
Februa ry 1 , 1958 

To : 
Via : 
From: 

!!usi o St ott 
Mr . Ehl er s 
'usi c Dept. 

Re : Oeposi t Csrda 

PHOC'lillUR'S _!Qg f'URCHA,"'t: AND DI,...'fiUBtlTION 

l . All r equi sitions and nurohnse ordera will go thru the Regi st rar 
before purchases . 

2. All supnli ea , booko , muoic , accessoriea , etc . t o ho dol iver ed 
t o Regist rar wit h invoi~. 

3. A separat e in~entory i ~ to bo kopt fo r each teochor i n t ho music 
office by tho ~ociatrar , notin~ booko bo ht , kept and old by 
roapoctive t eacher s . 

4. Books , auppli o~ , otc . "'111 he checkc-d out to the teachers who a r e 
t hon financially r c~pons i hle for these items . 

5 . BQ TRANSF'·'RRAI.S of r eoalc bookn from teaohor to t eacher. Tho procedure 
will. be transferrel ro f r om t&ocher to rogi strer v ho will then ohN~k 
out books . 

G. Purchases to bo made onco a 11'\onth for t hr coming 1n.onth only . 
It i s o:rpected that no ''Inventory of Supplies" will be on t ho sholf 
for more than t\'IO .. ootha. 

? . Teaohero are r eaponai rle f inancially tor books end suppli es i ssued. 
A f inonciel aottl cment 111 be roode ot t he end of tho semester. 
Punchod car ds and/or cash to be used i n payment . 

CONOER ING PAYU rI'S .Q! 800:Kn 

1. A cr edi t c ard of 3. 00 must be ought by each student at tho beginnin~ 
of each semest er and by now nt udonts ut time of rogi etrat i on. 

2 . Thooo ca rdn mny be purchased a t the Cr oup 'ork off i ce and hrollfiht 
hack to mus ic school Rogistr r ' s oftico , the r gi atrnr 111 in t urn hand 

cards over to all tePchers who will punch out th<- omount of snle : 

3. A triplicat e oal es- lip will ba medo out by teacher upon •olo of hooks . 
Original copy e o o:. to tho ree;i otr or ' s off'ioo , TRTPLIC/ TL copy to the 
student and t ho dupli cate cony romoins i n the a l ee book until 

compl etion of book i s .mode. At thot time hook muat lJo returned t o t he 
Registror. 

4 . A ne;-' card m'U:J t be bou,.,.b.t as old onon expiro. 

5. In event or stt1dent drop-pi ng, the unuged amo unt 'l'fill be r efunded. 


