reduced to conform tc the modified’
service salary. The plan selected at that time cannot be changed later.

A policy holder who is less than 60 years of age and who becomes
permanently a.nd totally disabled, may receive the face amount of the policy
in accordance with one of several opticns. There are no disability benefits
after age 60.

Benefits at death are payable according to one of several options. Upon
notification of the death of a policy holder, the business office assists in
the preparation of the required records to be sent to the company.

Participation in the Group Life Insurance Program sutomatically
terminates when employment terminates unless the policy holder 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 examination
within 31 days of termination of employment, to any regular individual life

insurance policy, except term insurance, customarily issued by the company.

Group Hospitalization Insurance

All employees who are working at least half-time are eligible for the
group hospital, medical and surgical care insurance, and the catastréphic
iliness endorsement carried with the Group Hospitel Service, Inc., Dallas.
Blue Cross hospital insurance is the basic coverage to which Blue Shield for

medical and surgical benefits, and catastrophic illness endorsement may be
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added at the member's option.

Participation in the plan is voluntary and enrollment is at a specified
time at each institution. Definite information as to the date of éuch enroll-
ment is available from the business offices. |

An employee and his dependents (wife or husband and unmarried children
between the ages of 45 days and 18 yea.rs)v are classed as members and ummarried

children between the ages of 19 and 25 are classed as spousored dependents. A

nedical examination is not required, but the benefits are not available for
treatment for physical conditions existing before membership.

A membership agreement is sent members by the company showing the type of
insurance, effective date of coveragé » and number covered. Membership con-
tinues without renewal application as long as ’enploymnt at the University con-
tinues and premiums are paid, although it mey be termineted by the member with
thirt& days notice and by the company at the‘end of a contract yeé.r. It may
continue a.i‘tgr the member leaves the ingtitution or retires when a.i:propriate
arrangements are mde Premium payments are by payroll dedustiens monthly or
by semigfisinual payments to the business offices as determined at the component
institutions.

Benefits may be received at any hospital registered with the American
lled;cal Association with some restrictions on those in Texas which are not
menbers of the Blue Cross Plan. ﬂeneﬁts are listed on the membership
agreement and are available to each member for 30 days, with one-half the
benefits available for an additional 90 days, in each contract year, except
for maternity care vhich is limited to 10 days in each contract year.
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Workmen's Compensation Insurance

The Workmen's Compensation Insurance Prdgxan is on & wiversity-wide,
self-insuring basis, financh 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 reasonable
medical aid, hospitalization, etc.; total or partial incapacity; specific losses;
and death.

The Director of Workmen's Compensation Insurance, in cooperation with
other university officisls, investigates accidents and injuries, and endeavors
to develop, publish, and enforce safety rules and regulations. His office
‘keeps a complete record of all injuries on the job and is responsible for
reporting on them to the Industrial Accident Board.

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

1. Administrative staff, ineluding officers of the administration;

2. Teaching staff, research staff, clerical and office employees
and supervisory staffs unless hazardous work is reguired, such
as handling or working in close proximity with dangerous chemi-
cals, materials, machinery or equipment; working in a dangerous
area; performing manual labor; traveling regularly; or being
exposed to hazards of occupational disease; and

3. Persons paid on a plece work basis or any basis other than by
the hour, day, week, month or year.

Eligible employees vho 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 eupléyment and the employee covered by insurance
30 days after the application form is signed, upon taking the necessary physi- .
cal examination and being certified as physically fit.

A’phys;cal 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
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w'!orknen's Compensation Insurance Office. The Director furnisheq a list of
phyeicians for these examinations which is approved by the Board ot Regenta.
A fee of $3 is paid 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 6! all rights and if the institutional head and
nominating official approve. |

A nptice of coverage is signed by all employees who are covered, with
the original filed in the Director's office before & name is placed on the
payroll. All pérsonnel forms and payrolls include pertinent information on
Workmen's Compensation Insurance by a symbol or other» notation.

" The percentage of the annual payroll, within the two per cent mentioned
‘above, is app;-ovéd by the Board of Regents, and the amount is set agide from
available appropriations othe;- than itemized salary appropriations. Each
business officer prpfares and sends to the Comptroller of the University at
Austin a monthly report of cow;-re& employees showing the source of their
salaries and, if from local funds, enclosing a check for the amount due.

The Comptroller of the University deposits these checks in a local depository
bank and requests the State Comptroller to transfer the amounts due on
peyrolls 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 Director and approval of the President and the
Board of Regents and are called for treatment when possible 'though other
cémetent Physicians may be authorized for treatment at the request of the
employee. Emergency treatment, however, may be provided by any available
physician and at any hospital, including institutional health centers or
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hospitals. -The physician in charge chooses the'hospital except as indicated
for emergency treatment. The designated physician authorized to treat
injured eiployees files a Surgeon's Report with the Director .when treatment
is first given. Fees for services rendered should be reasonable and fair
commensurate with services performed. They are, by law, subject to control
of the Industrial Acciden£ Board.

The supervisor of a covered employee, injured during the course of employ-
ment, must f:l.ie 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 énployee
returns to work. When the time lost is over 60 dajs, this report is filed at
the end of each 60 day period. The same form is used if the employee is dis-
abled later due to the original injury. Im the event of death of the inJured
enploy?e, the form is filed immediately.

The supervisor is also responsible for keeping in close touch with in-
Jured employees and thelr attending phypicim and investigating medical atten-
tion to see that unnecessary ald and vigits are avoided. He approves the |
statement from the physician as to services rendered although not actual charges
for treatsent. ;

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 certifi-
cation by th§ attending physician. |

The compensation for a é:overed employee injured in the course of his work
is equni to 60% of the average weekly earnings for the 12 months immedistely
preceding injury though not more than $25 nor less than $9 per week. Compen-
sation to an exployee on less than a full work day basis is not more than 60%
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of his ave:gme_ weekly ea.ﬁiing, with the same maximm of $25. Compensation
is not paid for incapacity of less tha.n one calendar week unless incapacity
continues for 28 days at which time the compensation is paid for the first
seven days. Benefits may be paid for no longer than 4Ol weeks from date of
injury for total incapacity and no longér than 300 weeks for partial incapacity
for work. For specific injuries, the Director has information availsble on
request. In case of death, benefits are computed on the basis of 360 weeks
from injury.

Payment for physical examinations, medical aid, hospitalization and

compensation is through the Workmen's Compensation Insurance Office.




VII. PHYSICAL PROPERTIES

- Use_of University Property

University property is to be used only for official business. Only
Library books and other items of similar nature of well-established use may
be used for the personal benefit or pleasure of employees. A Property

Manager is designated at each institution.

Inventories

An a.étml physical inventory of University property is made each fiscal
~ year in accordance with the Law enacted by the 52nd Legislature. The
institutional héad is responsible for forwarding a statement describing the
method of verifying the inventory within k5 days after the inventory date
set for the University.

Department-heads are initially responsible for all Univﬁrsity 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. |

Inventories as of August 31 include all equipment on hand and vouchered
for payment, listed at ;cost plus rfei@t. All non-consumable property valued
at $5 or more per unit is equipment subject to inventory. Iﬁm which are
worn out or discarded are listed as charged off in accordance’ ﬁ.th instruc-
tions furnished. ‘

Additional information with reference to 1nvunto:y procedures may be
obtained from the Businegs Office.
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Motor Vehicles

Any motor vehicles permitted under State law to be owned and operated by
the University are used only on official University business. Each vehicle
carries an inscription on both sides as prescribed by law. As required by
statutes, a daily report is prepared by the person using the vehicle on the
forms approved by the State Auditor and is filed with the office of the
institutional head within ten days after use of the vehicle. The operators
of University-owned vehicles mmst hold, at their expense, an appropriate
license for the type of vehicle operated. University-owned vehicles are
subject to the compulsory inspection required by law. All regulations must
be strictly complied with since there are penalties in varying amounts for

violations.

Insurance on University Property

| Policies with reference to igsuring University properties are established
by the Board of Regents. These policies determine both the perils to be
insured and the types of properties to be covered. Individual insursnce
policies;.sii.re negotiated by the Business Manager subject to approval by the
cguptrollér. |

Use of Physical Facilities

Use of the physical facilities of the University is governed by the
following policies: permission to use such facilities is granted only on
specific approval of the institutional head and, when granted, involves

Joint sponsorship of the project or program by the University; in general,
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énly those programs are jointly. sponsored which contribute directly to the
educational objectives of the University; projects intended priirily to
realize profit or private gain by a non-University group are not Jointly
sponsored; and projects involving political or sectarian gatherings are not
Jointly sponsored. |

In each case wheré the University jointly sponsors a praogram or project,
the fees, if any, to be paid for the use of an auditorium, gymnasium, lecture
hall or other facility are determined by negotiation in accordance with an

approved schedule and are specified in the agreement of Joint sponsérahip .

Keys to Buildings, Offices, Etc.

Keys to bulildings, offices and other facilities are issued to the
employee upon authorization by his chairmen or administrative official.
The Director of Physical Plant, or some other authorized person, has the
immediate responsibility for handling keys and her issues 1nstructions. and
outlines procedures as approved by the business offices and the institutional
heads. A depqsit is usually required for keys which sum is in turn deposited
in the business office or auditdr's office. The cooperation of the department
heads is requested in requ;ﬁng that keys are 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 Combinations

The combinations to all vaults and safes used by the University are filed
under seal with the institutional business officer or other authorized person
designated by the institutional head.
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Watchmen and Secnrig Officexs

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 weichmen carry clocks which sre pwnched Dexisy
each night during the course of their rounds. They are assigned specific
buildings, with the supervisor cruising by car and checking on outlying
buildings and grounds. The watchmen check for hazards of all kinds: fire,
theft, vandalism, open doors end windows after hours, etc. Employees are
urged to cooperate in the security progmi by exercising caution to safeguard

the equipment and supplies in their offices.

\ . Teleghones

The Director of Physical Plant, and/or the institutional business officer,
is respc:_asi‘nle for the installation of telephones and the administration of
all telephone facilities. University telephones are not to be charged for
personal toll calls. Charges for telephones and toll calls are under the

supervigion of the persons named above.
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