
WILLIAM RAINEY HARPER COLLEGE 

34 West Palatine Road 
Palatine, Illinois 60067 

I. call to Order 

II. Roll Call

III. Approval of Minutes

AGENDA 
May 9, 1968 

IV. Approval of Monthly Disbursements

A. Construction Payouts 

B. Bills Payable 

C. Payrolls 
1. Payroll, April 16-30, 1968
2. Estimated Payroll, May 1-May 31, 1968

V. Communications 

VI. Unfinished Business

VII. New Business

A. Presentation - Mr. MalcoJ,.m Maccoun, Executive Vice-President-

Northwest Community Hospital--8:30 p. m. 

B. Educational Presentation - Communications Division, 
Mr. Robert Powell and staff, Exhibit A 

C. Recommendation - Staff Employment 1968-69 
(to be hand carried to board meeting) 

D. Recommendation - Approval of Proposed Guidelines for 
Implementing Athletic and Intramural Program, Exhibit B 

E. Recommendation - Approval of Bids on A. V. Equipment, 
Exhibit C 

F. Recommendation - Approval of Change Order, Construction 
Project Filter System 

G. Recommendation - Administrative Salaries, 1968-69, 
Exhibit D 



Agenda - May 9, 1968 

H. Recommendation - Discussion - Approval Classified 
Personnel Policy Manual (previously distributed) 

I. Other 

VIII. President's Report

IX. Adjournment

Page 2. 



May 3, 1968 

BOARD OF TRUSTEES 

Dear Trustee: 

Enclosed is the Agenda and supporting information 
for the regularly scheduled Board meeting to be 
held Thursday, May 9, 1968, 1200 West Algonquin 
Road, Palatine, Illinois, 8:00 p. m. 

I shall look forward to seeing you on Thursday, 
eight o'clock in the evening. 

Sincerely, 

<:;J4�d'?. �t;� 
Robert E. Lahti 
President 

enc. 

P. S. Please remember to bring your classified 
Personnel Manuals to the meeting. 



WILLIAM RAINEY HARPER COLLEGE 
BOARD OF JUNIOR COLLEGE DISTRICT 512 

COUNTIES OF COOK, KANE, LAKE, AND McHENRY, STATE OF ILLINOIS 

Minutes of the Regular Board Meeting of Thursday, May 9, 1968 

CALL TO ORDER: 

ROLL CALL: 

MINUTES: 

DISBURSEMENTS: 

The regular meeting of the Board of Junior College 
District No. 512 was called to order at 8:15p. m. , 

May 9, 1968, at the Harper College Data Processing 
Center, 1200 West Algonquin Road, Palatine, Illinois. 

In the absence of Secretary Nicklas, Member Haas 
moved and Member Hansen seconded the motion to nom
inate Member Hamill as Secretary Pro Tempore. Motion 
carried unanimously. 

Present: John Haas, James Hamill, Milton Hansen and 
Richard Johnson 

Absent: Roy Hutchings, John Kuranz and 
Jessalyn Nicklas 

Also present: Dr. Robert E. Lahti, Kenneth Andeen, 
John Birkholz, Joseph Clouser, Donald Collins, Anton 
Dolejs, John Gelch, James Harv·ey, Joanne Heinly, 
Robert Hughes, Roy Kearns, George Makas, William Mann, 
John Muchmore, Roger Mussell, Herbert Pankratz, 
Robert Powell, William Punkay, Henry Roepken, Martin 
Ryan, Roy Sedrel, John Thompson, John Upton, George 
Voegel, Harper College; Frank Hines, Board Attorney; 
Ray Sklencar, Arlington Heights; Mrs. B. Brooker, Day 
Publications; Ralph P. Klatt, Des Plaines Suburban 
Times, Betty J. Forrester, Paddock Publications. 

Member Hansen moved and Member Haas seconded the 
motion to approve the minutes of the Regular Board 
Meeting of Thursday, April 25, 1968. Motion carried 
unanimously. 

Mr. Mann stated there was a correction in the 
Educational Fund. Check #7967, in the amount of 
$1, 498. 25, was to be deleted; check #8100 in the 
amount of $499. 41 would replace it. 

A discussion followed on charges for private music 
lessons. 
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NEW BUSINESS: 
Presentation-
Mr. Maccoun 

At this point, Chairman Johnson asked the Board to 
defer further discussion on disbursements to allow Mr. 
Malcolm Maccoun, Executive Vice-President of Northwest 
Community Hospital, to make a presentation to the 
Board. 

Dr. Lahti introduced Mr. Maccoun, who discussed the 
problem hospitals are having obtaining nursing staff. 
He stated that Maine Township's program for practical 
nursing is closing this year because of lack of funds. 
Mr. Maccoun pointed out the need for personnel with 
more training and experience than a nurse's aide and 
not necessarily the skill of a trained nurse. He 
stated that Northwest Community Hospital, St. Alexius 
Hospital and nursing homes in the area are all in 
need of this type of personnel. 

Member Hutchings entered the meeting at 8: 50 p. m. 

Mr. Maccoun urged the Board to give serious considera
tion to the establishment of an LPN program in the 
college. He informed the Board that both Northwest 
community and St. Alexius Hospitals will support this 

type of program. Mr. MacCoun went on to discuss the 
ways in which the hospitals would help with such a 
program, his reasons for believing this type of pro
gram is better handled by a college than a hospital, 
the economics involved, etc. The possibilities of 

any conflicts with the R. N. program was also dis
cussed. 

Member Haas moved and Member Hamill seconded the motion 
that the administration obtain all the information 
possible about the suggested LPN program, including 
possible disadvantages to the present nursing program, 
to be presented to the Board of Trustees. The motion 
was unanimously carried. 

Dr. Lahti commented that the college is always anxious 
to respond to the needs of the community, if possible. 

Mr. Maccoun thanked the Board of Trustees for the 
opportunity of appearing before them, and Chairman 
Johnson thanked Mr. Maccoun for his presentation. 
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DISBURSEMENTS: 
Bills Payable 

Payrolls 

Construction 
Payouts 

COMMUNICATIONS: 

Member Hansen moved and Member Haas seconded the 
motion to approve for payment the Bills Payable as 
of May 9, 1968, as follows: 

Educational Fund 
Building Fund 
Site & Construction Fund 

$27, 849. 58 
10, 333. 59 

5,601. 48 
$43, 784. 65 

and the Payroll of April 16-30, 1968, in the amount 
of $45, 470. 43, and the Estimated Payroll of May 1-31, 
1968, in the amount of $117, 000. 00. 

Upon roll call, the vote was as follows: 

Ayes: Members Haas, Hamill, Hansen, Hutchings, 
and Johnson 

Nays: None 

Mr. Mann reported the site is on schedule at this 

time. 

Member Hamill moved and Member Hutchings seconded the 
motion to authorize W. J. Mann, Dean of Business, to 
approve the following construction payouts: 

Fridstein Fitch & Partners 
Corbetta Construction Co. 
William Ziegler & Son, Inc. 

$ 7, 84 1. 95 
277, 587. 00 

34, 587. 00 

Upon roll call, the vote was as follows: 

Ayes: Members Haas, Hamill, Hansen, Hutchings, 
and Johnson 

Nays: None 

chairman Johnson informed the Board he had received 
a letter from the Faculty Salary Committee, subsequent 
to the completion of the Board's discussion with them, 
expressing �heir appreciation for the many hours the 
Board devoted to the analysis and solution of the 1968-
1969 faculty salaries. 
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NEW BUSINESS: 
Educational 
Presentation -
Communications 
Division 

Staff Recommen
dations 

Dr. Lahti introduced Mr. Robert Powell, chairman of 
the Communications Division. Mr. Powell introduced 
the following members of his staff, who discussed the 
current activities and future plans of the division: 
Mrs. Irene Sanderson, Department of Foreign Languages; 
Mr. Henry Roepken, Journalism Program, Mr. John 
Muchmore, Speech; Mrs. Marilyn Swanson, Department of 
English; and Mr. Martin Ryan, Department of English. 
Mr. Powell discussed the developmental programs. He 
pointed out the time involved in building a curriculum, 
and listed the various duties and responsibilities of 
the staff who had appeared before the Board. Mr. 
Powell stated there is a problem of recruitment, 
particularly in the area of English. 

Dr. Andeen, Mr. Thompson, Mr. Powell and Mr. Cunningham 
discussed the backgrounds and qualifications of eight 
candidates recommended for faculty appointments. 

Member Haas moved and Member Hutchings seconded the 
motion to approve the employment of the following 
faculty candidates, for the position and at the 
salary requested, with restrictions as indicated: 

Mr. Stephen Franklin, in the Division of 
Humanities, Instructor at a salary of $8,500. 00; 

Mrs. Haline Z. Goldsmith, in the field of Nursing, 
Instructor at a salary of $10,800. 00; 

Mrs. Joan Roloff, Instructor of English and 
Coordinator of Developmental Programs, at a 
salary of $12. 000. 00; 

Mrs. Janet Van Dyke Savin, Instructor of English, 
at a salary of $8,000. 00; 

Mr. Frank Smith, Instructor of English, at a 
salary of $8, 600. 00; 

Mrs. Bonnie Lou Kobylinski, in the field of 
Electronics Technology, Instructor at a salary 
of $10,500. 00; 

Mr. Robert Thorn hill, Associate Professor 
(Coordinator of N. C. Tech. ) at a salary of 
$13,500 (2 months additional $2770) ; 
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- NEW BUSINESS: 
Staff Recommenda
tions (Cont. } 

Recommendation -
Approval of Pro
posed Guidelines 
for Implementing 
Ahtletic and 
Intramural Program 

Approval of Bids 
on A. V. Equipment 

Mr. Meyer Rudoff, Associate Professor in the field 
of architecture, at a salary of $12, 000.00, 
(assuming he meets the standards for the rank of 

Associate Professor} . 

Upon roll call, the vote was as follows: 

Ayes: Members Haas, Hamill, Hansen, Hutchings, 
and Johnson 

Nays: None 

Dr. Harvey pointed out that the recommended guidelines 
were a college approach for handling the matter of 
remuneration for coaches. Mr. Gelch discussed the 
work in researching this matter--contacting other 
colleges and discussions with deans and faculties. 
Dr. Lahti commented that the proposed guidelines 
would establish an athletic director on a twelve 
month contract. 

Member Hamill moved and Member Hansen seconded the 
motion to approve the Proposed Guidelines for 
Implementing Athletic and Intramural Program. The 
motion was unanimously carried. 

Dr. George Voegel, Director of Learning Resources, 
discussed the request for purchase of television 
equipment and materials under Title VI which would 
cover 50% of the total. 

Member Hamill moved and Member Hansen seconded the 
motion to approve the awarding of bids on A. V. 
equipment to the following companies: 

Ampex Corporation, for a total of 
Electronic Sound & Servicing for a 

total of 
Midwest Visual, for a total of 
Rich Engineering, for a total of 

Upon roll call, the vote was as follows 

$7, 325.00 

580. 00 
442. 70 

11, 179. 13 
$19, 526. 83 

Ayes: Haas, Hamill, Hansen, Hutchings and Johnson 

Nays: None 
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NEW BUSINESS: 
Approval of 
Change Order
Construction 
Project Filter 
System 

Administrative 
Salaries, 
1968-69 

Mr. Mann discussed the proposed Change Order on the 
Construction Project Filter System, in the amount of 
$2, 298. 00. 

Member Hamill moved and Member Hutchings seconded the 
motion to approve Change Order #6, in the amount of 

$2,298. 00, as recommended. 

Upon roll call, the vote was as follows 

Ayes: Members Haas, Hamill, Hansen, Hutchings 
and Johnson 

Nays: None 

Chairman Johnson stated that the list of administra
tive salaries presented had been discussed by the 
Board in executive session at the Special Meeting. 

Dr. Lahti requested the Board wait to approve the 
contract for Miss .:bame Heinly, pending a decision 
on the LPN program. He also asked that the word 
"max" be inserted after Herbert Pankratz' name. 

chairman Johnson stated the administrative salaries 
were within the guidelines which the Board had 
discussed. 

Member Haas moved and Member Hansen seconded the 
motion to approve the adoption of the schedule as 
outlined for the administrative salaries for the 
year 1968-69, with the exception of Miss Heinly (to 
be considered later) . (Administrative Salary 
Schedule attached to the Official Copy of the 
Minutes.) 

Upon roll call, the vote was as follows: 

Ayes: Members Haas, Hamill, Hansen, Hutchings 
and Johnson 

Nays: None 

6.
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NEW BUSINESS: 
Approval of Bids 
on Numerical 
Control Equip
ment 

Other 

Mr. cunningham discussed the history of the Numerical 
control Program, starting with the formation of the 
advisory group, meetings with the State Board, curri
culum planning, selection of equipment, and student 
and industrial surveys. 

Member Hamill moved and Member Hansen seconded the 
motion to award the contract for the numerically 
controlled lathe and accessories to Lodge and Shipley 
for a total sum of $56, 731. 00; and to award the con
tract for the numerically controlled milling machine 

and accessories to W. Lundmark, Inc. , for a total sum 
of $39, 975. 00. 

Upon roll call, the vote was as follows: 

Ayes: Members Haas, Hamill, Hansen, Hutchings 
and Johnson 

Nays: None 

A discussion followed on a letter all Board members 
had received from James Broman, Executive Director 
of the Illinois Association of Community and Junior 
Colleges, concerning a resolution adopted by the 
Board of Directors of the Association resulting in a 

special assessment of $400. 00 on each Class I Junior 
College. 

Mr. Hines advised the Board it would be proper to pay 
the assessment in response to the resolution. 

Member Hansen moved and Member Hamill seconded the 
motion to approve a donation of $400. 00 to the 
I.A.C.J.C. to be used for the purpose of expediting 
the "friendly suit" action. 

In further discussion, the consensus of the Board was 
that they would donate this amount but would be 
reluctant to make any further contributions. 

Upon roll call, the vote was as follows: 

Ayes: Members Haas, Hamill, Hansen, Hutchings 
and Johnson 

Nays: None 

7.
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NEW BUSINESS: 
Approval of 
Classified 
Personnel Policy 
Manual 

Other 

PRESIDENT'S 
REPORT: 

Member Haas moved and Member Hamill seconded the 
motion to approve the adoption of the Classified 
Personnel Policy Manual. Motion unanimously carried. 

Mr. Mann reminded the Board that the Job Descriptions 
in the manual were really only samples, and when the 
actual Job Descriptions are completed they will be 
brought back to the Board. 

Member Hutchings questioned Section 4. 4. 23, Employee 
Resignation--Immediate Termination. The Board 
suggested the possibility that, when the manuals with 
complete Job Descriptions are brought back before the 
Board, the words "without pay" in Section 4. 4. 23 be 
deleted. 

The Chairman reminded the Board it was necessary to 
appoint a Budget Committee and asked for volunteers. 
Member Hamill volunteered. The Chairman appointed 
Member Hutchings and Member Kuranz. 

Member Haas moved and Member Hansen seconded the 
motion that the following resolution be adopted: 

IT IS HEREBY RESOLVED BY THE BOARD of Junior 
College District No. 512, counties of Cook, Kane, 
Lake, and McHenry and State of Illinois that the 
following Board Members be designated to prepare a 
budget in tentative form, for the fiscal year 
beginning July 1, 1968, and ending June 30, 1969. 

Member Hamill, Chairman 
Member Hutchings 
Member Kuranz 

Motion unanimously carried. 

Dr. Lahti discussed the May 3, 1968, report from 
Gerald Smith. Dr. Lahti stated Harper College will 
have an application to the Junior college Board by 
the end of the month for music and science buildings. 

Dr. Lahti reported that according to indications from 
Donn Stansbury the college has 750 applications for 
admissions for the fall of 1968; last year, at this 
time, there were 517 applications. He stated that 
75% of the applications are from residents, 25% non

resident. 



C E R T I F I C A T E 

I, the undersigned, do hereby certify that 

I am the duly qualified and acting Secretary of the Board 

of Junior College District No. 512, Counties of Cook, 

Kane, Lake, and �1cHenry, and State of Illinois, and as 

such official I do further certify that attached hereto 

is a true, correct and compared copy of a resolution 

adopted by said Board on the 9th day of Hay, 1968, per-

taining to the designation of a committee to prepare a 

budget in tentative form for the fiscal year beginning 

July 1, 1968, and ending June 30, 1969, and a true, 

correct and compared copy of the minutes of the meet-

ing whereat said resoltuion was adopted insofar as said 

minutes and meetinJ pertained thereto. I do further 

certify that a faithful record of the proceedings so 

had on the 9th day of May, 1968, has been made in the 

official records of said District, now remaining in my 

custody and safekeepi�g. 

IN WITNESS WHEREOF, I have hereunto affixed my 

official signature of office at Palatine, Illinois, this 

23rd day of May, 1968. 



MINUTES OF REGULAR MEETING OF THE BOARD OF 
JUNIOR COLLEGE DISTRICT NO. 512 , COUNTIES 
OF COOK, KANE, LAKE, AND MCHENRY AND STATE 
OF ILLINOIS, HELD ON THE 9th DAY OF .MAY, 
1968, AT THE HOUR OF 8:00 O'CLOCI< P.H. AT 
1200 \;lEST ALGO�QUIN ROAD, PALl\TINE, II,LI
NOIS 

Tht.� regular meetinq of the Board of ... Tunior College 

District No. 512, Counties of Cook, Kane, Lake an� McHenry 

and State of Illinois was held on the 9th day of t-�ay, 196 8, 

at the hour of 8:00 o'clock P.M. , at 1200 �vest .�lgonquin 

Road, Palatine, Illinois 

The meeting was called to order by the Chairman, 

Richard Johnson, and in the absence of .._Tessa.lyn M. Nicklas, 

the Secretary, it was moved, seconded and passed unanimously 

to elect James J. Hamill as Secretary Pro Tem. 

The Chairman then directed the Secretflry to call the 

roll and upon roll call, the following answered present: 

President Richard Johnson; and Members James J. Hamill, 

I..o1.ilton Hansen, John A. Haas, and Roy Hutchings. 

Following ti1e conduct of other business not pertaining 

to the annual budget for the fiscal year beginning July 1, 

1968, and ending June 30, 1969, it was moved by Member Haas, 

seconded by Member Hansen, that the following resolution be 

adopted: 



R E S 0 L U T I 0 N 

IT IS HEREBY RESOLVED BY THE BOARD of Junior College 

District No. 512, Counties of Cook, Kane, Lake, and McHenry 

and State of Illinois that the follo\<ling Board Nembers be 

designated to prepare a budget in tentative form, for the 

fiscal year beginning July 1, 1968, and ending June 30, 1969. 

Member Hamill, Chairman 
Member Hutchings 
Member Kuranz 



Following a discussion thereon, President Johnson 

and Members Hamill, Hansen, Haas, and Hutchings voted Aye in 

favor of the adoption of said resolution, witi1 no Member 

voting Nay. 

Follmdng the COl"lduct of other business not per-· 

taining to the annual budget for the f i s cal year beginning 

July 1, 196 8 and ending June 30, 1969, it was moved, seconned, 

and pass�d unanimously that the meeting stand adjourned. 

Q9 --/ .� 

JW.llCS J. :Iam.ill {s) 
-'-:;::--

Secretary Pro Tem 

f,/ t;t,..�·�tt.�-d ;,--· ' ;, u.'t-t....U� ·t-" 
. Hichard L. Joh on (s) 

I 
-·--- ----··-

cha rman · 
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PRESIDENT'S 
REPORT: 
(Cont. ) 

ADJOURNMENT: 

Dr. Pankratz invited all Board members to attend the 
presentation of Brahm's Requiem at the Elk Grove High 
School Auditorium, Friday, May 10, 1968, 8:00 p. m. 

Member Hamill moved and Member Haas seconded the motion 
that the meeting be adjourned at 12:40 a. m. Motion 
unanimously carried. 



WILLIAM RAINEY HARPER COLLEGE 
Palatine, Illinois 

To: Board of Trustees 

From: Administration 

Subject: construction Payouts 

May 9, 1968 

The following construction payouts have been recommended 

for payment by our architect and have been reviewed by 
Mr. Hughes, Superintendent of Buildings and Grounds. 

The administration recommends that W. J. Mann, Dean of 
Business, be authorized to approve the following con

struction payouts: 

Fridstein Fitch & Partners 
Corbetta Construction Co. 
William Ziegler & Son, Inc. 

$ 7, 841. 95 
277, 587. 00 

34, 587. 00 



























Exhibit A 

Agenda for Board Presentation 

May 9, 1968 

Communications Division 

1. The Purpose and Structure of the Division (Robert Powell)

1.1 Faculty 

1.2 Programs 

2 .  Department of Foreign Language (Irene Sanderson) 

3. Department of English 

3.1 Journalism Programs (Henry Roepken) 

3.2 Speech Programs (John Muchmore) 

3.3 Transfer Programs 

English 101 (Marilyn swanson) 

English 102 and Literature (Martin Ryan)

3.4 Developmental Programs (Robert Powell) 

3.5 Summary 

Problems and Solutions 



CANDIDATE 

FIELD 

PREPARATION 

(Degree, School 
Year Received & 
Semester Hours in 
Subject Field) 

MAJOR ARFAS 

TEACHING EXPERIENCE 
(Dates of Positions)

OTHER EXPERIENCE 

HONORS & 
DISTINCTIONS 

PERSONAL 
(Age, Marital Status,
Children, Address) 

RANK & SALARY 

RECOMMENDED BY 

WILL1AM RAINEY HARPER COLLEGE 
DIVISION OF HUMANITIES 

Stephen Theodore Franklip 

Philosophy 

B.A. - North Park College - 1965 

Philosophy - 30, Latin - 25 

M.A. - University of Chicaio - 1966 

Philosophy - 30 

plus 30 hours beyond the Master's Q 
currently, full-time graduate student working on.Ph.D. 
Philoso;ehy 

September, 1967 - present 

2 courses in. Humanities at William Rainex 

Harper Coll!SJe 

Assistant Family Instructor - Chica�o Parental School.

Concrete construction worker; steel construction 
worker, factory mechanic; carpenter's helper; 
u.s. Post Office 

Scholarships from North Park Col lege , Ford Foundation, 
of University of ChicagoJ canal
society; North Park college Honor 

Instructor - §8,500.60 per year 

\ 
-----�------�---------------------Department 

-:::�-4r==: :::a:=::���-::'-:�:: �:�;:... - ___ ::�:::t Dean 
--�-----.-.� ..... �--......--�: _____ Dean 

FOR OTHER INFORMATION AND REMARKS PLEASE USE THE REVERSE SIDE 01' THIS FORM. 



C.:A7illiDATE 

FIELD 

PRE?ARATION 
(De�ree, School

Year Received & 
Serr.cster Hours in 
Subject J:o•ield) 

MAJOR AREAS 

TEACHING EXPERIENCE 
(Dates of Positions )

0�1ER EXPERIENCE 

liONORS & 
DISTINCTIONS 

PERSONAL 
(Age, Marital Status,
Chiluren, Address )

RANK & SAlARY 

RECOM11ENDED BY 

WILLIAM RAINEY HARPER COLLEGE 
DIVISION OF Science and Mathematics 

Mrs. Halina Z. Golds·nith 

Nursini 

R.N., Grace Hospital Sch. Nsg., Detroit, 1944; 
B.s., Wayne State Uni r, I Detroit, 1947; 
M. Litt., Univ. Pittsburgh, 1950. 

Setnester hou rs Level 

144 {of which 92 �:.:r.;;e:.._ __ ...;B�· .:;;.S.:..• .;;.N;.:. 
__________ _ 

requirea fo,. B.S. N.) 
38 M.S. 

__ __;;;...:;.. ____ . ___ _____ ��----- ---· ----

Psychiatt'ic Nursing 

Harper College 9167-6168; 

Duke U niver s ity 8152-7157; 

Highland Hosp. , Asheville, N.C. 9 I 50-8 I 52;
Kalamazoo State Hosp., Mich., l/48-9149; 
Grace Hospital, Detroit, Mich., 6145-9145. 

Henry Ford Hosp., Detroit, Staff N urse, 4146-9146; 

Highland Hospital, Asheville, Director of Nsg., 9150-8152; 
Tampa Municipal Hospital. Tamga. ER Superyjsor. 2/47 -:..Llli 7;
Florence Crittendon Hosp. , Detroit, Staff Nurse, 3144-12144. 

Instructor. $10,800.00 

-----+����������------------- Department 
Chairman 

���������������--------- Assistant Dean

FOR OTHER INFORMATION AND REMARKS PLEASE USE THE REVERSE SIDE OF THIS FO&�.



Mrs, Halina Goldsmith 

Sequence of Educational Preparation and Profcs sional Experience 

1944: 

January 1945-47: 

1947: 

1948-49: 

September 1949: 

1950-52: 

1952-57: 

1957 - to present: 

R.N. Diploma from Grace Hospital School of Nursing, 

Detroit, Mi higan 

B.S. in Nursing from Wayne State University 

She worked as s aff nursP nart-time throughout this time. 

11 months experience s '1.Urf; e supervisor in emergency room 

One year, n·ne months as instructor in psychiatric nurs·ng, 

Kal mazoo State Hosp:tal, Kalamazoo, Michigan 

Entere grad ate school, • imversity of Pittsburgh; 

graduat ed in June 950 with M. Litt. 

M. Litt. is variation of the M.A. , indi cating the form of 
the th sis prepared- -a practice p o s s ibly unique to the 

Univ rsity of Pitt sburgh . 

Director of Nursing and Director of the Affiliating Nursing 

Program at Highland Hospital, As h e ville, North Carolina, 

Highland Hospi ta l is under the administrative contro l of 
Duke University. During these two years, Mrs. Goldsmith also 
held the position of Instructor in P s y chiat ri c Nursing at Duke 
University, Durham ,  North Carolina. This position included 

responsibilities for both baccalaureate nursing s tud ents and 

graduate nurses. 

Assistant Professor, Duke Univer s ity School of Nursing, 

Durham, North Caro ina. Durin g this time, Mrs. Goldsmith 

directed the Advanced Psychiatric Nursing Program for 

undergraduate ba ccalaureate students. 

Mrs. Goldsmith ma rried and has been ra1s1ng a family of 

three chil d r e n. During this time she has maintained contact 

with the field of psychiatric nursing through the work of her 

husband, Dr. Jewett Goldsm.ith, psychiatrist, who is chi ef 

of the Northwestern University Service at Illin_ois State 
Psychiatric Institute in Chicag o, Mrs. Goldsmith has been 

highly recorrunended for this position. 



Summary: Mrs. Halina Go smith 

Position Applied For: Instructor in Nurs ing 

Area of Specialty: Psychiatric Nursing 

Educational Preparation: R.N. 
B.S. 

M. Li.tt. 

Appointment: 9 months 

Salary: . 10, 800. 00 

Teaching Experience: 4 years - Instruc-::or in Nursing 

5 years - A�s1stant Professor of Nursing Education 

Sta f Nursing Expe.tien e: 2 years 

Administrative Experience: Director of Nursing 
3 years (concurrc,t with teaching) 

Qualities which qualify the applicant for the position: 

1. Broad exper· ence in developing and teaching the content of psychiatric 

nursing. 

2. An identified interest in incorporating the understandings of the psycho-soci.al

aspects of patien t care th roughout the entire curriculum. 

3. A background of understandings of developmental patterns both through her 

family gro\vth as well as i nvolvem ent in group youth activities. 



CANDIDATE 

FIELD 

PREPARATION 
(Degree, School 

Year Received & 
Semester Hours in 
Subject Field) 

MAJOR AREAS 

TEACHING EXPERIENCE 
(Dates of Positions) 

O'ffiER EXPERIENCE 

HONORS & 
DISTINCTIONS 

PERSONAL 
(Age, Marital Status,
Children, Address) 

RANK & SALARY 

RECOMMENDED BY 

WILLLAM RAINEY HARPER COLLEGE 

DIVISION OF Communications 

Joan Gissberg Roloft 

�nglish 

o��idental College - B.A. Speech. Englisb, 1950 

california St� Colleq� at Long Beach 
M.A. English, 1958 
(Also 30 additional gra duate hours )  

----------...----�-----·------�-----�--------------------------

----------------------------�-·· .. -

English -- sl?.ecializing in developmental work

ElCentro College, Dallas , Texas (2/67-present) 
Qranqe Coast College, Costa Mesa. Calif. (1960-67) 
Orange High School, Orange, Calif. (1953-54) 
Occidental Cplle'Je 1950-51 (Speech. part time) 

California State College 1960 (English, part time) 

At present Mrs •• Boloff is Director of The Writing 

Laboratory, ElCentro College. She has specialized

tor some years in the "remedial" or deyelopmenj:aJ, 
area in community college English. 

Phi Beta ;Kappa. Co-autho.-: of coJ,le<,ae textbook; 

Writing Practical English, Macmillan, 1966. Under 

contract to Glencoe Press for a rrremedial" reader. 
Formerly Assoc. Professor, Orange coast College. 

Chairman 
Assistant Dean 

----�?-2-�--�-�-·_n�--·-�d----.._..------------------ Dean

FOR OTHER INFORMATION AND REMARKS PLEASE USE THE REVERSE SIDE OF THIS FORM.



CANDIDATE 

FIELD 

PREPARATION 
(Degree, School 

Year Received & 
Semes ter Hours in 
Subject Field) 

MAJOR ARFAS 

TEACHING EXPERIENCE
(Dates of Positions) 

!""""-' 

OTHER EXPERIENCE 

HONORS & 
DISTINCTIONS 

PERSONAL 
(Age, Marital Status , 
Children, Address ) 

RANK & SALARY 

RECOMMENDED BY 

WILLIAM RAINEY HARPER COLLEGE 
DIVISION OF Communications 

�anet VanDyke Savin 

English 

Carleton College - Northfield, Minn. (B.A. 6/67) 

Northwestern University - Evanston, Ill.
(M.A. English 6/68)

English 

None 

Presently employed in part-time secretarial position 

with Worthington, Hurst & Assoc. Inc. 

Maytag Scholar (full scholarship Carleton College) 
Selected for participation in Newberry Library 
Humanities Seminar, fall quarter, 1966 (Participants 
are selected from Associated Colleges of the M1dwest 

Instructor of English - $8,000 (Appointment to become
effective only if appl1cant rece1ves mas£ers aegree 6/6 

�P�e�r�5�o�n�n_e�l�C�o�mm� i�t�t_e� e�==----- E_n_g_l_1_·s_ h 
____ Department 

�van 
· <., Chairman 

FOR OTHER INFORMATION AND REMARKS PLEASE USE THE REVERSE SIDE OF THIS FORM.



CANDIDATE 

FIELD 

PREPARATION 
(Degree, School 

Year Received & 
Semester Hours in 
Subject Field) 

MAJOR AREAS 

TEACHING EXPERIENCE 
(Dates of Positions) 

/"""' 

OTHER EXPERIENCE 

HONORS & 
DISTINCTIONS 

PERSONAL 

(Age, Marital Status, 

Children, Address} 

RANK & SALARY 

RECOMMENDED BY 

WILLIAM RAINEY HARPER COLLEGE 
DIVISION OF communications 

Frank Edmund Smith 

English 

Gannon College - Erie, Pa. (B.A. 5/65)

Loyola University - Chicago, Ill. 69 hours past 

masters. Ph.D. candidate - should receive degree 1/69

English 

Loyola University, Chicago, Illinois, 1967-68,
Freshman Compos1t1on 

Scholarship student at Gannon College, editor of

college newspaper, elected fo Who's Who 1n Afuef1can 
Colleges, winner of Gannon College award " Excellence 
in Humanities" for 1965, Lambda Iota Tau Honorary 
Literar Fraterni NDEA Graduate Fellowship 

English instructor $8,600
Personnel Comm1ttee 
_B-:::

a
:=
r
�
t_ o

-:-
s_,_M_u'"""?.

c
r
h-m_o_r_e_,_R...:y;:..a_ n 

____ E_ n...: g_ l_l_· s_h 
__ Department 

_ �·'t)t_�,{_?d,= 
Chairman 

������-����������------------------Assistant Dean 
-��-L-··-�-·��'r._;_t_�--�--·--�--------------------- Dean 

FOR OTHER !�ORMATION AND REMARKS PLEASE USE THE REVERSE SIDE OF THIS FORM.



CANDIDATE 

FISLD 

PREPARATION 

MAJOR AREAS 

TEACHING EXPERIENCE 

OTHER EXPERIENCE 

HONORS & 
DISTINCTIONS 

PERSONAL 
(Age, Marital Status, 

Children, Address) 

RANK 

STEP & SALARY 

REC0�1MENDED BY 
,..-

WILLIAM RAINEY HARPER COLLEGE 
DIVISION OF Engineering 

Boooie Lou Kobylinski (Mrs, l 

Electronics Technolo9y 

Northwestern University - Evanston, Ill. 

B.S.E.E. - June, 1964 

Northwestern University - Evanstoni Ill. 

M.S.E.E. - June, 1966 

Electronics Technology - Engineering 

Northwestern University-6/65-6/66 

Electronics Labs.-Boolean Algebra 

Northwestern University-6/66-9/66 

Electromechanical Deviees-Boolean Algebra 

Ar9onne Nat. Lab. 6/61-9/66 E.E. Co-op 
student - Gul ton Industries, .Schiller Park 
9/66-4/67 Electrical Engineer • Automatic 
Electric Lab., Northlake 5/67-7/67 Electrica

Engineer 

Eta .Kappa Nu 

Instructor 

$10,500 

//4. --r
E_n....;g_J._

· 
n_e_ e_r_in_..:;.g _____ ._;Department 

#'. �-n/. Harold cunningham Chairman /. &� / . Harold cunningham Assistant Dean 

- Herbert Pankratz · Dean ---------·--------------



WILLIAM RAINEY HARPER COLLEGE 
DIVISION OF Engineering 

CANDIDATE 

FIELD 

PREPARATION 

MAJOR AREAS

TEACHING EXPERIENCE 

OTHER EXPERIENCE 

HONORS & 
DISTINCTIONS 

PERSONAL 
(Age, Marital Status, 

Children, Address) 

RANK 

STEP & SALARY 

r- RECOMMENDED BY 

Robert Tbornhill 

Numerical COntrol T��h�n�o�luo�gy�--------------

BSME, wayne State Uniyersity-MSME Wgyne 
State University-NSF Grant in Mathematics 
& En�inee�in�, rouisiana Pplytecbniq Inst. 
-NSF Grant in Engineering Design, M.I.T.-
NSF Grant in Philosophy of Sqience & Math, 
American University-NSF Grant in Case Methods 
in Engineerin�, Stand£ord University 

Mechanical Engineering 

Wayne State University-COllege of Engineering 

13 years - Detroit, Michigan 

General Motors Corp. Detroit, Michigan 
Boeing Airplane 00. Seattle, washington 
Detroit Edison co. Detroit, Michigan 
wm. A. Dalee co. Detroit, Michigan 
Recipient of carr Award for Excellence in 
Teaching-Wayne State University 
Author Textbook "Graphics & Numerical CbntroJ 

Associate Professor (COordinator of N.C.Tech. 

$13,500 (2 months additional $2770) 

Nurne;i�l Oontrol-Engineemepgrtment 

'/� / Division . t../.j// ;J"'�r.;{ -- · Cha l.rman 

� ;;;; · Assistant Dean 

--�����. ����-------Dean 



CANDIDATE 

FIELD 

PREPARATION 

MAJOR AREAS 

TEACHING EXPERIENCE 

OTHER EXPERIENCE 

HONORS & 
DISTINCTIONS 

PERSONAL 
(Age, Marital Status, 

Children, Address) 

RANK 

STEP & SALARY 

�CO.t-1MENDED BY 

WILLIAl\ll fu"\.INE;Y HARPER COLLEGE 
DIVISION OF En9inee:cing

fvleye r H t; f :f 
. ····----·· --·-··- ·--"'·------

-----···----··---------

of Architecture - Harvard Universit 

{Si.x •c:.�. program) (Gra.dua·te School of Desig 

H.eq 1.::-> t.e.:��d A.rchi t�ect 

----·---- ··-·---·--·-·-------

--- ---··-·-----------------------

En9ineering 

Unive:cs.Lty of Illinois-Circle Campus 

Part-Time Architect Harvard Graduate 

School of Design -3 years teaching
---

Skidmore, owens & Merr1ll, Pace Associates, 

Schweikber, Elting & Bennett, Own pra.ctice 

with Lou. is Rocah 

----------- .. -----------· ------- ··---

SEE ATT!liCHED SHEET 
-·---···---

���--Jssist:a:tl.t Professor 
·----·---------------

$12,000 

Dean 
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CANDIDATE 

HONORS & 
DISTINC'l'IONS 

ATTACHMENT 

·'1cyer Rudoff

?ace ,, Associates, Designer, AIA Award 

Gene:ral Telephone Building, San Angelo, 

Te.xa::. ·� Skidmo:r�e. OI.'IT,ms &. l\k<c:r·il1, 

!�c;"igner � AIA Award Sav..ryer Biscuit Co., 
��), Ill. - AIA Award Gunne.r''s Mate 

Build;ng, Great Lakes Navel Traini ng 

;:;: '�at 1 ·�n., Great Lakes., Ill. - Schweikher, 

E1tin�·; K Bennett* AI.h Awards :t'a� .. f-11 
"Cr�ltE"', Prot.est.ant Church, Pa.r.k Forest, IL 
l':v::.n""' .ln. Un:i.tarian Church, Evanst:on, Ill., 

Language Arts center, vassar College, 

New York - AIA Award Edward Dart Theologii 

Seminary Faculty House, Chicago, Ill. -

Louis l:<.ocah, AIA Award of Excellance for

Residential Design, Barnard residence, 

Winnetka, Illinois 



I. SUBJ ECT 

BOARD INFORMATION 

Exhibit B 

Gui de l i nes  for Ath l eti c Di rector position and released time for 
coach i ng and  I ntramura 1 I?ersonne 1 . 

II. RECOMMENDATIONS

Ath l eti c Di rector 

The ath l eti c d i rector s ha l l have a 12 month admi n i s trati ve contract.  In 
addi ti on to h i s duti es as  ath l eti c  di rector he wi l l  ma i ntai n a phys i ca l  
education teach i ng l oad not  to  exceed 20 contact hours pe r ye ar. 

Rel eased Ins tructi onal  Ti me for Phys i ca l  Educati on Facul ty Who Coach 

Facul ty wi l l  be gi ven re l eased t i me for coach i ng dut i e s  on the s chedul e 
below. In the event that  there mus t be a teach i ng  overl oad to meet  the 
teach i ng requi rements of the department , the Dean of Ins tructi on con
ferri ng wi th the  Di vi s i ona l  Cha i rman and  the  Ath l eti c Di rector may  approve 
the payment of an  overl oad based on the co l l ege pay s chedul e and regul ati ons  
for overti me teach i ng. 

Re l eased Ins tructi onal  Ti me Schedul e for Coach i ng Pos i t i ons  i n
the Department of  Phys i ca l  Educati on  

Pos i ti on 

Head Bas ketbal l Coach 
Track 
Baseba l l  
Wres tl i ng 
Tenni s 
Cros s  Country 
Go l f  

As s t. Bas ketba l l  Coach 
Ass t. Track Coach 

Maxi mum rel eased ti me per academi c year 

10  contact hours 
8 
8 
8 
6 
6 
6 
6 
6 

( Ful l ti me teach i ng l oad ; s i xteen (16) - n i neteen (19)  contact hours per
semester , but not to exceed th i rty-s i x  (36) contact hours per year. ) 

Re l eased Ins tructi ona l Ti me for Other Facul ty Who Coach 

If coaches come from departments other th an phys i ca l  educati on , they may be 
gi ven re l eased t i me or pai d fo r an overl oad as per phys i ca l  educati on dept. 
facul ty. The s chedul e above s ha l l serve as an a i d i n  determi n i ng  the amount 
of re l eased t ime or overl oad pay gi ven for coach i ng res pons i b i l i ty. The 
amount of re l eased ti me and/or teach i ng  overl oad wi l l  be determi ned by the 
Dean of Ins tructi on  and , where appl i cab l e ,  the Dean of Students .  They wi l l  
confer wi th the Ath l eti c Di rector and the coach's d i vi s i ona l  chai rman i n  
arri vi n g  at  th i s  deci s i on.  
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Duti es and Res pons i b i l i t i es of Ath l eti c Di rector 

The Di rector of Ath l eti cs sha l l have the res pons i b i l i ty of admi n i s teri ng  
and organ i zi ng the i nterco l l egi ate ath l eti c program i n  a manner that  i s  
cons i s tent wi th the pol i ci es of the col l ege . He s ha l l be d i rectl y res pon
s i b l e  to the Dean of Students . He s ha l l coordi nate and cooperate ful l y  
wi th the Di rector of Ph ys i ca l  Educati on  and In tramura l s . The nature of 
h i s  pos i ti on s ha l l be admi n i s trati ve. 

The s peci fi c duti es of the Ath l eti c Di rector are: 

1 .  To have d i rect res pons i b i l i ty for the i nterco l l egi ate ath l et i c program 
i ncl ud i ng vars i ty competi ti on  i n  a l l s ports and s peci a l  functi ons  that may 
be as s i gned.  

2. To ful fi l l  s uch coach i ng as s i gnments as  may be s peci fi ca l l y  as s i gned to
h i m. 

3 .  To teach ass i gned cl asses . 

4. To parti ci pate i n  the se l ecti on , s upervi s i on and gui dance of the coaches
as s i gned to the vari ous sports . 

5. To cooperate wi th the head coach es i n  deve l opi ng s chedul es  and arrangi ng
practi ce s es s i ons . 

6. To arrange trans portati on , mea l s and  hous i ng for ath l et i c events away
from home. 

7. To cooperate wi th the Coord i nator  of Faci l i ti es and Equi pment  and the
ti cket manager i n  determi n i ng the res pons i b i l i t i es of contest  management  
under three headi ngs .  

a .  before game preparati on 
b. game res pons i b i l i ti es
c. after game res pons i b i l i t i es

8. To keep the s taff i nformed of s chedul es,  i mportant  rul i ngs ,  e l i gi b i l i ty
and conference pol i ci es .  

9. To recommend the se l ecti on , purchase,  mai ntenance and  repa i r of s upp l i es
and equi pment for the vari ous s ports and s upervi se  the i r uses .  

1 0. To prepare and  recommend budgets for each sport and to s upervi s e  the 
bus i ne s s  procedures i n  the rece i vi ng and  i nventory of these  purchases .  

1 1 .  To represent, when as ked to  do  so , the  co l l ege and the  department , the 
head of the  department and/or the Pres i dent i n  meeti ngs and con ferences .  

12. To provi de for the checki ng and  certi fi cati on of the  e l i gi b i l i ty of
ath l e tes .  

13.  To make  provi s i ons for the  eva l uati on  of offi ci a l s i n  accordance wi th 
conference regul ati ons .  
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14. To facilitate the publicity of  the athletic program by providing informa
tion  to the appropriate agencies. 

Coaches 

Personnel assi gned to a posi tion  as a coach for a sport or  sports sh all 
admin is ter th at sport in a manner that is consistent wi th the policies of 
the college. They shall be directly responsible to the Ath letic Director 
for a thletic affairs and to the head of thei r respective departments for 
academic affairs. 

Specific duti es of the coaches are: 

1. Supervision of s tudents durin g practice , contests,  and travel.

2. Adequately prepare the student  athletes for competition through planning
and conducting of  well organized practice and contests. 

3. Recommend  to the Athleti c Director such matters pertaining to the
purchasing of  equipment , scheduling , budget , and  policies. 

4. Keep up to date statistics for each sport coached. 

5. Supply information  to the Athleti c Director that may be used for publicity
purposes. 

Time and student involvement for the coaches of the  followi ng  sports: 

Sport· 

Baseball 

Basketball 

Approx. Length 
of Season  

Mar. 15 - End of
2nd Sem. 

Oct. 15 - Mar. 1 
Cross Country Start of l st Sem. 

Golf 

Tennis 

Track 

Wrestling 

Nov. 5 
Start of lst Sem. 

Nov. 5 
Mar. 15 - End of

2nd Sem. 

Mar. 1 - End of
2nd Sem. 

Oct. 15 - Feb. 20 

Avg. Practice and No. of *Additional 
Contest hrs.per wk. Students Hours 

12 - 14 
12 - 14 

10 - 12 

10 - 12 

10 - 12 

12 - 14 
12 - 14 

20-25 
15-18 

15 

10 

10-12 

25-30 
25-30 

8-10 
12-14 

6-8 

6-8 

6-8 

8-10 
6-8 

*Note: Includes preparation , sch ool  visitation , scouting budget , inventory ,
scheduling ,  team travel ,  etc. 



BOARD INFORMATION Page 4 

Assistant Coaches 

Personnel assigned to a position as an assistant coach for a sport or sports 
sh all aid the head coach in administering  that sport in a manner that is 
consistent  with the policies of the college. They shall be directly 
responsible to the Ath letic Director for athletic affairs and  to the head 
of their respective department for academic affairs.

Specific duties of the assistant coaches are : 

1. To represent , when asked to do so , the head coach in any matters per
taining to the administering of a sport. 

2. Unless othe�Jise specified , attend all practices , con tests, and team
trips. 

3. Assist head coach in his specific duties.

Intramural Program 

The intramu ral program will be administered by a coordinator of intramurals 
who will be given 8 contact hours of released time pe r year  for these 
administrative duties. The coordinator will be assisted by an  assistant 
coordinator wh o will have responsibility for the women's intramural program 
and for the college ch eerleading squad. The assistant coordinator will have 
4 contact hours per year of released time for these duties.

Coordinator  of In tramural Ath letics 

The coordinator of Intramural Athletics serves as a staff officer under the  
Dean of  Students with a direct line of responsibility to  the Director of 
Student Activities. 

The intramural  coordinator is responsible for the entire organization  and  
administration of intramural activities. He selects and  promotes the 
activities and administers the program efficiently. He integrates the work 
of his department with that of  the entire college.

This officer : 

A. Serves the recreational needs of the students through a 
planned program of  athletics and other forms of physical 
education.  

B. Sponsors as many different  worthwh ile and beneficial recre
ational activities as possible , thereby reaching  the largest 
number of  individuals. 

C. Sponsors as  many leagues and  tournaments as are needed to 
take care of all individuals desiring organized forms of 
competition.  
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D. Conducts all activities in such a manner that enjoyment , health , 
social contacts, and sportsmanship are gained by the participants. 

E. Emphasize those activities that have carry-over value , that is , 
the games which if learned wh ile at  school are used advantageously 
in later years of  life. 

F. Create and maintain at all time the best of  good will and 
sociability among all students and staff members participating in 
the programs. 

G. Conducts each event or activity of the in tramural program as 
efficiently as  possible , arranging for individual or  group in
struction as  needed , to maintain pa rticipation. 

H. Encourage participation  for the sake of  the activity rather than 
for the award. 



F OR BOARD ACT I ON: 

I .  S UBJECT : 

EXHIBIT C 

Request for the purchase of television equipment 

and materials. 

II . REAS ON FOR CONS IDERATI ON BY THE BOARD: 

In accordance with Board purchasing policy specifications 
have been established and bids solicited for the subj ect 

equipment and materials. 

II I . I NFORMATI ON: 

In addition to advertising (as per policy) bids were 

solicited from various companies. A total of fifteen 
companies were contacted and ten of these bid. copies 

of the bid request and a tabulation of the bids are 

attached. 

The television equipment and materials covered by 

thi s exhibit are the results of a joint effort by 

Dr. Makas, Mr. Voegel and Mr. Mussell to utilize 

the observation and characteristic s of television 

and immediate playback technique of the videotape 
recorders. 

I t is anticipated that the television equipment will 
be used for taping student instructional/learning 

activities where immediate playback to the student 
would benefit his motor skill performance. Any 

instructional presentation which requires image 
magnification or close-up viewing by students is 
also applicable to the use of this type of television 

equipment. In addition faculty presentations, 

demonstrations, guest lectures and other related 
activities which can be observed, recorded and 
played back at other times to interested viewers 

are all areas in which this telev i s ion equipment 

can be utilized. 



.. 

REQUE$T FOR QUOTATION 

L

WILLIAM RAINEY HARPER COLLE:GE 
34 W. 'AI.ATINE RD. • PALATINE, IlliNOIS 60067 e AREA CODE 312 l58YIJOO 

INHTRUCTIONS 
1. Your quotation mUSt be made on this form. 12. Sign and rerum original and retain 

duplh:ate fo; your files. 
3. Unsi�neri bids ,.,ill not be considered 
4. Give complete specifications for any

substitution off.::red. 
u, _j,. r,uul< envelope "�"1!JQ!A D_ON" and mail to 

1'/ILUAM RAINEY HARPER COLLEGE 
34 'JEST PALATINE ROAD 
PALA TIN£. ILL! NOIS 6006'7 

ATTENTION PURCHASING AGENT 

l")uoration Request No I Date I J '·'our �"�uotat·on No I n��;;t��-------·----Q-184 j3/19/68j Page 1 of 1 April 15, 1968 ----,r-----1..-r---�--t-_:::-........ _..... ..... L,__,, ____ , __________ -.--·-----r--··-.. --·-

Item No. "'uantity De script ion Unit Price fx<euzion 
----t-----+-----------·---·--------· ----·· ------- .. -· .. ·- ---

1. 
2. 
3. 

4. 
5. 
6 . 
7. 
8. 
9. 

10. 
11. 
12. 

13. 
14. 
15. 

NOTE: 

1 
1 
2 

1 
1 
1 

30 
1 
1 

1 
2 
2 
2 
1 

2 

l. B id i tem s li s ted o r  equivalent.
G ive lot p r i ce an d �n it pr i ce .2.

3 . State length o f  time prices are firm. 

7500-·13 
TR 921 
cc 324 

Video Tape Re corde r (color) 
Ampex Mo nito r-Re ce iver 
Vid e com CC TV Came ra wi th 
25rnm c l ose -up l en s, F 1-4 

TUC 4 to 1 F 1-5 200mm len s
7076001 Ampex 12.5mm F 1-4
Cable Set 
Vide o  Tapes, 1 h ou r  length 
Wilson VTR Cen ter 
7076003 75mm F 1.9 len s to be

s ubstituted f o r  on e o f  the 
l en se s  i n  item 3 above

AC 924 Col or Correc tor
7301 Quick s et c amera tri pods 
7601 Quickset d o l l i es 
7201 Qu i ckset f riction h eads 
7500 series Ampex Spa re VTR Head 
GE CBM 7230 BG or 
RCA JH 216B B & W classroom type 

TV sets 
THIS IS NOT AN ORDEH 

This 11 not an order. The right is re.�eCVed to accept or reject all or part of your offer, Please 
submit your prices, dellvery, and terms on this form for the items lilted above to be delivered 
F. 0. B. destination. 

________ Certify that the antcles wlll be delivered or the service rendered as specified above and that 
shipment or performance w�l be made_days after receipt of order except as otherwise indicated.
Dale of ,.,uotatioo -�r.er ···--------

Authorized Official Title 



:'JICT.: ER 
) ITElvlj, 

1 .  

2. 

3. 

4. 

5. 

6. 

7 . 

8. 

9 • •

10. 

11. 

1 2 .  

13. 

14.

15. 

BID # Q-184 T J; 1:3 ULA TION 

Zenith 
Rich Ampex 

Sales Corp. 
Corp. 

Engr. 
RCA 

IVC-800 

4200. 00 less 4850.00 

5o/a 

695.00 less 695 , 00 

5o/o 

PK ·301-CCTV 995.00 ea. 

2530. 00 less 50! 1990.00 

5060. 00 less 5o/a 

425. 00 less 5o/. 395,00 

MI -4812 6 -12 

95. 00 less 5crf, ll4. 00 

50. 00 less 5o/o 75 , 00 

39.95 50. 00 

1198.50 less 5 o/o 1500.00 

199. 00 less 5o/a 199.95 

Ml-48126-75 

90.00 N/C 
less 5o/a 

not required 800.00 

PT·2 84.00 
80. 00 less 5 o/o 168.00 
160. 00 less so/._, 

PT-2 
43.00 45.00 

86, 00 less 5(T/o 90.00 

PFH -3 32.00 
165. 00 less 5°/o 

64.00 
330. 00 less 5o/o 

IVC-800 

100, 00 less 5o/a 175. 00 

Y2414WS 137. 25 less 5o/o GE 
139.97 ea. 

274. 50 less 5o/< 175. 00 ea. 
279.94 350.00 

I.J.Kayle 
& 

Assoc. 

N.B. 

N. B. 

SHIBADEN HV-

14 450,00 

900,00 

25-lO Omm 

450.00 

119. 00 

N. B. 

N. B. 

195.00 

58.95 

N.B. 

78.00 
156.00 

41.00 

82.00 

28.00 

56,00 

NB. 

MB-360 

180.00 
360.00 

PAGZ 1 ::'F 2 PAG:SS 

General 

Electric 

5350.00 

695 .00 

995.00 

1990.00 

F 1-8 100 mm 
425.00 

114.00 

N.B. 

59.95 ea. 

1798 . 50 

199.00 

43.00 

1595.00 

84.00 

168.00 

45.00 

90.00 

32.00 

64.00 

175.00 

GE CBM 7231 

145.00 
DBG 

290 . 00 

I 

---

Admiral 

TV Sales 

SerVICe-
Master 

5350.00 

695.00 

995.00 

1990.00 

F 1-8 100 mm 
425.00 

114.00 

39 . 80 

60.00 

1800.00 

199.00 

? 

1595.00 

84.00 

168.00 

45.00 

90.00 

32 . 00 

64.00 

175. 00 

E1_206T 
78.00 

::\5.fl 00 

I 

Jenso n 

JVE 2131 C 

4750,00 

JVP -9" 

235.00 

JCD 2000 D 
CCTV with 
Fl. 4 995.0 

1990.00 

1" 

X 
25m 
0 

JCL-20 4to 1 

F 2.5 20m m-8( 

0 zoom 199.0 

JC50 12.5 mm 

Fl. 9 
65.00 

JVR-21 

40 

J-60 

55.00 
1650.00 

60.00 

45.00 

? 

80.00 

160.00 

40.00 

80 .00 

30.00 

60.00 

JVH 

100,00 

TKE-22" 
140 , 00 
2RO.OO 

-



'3IC:CER 
) ITElv.L..j, 

1 

2.

3. 

4. 

5. 

6� 

7 .  

8. 

9. 

10. 

11. 

12. 

13. 

14 . 

15. 

BID # Q-184 TABULATION 

Electrn. 

Sound & 
Servicin< 

4750.00 

58 0. 00 

905.00 
1810.00 

7 0 . 00 

103.00 

69.95 

55.00 
1650 . 00 

N. B. 

49.00 

1445 . 00 

59.00 
118.00 

N. B. 

N. B. 

N. B. 

TR 821 Ampex 
239,95 ea. 

Midwest 

Visual 

Equip. 

5,000.00 

695.00 

995,00 
1990. 00 

495.00 

114. 00 

39.90 

55,00 
1650,00 

169.00 

40.00 

1595.00 

71.40 

142.80 

38.25 ea. 
76.50 

27.20 ea. 

54.40 

7046933-30 

175.00 

AD TE 331V 

147.00 ea 
479.00 294.00 

Teled 

Inc. 

Shibaden Item 

SV700V-99 5. 00 

SV800V-1295. 01 
SV727 -4950. 00 

TTJ-19UL-295. 

HV 14-450. 00 

900,00 

2::l5,00 
T1JC22. 5 90 . fl. 5 

12.5 mm Fl.4 
124.00 

49.50 

90 min. tape 
82. 00 less 8'1o

2263,20 

199.00 

75 mm Fl. 9 

59.00 

N. B. 

84,00 

168.00 

45,00 
90.00 

32.00 
64.00 

N. B. 

Setchell Carlsor 
2100 SP 

207. 50=415. 00 

P.AGZ _2 __ C1F_2 __ PAG£S 

RCA Sales Division 

Fairchild Industrial TV Sen; 

Allied Electronics 

Packard Bell Electronics 

Vidicom Corp. 

c t\ . 

Q � r::s 
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IV. 

v. 

page 2 

SUMMA RY: 

'I'he selection of suppliers was made on the basi s of  
low bid where equivalent items were offered. In 
instances where the lowest b idder was not sel ected 
other considerations suc h as compatab i l i ty, 
u til i z ation , service and t he spec i ti c at ions of the 
items were overriding fac tors . There are al so 
some increases in the quan t i t i es of items select ed. 
Questions reg ardin g the above po i n t s  wi l l  be 
answered verbally by Mr. George Voegel. 

RECOMMENDAT ION: 

The administrat ion recommend s that the awards b e  
made as follows: 

item # � description 
each 
pri c e  ex tension RECOMMENDED S UPPLIER 

lA 
IB 
2. 1 
3. 2 
4. 
5. 

fl. 
7A 30 

7B 30 

p 1 
9. 

10. 

11. 2 
12. 2 
I:l. 2 

14A 
14B 
15. 4 

Ampex Recorder 7500-I:l $4l:J50.00 $4850.00 Ampex Corp. 
RCA Recorder IVC-800 :3990. 00 3990.00 Rich Engineering 
Monitor-Receiver 580.00 580.00 Electronic Sound & Servicing 
RCA TV Camera 2403.50 4807.00 Rich Engineering 
Lens 403.75 403.75 Rich Engineering 
Lens 90.25 90.25 Rich Engineering 
Cable Set 47 . 50 47.50 Rich Engineering 
Ampex Video Tapes 50.00 1500.00 Ampex Corp. 

RCA Video Tapes 37.95 1138. 57 Rich Engineering 
Wilson VTR Center 169.00 16 9. 00 Midwest Visual 
Lens 85.50 85.50 Rich Engineering 
Color Corrector 800.00 800.00 Ampex Corp. 

Camera Tripods 71.40 142.80 Midwest Visual 
Dollies 38.25 76.50 Midwest Visual 
Friction Heads 27.20 54.40 Midwest Visual 
Spare VTR Head 1 75 . 00 17 5. 00 Ampex Corp. 
Spare VTR Head 95.00 95.00 Rich Engineering 
RCA TV Sets 130.39 521. 56 Rich Engineering 

Ampex corp . - item l A, 7A, 10 and 14A for a total of $7325.00 
Electronic So und & Serv. - item 2 11 11 11 11 580 . 00 
Midwest Vis. - i tem 8, 11, 12 & 13 11 11 11 11 442 . 70 
Ri c h  Engi neering - i tem l B, 3, 4, 5, 

6, 7B, 9, 14B & 15 II II II 11 11 , 179 . 13 

Grand Tota l  19,526.83 



page 3 

This would be purchased under Title VI wh ich would 
cover 5�/o o f  the grand total. The items recommended
are not all specifically covered in our Title VI 
grant but our Mr. George Voegel advises that 
substantial latitude is given to sub stitutions 
since new equipment and applications are usually 
uncovered in the time period between the initial 
request for a grant and its approval. 

dmm jm 
4/30/68 



EXHIBIT 

FOR BOARD ACTION: 

I. SUBJECT: 

Request for the p u rcha s e  o f  numerically control l ed 

machine tools. 

II. REASON FOR CONSIDERATION BY THE BOARD:

III. 

1. 
2. 
3 . 
4. 

In accordance with Boa rd purchasing policy sp ecif i c ations 

have b een establish e d  an d bid s solicited for the s ubject 

equipment. 

INFORMATION: 

In addition to adv e r tis ing {as pe r policy) bids (copie s 

attache d} were sol ic i t e d  from various companies. Mr.
Harold c unn ingham has advi s e d  th at wr itten app r o v al h as 

be e n  r ec e i v ed f rom th e stat e f o r  th is p u rcha s e which 

will be 10�/o r e i mb ursable u nd e r  th e Voc at i ona l Edu c a t i o n  

Act of 1963. (copy o f  app r o v e d  g rant attached) Twelv e 

requests fo r b i ds we r e  s e n t  o u t  w i th th e f o l l owing r e s ults . 

COMPANY LATHE MILLING MACHINE 

D. G. Beck NB NB 
Bergm ast e r  Corp. NB NB 
L. G. Evans NB NB 
Four Stat es Machin e ry Co. NB $35,376.95-$37,493.95 

(Prat t & Whitn ey) 

5. Jon es & Lamson NB NB 

6 . K. & E. Mfg. & Too l Co.
7. Kroll Equ ipm e nt Co.

B. Lodge & Sh ip ley Co.

9. Lundmark Co.
(Cincinnati L a th e)

NB 
NB 

* $63,952.00

NB

NB 
NB 

NB 
$39,975.00 

10. R. K. LeB lond M ach. T oo l  co . NB NB 
11. Ma rsh a l l  & Huschart Mach. �o. NB NB 
12. warne r & Swasey NB NB 

*This is a demonstration machi n e  th at will c a r ry a 

new machin e  wa r r anty . 



OTHE�_JNF\)RMAT ION .S.9NC�_RN ING NUMER I CAL CONT ROL EQUIPMENT 

l . Th e n u m e r i c a l  c o n t r o l  c u r r i c u l um and th e e q u i pme n t  h ave 
b e e n  r e v i ewed and app r o v e d  by th e f o l l ow i n g : 

A . B o a r d  o f  H i gh e r  Ed uc a t i o n 

B . I l l i n o i s  J u n i o r  C o l l e g e  B o a r d  

c . Bo a r d  o f  voc a t i o n a l  E d uc a t i o n ,  S t a t e  o f  I l l i no i s  
D .  N u me r i c a l  C o n t r o l  Adv i s o r y  Comm i t t e e  

2 .  Th e r e s u l t s  f r om s u r v e y s  d o n e  b y  Ha r p e r  C o l l e g e  i n  
c on j u n c t i o n w i th th e N u m e r i c a l  c o n t r o l s o c i e t y we r e  
s ubm i t t ed t o  th e ab ove f o u r  o r g an i z a t i o n s . Th e s e  
r e s u l t s  we r e ac c ep t e d  b y  t h e m  an d  a r e  a s  f o l l ows : 

YEAR FULL T IME P ART T IME A .  D .  L i tt l e  
( FTE ) 

1968/69  25 25 1 , 0 7 0
1 97 1/7 2  75 5 0 2 , 7 40 
1197 4/75 1 0 0  125 5 , 0 7 0 

S t udy 

3 . E l k  G r ov e  H i gh S ch oo l  h a s  ag r e ed to l e t  u s  i n s ta l l  th e 
equ i pment in th e i r  mach i n e  shop . 

4 . Th e c o s t o f  mov ing t h e  e q u i pme n t  f r om th e E l k  Grove 
H i gh S c h oo l t o  th e p e r ma n e n t  c amp u s  wo u l d  b e  an 
add i t i o n a l  c os t  o f  approx i mate l y  $ 1 , 7 00 . 00 .

5 . S e rv i c e  c o s t  for th e c om i n g ye ar wou ld immed i at e l y  
b e  u n d e r  man u f ac t u r e r ' s  war r anty. Any add i t io n a l  
c o s t  wo u l d be covered u n d e r  the s eparate budg e t  f o r  
t h e  e n g i n e e r i n g  d i v i s i o n .  

6 . Re i mb u r s e m e n t wi l l  b e m a d e  ( a s  c ur r en t l y  approved 
by the S t a t e  Board of voc a t ional Ed ucat ion ) upon 
r e c e i p t  o f  re imb u r s emen t forms pro rated accord i ng 
to o u r  b u i ld i ng exp en s e s  i n  ph a s e  1 .  The total
r e i mb u r s ement wo u ld be 1 0�/o .  

h e  j m  
5/6/68 



REQUE ST FOR QUOTAT ION REQUE S T  FOR QUOTATI ON 

W I L L I A M R A I N E Y  H A R P E R  C O L L E G E
3 4  W. PALAT I N E  R D .  e PALAT I N E ,  I L L I N O I S  6 0 0 6 7  • A R E A  CODE 3 1 2 3 5 8 · 9 1 00 

I NS TRUCT I ONS 
1. Your quot at ion must be mad e on this form .1 2 . S ign ancl return original and reta in

d upl icat e for your files.  

3 .  Unsigned bids •:fill not be cons idered
4. Give complete specificat ions for any

subst it ut ion offered . L _j 5 .  Mark envelope "9UOT A TI_ON" and ma il to

1HILLIAM RAI NEY HARPER C OLLEGE

34 VJ EST PALATINE ROAD 
PALATINE, ILLI NOIS 60067 

ATTENTI ON f'URCHASI NG AGE NT 

"uotat ion Request NoQ - 1 5 3 Dat e J 
Page l 

0uotac ion Due 
F ebr u ary 6 ,  1 968  l/2 2/6� Of 7 J '!our 0uot aUon No

-�----·��----�----------.---------
Item No. �"'uant ity 

l 

Descript ion 

Mi l l ing Machine , ver t i c a l, nume r i c a l ly 

contro l led to p e r fo rm the ope r atio n s  o f  
Mi ll ing , D r i l l ing , Bo r ing , and taping 
under manu a l  and tape contro l .  

Unit Price 

The machine i s  to mee t  the fo l lowing gene ral 
sp e c i f i c a t io n s : 

1 .  P o i n t  to po i n t  m a ch i n e  too l 

2 .  Tape fo rm a t  mu s t  b e  an E . I . A .  S t andar j 
3 .  A l l  t ap e  fun c t i o n s  a r e  to b e  c o n t ro l l 2 d 

manu a l l y  a s  we l l  a s  by t ap e  c o n t ro l 
( thru m i s c e l l aneou s fun c t io n s ) 

4 .  T ap e  mu s t  b e  e i gh t ch ann e l  E . I . A . 
s t and ard 

5 . Con t ro l s  mu s t  emp l o y  s o l i d s t a·te co n t ro l s  
6 .  Po s i t i o n  A c cu r acy + . 0 0 1  i n ch in 24

i n ch e s  ( m i n imum ) 
7. Rep e a t ab i l i ty + . 0 0 0 5 i n ch . 

8 .  Ab i l i ty to h ave p r e - s e t  d e p th po s i t i o � s  

und e r  manu a l  o r  t ap e  co n t ro l 

9 .  Qu i l l  i s  to h av e  a v a r i ab l e  f e e d  

0 .  Th e s p i nd l e  mu s t  b e  ab l e  t o  b e  r e ve r s � d 
. 1 . The h e ad mu s t  be powe r po s i t i on e d . 
2 .  T ab l e  s i z e  2 0  x 4 0  approx . 

Extension 

-------- - ---------L----------·---------------------------- ----·--------�----------�---------

THI S I S  NOT AN ORDE R

This is not an order. The r ight is reserved t o  accept or reject all or part of your offer .  Please 
submit your prices, delivery, and terms c>n this form for the items listed above to be del ivered
F .  0. B. dest i nat ion. 

_____ ___ Certify that the art icles w ill be delivered or the service render.:::d as specified above and that 
shipment or performance vrill be madc __ days after receipt of order except as otherwise indicated . 
Date of "'uotation Per 

--�---------------------

Authorized Official Title 



r 

REQUE S T  FOR QUOTATION 

# I L L I A M R A I N E Y  H A R P E R C O L L E G E

3 4  W. PALAT I N E  R D .  o PALAT I N E ,  I l l i N O I S  6 0 0 6 7  o A R EA CODE 3 1 2  3 5 8 -9 1 00 

I NS TRUCT I ONS 
1 .  Your quotat ion m ust be made on t h is form.  1 2 . S ign and r�turn original a nd reta in 

d upl i cate for your files. 
3 .  Unsisned b ids '.If ill not be cons idered
4. G ive complet e spe cificat ions for any

subst it ut ion offered . L_ _j 5· Mark envelope "9UOT A TIOlf: and mail t o
�,v iLLIAM RAINEY HARPER C OLLEG E 

34 'ii' EST PALATINE ROA D  
PALATINE, ILLI NOIS 60067 

ATTENTI ON PURCHASING A G E NT 

"1uotat ion Request No Ouota.C ion Due 
Q - 1 5 3

Dat e I 
1/2 2/681 Page 2 of 

7_1 �'our 0uot at ; on No 
February 6, 1 9 6 8  

Item No. r-uant ity Description 

1 3 . Table  mu st  carry 1 5 0 0# (minimum) with 
po s i tioning increments a s low a s  . 0 0 1  
inch whi l e  maintaining accuracy l i sted 
above . 

14 . 
1 5 . 
1 6 . 

Ful l  range zero shi ft 
Spindle  motor - 3 HP (minimum) 
Cool ant system : Ful l  flow and mi s t  
5 gal . capacity (minimum) fi l l ed to 
capacity upon ins tal l ation . 

Unit Price 

17 . Air coo led  he at exchanger  for Hydraul ic  
Sys tem . 

18 . 
1 9 . 
2 0 . 

2 1 .  
2 2 . 
2 3 . 

24 . 

2 5 . 

Work l ight ( two ) 
Pre c i s ion depth s top travel dial .  
Sequence number  readout - 3 digits  
(minimum) 

X and Y po s ition readout 
Air conditioned conso l e 
Programmed dwel l  cyc l e  and automatic 
spindle  retraction . 
Overhead wire ways between machine an� 
control conso l e . 
Computer po s t-pro c e s sor- · fo r  the IBM 
adapt 3 60/30  mus t  be furni shed in 
tab card fo rm compati ab l e  to our IBM 

Extensioa 

-· ----•-------=-3..:::.6..:::.0--"-/-----=3 _Q_ w_i. th 6 5k s to �� ------_ .... ____ ___. _____ _ 

THI S  I S  NOT AN ORDE H_ 

This is not an ord er. The r ight is reserved t o  accept or reject all or part of your offer, Please
submit your pr ices,  delivery, and t erms on this form for the items listed above to be delivered
F. 0. B. destinat ion. 

_________ Certify that the art icl es w ill be delivered or the serv ice rendered as specified above and that
shipment or performance \'lill be mad e_-__ days after receipt of ord er except as otherwise indicated . 
Date of 0uotation Per ---

Authorized Cfficia l Title 



L

JR QUOTAT ION REQUE S T  FOR QUOTATION 

N I L L I A M R A I N E Y  H A R P E R  C O L L E G E

3 4 W. PALAT I N E  R D .  • PALAT I N E ,  I l l i N O I S  600 6 7  e A R EA C O D E  3 1 2 3 5 8 - 9 1 00 

I NS TRUCTI ONS 
l .  Your quot at ion m ust be mad e on th is form .  1 2 . S ign a n d  r.?t urn original and reta in

. dupl icate for your files.

3, Unsigned bids •:; ill not be considered
4. G ive complete spe cificat ions for any

subst it ut ion offered . _j 5 . Mark envelope "9UOT A TION_:: and ma il t o
',vJLLIAM RAI NEY HARPER C OLLEGE

34 WEST PALATI NE ROAD 
PALATINE, ILLI NOIS 60067 

ATTENTION PURCHASI NG AGENT

'luotat ion Request No I Dat e I 
Q - 1 5 3 l/2 2/68 1 Page 3 of 7 _I Your 0uot at ; on No 

Item No. f"'uantity  Descript ion Unit Price Extension 
---------r---------�--------------------------------------------------- �---------- --------

2 6 .  Pa int - IBM 3 6 0  B lue (en ame l o r  l acql e r )  
2 7 . A te s t  tape mu s t  b e  pro vided to te s t

a l l  tape operations o f  the mach ine 
28 . Ini t ial  too l ing : Spind l e  to h ave a t 3 0 

Unive r s a l  Kwik Switch (o r e qui valent ) 
and the fo l lowing too l s  (quo te Kwik 
Switch o r  equ ivalent ) :  

Reg_!_§ . Par_:tft Name 
2 #80 3 2 7  #2 MT Adapter s 
2 #8 0 3 28 #3 MT Ad apt r s
1 #8 0 3 3 1 K . O . Dri ft
4 #8 0 34 2  3/8 "  End Mi l l  Adapte r s  
4 #8 0 3 4 3  1/2 " End Mi l l  Ad apters  
1 #80 3 3 3  She ll  End Mi l l  Ad apter 3 /4 '  Pi lot
1 #8 0 3 3 9  Lo ck ing F ixture
2 #3 0 K . S . Ja cob s T ap e r  Ad ap -te rs #3 

2 " OY" Bor ing Chuck Set  3 /3 2 " - 7 /16 " 
2 14N Jacobs Chuck 
2 #K3 Key 
2 # 1 5 7 08 Compens ating Tap Ho lder #6- l/2 " 

1 6  #15 7 18 ,  1 5 7 1 9 ,  1 5 7 2 0 ,  1 5 7 2 2 ,  1 5 7 2 1 1 5 7 2 4 ,  
1 5 7 2 5 ,  1 5 7 2 6  Tap Co l l e ts #6-- 1/2 " Cap . 

1 #4 5 3  Wrench 

THI S I S  NOT l\N ORDE H. 

This is not an ord er. The r ight is reserved t o  accept or reject all or part of your offer, Please 
submit yom prices, delivery, a nd terms on this form for the items l ist ed above to be del ivered
F. 0. B. dest inat ion. 

Certify that the articles w ill be delivered or the service rendered as specified above and that 
shipmer1t or performance w ill be made __ days after receipt of order except a s  othendse ind icated . 
Date of "uotat ion Per ----- ---- -----

Author ized Cfficial 
·- --· -------

Title 



L

JR QUOTATION REQUE S T  FOR QUOTATION 

N I L L I A M R A I N E Y H A R P E R  C O L L E G E

3 4  W. PAlAT I N E  R D .  • PALAT I N E ,  I l l i N O I S  6 0 0 6 7  o A R EA CODE 3 1 2  3 5 8 - 9 1 00 

INS'l,RUCT I ONS 
l. Your quotat ion must be made on t h is form .

I 2 .  S ign and rct.urn original a nd rera in 
duplicat e for your files.

3 .  Unsigned b ids 'N ill not be cons idered 
4. G ive complete specificat ions for any

subst it ut ion offered . _j 5. Mark envelope "9UOT A TION" and ma il to
VVILLIAM RAINEY HARPER C OLLEGE

34 �I! EST PALATI N E  ROAD 
PALATINE. ILLI NOIS 60067 

ATTENTION PURCHASING AGENT

IJuot a t i on Request )\To I Dat;-· I 
Q- 1 5 3 1/2 2/681  O f  7 I "'our ("uot a< ; on No

Page 4 J 
0uotac io:� Due 

February 6 ,  1 968  

Item No. r-uant ity  Descript ion Unit Price Extension 
-----

2 9 .  Vendor to bare a l l  cos t s  o f  ins t al l a  io n 
and de l ivery , including al l fre ight c harge s , 
electrical  connections , air  connectic ns  
and l eve l ing in room 18 5 ,  E lk Grove I igh 
S chool , E lk Grove Vi l l age , I l l inoi s . The 
machine tool i s  to be ful ly in opera\ing 
order as presented to owner is requiled . 
An In-Servi ce trainning by vendor tol 
owner on machine operation at owner ' 
location prior to acceptance o f  mach ne 

3 o . ;;:E:::� i:x:::::n:n

o::r:::::h::d

s:r:-

gramming for two people at manufactu ers  
plant and maintainance ins truction fe r one 
person at manufacturers  pl ant at  no < o s t. 
wh ateve r to owner . B idder mus t  indi <  ate 
number of days requi red in an attached 
s tatement . Owner has 1 8  month s  in  wr ich 
to exerc i s e  thi s  option . 

3 1 .  W< rranty : One ye ar for parts  and s e  vice  
on mach ine too l and  al l attachments cons o l e
included ) . Th e warranty i s  not to t c  ke  
e f fect  unti l  the mach ine has  been fu ly 

------' -----'----�
ccepted by the col l ege and has been in

TH I S  I S  NQT �N 0� 

This i s  not a n  ord er, The right i s  reserved t o  accept or  reject all o r  part of  your offer, Please
submit your prices, delivery, and terms on this form for the items listed above t o  be del ivered
F. 0. B. dest ination. 

____ Certify that the art icles w ill be d el ivered or the service rendeted as specified above and that
shipment or performance will be m ade __ days after receipt of ord er except a s  otherwise ind icated . 
Date of 0Uotat ion Per

Authorized Ufficial Title 



OR QUOTA'I'IO£! _REQUES 'r F O R  QUOTATION 

W I L L I A iv1 R A I N E Y  H A R P E R  C O L L E G E
3 4 VI. PAlAT I N E  R D .  e PAlAT I N E ,  I l l i N O I S  6 0 0 6 7  o A R E A  CODE 3 1 2  3 5 8 · 9 1 00 

INSTRUC'riON� 
1. Your quotat ion must be mad e on th is form .1 2 . ' S ign ancl ret urn original and retain

d upl i cat e for your files. 
3 . Unsisned b ids •.;r ill net b e  considered
4. G i ve complete specificat ions for any

subst itut ion offered . L _j 5. Mark envelope " OUOT A TI ON" and mail t o
1.v iLLIAM RAI NEY HARPER C OLLEGE

34 'i.JEST PALATINE ROAD
PALATINE, ILLI NOIS 60067 

ATTENTION PURCHASING AGENT 

Ouot a l ion Due 

February 6 ,  1 968 

Item No. ruant it y  Descript ion Unit Price Extension
--------�---------- -------1 ---------

ful l  working o rder for one cal ander ' eek . 
3 2 . So ftware Backup : Describe in  an att< ched 

s tatement al l so ftware backup for th s 
machine , i . e . , programming manual s , i lms , 
expert help , etc  . . .  Ind i c ate what i s  
included wi th the machine and prices  o f  
additional copies . Indi c ate pri ces  c n
any items not included with machine < nd 
del ivery . 

3 3 . Service : I ndicate where service  wi l come 
from and who wi l l  per fo rm thi s  servi < e on  
al l parts of  machine . I ndicate typi <  a l  
current s ervice  charges .  ( Be comple 1 e . ) 
I ndicate co s t  o f  s ervice  contract . nclude 
separate ly trave l charges . 

3 4 . Del ivery and ins tal l ation completed l y : 
June 1 ,  1 968 . 

3 5 .  Condition : A new and/or demonstrate 
machine may be bid . E i ther mus t  mee 
spe c i f ications . Demonstrator must  c < rry 
new machine warranty . 

3 6 . NOTE : a .  Do Not IncludG . S ales  Tax 
b .  Attach Descriptive Li teratu e 

for Machine and Contro l 
c .  I tem # 2 7 i s  to be te s ted by 

---- - ------ ----- --

'I'HI S  I S  NOT J-\N ORDE R

This is not an order. The right is reserved to accept or reject all or part of your offer. Please
submit your prices, del ivery, and terms on this form for tl1e items list ed above to be delivered
F. 0. B. dest inat ion. 

-------
Certify that the art icles will be delivered or the serv ice rendered as specified above and that

shipment or performance will be made_· _days after receipt of order except a s  otherwise ind icated . 
Date of ruotat ion Per 

----·-···----

Authorized Cffici:11 Title 



REQUE S T  .FOR QUOTATION REQUE S T  FOR QUOTATION 

W I L L I A M R A I N E Y  H A R P E R  C O L L E G E

3 4  W. PALAT I N E  R D .  o PALAT INE ,  I L L I N O I S  6 0 0 6 7  o A R EA CO D E  3 1 2 3 5 8 - 9 1 0 0 

I NS'rRUC'r i ONS 
1. Your quotat ion m u st be made on th is form .

, 2 .
3 .  

S ign a n d  r;;r urn original and reta in
d uplicate for your files.

Unsigned b ids  ':< ill not be cons idered 
4. G i ve compl et e specificat ions for any

subst it ut ion offered . L Mark envelope "Q_UOTAT_ION" and ma il t o
WILLI A M  RAINEY HARPER C OLLEGE 

-;;uot at ion Ikques: P��,-I;;;-� --�- 1 5 3 1/ 2 2/6� 
Item No. ruant ity 

34 V! EST PALATINE ROAD 
PALATINE, I LLI NOIS 60067 

ATTENTI ON PURC HASING AGENT 

6 Of 

·-

7

·

J Your C'uot at ; on No 
Page _ 

Descript ion Unit Price Extension 
---------�---------�-------------------------------------------------------------- ---------

vendo r in front  o f  owner be ore 
exceptance of machine 

Any exceptions or  expl anations  to the abc ve 
mus t  be l i s ted in numerical  order , with 
numbers identi c al to the item being expl c ined , 
on  a separ ate attached shee t  o f  paper . 

For Additional  Information Contact : 

Mr . H .  Cunningh am , As s i s tant Dean 
Wi l l iam Rainey Harper OO l lege 
5 1 0  West  E lk Gro ve Boulevard 
E lk Grove Vi l l age , Il l ino is  6 0 0 0 7  

( 3 1 2 ) 4 3 7 : 7 0 0 0  Ext . 3 1
Office  Hours : 1 : 0 0 p . m . to 

5 : 0 0 p . m . Dai ly 

Room 18 5  avai lable  for inspec
tion only dur ing t.hes e hours : 
4 : 0 0 p . m . to 1 0 : 0 0 p . m . Monday 
thru Thursday ,  by appo intment 
only .

For Identification Purpo s e s  On ly : A

machine equ ivalent to  the Cintimatic  
_______ _ ______ _o___:V...,,er..ti.c.9J...J.'lLC__.Machinil1_g:_Ce.n.te r i s a.c..c.ep.:ta .... l..l.J..JIJ'-'-..e.��---'-----

TH I S  I S  NOT AN ORDE R 

This is not an order. The right is reserved t o  accept or reject all or part of your offer , Please
submit your prices, delivery, and terms on this form fer the it ems l hted above t o  be delivered
F. 0. B .  destinat ion. 

____ Certify that the art icl es \� ill be delivered or the service rend ered as specified above and th:1t
shipme11t or performance will be made ___ days after receipt of ord er except as otherwise ind icated . 
Date of "uotat ion Per --- ·---- --- ----

Authorized Official Title 



REQUE ST FOR QUOTAT ION

L_ 

W I L L I A M R A I N E Y  H A R P E R  C O L L E G E  

3 4 W. PALAT I N E  R D .  o PALAT I N E ,  I l l i N O I S  6 0 0 6 7  o A R EA C O D E  3 1 2  3 5 8 - 9 1 00 

INS TRUCTI ONS 
1. Your qu8t at ion must be made on this form .  1 2 . S ign a n cl  r�t urn original and retain 

d upl icate for your files.
3. Unsigned bids •.'lill not be  considered
4. G i ve complete specificat ions for any 

subst it ut ion offered . _j 5. lviark envelope "9UOTATION� and m a il to
WILLI A M  RAI NEY HARPER C OLLEG E 

34 '/J EST PALATINE ROAD 
PALATINE, I LLINOIS 60067 

ATTENTI ON f'URC IIASING AGENT 

"�uot ation Request l'1o I Dat e I 
Q - 1 5 3  l/2 2 / 6 � Page 7 of 7 _ , ''our 0uot at ; on No Cluot a: ion Due 

Febr uary 6 ,  1 9 6 8  

Item No. r-uant ity Description Unit Price Extension 

NOT E : A l l b i d s  mu s t  be ac c omp an i e d  
b y  a Bank c a s h i e r ' s  Ch eck o r  a B ank 
Dr a f t  mad e payab l e  t o  Harper C o l l e g e  
f o r  t e n  ( 1 0 }  pe r c e n t  o f  th e t o t a l  
amo u n t  o f  th e b i d s . 

B i d s  m u s t b e  r e c e i v e d  a t  th e B u s i n e s s  
O f f i c e  no l a t e r  th an F e b r u ary 6 ,  1 9 6 8 . 
B i d s  m u s t b e  i n  a s e a l e d enve l o p e  
i d e n t i f i ed w i th th e wor d s  " MACH INE 
TOOL B I D . " B i d s  wi l l  b e  o p e n e d  
We dn e s d ay , F eb r u ary 7 , 1 9 6 8 , a t  
l O : O OAM C e n t r a l  S t andard T ime . 

--

----- - ----- ---- - � - �- -------------------- - ------ -----L-------L----

THI S  I S  NOT AN Q}<.DE P. 

This is not an ord er. The right is reserved t o  accept or reject all or part of your offer. Please
submit your prices,  delivery, and terms on th is form for the it ems l isted above t o  be del ivered
F. 0. B. destination.  

__________ Certify that the art icl es ·.-; ill be d elivered or the serv ice rend ered as spe.:;ified above and that
shipment or performance \vill he macle ___ days after receipt of order except a s  otherwise ind icate d .
Date o f  "'uotat i.on Per 

Authorized Cfficial Title 



L

W I L L I A
.
M R A I N E Y  H A R P E R  C O L L E G E

3 4  W. PALAT INE  RD.  e PALAT i t� E ,  I l l iNOIS  6 0 0 6 7  e AREA CODE  3 1 2  3 5 8 - 9 1 00 

l .  Your quot at ion mmt be mad e. on t h is form .  

, 2 .
3 .  

S ign and t(;t urn original and reta in
dupl icate for your files.

Unsigned b ids  '-" ill not b e  cons id ered
4. G ive com plet e specificat ions for any

subst it ut ion offered . 

_ _1 5. Mark envelope "QUQ_'£ A TI ON" a nd mail t o
1.V ILLIA M  RAINEY HARPER C OLLEG E  

34 'H E S T  PALATINE ROAD 
PALATINE, I LLI NOIS 60067 

ATTENTI ON PURCHASI NG A G E NT 

'"luot ation Request No I �l- '·'our f"\uo� at ; on No : I Ouot aF.:eiobn rDuuea. r y 6 ,  Q - 1 5 4  ___ 1/2 2/ 6 8L Page _1 of _6=�-------- ----L-----.,.---'-'----;--1 _9 6_8 __ 

Item No. "uant ity  c Description Un_it_P_ri_c_e_1 _:x_te_n_si_on_ 
1 L a the , nume r i c a l ly co n·tro l l e d , wi th tur r  t ,  

fo r ·the o p e r a t io n s  o f  tur n ing , bo r i ng , 

d r i l l ing , chu ck ing , f a c i ng and th r e a d i ng , 

und e r  manu a l  an d tape co ntro l . 

'l'he m a ch i ne i s  to me e t  the fo l lowing g e n  r a l  
s pe c i f i c a t io n s : 

1 . Co nt inuou s p a t:h m a ch i ne too l wi t.h 
l ine a r  and c i r cu l ar i n t e rpo l a t io n  

2 .  S ix po s i t io n  i ndex i ng tu r r e t  und e r  
t a pe co ntro l arranged wi th coo l an t  

d i s tr ibu to r 

3 . Ant i - fr i c t io n  t a i l s to ck s p i nd l e  

4 . S p ind l e reve r s e  und e r  t ape co n t ro l 

5 . Co o l ant pump and t.ub i ng - - t ape 

co ntro l l e d . Coo l ant to be pro 

vided to c a p a c i ty o f  s y s tem . 

6 .  Re s e rvo i r  type pan 

7 .  Tape fo rmat mu s t  be E . I . A .  S t and a rd 

8 . T ape mu s t  be e ight ch anne l E . I . A .
S t and ard 

9 .  Co ntro l s  mu s t  be so l id s t a te co n t ro L 

1 0 . S e qu e n ce numb e r  r e a do u t  3 d i g i t s
---- --- - -- - --- --· ------------- - -------- �---- �-------- -----

This is net an ord er . The right is reserved t o  accept or re.ject all m· part of your offer. Please
submit your prices ,  delivery, and terms oa this foim fo.t the it ems l i sted above t o  be delivered 
F. 0. B. de�tin�tt ion.  

_______ _ ____ Certify that the art icl es w ill be d d ivet<:d or the serv ic.e rendered as specified above and th:>t
shipment or performance w ill he m ade ___ days after receipt of ord er except as otherwise ind icated . 
Dare, of "uotat ion Per 

Authorized Cfficial Title 



,..-. 

REQUE ST FOR QUOTATION REQUE S T  FOR QUO'rATION 

W I L L I A M R A I N E Y  H A R P E R  C O L L E G E

3 4 W. PALAT INE  RD .  e PALAT I N E ,  I L L I N O I S  6 0 0 6 7  o A R EA CODE 3 1 2  3 5 8 - 9 1 0 0

L
'luot a t ion Request No I Dat e  I 

Q- 1 5 4  l/2 2/6 �  
Item No. �'uantit y  

INS'rRUCTIONS 

1. Your quotat ion must be mac k o n  t h is form .

I 2 . 
3 . 

S ign and r.:oturn original and ret a in 
d upl icate for your files.

Unsigned b ids  \vill not be comidered
4. Give complete specificat ions for any

subst it ut ion off.ored . 

_j 5· :tviark envelope "0UQ..T A �l_Qlf: a nd mail t o
1.</ ILLIAM RAINEY HARPER C OLLEG E 
34 W E S T  PALATINE ROAD 
PALATINE, ILLINOiS 60067 

ATTENTI ON PURC H A SING AGENT 

Of 6 .I '·'our r'uot at ; on No
Paae 20 

Descript ion 
I 0uota � ion Due 

February 6 ,  1 9 6 8  
Unit Price Extension

---------r------��---------------------------------------------------- ----------- ---------
1 1 . 
12 . 
1 3 . 

14 . 
1 5 . 
16 . 

1 7 . 

18 .

1 9 .  
2 0 .
2 1 . 

2 2 . 

2 3 . 
2 4 . 
2 5 .  
2 6 . 

Pho to e le ctri c tape re ader 
Data Input to . 0 0 1  inch
S peed and feed s e l e ction unde r t ape 
contro l 

z e ro o f fset 
Parity che ck 
Ho rsepowe r - 1 5 (minimum ) var i able
speed 
Swing c apac i ty 2 0  inch (minimum ) ove
bed - - 1 3  inch (minim- - m ) over cro s s
s l ide . Dimens ions ind i cate di ameter 
S pind le mounting : Rad i a l  J� ad 3 0 , 0 0 ( # 
(minimum ) - - Thrus t  Lo ad 14 , 0 0 0# (mi imum )
Cro s s  s l ide trave l - - 1 1  inch {minim1 m )  
S e rvo -Mo tor s  - - 3/4 HP . (min imum ) 
Feed range . 1  inch per minute to 1 5  
inch p e r  minute (minimum) 
T�averse  rate 1 2 5 inch per minute 
(minimum) 
Feed rate override 0 to 1 0 0% 

Air operated tail s to ck 
Between cente r s  5 0  inch minimum 
Re so lvers  on e ach mo tion  with reso lut ion 
v alue of . 0 0 0 1  inch (minimum )

This is not an order. The r ight is reserved t o  accept or reject all or part of your offer. Please 
submit your prices, delivery, a nd terms on this form for the it ems list ed above t o  be del ivered
F. 0. B. destination. 

Certify that the art icles w ill be d elive�ed or the serv ice rendered a s  specified above and that
shipmeJt or pc:.rformance w ill be m <:de _ _  days after receipt d ord er except a s  otherwise irdicated . 
Date of "uotat ion Per 

Authorized Cfficial TitlP-



REQUE ST FOR QUOTATION REQUE S 'r  FOR QUOTATION 

W I L L I A M R A I N E Y  H A R P E R  C O L L E G E 

3 4 W. PALAT I N E  RD.  • PALAT I N E ,  I l l i N O I S  6 0 0 6 7  o AREA CODE 3 1 2  3 5 8 · 9 1 0 0

INSTRUC'r i ONS 
1. Your quotat ion m ust be made on th is form .1 2 . S ign ancl ret urn original and reta in

d upl icat e for your files. 
3.  Unsigned bids '.'f ill not be cons idered
4. G i ve complet e specificat ions for any

subst it ut ion offered . L _j 5· Mark envelope "9UOTAT_!_ON�: and ma il t o
'.vlLLI A M  RAINEY HARPER COLLEGE 
34 VJ E S T  PALATINE ROAD
PALATINE, I LLI NOIS 60067 

ATTENTI ON F'URCHASING AGENT

-----------------.--------.-------------r-------------------�--------------------------

__ "_uot:�o�p:.;;;:� .... :�c-s_t -1'1-o-!.-.jl=...�'-a!:! :;e_:;2:.l,/_:6:;;.:) J::t.-_Pa_:g:..e..::�=;....o_f...:::::::6=.L. I_'_/ o_u_r_0_. u_o_t a_t_;.o_n_N_lo----..l-.0-u-=�::...t a.:::�.:;�;..::���::::::::e.:::r..�-Y ...:6';:..!...' --;:1::.:9::..6::::..:::::8 __ 

Item No. ruant ity  Description 
2 7 . Thre ad ing under tape contro l 1 inch 

l e ad (maximum ) , 10 inche s l ength 
(minimum ) 

2 8 . Ini t i a l  Too l s : 
Too l Ho lde r s : 1-open s lo t  turning 

1- c lo sed s lot turning 
1- extended turning 
1- fac ing 
2 -Boring 
1-Dr i l l ing 

1- Chu ck 12 inch 3 j aw-Unive r s a l  
1- Chu ck 1 5  inch 4 j aw- Independent 
1- s e t  too l b i t s  ( 2 0  1 x 1 shank 

indexab l e  c arb ide s u i t ab l e  to 
per fo rm a l l  functions mach i ne 
i s  c apab l e  o f  do ing . ) 

1-Live cente r for head s to ck 
1-steady re s t  1/2 inch to 6 inch 

Unit Price 

10 Bor ing b ar s (B ar d i ame ter 3/8 , 3 /4 ,  
1 - 1/4 , 2 ,  3 ( 2  e a ch )  inch inc lud e 
10  add i t io n a l  too l b i t s  per bo ri�g 
bar s i ze . ) · . .  · 

2 0  �urning too l s  O . D . (Turning too l 
inserts to fit  abo ve too l ho lderls . ) 

2 9 .  Compute�-
po s t  pro ce � s o r  fo r IBM- adap� 

THI S  I S  NOT A N  ORDE R 

This is not an order. The right is reserved t o  accept or reject all or part of your offer. Please
submit your prices,  delivery, and t erms on this form for the it ems l isted above to  be delivered 
F .  0. B. destination. 

Extension 

-·-'------

Certify that the art icl es u ill be delivered or the serv ice rendered as specified above and that 
shipment or performance \vill be made_. __ days aft er receipt of order except a s  otherwise ind icated . 
Date of "uotat ion Per ---

A uthorized Cfficial Title 



REQUE ST FOR QUOTAT ION REQUE S T  FOR QUOTATION 

L
'luot ation Request J'.lo 

___Q- 1 5 4 __ 

Item No. ruant ity  

W I L L I A M R A I N E Y  H A R P E R  C O L L E G E

3 4 W. PALAT I N E  RD.  o PALAT I N E ,  I L L I N O I S  60 0 6 7  o AREA CODE 3 1  2 3 5 8 - 9 1 00 

INSTRUC'riONS 
l. Y o ur quotat ion must be mad e on this form .1 2 . S ign and ret u rn  original a n d  r eta in

dupl icate for your fil�s. 
3.  Unsigned bids ':f ill not be  cons idered
4. G i ve complete specificat ions for any

subst it ut ion offered . 

_j 5· Mark envelope "9U<;?_TATION" a nd ma il to
�t.J!LLI A M  RAINEY HARPER C OLLEG E 

34 V/ E S T  PALATINE ROAD 

PALATINE, ILLINOIS 60067 

ATTENTI ON f'URC HASING A G E NT 

Your C"uot az ; on No 0uot ai ion Due 
February 6 ,  1 968  ·--------------�-

Pane 4 of 6 '-' - -

Descript ion Unit Price Extension 
--------------------------------------------------------- --------

3 6 0/3 0 mus t  be furnished in t ab c ard 
form compat ib le to owners IBM 3 6 0/3 0 
with 6 5 K s to r age 

3 0 . Paint - IBM 3 6 0 B lue (ename l or l a cq-�er )  
3 1 .  A te s t  t ape mu s t  be pro vided to te s t  

a l �  t ape o pe r a t i o n s  o f  the m a ch i ne 

3 2 . Vendo r  to b are a l l  co s t s  o f  i n s t a l l a - io n  

and d e l ivery , i n c lud i ng a l l  f r e i gh t �h arge s , 

e l e c tr i c a l  conne c t io n s ,  a i r  conne c ·t i  p n s  

and l e ve l i ng i n  ro om 18 5 ,  E lk Gro ve Iigh 

S choo l ,  E lk Gro ve Vi l l ag e , I l l ino i s . The 

mach ine too l i s  to be ful ly i n  o pe r a  i ng 

o rd e r  a s  pre s ented to owner i s  requ i ed .
An In-S ervice tr a inn i ng by ve ndo r to 
o��er o n  mach i ne operation at owne r '  5 
lo c a tio n prb r to a c ceptance o f  m a ch i 1e 

by owner . Exp l a i n  in an attached st t e 

ment . 
3 3 . S e rvice : Ind i cate where s e rvice wi l 

o n  a l l  p a r t s  o f  mach in�.· Ind i c ate t pi c a l 
current s e rv i c e  ch arge s .  (B e  comple t� . ) 
I nd i c a te co s t  o f  s ervi ce co ntra c t . nc lude 

s e p a r a t e l y  trave l ch arge s .
------ ---�- --- ------------------ -----------'-'----· ------ '-----

THI S  I S  NOT AN OHDE F<.

This is not an ord er. The right is reserved t o  accept or rej8ct all or part of your offer, Please 
submit your prices, delivery, nnd terms on this form for the items listed above to be del ivered
F .  0. B. dest ination. 

______ Certify that the art icl es w ill be delivered or the serv ice rendered as specified above and that
shipment or performance will be macle __ days after receipt of order except a s  othcndse ind icated . 
Date of '"'uot a t ion Per ----

A uthorized Official 
---- - ---

Title 



REQUE S T  FOH QUOTAJ'ION REQUE S T  FOR QUOTATION 

W I L L I A M R A I N E Y  H A R P E R  C O L L E G E

3 4  W. PALATI I� E  R D .  e PALAT I N E ,  I l l i N O I S  6 0 0 6 7  e AREA C O D E  3 1 2  3 5 8 - 9 1 00 

INSTRUCTION� 
l. Your quotat ion must be mad e on th is form .1 2 . S ign a n d  ret urn or isinal and reta in

dupl i cat e for your files.
3. Unsigned b ids  •:< ill not be cons idered
4. G ive complet e specificat ion> for any

subst it ut ion off cred . L _j 5 .  lviark envclope " Q UOTATI ON" a nd ma il t o  
1.v iLLIAM RAINEY HARPER C OLLEGE

34 V! E S T  PALATINE ROAD 
PALATINE, ILLI NOIS 60067 

ATTENTI ON PURC H ASING A G E NT 

0uot at ion Reques� ]'lo I Dat e I 
Q - 1 5 4 l/2 2/6� ---

Page _ 5 of 6 
_I '·'our ('uot at ; on No Ouot a c ion Due 

F ebruary 6 ,
Item No. ruantit y Description I Unit Price 

---------r--------�---------------------------------------------------1-----

34 . De l ivery and ins tal l ation comple ted 

by : June 1 ,  1 968 . 
3 5 . Cond i t io n : A new and/o r  demons trate 

mach ine may be b i d . E i th e r  mu s t  mee 
s pe c i f i cations . Demo n s tr ato r  mus t  
c arry a new machine warranty . 

3 6 . NOTE : a .  Do No ·t Incl ude S a l e s  T ax 
b .  Attach de s c r iptive l i terdture 

fo r ma ch ine and co ntro l 
c . Item 3 1  j s  to be te s ted py 

vendo r in front o f  owne r 

be fo re mach ine wi l l  be a c cepte d . 

Any exceptions o r  explanations to the ab ve 
mus t  be l i s ted i n  nume r i c a l  o rde r ,  wi th 
numbers ident i c a l  to the i tern be i ng exp h , i ne d , 
o n  a s eparate attached shee t  o f  pape r . 

For A
.
dd i t ional  Info rmation Contact : 

Mr . H .  CUnn i ngh am ,  As s is tant Dean 
Wi l l i am Rainey Harpe r Co l lege 
5 10 We s t  E lk Grove Bou l evard 
E lk Grove Vi l l age , I l l i no i s  6 0 0 0 7  

___ ___ __.___ ___ _____ (3 1 2..}___1_3 7  : 7 0 0 0  Ext . 3 1  
THI S I_§. NOJ�_AN Op.DE l� 

This is not an ord er, The right is reserved t o  accept or reject all or part of your offer. Please
submit your prices, delivery, and t erms on this form for the item; l isted above to be del ivered
F. 0. B .  destination. 

1 968  
Extension 

-·----

Cert ify that the art icl es w ill  be d eliv ered or the service rend ered as specified above and that
shipment or performance will be m ade __ days after receipt of ord er except a s  othenvise ind icated . 
Date of '"'uotat ion ____________ _ Per 

----- ·----- ----

Authorized Cificial Title 



REQUE ST FOH QUOTAT ION REQUE S T  FOR QUOTATION 

W I L L I A M R A I N E Y  H A R P E R  C O L L E G E

3 4  W. PALAT INE  R D .  o PALAT I N E ,  I L L I N O I S  6 0 0 6 7  e A R EA C O D E  3 1 2 3 5 8 · 9 1  0 0  

I NS TRUCTI ONS --------

F l .  Your quot at ion must be mactc on th is form .1 2 . S ign ancl return original and reta in
d uplicat e for your files.

3 .  Unsigned b ids  w ill not be cons idered
4, Give complete specificat ions for any 

subst it ut ion offered . L _j 5. Mark envelope "OUOT A 1]_9_!'!:: a nd ma il t o
1/VILLI A M  RAINEY HARPER C OLLEG E 
34 V.J EST PALATINE ROAD 
PALATINE,  ILLI NOIS 60067 

ATTENTI ON PURCHASING AGE NT 
-------------.----·--.----------r-----------------r-------------------- -

__ "_u_o_�-�-i�_ns_ .. R_;_q_u_c_st_J_'lo-..!...l lt"_/_�_t ;_;_6_8_t31 __ P.....:ag::..e-==6==-of_· ..::6=--=-'"--�-' o_u_r _0_. u_o_r a_t-; 0_n_l_�_o ___ .-J1_0_u_F_�_'b�or_n_J_)�-�_Y __ 6_'_,1_9_6_8 
__ _ 

Item No. �"'uant ity  Descript ion Unit Price Extension 
---------r--------��---------------------------------------------- r---------- · ---�-----

Fo r Ident i fi c ation Purpo s e s  Only : A 
machine equiva l ent to Lodge and Sh ipley 
Numer i turn I I  would be a cceptable . 

NO 'I'E : Al l b i d s  m u s t  b e  accomp an i ed by 

a B ank c a s h i e r ' s Check or a B ank Dr a f t' 
mad e payab l e  t o  Harp e r  C o l l e g e  for t e n( 1 0 )  p e r c e n t  o f  th e t o t a l  amo unt o f  th e 

b i d . 

B id s  mu s t  b e  r ec e i v e d  a t  th e B u s i n e s s  
O f f i c e  no l a t e r  th an F ebr u ary 6 ,  1 96 8 . 
B i d s .  mu s t  b e  i n  a s e a l e d  enve l op e  

i d e n t i f i e d  wi th th e wor d s  " MACHINE 

TOOL B ID " . B i d s  wi l l  be op e n e d  
Wedn e s d ay ,  F ebr u ary 7 ,  1 9 6 8 , a t  1 0 : 0 0 AM
C e n t r a l  S tandard T im e . 

--------- ---------•------------------------------�--------------------L-----------1�------ -

This is not an ord er. The right is reserved t o  accept or reject all or part of your offer. Please
submit your prices ,  del ivery, and t erms on this form for the it ems listed above to be del ivered
F. 0. B .  dest ination.  

Certify that the art icles will k d eliv ered or the serv ice rendered a s  specified above and that
shipment or perform ance will b ,o m adc ___ days after receipt of ord er except a s  otherwise ind icated . 
Date of 0Uct at ion Per 

A uthorized Cfficial Title 
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Ag;t"iculture 
BOARD OF VOCATI ONAL EWCATI CN & ?.E.P.f..3I LITATI O:{ 

Vocational and Te ch n i cal Ed�cativ� Divi s i o n Guidance 
' ·  

u 
0 
0 
0 
D 
0 

405 Centenn:al E�ildi ng 
Spri ngfielu 62706 

REQUEST F O.R A PP:�OVAL 

OCCU PATI WAL PR8GPJJ.; 

. �'"" ,. !" 1 V E ;-.Real th 
R ·- \... (; 1 I I.)  � 

Home Economics 

)' AR 1 3  19[ � Trade & I ndustrial
' 

' · o  I Te�n_i_c_al�--------�-l 
I nstitut i on Wi l l i am R a i n ey_g ar-:Je r_ Co .=.l.::l..;:c_.,o;..:e_. ------ · ;:'listri ct No . 5 1 2 

P a l atine City ---------------------- Co;;.nty __ c_'o_:..>_�_·c __ 

Lo cation of I nstructi on Center 5 10 "d .  E lk G rove B l vd .  
• 'E lk Grove Vi l l age , III. -

Area.-Secooda:cv 
Post-Secondary 

Item · No , Quan
tity Unit Cost 

I .  
Cost � 

l .  1 

2 .  1 

3 .  l 

4 .  1 

5 .  . ... 

. 

?om VE 10 

Nume r i c al Contro l led Lathe ( s ee 
spe c i f i c ations ) and acce s sories 

Nume r i c al COntro l led Ve rtical Mi ll in� 

Machine ( s e e  spe c i f i c at io ns ) and 
acces sories 

� 5 6 , 0 0 0  $ 5 6 , 0 0 0  

3 9 , 0 0 0  3-9 , 0 0 0  
-

F l exowr iter with t ab  c ard to numeric1i 
contro l t ape and conver s ion . � . soo 8 , 5 0 0  

• 

Pre s e t  too l devi�e { s e e  s pe c i f i c atio x s )  
. , -:.  · - .. 

5 0 0  · .  5 0 0  . - 0 

Nume r i c al contro l l e d D r a fting Mach inE 
48 x 60 Table Buffered Input (Add itic nal 
use wi l l  be in Me ch an i c al D e s ign Tee -
no logy and Archite ctur al Te chnology . 5 1 , 0 0 0  5 1 , 0 0 0  

Paee one of  � �u�es 

-

--�----�------- -------------.��--�------------�----�----------�·� -· · . · · � . . .. 
tI 

. J  

I 



I -:- c;:. 

F 
It<;:n Unit Cost · · �  Cost .. \ V ., 

6 • . calcul ato r-E l e c tron i �s o r  att aclli:nents 
to our · current c al cu l ator 2 , 100 2 , 10 0 

I 
I 7 .  / . 5 0  End Mi l l s  ( a.s sort.r..ent)  face mi l l s 17 8 5 0 

I I a .  2 Vic e s  - 8 "  3 50  7- 0 0  

9 .  l Grid Pl ace ( 2 0  X 4 0 )  + . 0 0 1  9 0 0  9 0 0  

I 
1 0 . 1 Bo l t s , c l amps , end s tops 2 7 5  2 7 5  

11 . 2 S e ts He ight B lo ck s  100 1 ;% () 0  I 
' I 

12 ·, 2 S e ts Letter Drills 45 9 0  

13 . 2 S e ts Nu1ners Drills  45 90 I 
I I I ·  I 

14 . 2 S e ts Fr �ction ·nrills . 17 5  3 5 0  

15 . · 2 0 Re ame rs ( as sortment) . 10 2 0 0  

16 . 6 Se ts Taps ( 8  s iz e s )  #6 thru . l/2 5 0  3 0 0  i .  
( 3  . s ets s t andard ) 

( 3 s e ts h igh s p i r i al )

17 . l Tape s to r age 110 110 

18 . l Hand T ape Winder 3 0  3 0  

19 . l T ape Spl icer 2 5 0  2 5 0  
. 

2 0 .  1 Spec i al tab c ard file 3 2 5  3 2 5  

· . · ·  . . · 



I -;; e::�
:�o . 

I 2 1 .

I 
I II I 
I I 
I I I 

. 

9-66 

Quun-ti ty_ 
1 

I 

I -.e::. 

Strobo s copic l ight with 

. Unit Cost Cos t 

s peed contro l 1 , 0 5 0  1 , 0 5 0  

' 

I 

I ! 

I 
GRAND TOTAL -· Sl.§?.;.c 8?0 . n o

I l i 
j 
J 

Prior approval) for purpo s e s  of reimburs ement from vocat i onal and 
t e ��ni cal funds J i s  reque sted for purchas e  of the aforementioned
items of equipment . Thes e  items are i ntended primari ly for . 
i ns � ructiooal purposes  i n  occupational programs and are not being 
funded from other federal/s tat e agenci e s . 

* * 

-;(/}!tf ( �  President or Superinte�dent Date 

* * * 

Approval i s  hereby grant ed for pur chase of the above items for i nstructional
us e in occupational programs . Reimburs ement from vocational and te chnical
funds 'W'ill be provided at the :rate of / . .  /(" &--of the actual purchase price . ··

/1 /�1 :- - �;:_ .v;- ,, , I r .  

. - - - - - - - - -----....-�. ,..,., .----- --------.....-.......--....------ .... --,.-.-----r:o----,---
i • ..  {; ' 
f 
� 
� 
f 



I V . S UMMARY : ----

Th e p o o r  r e ,:, p rm s e  t o  o u r  b uJ r eq tl e s t� s  i s  i n  p a r t d ue 

t o  t h e  ex t e n t  o f  th e s oph i � t i c a t i o n  o f  the e q u i pme n t  

r equ i re d , s o f twa r e  � a c� �p . s i z e  ( too larg e o r  t o o
s ma l l  i n  compa r i s o n  t o  wh a t� s ane o f  th e c o�np an i e s  

c o u l d  s upp l y )  and d e l 1 v e r y . 

Cop i e s  o f  the b i d s  r e c e i v e �  �e r e  r ev i ewed b y  Mr . 
C u n n i n gh am and h i s  ad v l s o r y  c omm i t te e . A c o py o f  
th e i :r  r e p o r t .  i. s  a t L ac h e d . •,2 u. e s t. i on s  c o n c e :::- n i n g  
th i :3  r e p o r t  c'l �� ;; ] ; ,__:.. .f<. l �. I <:::"/>/ tT J  :c c c c,mmend i::l. t i o n w i l l 
b e  an s we r ed Mr . c unn i n g h a m . 

Th e adm i n i s tr a t i on r e c o mm e n d s  th a t  the B o a r d  of 
Tr u s t e e s  awa r d  th e c o n t r ac t f o r  t.h e n um e r i c a l l y 

c on t r o l l ed l a th e  and ac c e s s o r i e s t o  Lodg e dnd 
Sh i p l ey f o r  a to t a l  s um o f  $ 5 6 , 7 3 1 . 00 .  Th i s
amo u n t  i s  $ 7 , 2 2 1 . 0 0 l e s s  th an tl1 e i r  q u o ted pr i c e

b e c a u s e  we ar e d e l e t i n g  i t em 2 7 , th e t h r e ad i ng 

und e r  t ape c o n t r o l  ( $ 5 , 0 7 6 . 0 0 )  an d i t em 3 3 , th e 

s e rv i c e  c on tr ac t ( $ 2 , 1 4 5 . 0 0 ) . 

Th e ab ov e t o t a l f i g u r e  i nc l ude s d e l i ve ry and 
i n s t a l l a t i o n  ( $ 1 . 0 6 0 . 0 0 } wh i ch i s  n o t� r e i mb u r s ab l e  

a n d  m u s t  b e  p a i d  o u t  o f  d i s t r i c t  f und s . 

rrh e adm i n i s t r a t i o n r e c onm,e nd s th a t  th e Board o f  

T r u s t e e s  awa r d  th e con t r a c t  f o r  the n ume r i c a l l y  
c o n t r o l l e d m i l l i n g  mach i n e  and ac c e s s o r i e s to
w .  Lundmark , I n c . f o r  a t o t a l s um o f  $ 3 9 , 9 7 5 . 0 0 .

The above to t a l  f i g ur e  i n c l ud e s  d e l i v e r y  and
i n s t a l l a t i o n  ( $ 7 50 . 0 0 )  wh i ch i s  not r e i mb u r s ab l e  

and m u s t  b e  p a i d  o u t o f  d i s t r i c t  f und s . 

dmm j m  

5/3/6 8 



A ttendance :

f'0bruaxy 14 , 1968 

1 L  s .  M\�skat , John Z.!ccarthy , Richarct. oavis t' 
Harold c. Cunningham 

The attendees t..re r.e distribt1.ted a l l  inforrnat.ion 'that was sub 
mi t·tec:i wi ':h the bids fer a Numerical Control x,athe and a 
t�:uuer i cal Cont.ro l J.iil l .:l.ng uac..l!ine . 

Results : The comm.:d::tee recommends the pux·chaae of the Lodge 
& Shipley Lathe and the purchase of a Cin.timat.ic Macll .:ini119 
Cf1nter (; aa p�lr bi.d speci fication s �>  with th� fol lowing condi
tions : 

1 .  Numerical Control La·the 

'i:ihere· was a co nsensus that. the ,n., 1 t:e oi the me>.chining 
� )id. "�.�JUS wn l l  \0..·-:-,rth t:he price . There �r1as a suggEustion 
·;:hat a condi\ : i.on be mad9 on ·the!: ·i:oo l s " t·.h at ·the}" muet
=:i.·t tl..e mu.ch ine .

; ddL::i.onaJ.ly ,.. the fol lowing iteril.H �le l: -� <1iscusaed : 

J l ..  �le shoE..� l d  rer:;l:Uixe goc:d documen t;:r tiolf o:c ·;·.hose 
=� terns en th e bJat tape . :ae:"7ore ·the machi:!1e is 
.�n� "Cnl lec1 e" .. wry detail should he clearly spel l€d 
ou·t:. . 

3 3 . Is the se:-_·v:i. ce ·that is ind.ie'!&.tcd the Service 
cont:��.�c t beyond th 9 \t:arr<m�y pt:'�: it \d? Doe$ 
n::ovi! �IJ t.h ·-� macl"·. ine vo id th. e  �-\? ;·, r:--� auty? 

�; '2 . l:Yo -t·e ".-:h 2.t the J1lJ.:" ch i.ne shou ld be hooked to wh at-
E"JVCJ":" .-:;o· re i� located in th.� I· d.gh school including
<::.1 _  i. : i:: r l. ::. uro t.h a t  is required by a J. l  e:d.stin.g c :>des .. 

I I ., Numa.r �.c � • l  CcntY:o1 Mi- l l i ng Mach ine 

l t.."l-torongb d is cu s s i'" \ C;)mparing t.ha t ·  o mi l l ing mach ines 11 

·t:he Ci.ntiJna·C. i c  and the Pre tt & Wh i tne:rll' concluded t.b. u�
the spec:Ll:ica-t ions \Je r e  general enough. so that no bidders 
need be e; :clud.ed . 



Page 2 , t;ruzner i c a l  C:>n.tro l 
February 14 , 1968 

C;)mpar � son of the two ro :1ch ines by i tem : 

I tem Jt 

12 20 >'.  40 tab). -9 .. ,. " , - . .. . . , .. .. .  " HfHB t  because of 
d<:">uble aet-u.p 

14 Dc.J � • n  ·. t matt� .!'r 

2 1  

2 2  

2 5  

3 1  

Re adout o f  both . " . .. . .  , . . .. .  t; Hit ·- ver.y 
X and Y 1 r. !portant 

Air c.;.)nditione·l .. .  � � .. .. , .. .. . .  N<! eded for 
a< :curate work 

Doeen " t matter 

Not avai l abl � ,  nor de
bugged 

3 .:lays - 2 p<·�o ;>la p cogxat.fil'!lirg 
4 d ays 1 pe r ron ma !.nten anc:e 

Ok ay 

3 2  Doean " t matter 

3 3 Cbieago . � .. o • , ., • • • •.  � • � .. ,. • • " Better 

34 Doesn ' t matter 

Pratt & Wh 2. tney 

Doeam " t ha'· 8 - eet 
l ight goes on only 

Net air C.'O l ·di  t . .ioned 

Not "WOrkinr' � nor 
debugged 

�\:'raining a t  location 
5 days - nv• intenanae 

Time not ir.,:ticated 

Add i t ion :.t l  t."'nside ::at i o ns : Cint i.matic h as better depth controL 



Page 3 . NUmerical COntro l 
February 14 . 1968 

It is important th at we stipul ate that the post procoeaor should 
conform with Department of Defense and will be furnished on 
indicated date by supplier � Five thousand doll�s ($5. 000) wi ll
be held out from payment until del i very and checkout. of poat 
processor a3 to performance of all mach ine operations that the 
progrcun is capable of doing .. A sample part program will be 
written by the customer to dtlee.lcout t.he mach.ine operat.ions
and functions . 

Although a t<4odal c:: T2sr�.-...�-O-I'>lat::.ic machine was net bid, it waa 
thought that �. comparison bet."WEian that machine and the CintiYna·tic 
should take p 'L ace . The M)del c ie a l arger machine and mo rE· ·�:':\'7JE{ !l':.-� 
rable to the Cint.imatic . Based ttp:�n l ist:. prices it. was found thc;tt 
the Cintim.at!.c should be app:coxim.at:ely the same price and tlt.arefore.
it would be of no advantage to throw out the current bids and aak 
for a re-quotatton . 

HCc:/lcs 



DEPARTME N T  OF H EALTH , E D UCAT I O N , A N D  WELFARE 
Offi c e  of Edu c a t i on 

. MON T H LY C O N S T R UC T I O N  REP ORT 

A .  Pro jec t 
Nu mber3 - 5 - 0 0 0 9 -0 
S ta t e  
Code No . 2 3 

__;;;;,..;;._ _____ -I 

B · ��ft1 L )at\'� R A I N E Y H A R P  E R C 0 L L E G E
C .  Loc a t i o n  Code Ac t ion E - 2 -==--==---------� 1 5 0 1  S .  Ro s e l l e  Rd 

P a l a t i n e ,  I l l . N u m e r i c  
Da t e :  0 5 / 0 3 / 6 8

1-D-.--D-e-sc-r-i p-t-i o_n_o_f_P_r_o_j e_c_t ____ �------------ --------1 Mo ./Day/Y� r 
(Mo . :  01 to 1 2 ) 

6 B u i l d i n g s  o f  N e w  J u n i o r  Co l l e g e  Cam p u s ( Day : 01 to 3 1 ) 
(Y� r :  68 to 99) 

{Arc h i tec t comp l etes th e above 
E .  R eport  N o . 7 For  Mon th of Ap r i l , 1 9  6 8  box) 

Con trac t No . 

I B A No . 
7 4 - 9 5 - 0 1

. ......._ 

-------------- ---------------- -----

F .  S ta tu s  of Constru c t ion  by P r i m e  Contrac t  (s)
As of Da te of Vi s i t  

Con trac tor · S tart  
Date (Ac t . )

Co r b e t t a  Co n s t r u c t i o n  C o . 1 0 / 2 3 / 6 7 

S c h edu l ed 
Comp I et i.,o n

7 / l / 6 9

% Al l  P r i m e  Con tra c ts 

% Ti m e  % Work 
E l apsed Comp l eted 

3 0 % 1 5 %

1 5 % 

G .  Summary of C h a n g e  Ord ers App roved S i nc e  Last  Report (Atta c h  Copy of Eac h  Change Ord er) 

Contra c t  No . c . o 
No . 

D esc r i p t i o n  

N O N E

Con tra c t  
Cost C h g . 

New N et 
Amou n t  



H .  Genera l desc ription of overa l l  progress i nc luding deta i l s  as to fac tors con tribu t ing to fa i lu re to meet 
consl ru c tion sch edu l e . 

L a t e s t M BM u p - d a t e i n d i c a t e s  a p p r o x i m a t e l y  1 0  d a y s  b e h i n d s c h e d u l e f o r t h e
;"""""' e n t i r e  p r o j e c t . 

We a t h e r : G e n e r a l l y  g o o d

I .  Bri ef l y  d escr ibe  correc t i v e  act ions by th e con trac tor {s) to correc t d iscrepa nc i es noted i n  you r l ast report . 
If correc t ive act ion not taken , g i v e  exp l a na t i on . 

N O N E  

r Bri ef l y  d esc r ibe work be ing  performed a t  t i m e  of lvfslt/.1 r e p o r t .

P o u r i n � c o n c r e t � f r a m e s  a n d  � e t t i n g  p r e c a s t  u n i t s o n  a l l b u i l d i n g s . U n d e r g r o u n d
e l e c t r 1 c ,  p l u m b 1 n g , a n d  h e a t 1 n g w o r k  p r o g r e s s i n g o n  s c h e d u l e .  

Ro u g h  s i t e wo r k  a p p r o x i m a t e l y 60% c o m p l e t e .

0 5 -0 3 -6 8  
Da te 

1 .  Th is  form i s  to b e  comp l eted i n  ori g i na l  a nd two c op i es . The ori g i na l  a nd on e copy sh a l l  b e  forwarded to 
· th e OE Distric t  Engi neer .

If add i tiona l space is req u i red to comp l ete i nformation or to fu rn ish comments , a ttach  add i tiona l sh eets .

INC . 
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4 . 0
INTRODUCTION 

Every co l l ege needs a de finitive statement of  personnel 
pol icies in order to provide per sonnel practices and pro
cedure s that are commonly appl ied and under stood by al l 
staff members . 

The c l as s i fi ed personnel manual ' s  pr imary function i s  to 
convey pol icy in format ion to the c l as s i fied staff . 

Some of the guiding concept s in the development o f  this 
manual are : 

1 .  The need t o  deve lop a classi ficat ion o f  po s i
tions by common descr iptive titles that wi ll  
al low sal aries to  be equ itably appl ied and 
aid in the recruitment of new staff members . 

2 .  The need for a standard pay pl an that provides 
for equitable s al aries  b ased on sat i s factory 
per formance . 

3 .  The need for an effective evaluation program 
that measures j ob per formance as a parti al 
bas i s  for sal ary increases , as a method for 
awarding promot ions , as a method for improving 
employee per formance , and as a method for 
test ing the effectivenes s  of  the recruitment 
proces s .  

4 .  The need to be sensitive to the c l a s s i fied 
staff ' s  concerns by forming an el ected 
c l a s s i fied committee to act in an advi sory 
capac ity to the Dean of Bus ine s s . 

5 . The need for a spec i fic statement of  fringe 
benefits and conditions related to employment 
that de scribes the re spon s ib i l ity and rewards 
of employment at HARPER COLLEGE . 

Thi s  manual has been compi led based on information gath
ered from community col l eges , a recent survey o f  col lege 
and univers ity per sonnel pract ices , several research 
studies on personnel practices, and in consultation with 
the c l as s i fied staff . 

I n the future thi s  manual wi l l  be amended to meet the 
needs o f  the c l as s i fied staff and HARPER COLLEGE . 

W i l l i am  J . Mann 
Dean o f  Busines s 



4 . 1 . 1

IV CLASS IF IED PERSONNEL 

Area 4 . 1  - EMPLOYMENT PRACTI CES AND PROCEDURES 

4 . 1 . 1  Recruitment 

1 .  General Qual i fic ation s 

In order to qual i fy for a pos ition with 

HARPER COLLEGE , a prospect ive employee must 

meet the di strict ' s  min imum standards o f  

knowledge and ski l l  for a part i cul ar j ob 

c l as s i fi cat ion . 

2 . I nitial I nterview and Screening 

Employment wi l l  be gained through an inter
view with the Dean of Bus ines s or one of his 

staff . Employment te sts are admini s tered 

for in itial pl acement in a j ob c l as s i fi c at ion . 

Appl icants become qual i fied based on the 

initial interview ,  exper ience , recommenda

tions from past employers ,  per formance on 

employment tests , and requirements of the 

work to be performed . 

3 . Final Placement 

After pre l iminary screen ing is completed , 

qual i fied appl i c ants are re ferred to the area 

in whi ch a pos it ion is  available . F inal 
employment is based on the immedi ate super

vi sor ' s  s e lect ion among the appl icants avail

able for the pos it ion . The Dean of Bus ines s  

wi l l  finalize employment by offer ing employ

ment at the appropr i ate s al ary level and 

c l as s i fication . Pre-employment procedure s  

wi l l  be initi ated a t  thi s  time . Al l pre

employment procedures as s et forth in thi s 

manual must be completed pr ior to the first 

day o f  employment . 

4 .  Non-di scr imin at ion 

It is the po l i cy of HARPER COLLEGE that no 
per son shal l , on the ground of race , co lor or 
national or igin , be exc luded from cons idera

t ion for or den i ed employment with , or be 
subj ect to di scr imination o f  any kind by the 
co l l ege di strict . 



4 . 1 . 1  Recru itment ( Cont . ) 

5 .  Employment o f  Rel atives

4 . 1 . 1

4 . 1 . 2

Employees from the s ame immedi ate fami ly wi l l  
not b e  employed to work in the co l l ege , 

except in unusual s i tuat ions as approved by 
the Dean o f  Bus ines s . Throughout thi s  manual , 
immediate family shal l be de fined as : hus

band , wi fe , chi ldren , mother ,  father , s i ster , 

brother , fo ster parent s ,  or any relat ive l iving 
in the immedi at e  househo ld . 

6 . Definitions 

a .  clas s i fied personne l  are de fined as al l 

employees other than ac ademic employee s  

who s erve i n  a non- academic capac ity . 

b . A " full-time c l as s i fi ed employee " i s  one 

who is regul arly employed and regular ly 

s cheduled for 3 0  hour s or more per week . 

c . A " part-time c l as s i fi ed employe e "  is  one 

who i s  regul arly employed and regularly 

scheduled for les s than 3 0  hours per week . 

d .  A " temporary clas s i fied employee " i s  one 

who at the t ime of employment is hired 

with a speci fied terminat ion date of le s s  

than one year . 

4 . 1 . 2  Employment 

1 . Personal Reference Check s  

References g iven by an appl icant wi ll b e  thor

oughly checked upon appo intment to the staff . 

Reference s  may be checked in advance o f  appoint

ment but only by permi s s ion and with ful l  know

l edge o f  the applicant that such i s  being done . 

Should any information be developed and veri

fied , through such r eference check s , that i s  con
trary to the conditions and/or personal qual i

fications repres ented by the applicant , the 

appo intment may be immedi ately revoked and the 

employee dismi s s ed . ( S e e  Appendix A . ) 



4 . 1 . 2

4 . 1 . 2  Employment ( Cont . )

2 .  Probationary Per iod 

Initial employment shal l be for a probationary 
period of 90 cal endar days unless  the employee 
has had previou s satis factory servic e  with 
HARPER COLLEGE . I f  at the end o f  90 days the 
employee ' s  work i s  s at i s factor� based on the 
performance report shown as Exhibit B ,  he wi l l  
be granted permanent status . Employees who 
started at the entry s al ary w i l l  be advanced 
to step one . Employees who started above the 
entry rate w i l l  not be g iven an increase . The 
college reserves the r ight , however , to ter
minate a probationary employee be fore the end 
of the 90 days , i f  his  work proves to be uns atisL

factory . I n  thi s  event no benefits accrue , 
except that the State Univer s ities Retirement 
System wi l l  refund employee contributions .  In 
addition , health or accident in surance claims 
filed for th i s  per iod wi l l  be val id . 

3 . Permanent Employee C l as s i ficat ion 

Upon sat i s factory complet ion of the probat ion
ary period , the employee shal l be classi fied 
as a permanent employee ,  e l ig ible for promotion . 

4 .  Prior Work Experience 

New employees may receive up to five years o f  
work experience credit , provided this experi
ence has been in a s ame or l ike j ob descr iption 
and at least part o f  the experi ence was obtained 
two year s  immedi ately preceding employment with 
HARPER COLLEGE . 

5 .  Employment Notice 

The fi scal year i s  July 1 through June 3 0 . 
Pos itions sh all be renewed annual ly . An employ
ment notice setting forth sal ary and c l as s i fica
tion wi l l  be i s sued to each employee by May 1 5  

o f  each ye ar .  The duplicate copy o f  the employ
ment not ice must be s igned and returned by June 1 .  

The employment notice i s  for informational pur
poses only and should not be cons idered a contract . 



4 . 1 . 2

4 . 1 . 2 Employment {Cont . )

6 . Loyalty o ath 

New employees shall be required to complete a 
loyalty oath in ac cordance with Section 3 0b o f  
the State o f  I l l inoi s Finance Act . 

7 .  Phys ical Examination 

I n  accordance with the I l linois  Public Junior 
College Act , new employees shall be required to 
have a phys ical examination before beginning 
work . The form is suppl ied by the col l ege and 
must be completed by a doctor l icensed to prac
tice medic ine in the State of I ll inoi s . The 
initi al phys ical and l aboratory fees wi l l  be 
paid for by the col lege up to a limit o f twenty 
dol lars . {X-rays are not included in thi s  
amount . Mobile x-ray un its v i s i t  local com
munities on a monthly bas i s  and provide thi s  
service free of charge . )  The co l lege may 
request a phys ical examination at any t ime 
during employment . 

8 .  Work Week 

The work week varies  depending upon the employee ' s
clas s i fication . The annual employment notice 
wi l l  speci fically define e ach employee ' s  work 
week . The normal work week con s i sts  o f  37� hours 
Monday through Friday . A fi fteen minute break 
in the morning and afternoon wi l l  be provided 
for ful l-time employees . Overt ime for c l as s i fied 
employees , i f  required , must be approved in 
advance by the appropr i ate supervi sor and dean .  
Overtime for Bui ldings and Grounds personnel , i f  
required , must b e  approved in advance by the 
Superintendent o f  Buildings and Grounds . 

I n  certain pos ition s , time demands are as sociated 
with the j ob and are accepted with initial employ
ment as a nece s s ary work ing schedule . Such work 
arrangements may include ass ignments in the even
ing , weekends ,  or combinations thereo f .  Because 
of  the nature o f  regi stration , al l HARPER COLLEGE
employee s  should plan to work extra hours dur ing 
each registration period . 



4 . 1 . 2

4 . 1 . 2  Employment ( Cont . ) 

8 .  Work Week ( Cont . ) 

In order to take advantage o f  the increased 
dayl ight hours dur ing the summer months o f  
June 1 5  through August 3 0 ,  the work schedu le 
wi l l  be modi fied to al low the normal work day 
o f  7� hours to end at 4 : 00 p . m .

9 .  Working Re lat ionships 

Each employee works under the direction of an 
individual or individual s in hi s or her divi
s ion or department . Thes e  individual s are 
charged with the respons ibil ity o f  directing 
the employee ' s  work and protecting the wel fare 
of each employee .

10 . Work Year 

a .  Ful l-time Calendar Year Employees 

Employed for the ful l work week o f  a min i
mum o f  30  hours on a twelve-month bas i s . 
Ful l-time cal endar year employees are 
el igible for al l employee and fringe bene
fits . 

b .  Ful l-time Academic Year Employees 

Employed for the academic school ye ar , 
( from two weeks before regi strat ion to 
one week after the close o f  the academic 
year ) and work the normal work week o f  
the department to which ass igned . The se 
employees are el igible for employee fringe 
benefits on a pro-rated bas i s  for time 
worked . 

c .  Part-time Employees on Regular Status 

Employed for less  than ful l-time ( les s than 
30  hours per week) with spec i fic work days 
in the department to which as s igned and on 
a nine to twelve-month bas i s . These employees 
are el ig ible for appropriate fringe benefits 
on a pro-rated bas is  for time worked . 



4 . 1 . 2  Employment ( Cont . )

1 0 . Work Year ( Cont . )

d .  Part-time or Temporary Employees 

4 . 1 . 2
4 . 1 . 3

Employed for a l imited period o f  time , 
paid on an hourly bas is and not e l ig ible 
for employee fringe benefits . 

4 . 1 . 3 Promotion , Trans fer , S alary I ncreases 

1 .  General Qua l i fications 

Promot ion or trans fer from one pos ition to 
another shal l be based on performance ,  ability ,
will ingness , and sen iority . 

2 .  S eniority 

I f - applicants are equally qual i fied except in 
seniority , the employee having the ear l i est 
date o f  employment wi l l  be appo inted . 

3 .  Promotion of College Employees 

Every e ffort wi l l  be made to advance quali fied 
employees to a higher j ob c l as s i fication , 
giving them pre ference over applicants not 
currently employed by HARPER COLLEGE . Vacan
c i es wil l be announced to the c l as s i fied staff 
by the bus iness office . 

4 .  Promotion or Trans fer Procedure 

Should an employee wish to be promoted or trans
ferred , such des ire should be connnunicated to 
the Dean o f  Bus iness in writing . 

5 .  Evaluation 

Real i z ing that employee performance may change 
over a period of time and that j ob performance 
needs periodic review , the fo l lowing procedures 
wil l  be followed for rating an employee ' s  per
formance .



4 . 1 . 3

4 . 1 . 3  Promotion , Tr an s fer ,  S al ary I ncreases ( Cont . )  

5 .  Evaluation ( Cont . )

a .  I n  the case o f  new employee s , the immedi ate 
supervi sor sha l l  complete an Employee 
Per formance Report ( see Appendix B) at the 
end of the 90 day prob at ionary per iod for 
submi s s ion to the Dean of Bus ines s .  

b .  E ach year by March 1 ,  the employees ' 
immedi ate supervi sors wi l l  submit Employee 
Per formance Report s concerning the per son
nel under the i r  supervi s ion ( see Appendix B ) . 
The Employee ' s  Per formance Report i s  con
s idered conf ident i al information by the 
admin i strat ion . S aid report wi l l  be fi led 
with the Dean o f  Bus ine s s  by March 1 5 . The 
supervi sor should s chedule a conference 
with each employee at thi s  t ime to di scu s s  
j ob per formance . 

c .  S al ary increases are not automatic and are 
subj ect to the evaluat ion procedur e . 

6 .  Annual Compens ation 

E ach c l as s i fied employee may be moved to the 
right one step in the steps to max imum column 
on Ju ly 1 o f  e ach year , providing the employee 
was employed prior to January 1 of that ye ar and 
s aid employee ' s  annual evaluat ion i s  s at i s fac
tory . An additional step may be gr anted i f  
unu su al c ircumst anc e s  warr ant such an adj ustment . 
( S ee S a l ary Sch edu le Appendix C . )  S al ary s chedu le 
steps are not automat ic . Al l employees , upon 
completing one ye ar in the last  step o f  the steps 
to max imum column , wi l l  be evaluated on a mer i t  
bas i s . 

I ncre a s e s  in annual compens at ion wi l l  be based 
on the annu al Employee Per formance Report ( see 
Appendix B )  and recommendat ion s from the appro
pr i ate supervi sor and dean to the Dean of Bu s ines s .
The Dean o f Bus ine s s  wi l l  prepare recommendations 
to the Pre s ident o f  the co l l ege based on the over
al l we l fare o f  the col l ege and prevai l ing s al ar i e s  
i n  other co l l eges and the local ar e a .  



4 . 1 . 3
4 . 1 . 4 

4 . 1 . 3 Promotion , Trans fer , S al ary I ncre ases (Cont . )

6 . Annual compens at ion ( Cont . )

Revi s ion s in the ex i s t ing c l as s i fi ed s al ary 
progr am ,  i f  requ ired , wi l l  be recommended to 
the Pre s ident of the Co l l ege by the De an o f  
Bus ine s s . I f  appropr i ate , the Pres ident wi l l  
recommend a revised s a l ary program t o  the 
Board o f  Tru s tees  for adoption . I f  accepted , 
the revi s ed s a l ary program wi l l  become Board 
pol i cy . 

7 .  Rec l as s i fi c at ion 

I f  an employee fee l s  that h i s  duti e s  and 
respons ib i l ities have changed , he should d i s 
cu s s  rec l as s i fic at ion with h i s  supervi sor . 
I f h i s  immedi ate supervi sor dec ides that a 
rec l as s i fi c at ion i s  warr anted , and with the 
approval o f  the appropr i ate dean , a letter o f  
recommendation should be submitted to the 
Dean o f  Bu s ines s .  The D e an o f  Bus ines s  w i l l  
con s ider the rec l a s s i fication i n  accordance 
with j ob c l as s i fi c at ion de fin ition s . I f  the 
rec l as s i f i c at i on i s  approved , or di s approved , 
the supervi sor w i l l  be not i fied by a l etter 
that sets forth the reasons for such action . 

4 . 1 . 4 I n surance Program 

1 .  Cost 

2 .

Becau s e  the Board o f  Trustees r ecogn i z e s  the 
need to protect a l l  employe e s  from the finan
cial e f fect of s er iou s  s i ckne s s  or acc ident , 
a comprehen s ive insurance program has been 
provided at no co st to the employee . ( The 
cost for dependents • coverage mu st be borne 
by the employee . )  

L i fe Insurance 

For employees  e arning les s than $ 6 , 000 per 
year , the coverage i s  $ 5 , 000 . For tho s e  
e arning i n  exc e s s  of $ 6 , 000 , the coverage 
equ al s the annual sal ary to the next h i ghes t  
$ 1 , 000 up t o  a max imum o f  $ 2 0 , 000  per ye ar . 



4 . 1 . 4

4 . 1 . 4  I nsurance Program ( Cont . )

3 .  He alth and Acc ident I n surances 

Upon empl oyment e ach employee i s  covered by the 
co l l ege ' s  maj or medi c al pl an . An employee ' s  
wi fe (hu sband ) and any unmarr i ed chi ldren under 
1 9  years of age may be covered by arr anging a 
payro l l  deduct ion with the accounting department . 
A handbook explaining the coverage in detail i s  
ava i l ab l e  from the account ing department . Ques 
t ion s concern ing cover age shou ld b e  re ferred to 
the account ing department .  

4 . I ncome Pro tect ion P l an 

Upon employment , e ach employee i s  covered from 
the f i r s t  day o f  an acc ident and from the e ight:h 
d ay for i l lne s s . Payment s are 6�� o f  the normal
week ly s al ary up to $ 14 0 . 00 .  The benefit per iod 
extends for a maximum of 26 weeks . Appropr i ate 
medical c ert i fi c ation s  wi l l  be requ i red . A hand
book expl aining the coverage in detail  i s  avail
abl e  from the accounting department . Questions 
concern ing cover age should be r e ferred to the 
accounting department .  

5 .  Workmen ' s  Compens ation Act 

HARPER COLLEGE operates  under , and is subj ect to , 
the prov i s ions o f  the Workmen ' s  Compen s at ion Act . 
I t  provide s for medi c al expen s e s  and part ial 
s al ary compens ation for acc idental inj ury c l aims . 

Employees who are inj ured dur ing working hour s at 
HARPER COLLEGE should immed i ately report the acc i
dent to their  supervi sor . Supervi sors wi l l  take 
steps to see that approved medical attention is 
secured and wi l l  obt ain the nece s s ary report forms . 
I t  i s  important that an o ffic i al report o f  the 
accident he initi ated , even i f  the inj ury does not 
seem to warr ant medical  attention . I f  compl i c a
t ions do en sue from the inj ury at a l ater t ime , 
coverage may be avai l ab l e . Que s t ions concerning 
coverage should be re ferr ed to the accounting 
department . 



Area 4 . 2  PAYROLL PRACTICES AND PROCEDURES 

4 . 2 . 1 P aydays 

4 . 2 . 1
4 . 2 . 2

1 .  Check s are d i s tr ibuted on the 1 5th and l ast 
day of e ach month for al l c l as s i fied personnel 
un l e s s  that d ay f al l s  on a hol iday or weekend , 
in which case  di stribution wi l l  take pl ace the 
ne arest preceding work day . 

4 . 2 . 2 Payro ll  Deductions 

1 .  U .  S .  S avings Bonds 

A deduct ion for s avings bonds w i l l  be made at 
the employee ' s  opt ion . contact the accounting 
department for further information . 

2 .  W ithho lding Tax 

F eder al t ax  deductions are based on t ax  tables  
and the number o f  exemptions an  employee has . 
The W-4 form completed by e ach new employee 
l i sts the number of exemption s . Should exemp
t ion status change , submit another W-4 form to 
the account ing department . 

3 .  S tate Un iver sity Retirement System 

E very per son who s e  employment i s  con s idered as 
permanent and continuous is  requ ired to partici
pate in the S t ate Univers ity Ret irement System 
e f fective the beginning date o f  employment . 
HARPER COLLEGE wi l l  determine whether employ
ment i s  permanent and continuous .  General ly ,  
employee s  work ing 3 0  hours or more per week are 
el igibl e . 

A person , other th an a student , who i s  employed 
on a temporary b a s i s  at one-hal f t ime or mor e  
i n  a pos ition i n  whi ch s ervic e s  are expected to 
be rendered on a continuous bas i s  for at least 
one school year is required to become a member
after one ye ar of such employment and may e l ect 
to become a member during the f ir st year . 
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4 . 2 . 2  Payro l l  Deduct ion s ( Cont . ) 

3 . S tate Un iver sity Ret irement System (Cont . ) 

A student who i s  enrol led and i s  r egu l arly 
attend ing c l a s s e s  i s  not el igible to parti c i 
pate , un l e s s  h e  i s  employed on a permanent or 
ful l-time bas i s . 

Normal retir ement contr ibutions o f  s ix percent 
of fu l l  s al ary are deducted from the e arnings 
o f  e ach employee . An addit ion al one percent i s
deducted for survivors in surance protect ion . 

I f  an employee termin ate s h i s  employment befor e 
age fi fty- five or be fore he c an qual i fy for a 
monthly ret irement annuity o f  at l e ast $ 3 0 . 00 ,  

he may e l ect to rece ive a lump sum r e fund o f  
al l o f  h i s  normal and survivors in surance con
tribut ions ,  inc l uding interest credits  to the 
date of termination . 

Further in format ion i s  avai l ab l e  in the Handbook 
o f  I n format ion o f  the S t ate Univers i tites
Retirement System ,  copies  o f  which are ava i l ab l e  
in the bus ine s s  o ffice . Que stions concerning 
coverage should be re ferred to the account ing 
department .  

4 . Wage As signment s  

Wage a s s ignment s  wi l l  b e  recogn i zed by the 
accounting department at the employee ' s  reque st . 

5 .  Garn i shee o f  wages 

G arn i shee o f  wages wi l l  be recogni zed by the 
account ing department in accordance with the 
l aws governing thi s  procedur e . 

6 .  Ho spital i z at ion , Health and Accident I nsurance 

The Bo ard of  Tru stees provide s  maj or med i c al 
in surance free of  charge for a l l  ful l - t ime 
employees . Employees  wi shing to h ave the ir 
dependents covered should make arrangements with 
the accounting department for the appropri ate 
payrol l  deduct ion . 



4 . 2 . 2 Payro l l  Deductions ( Cont . ) 

7 .  T ax- free  Annuity Progr am 

4 . 2 . 2
4 . 2 . 3 
4 . 2 . 4 

HARPER COLLEGE has avai l able a T ax She ltered 
Annuity Program for al l employee s  o f the col l ege .
Employees who partic ipate in thi s  program may , 
on a s al ary amendment b as i s , h ave a portion 
( up to 2 �/o o f  gros s  s al ary ) o f  the ir s a l ary 
inve sted and paid into the annuity progr am .  
The annui ty wi l l  return the employee ' s  inve stment , 
plu s intere st and dividends , on a monthly bas i s  
a t  the end o f  the determined program ( 2 0 ,  2 5 , 3 0  
year s , etc . ) . The advantage to thi s  particul ar 
pl an i s  that the amount inves ted in the annuity 
is deducted from the gro s s  s a l ary and the 
employee doe s  not have the current federal incorne 
t axes deducted on th i s  amount . Que stions con
cern ing cover age should be re ferred to the
account ing department . 

4 . 2 . 3 Payro l l  Adj u s tment s  

1 .  Change s  af fect ing an employee ' s  payro l l  check 
wi l l  be recogn i zed by the accounting department
i f  the in formation i s  provided and received in 
wr it ing at l e ast ten day s  pr ior to payday . 

4 . 2 . 4  Overt ime Po l i cy 

1 .  I t  i s  the gener al pol i cy o f  HARPER COLLEGE to 
staff  at a l evel su f fi c i ent to min imi ze the 
need for overt ime . A l i st o f  qual i fi ed tempor ary
employees w i l l  be maintained in order to provide 
a s s i stance dur ing peak working periods . 

2 . E f fect ive F ebruary 1 ,  1 9 6 8 , and in ac cordance
with the Federal F air L abor S t andard ' s  Act , th e 
overt ime pay r ate wi l l  be one and one-hal f t imes 
the regul ar r ate of pay after a forty hour work 
week . The work week i s  Monday through Sunday , 
inc luding ho l idays  as  l i sted in thi s  manual . I n  
order t o  qual i fy for the overtime rate , an employ
ee mus t  work h i s  regu larly as s igned hour s during 
the work week . T ime lost due to i l lnes s ,  per sonal 
bus ine s s ,  etc . , w i l l  not apply to the 40 hour work 
week . Ho l idays w i l l  apply to the 4 0  hour work 
week . 



4 . 2 . 4  Overt ime Po l i cy ( Cont . ) 

4 . 2 . 4 
4 . 2 . 5

3 . Bec au s e  o f  the extended overt ime hours requ ired
during the regi strat ion period , the overtime 
pay rate wi l l  be one and one-hal f t ime s the 
regul ar r ate o f  pay after a 37� hour work week . 

4 .  Employee s requir ed to work on hol idays or 
Sunday , except thos e  regul arly schedu l ed for 
duty , w i l l  be paid double rate for al l hours 
worked in addition to their regu l ar pay for the 
day .  Employees requ ired to work on hol idays 
becau se o f  the nature o f  their duties wi l l  be 
given a day at a l ater time . 

5 .  Overtime mu st be approved in advance by the 
appropri ate supervi sor and de an . The Super in
tendent of Bu i lding s  and Grounds wi ll  approve 
al l overt ime requ e sts in advance for Bui ldings 
and Grounds empl oyees . Prior approval for all 
overtime work mu st be obt ained on the overtime 
Payro l l  Request Form ( see Appendix D ) . F ai lure 
to comply with thi s  regu l at ion wi l l  result in 
the los s  o f  overtime pay . 

6 .  At the employee ' s option , and with the approval 
of the appropr iate superv i sor and dean , over
t ime hou r s  may be t aken as vac ation leave or 
for appointment s with a doctor or dent i s t . This 
t ime wi l l  be calcul ated at 1- 1/2 hours off for 
each hour of overtime worked in exc e s s  of 4 0  
hours . Overtime o f  l e s s  than 40 hours may b e  
taken on an hour for hour bas i s . 

7 .  A minimum o f  two hour s sha l l  be paid at the 
overtime r ate to any employee requested to 
return to work for emergency or spec i al problems , 
even i f  the employee has not worked his  regu
l ar ly as s igned hours during the work week . 

4 . 2 . 5  Summer or vacation Payrol l  Check s  

I f  an employe·e provide s sel f- addres sed stamped 
envelopes a min imum o f  two work ing days prior to 
payday to the account ing department , payro l l  checks 
wi l l  be mai l ed the day before payday . 



4 . 2 . 6  W i thho lding o f  Payro l l  Check s

4 . 2 . 6
4 . 2 . 7

Payro l l  check s wi l l  be withheld i f  an employee has 
not compl eted pre-employment or termin ation pro
cedures . 

4 . 2 . 7  Payro l l  Report 

1 .  The payro l l  report mus t  b e  completed upon 
rece ipt o f  e ach payro l l  check and submitted to 
the accounting department . Thi s  report must 
be submitted within three days , or the n ext 
payrol l  check wi l l  be withhe ld ( s ee  Appendix D ) . 



4 . 3 . 1

Area 4 . 3  ABSENCE PRACTICES AND PROCEDURES 

4 . 3 . 1  Ho l idays 

1 .  Ho l idays 

a .  Each employee shal l be granted the day o ff 
with pay on e ach o f  the fo l lowing hol idays : 

REGULAR HOLIDAYS 
( 1 )  New Ye ar ' s  Day ( Jan . 1 )
( 2 ) Good Friday 
( 3 ) Memorial  D ay (May 3 0 )  

( 4 ) I ndependence D ay ( Ju ly 4 )  
( 5 )  Labor D ay 
( 6 ) Thank sg iving D ay 
( 7 ) Chr i stmas Day (Dec . 25 ) 

Note : When any r egul ar paid ho l iday fal l s  
on a S aturday , the preceding work
day wi l l  be observed . Should it 
fal l on a Sunday , the fo l lowing work
day wi l l  be celebr ated . 

S PEC IAL HOLIDAYS 
( 1 )  Lincoln ' s  B irthday ( F eb .  12) 
(2) Veter an ' s  Day (Nov . 1 1 )  

Note : When any spec i al hol id ay fal l s  on 
a regul ar work ing day , it shal l  be 
celebrated and con s ider ed a " paid 
ho l iday . " Should it fal l on a 
S aturday or Sunday , no remunerat ion 
wil l  be received . 

b .  I f  a paid hol iday occu r s  dur ing an employee ' s
vac at ion leave , an addit ional day o f  vacation 
shal l be granted . 

c .  I f  any regu l ar ho l iday i s  in con f l i ct with the 
co l l ege calendar , a day wi l l  be g iven at a 
l ater t ime . Spe c i al hol idays wi l l  not be 
given l ater . 

d .  Employees  working l e s s  than the f i scal ye ar 
wi l l  be ent i t l ed to ho l id ays that fal l within 
the ir work year . 



4 . 3 . 2  Leave D ays 

1 .  S ick Le ave 

4 . 3 . 2

a .  Employees who work four hour s o r  more per 
day are ent i t led to s ick l e ave earned at 
the r ate o f  one day per month , accumulative 
to n inety days . S ick leave wi l l  be granted 
in advance up to twelve days ; however , should 
an employee terminate before h i s  earned s ick 
days equal h i s  actual s ick day s , the unearned 
s i ck day s  wil l be deducted from h i s  final 
paycheck . Because  the Bo ard o f  Trus tees pro
vide s income protect ion at no ch arge to the 
employee , s i ck l e ave payment s in exc e s s  o f  
e ight days wi l l  b e  r educed by payment s  
rece ived under the income protection p l an .  

b .  A certi fi cate from an employee ' s  doctor may 
be reque sted to veri fy a l engthy or unusual 
i l lnes s or to in sure that the employee has 
suffic iently recovered to return to work . 

c .  S ick leave c annot be u s ed for any purpos e  
other than per sonal i l lne s s , exposure to
contag ious di sease , or ser iou s  i l lne s s  or 
inj ury o f  spouse  or ch i ldren . Appo intment s  
with doctor s o r  dent i s t s  should be schedu led 
on S aturdays or dur ing the f irst or l as t  hour 
of the work day , i f  pos s ibl e , and such t ime 
o f f shou ld be compen s ated for by overtime on
ano ther day . 

d .  Employees mus t  c al l  thei r  supervi sor promptly 
upon determin ing that i l lne s s  wi l l  prevent 
them from per forming the ir regu l arly as s igned 
dutie s . Thi s  procedure wi l l  al low the super
vi sor su ffic ient t ime to arrange for a substi
tute . The empl oyee mus t  c al l  hi s supervi sor 
every day o f  the s i ck l e ave unl e s s  he i s  in 
the ho spital or convale s c ing . I f  pos s ib l e , the 
employee shou ld not i fy h i s  supervi sor by the 
end of the f i r s t  day o f  i l lnes s and every day 
thereafter i f  he wi l l  be un able to report for 
duty the'  fo l lowing day . I f  a per son i s  con-



4 . 3 . 2

4 . 3 . 2  Leave Days ( C ont . ) 

1 . S i ck Leave ( Cont . )

d .  valesc ing at home from a per iod o f  s i ckne s s  
or ac cident , he mus t  report to the appro
pr i ate supervi sor e i ther in per son , by tele
phone ,  or by l etter at l east once a week 
dur ing convalescence . The college reserve s 
the r i ght to seek the advice and cons ent o f  
a phys i c i an o f  the ir cho ice i n  order t o  deter
mine whether an individual may be ent itled to 
benefi t s . 

e .  S i ck leave mu s t  be recorded on the employee ' s
payro l l  repor t .

f .  I n  the case o f  extended i l lnes s ,  e arned 
vacat ion time may , at the employee ' s opt ion , 
be sub s t i tuted for s ick l e ave . 

g .  I n  the case o f  di s abi l ity , S tate Univers i ty 
Retirement System or income protect ion insur
ance bene fits  may be avai l able . Quest ions 
concerning benefits  shou ld be re ferred to the 
account ing department . 

h .  An employee arr iving at work two hour s after 
his normal s t ar t ing t ime shall  be charged for 
one-hal f day of s ick leave . Al so , an employee 
l e aving work two hours prior to clos ing hour s 
shal l be ch arged for one-hal f day o f  s i ck 
le ave . Overtime may be substituted at the 
employee ' s  opt ion . 

i .  Employees sh a l l  receive fu l l  pay for work ab
sence ar i s ing from inj ury incurred wh i l e  in the 
cour se o f  employment without deduction from 
ac cumu l ated s i ck leave for the first n inety 
days of such absence , provided that the amount s 
so paid sha l l  be reduced by the sums paid to 
the employee under the co l l ege I ncome Protection 
P l an ,  S . U . R . S .  bene fits  or Workmen ' s  Compen s a
t ion d i s abi l ity payment s .  An employee mus t  
secure a letter from h i s  phy s i c i an after f ive 
days s t at ing that he i s  unab l e  to per form h i s  
normal dut i e s . Depending o n  the length o f  dis
abi l ity ,  further wri tten statement s  may be 
requested . 
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4 . 3 . 2  Leave Days ( Cont . )

1 .  S ick Le ave (Cont . )

j .  Dur ing the t ime an employee i s  author i zed 
to be ab s ent from work and i s  on ful l  pay 
statu s , al l fr inge bene fits cont inue to 
accrue and are in fu ll  force . 

k .  S ick l e ave i s  a form o f  insurance provided 
by the Bo ard of Tru s tees for the employee ' s
protect ion whi l e  employed by the d i strict . 
As such , accumu l ated s ick l e ave i s  not 
r e imburs able upon terminat i on . 

2 .  Person al Bus ine s s

a .  TWo days o f  s i ck leave may b e  u s ed for 
spec i al oc cas ion s when employees who work 
3 0 or more hour s per week cannot attend to
per son al bus ine s s  on the ir own t ime . Per
sonal bus ines s  includes such thing s as legal 
bus ine s s , speci al problems that mu st be 
handled dur ing working hour s ,  or funera l s
not i n  the immedi ate fami ly . Employee s who 
are scheduled to work les s than 6 hours per 
day wi l l  not be el igible for personal busi
ne s s  leave . 

b .  Employees wi sh ing to be excused for per sonal 
bus ines s must submit the ir request to the ir 
superv i sor and appropr i ate dean for approval . 
The approval form mus t  be submitted to the 
Dean o f  Bu s ine s s  a min imum o f  two days prior 
to such leave ( s ee Appendix E) . 

c .  Un les s unusual cond i t ions exi st , per sonal 
bu s ine s s  wi l l  not be allowed the day before 
or after a ho l iday . 

3 .  Bere avement Leave 

a .  Approval wi l l  be granted for a l e ave with 
pay up to three days in the event o f  the 
death in the immedi ate family . 



4 . 3 . 2 L e ave Days ( Cont . )

4 .  Leave o f  Abs ence wi thout P ay 

4 . 3 . 2

Special leave o f  ab sence without pay ( and with
out lo s s  o f  s eniority , status , appo intment , or 
accrued benefits ) may be approved and granted 
by the Dean of Bus ine s s , provided that such a 
request for l e ave i s  sub s t ant i ated by good 
c aus e .  Such l e ave s may be granted not to exceed 
an aggregat e  period o f  thirty ( 3 0 )  days for each 
three year s o f  cont inuous employee servic e . All  
reque s t s  for l e ave o f  abs ence without pay mus t  
be approved b y  the appropr i ate supervi sor and 
dean and submitted to the D e an o f  Bus ines s  at 
least two weeks pr ior to such l e ave . Unusual 
hardship cases  wi l l  be con s idered on an indivi-· 
du al b as i s . 

5 .  Matern ity Le ave 

Maternity l e aves shal l extend for a min imum 
per iod o f  four months and a max imum o f  twelve 
months . The e f fect ive date shall  be at l east 
three months before the birth o f  the ch i ld and 
shal l extend to one month after the birth o f  
the child . An employee requesting matern ity 
leave must dec l are her inten t ion s in writing to 
the Dean o f  Bus ine s s  a min imum of s ix months 
pr ior to the birth of the chi ld . An employee 
on maternity leave must decl are her intent ions 
to return in wr it ing to the Dean o f  Bus iness 
a minimum o f  th irty ( 3 0 )  days pr ior to such 
date . The employee shal l be r e in stated at the 
s al ary step in the range most comparable to 
the pos ition held before the l e ave was t aken 
and sha l l  be reinstated in th e s ame or l ike 
po s i t ion when such vacancy i s  avai lable . 

6 .  Mil itary S ervice Leave o f  Abs ence 

An employee upon submi s s ion of evidence that 
he has been drafted into the armed forces sha l l  
be granted a leave o f  ab s ence for the dur at ion 
of h i s  s ervice . A person on mi l i t ary leave 
sha l l  dec l are h i s  intent ion s to return in 
writ ing to the Dean o f  Bus ine s s a minimum o f  
30 days prior to the expir at ion o f  leave . Al l 
provis ions o f  Pub l i c  Law 8 7 - 2 91 , Reemployment 
Right s , Paragraph 2 2 6 , shal l apply . 



4 . 3 . 2  Leave D ay s  (Cont . )

7 . Jury Duty 

4 . 3 . 2
4 . 3 . 3
4 . 3 . 4 

An employee c al led for j ury duty or who has
been subpoenaed as a witnes s  may be grant ed 
spec i al leave to ful f i l l  such duty . The 
col lege shal l ,  upon fu l l  d i s c lo sure by the 
employee , compens ate the employee for the 
d i f ference in pay received dur ing such a 
period o f l e ave . Reimbur s ement received for 
out-o f-pocket expen s e s  dur ing j ury duty shal l 
not be con s i dered as pay . 

8 .  Res erve Duty 

An employee , regul ar ly a member o f  an armed 
services  res erve unit ,  when cal l ed for spe
c i al duty , may be granted spec i al l e ave up 
to thirty ( 3 0 )  days to ful f i l l  such duty . 
The co l l ege shal l ,  upon ful l  d i s closure by 
the employee , compen s ate the employee for the 
di fference in pay , i f  any , dur ing such a 
period o f  l e ave . 

4 . 3 . 3  Unauthori zed Abs ence 

Unauthor i z ed ab s ence may resu lt in los s of pay ,
demotion or d i smi s s al . 

4 . 3 . 4  Vacat ion Leave After One Year o f  S ervice 

1 .  S ince the purpo se o f  vac at i on l eave i s  rest 
and rel ax at ion , employees  are encour aged to 
u s e  it during the summer fol l owing the c lo s e  
o f  the academic year it i s  e arned . A minimum
o f  f ive ( 5 ) cons ecutive work ing days must be
taken e ach year . vac at ion l e ave c annot be 
accumu l ated beyond ten working days . c ash 
sett l ement s wil l  not be pa id for earned but 
unused vacat ion l e ave in exces s  o f  ten d ays . 
One year o f  s erv i c e  i s  de fined as July 1 to 
June 3 0 . 



4 . 3 . 4  

4 . 3 . 4  
4 . 3 . 5  

Vacation Leave After One Year of S ervic e  ( Cont . )

2 .  Vac at ion leave for fu l l - t ime , 1 2  month employee s ,
work ing s ix hour s or more per day , wi l l  be ten 
( 1 0 )  days after one ye ar o f  s ervic e .  After con
t inuou s employment o f  five ye ar s , fifteen ( 1 5 )  
days paid vac at ion wi l l  be provided . V acat ion s 
wi l l  be s t aggered to insure a reason ab l e  staff 
l evel . 

3 . Permanent part-time employees w i l l  accumu l ate 
vacat ion time in the s ame proportion as the i r  
normal t ime worked bears  t o  the normal ful l
time schedu l e . 

4 .  Temporary employe e s  wi l l  not accumulate vaca
t ion t ime . 

5 .  Vacation l e ave mu st be t ak en in hal f-day incre
ments or more . 

6 .  Reque sts for add i t ional vacat ion without pay 
mu s t  be submitted , in wr iting , and approved by 
the immedi at e  supervi sor and the appropri ate 
dean . Approved requests  are to be forwarded to 
the D e an of Bus in e s s . 

7 .  Vacation l e ave mu st  be recorded on the employee ' s
payrol l  report .  

4 . 3 . 5  Vac at ion Leave for New Employees  

The fo l l owing schedu l e  provide s for vac ation l e ave 
for new employe e s  after June 3 0  o f  each year . 

1 . 1 2  month employees - s ix hours or more per day 

EmElo�ed B etween Vac ation D a�s E arned 
July 1 - S ept . 3 0  1 0  days  
Oct . 1 - J � .  3 1 5 days 
Feb . 1 - Apr i l  3 0  3 days 
May 1 - June 3 0 0 days 

New employe e s  mu s t  work through June 30  to 
qual i fy for the above vac at ion schedule . 



4 . 3 . 6  Vacat ion Leave - General 

1 .  Ho l iday s  Dur ing vac at ion Le ave 

4 . 3 . 6

Vac at ion l e ave sha l l  be f igured on a work ing 
d ay bas i s . I f  an observed ho l iday occur s 
during the vac ation l e ave , an additional day 
o f  vac at ion l eave wi l l  be gr anted .

2 . Vac at ion Leave Schedu l e  

Vacation l e ave mu s t  b e  approved b y  the 
immedi at e  supervi sor and the appropr i ate dean 
for al l employee s . Normally , vac ation w i l l  
be taken dur ing the summer fol lowing the 
close  of the ac ademic year . However ,  the 
need s  o f  the col l ege wi l l  govern the s chedul
ing o f  vacat ion s . The vac at ion l e ave 
s chedule  for the ensuing summer should be 
completed by Apr i l  1 .  T ime pre ference w i l l  
b e  based on sen ior ity i f  the vacat ion request 
i s  submitted by May 1 o f  e ach ye ar . Dur ing 
vac at ion periods work as s ignment s  wi l l  be 
shared by the c l as s i f i ed staf f . 

3 . Vacation Le ave at Terminat ion 

Upon s eparat ion from employment , vacation 
t ime e arned but not u s ed ,  to a maximum o f  ten 
( 1 0 )  days , wil l be paid at the employee ' s
s al ary r ate , i f  a two week wr itten notice has 
been submitted to the Dean o f  Bu s ines s .  
Vac at ion leave wi l l  be pro- r ated to the nearest 
ful l  day for mid-ye ar terminat ions . 



Area 4 . 4 - TERMI NATI ON PRACTI C ES AND PROCEDURES 

4 . 4 . 1 Compu l s ory Ret irement 

4 . 4 . 1
4 . 4 . 2 

On or be fore the end o f  the f i s c al year in wh ich 
an employee attains age 65 he shall retire . 

4 . 4 . 2  Employee Re s ign at ion 

1 .  Not i c e  of Res ignation 

Should an employee e l ect to res ign from the 
col l ege , a not i ce to the employee ' s  super
vi sor i s  required , in wr it ing , with a copy 
to the Dean o f  Bus ine s s . ( The supervi sor 
should al so complete the Termin at ion o f  
Employment Notice and forward it  to the Dean 
o f  Bus ines s-- see Appendix H . )

2 .  Unreason ab l e  Notice 

F ai lur e to submit written not ice at least 
two week s  be fore terminat ion wi l l  be so noted 
in the employee ' s  per sonne l  f i l e  and future 
re ferences i s sued by the col l ege wi l l  contain 
thi s  information . 

3 .  Immedi ate Terminat ion 

In unu sual c a s e s  and for j u st c aus e ,  the Dean 
o f  Bus i ne s s  in conj unct ion with the appro
pr iate supervi sor and dean reserve s the r ight 
to terminate employment immediate ly , without 
pay , i f  the employee ' s  cont inued pre s ence 
inter fer e s  with the normal oper ation o f  the 
co l l ege . 

4 .  Termin at ion Con ference 

The Dean o f  Bus ine s s  wi l l  s chedu l e  a termina
t ion con ference with the employee , a fter 
rece iving the wr itten not ice of res ignat ion . 

5 .  Termin ation Procedure s 

Al l t erminat ion procedur e s  mu st be completed 
prior to the i s suance o f  the final paycheck . 
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4 . 4 . 3 Employee D i smi s s a l

1 .  D i smi s s al 

4 . 4 . 3 

Any c l as s i fied employee may be dismi s s ed by the 
D e an o f  Bus ine s s  upon recommendat ion o f  the 
employee ' s  immedi ate supervi sor and the appro
pr i ate dean . Such recommendat ion must be sub
mitted in wr i ting substant i at ing the need for 
such act ion . 

2 .  D i smi s s al Po l i cy 

D i smi s s al sh al l resu lt from any c ircumst anc e s  
that prove t o  be detr imental t o  the general 
we l fare o f  HARPER COLLEGE , inc lud ing , but not 
l imited to : 

a .  Exc e s s ive tardine s s  and ab s ence . 

b .  Fal s i fication o f  a t ime sheet or any 
employee record . 

c .  L ack o f  dependab l e  character and good 
conduct . 

d .  Lack o f  knowl edge and ski l l . 

3 .  D i smi s s al Notice 

A two weeks notice of d i smi s s al wi l l  be normal ly 
al lowed ; however , the Dean o f  Bus ines s in 
conj unct ion with the appropr i ate supervisor 
and dean reserves the right to terminate 
employment immediate ly , without pay , i f  the 
employee ' s  continued presence inter feres 
with the normal operation o f  the co l l ege . 

4 . Terminat ion Conferenc e

Except when detr imental t o  the gener al we l fare 
o f  HARPER COLLEGE , the supervi sor mu st schedule
at l east one conference with the employee prior 
to recommending di smi ssal , at wh ich t ime fai l 
ings  shal l be discus sed . Normal ly ,  s everal 
attempts should be made by the superv i s or to cor
rect fai l ings before terminat ion becomes neces
s ary . The Dean o f  Bus ine s s  wi l l  schedule a ter
min at ion con ference with the employee .  
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4 . 4 . 3 Employee D i smi s s al ( Cont . )

5 . D i sm i s s al Subj ec t  t o  Gri evance Procedure 

Al l c a s e s  of di smi s s al are subj ect to the
r egu l ar gr i evance procedure ( s ee S ection 
4 . 4 5 1 ) . 

6 .  Terminatioti Procedure 

Al l terminat ion procedures  mus t  be completed 
prior to i s su ance of the final paycheck . 
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Are a  4 .  5 - GENERAL PRACTICES AND PROC EDURES 

4 . 5 . 1  G r i evance Procedure 

In the course o f  day to day operation , certain
d i s agreements ar i se .  Many are o f  a minor natur� 
and c an be reso lved i f  the ind ividual involved 
wi l l  s imply di scu s s  the prob lem openly and freely 
with his o r  her supervi sor . Many t imes gr ievances 
are val id problems that would resu lt in pol icy 
change s by the admin i stration , i f  only the appro- . 
pr i ate co l l ege o ffic i al were aware of  the problem . 
D i scus s ion with other employee s , or tho se who are
un ab l e  to give the problem fair con s ider ation , 
only magn i fi e s  the problem and results in a loss 
o f  e f f i c i ency in appo inted dut i e s . The Board o f
Tru stee s and the admin i s trat ion cons iders it the 
employee ' s  duty to br ing problems to the admini s
trat ion ' s  attent ion because it wi l l  promote effi
c i ency and make HARPER COLLEGE a more pleas ant 
p l ace to work . 

I t  i s  w i th th i s  end in mind that the fo l lowing 
gri evance procedure i s  establ ished : 

1 .  Discus s the problem with your immediate super
visor . Most probl ems should be resolved at 
thi s  leve l . 

· 2 . Should step one fai l to r e so lve the problem ,  
reque st a meeting with the appropr i ate dean . 

3 .  Should step two fai l to reso lve the probl em ,  
r equ e s t  an appo intment with the Dean o f  
Bus ines s .  A meet ing wi l l  b e  schedu led to d i s -' 
cu s s  and resolve the problem with all part i e s  
concerned . 

4. In unusual c ases  the pre s ident of the co l l ege
may become invo lved . I f  a solution cannot be
reached at thi s point , the grievance may be
pre s ented to the Board o f Tru stees for final
di spos ition .



4 . 5 . 1  Gri evance Pro cedure ( cont . ) 

4 . 5 . 1  
4 . 5 . 2
4 . 5 . 3
4 . 5 . 4 
4 . 5 . 5

Wh i l e  al l employees shou ld feel free to di scus s 
prob lems with any admin i strator , d i s cu s s ion and 
dec i s ion-mak ing are two s eparate proce s s e s . D i s 
cu s s ion t o  secure addition al in formation o r  t o  con
s ider a pers on al prob l em is encouraged . Formal 
dec i s ions , however , c an be obtained only by fol low
ing the steps outl ined above . I f  any of the above 
steps have been bypas sed , the admin i strat ion wi l l  
reque st that the above procedur e b e  fol l owed in 
order to s ecure a de finite so lut ion to a probl em .

4 . 5 . 2  Training 

The employees may be required to attend train ing 
s e s s ions from t ime to t ime to learn more about their 
work . Such tr ain ing s e s s ions shal l be held on paid 
t ime or compen s ated for , if after regular work ing 
hours . The col l ege shal l as sume re spon s ibi l ity for 
any unusual expen ses  in connect ion with the se  train
ing se s s ions . 

4 . 5 . 3  Health and S afety 

There shal l be maintained such health , s afety , and 
s anitary methods as are nece s s ary to protect and 
preserve the we l fare of the employees . Adequate 
lunchroom , washroom and toi l et fac i l it i e s  shal l be 
maintained wherever nece s s ary . Adequate first aid 
protection shall be made avai l ab l e  to al l employees 
during work ing hours . 

4 . 5 . 4  Employee ' s  Records 

E ach employee shal l h ave acc e s s  to records concern
ing payment of h i s s al ary and deductions therefrom . 

4 . 5 . 5  U s e  o f  Telephon e s  

Tel ephone s  are t o  b e  used for col l ege bus ine s s  pur
pos e s  only . Per sonal cal l s  should be made only in 
c as e s  of emergency . I f a personal to l l  cal l is neces
s ary , the col lege shou ld be reimbur sed . I f  the cost 
is not known , the accounting department wi l l  furni sh 
the cost when the b i l l  i s  received . 



4 . 6 . 1 

I V .  CLASS IF IED PERSONNEL 

Are a 4 . 6  Clas s i f i c at ion of Employe e s  

4 . 6 . 1 . DUPLICATING MACHINES OPERATOR 

1 .  A .  E s sent i al func t i on of c l as s : An ind ividual 
unde r  imme d i ate supe rv i s ion , ope r ate s 
duplic at ing mach ine s .  

2 .  A .  Pr imary dut i e s : As s igne d to cle r ic al pool 
f�r ope rat ing d upl i c at ing mach i ne s  and 
col l ator . 

D .  Othe r dut ie s : lt1ay pe rform �ther re l ated 
d ut ie s  as as s igne d . 

3 .  A .  S upe rv i s ion rece ive d  and exe rc i sed : Unde r  
the d i rect supe rv i s i on o f  the clerical 
poo l supe rvi sor . Nn s upe rv i s ion exerc i s e d . 

4 .  A. S ugge s ted Minimum pre requi s ite s for employme nt : 
( 1 ) E ducat ion : High s chool d iploma or

equivalent 
( 2 ) Expe r ience : 
( 3 ) Age : 1 7  ye ars or ove r

B .  S ugge sted qu al i f ic at ions for succe s s fu l  
pe r formance a t  work : 

( 1 ) Knowledge : A gene r a l  knowledge of
dup l i c at ing mach ine s , the i r  funct ions , 
and c are . 

( 2 ) Ski l l s : Ab i l i ty tn ope r ate or le arn to 
ope r ate a v ar ie ty of dup l i c at ing mach ine s , 
ab i l i ty to type up to 4 0  word s pe r  minute . 

5 .  A .  Mach ine s and equipment u s e d : Spirit dup l i c ator , 
. mimeog raph mach ine , o f f s e t  d upl i c ator , copy 

mach ine s , l aminat ing mach ine s ,  col l ator , and 
typewr ite r .  

6 . A .  Clas s i f i c at ion : 4



4 . 6 . 2 

4 . 6 . 2 .  CLERK-TYPIST 
1 .  A. E s se nti al function of c las s : An individual 

under immed i ate supervis j.on , pe rforms 
repe t i tive and gene r al secret arial dut ie s .  

2 .  A .  Pr imary dut ie s : As s igned to c le rical p�ol 
for typing , duplicat ing , and gene ral c lerical 
work . 

B .  Othe r dut ie s : In the course of regu lar duties 
a c lerk typist may ope rate a mime �graph 
mach ine , a spirit duplicator , copying mach in� , 
and swi tchboard . Wi l l  perform othe r re l ated 
dut ie s as as s igned . 

3 .  A .  S upe rv i s ion rece ived and exe rc i sed : Under the 
d irect supervi s ion of the c le ric al pool 
s upe rvisor . No s upervis ion exe rc ised . 

4 .  A . S ugge sted pre- requi s ite s  for employment : 
( l } Educat ion : High S choo l  d iploma or equivalent 
( 2 ) Expe r ience : None 
( 3 } Age : 1 7  ye ars or over 

B .  Sugge s t  minimum qu al i f i c at ions for succe s sful 
pe r formance at work : 
( 1 }  Knowle dge : A gene ral knowledge of mode rn 

off ice pract i ce s  and procedure s .
( 2 )  Ski l l s : Be ab le to type 4 0  wpm 

s .  A .  Mach ine s and equipment used : E lectric type
write r ,  add ing mach ine , spiri t  duplicator , 
mimeograph mach ine , swi tchbo ard , d ict aphone 
transcriber , of fset duplicator , and col l ator . 

6 .  A .  Clas s ificat ion : 4 or 6 

B .  P lacement wi l l  be b ased on qual i f ication 
and expe r ience . 



4 . 6 . 3

4 . 6 . 3 .  ADMISS IONS CLERK

l . A . E s sent i al funct ion �f the pos it ion : To 
organize and maint ain ade :tuate s tudent
at tend ance and pe rmanent records . 

2 . A . Pr imary dutie s : To org anize and implement a 
system of permanent record s � to he lp prepare 
and coordinate the d i s tribution of grade s ;  
to answe r  routine inquiries from s tudent s 
or prospective s tudents ; to f i le student 
record s • 

. B .  Othe r dutie s : To send t r anscr ipt s  whe n  reque s
ted to t r an s fe r  inst itut ions and employe r s  
of col lege students ;  to le arn the use o f
photo s t at i c  equipment ; to work c lose ly with 
the col lege nurse on attend ance prob lems 
re l ated to i l lne s ; to work follow-up 
stud ie s  of col lege s tudent gr aduate s and 
othe r re l ated dut ie s as as s igned . 

3 . A .  Supe rv i s ion re ce ived and exe rc i sed : Unde r
the d i rect s upe rvi s ion of the Re g i s tr ar . 
No s upe rv i s ion exe rc i se d . 

4 . A .  Sugge s te d  minimUm pre- requi s it e s  for
employment : 
( 1 ) Ed ucat ion : High school d iploma or equivalent 
( 2 ) Expe r ie nce : No expe rience nece s s ary . 
( 3 ) Age : 18 ye ars or ove r .

B .  S ugge s te d  qualif icat ions for succe s s ful 
pe rformance at work : 
( 1 ) Knowledge : A gene r al knowledge of co l lege 

attend ance re cords . 
( 2 ) Sk i l l s : Ab i l ity to make minor mathemati c al 

comput at ions : ab i lity to type 4 0  wpm ;
ab i l ity to use a calcu l ator . 

S . A .  Mach ine s and equipment used : E le ctric type
wr ite r , add ing machine , c alculator , 
photostatic equipme nt 

6 .A .  Clas s i f icat ion :
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4 . 6 . 4  LIBRARY CLE RK I and I I  

l . A .  E s sent i al funct ion of the c l as s : An ind ividual 
unde r d irect supe rvi s i on who serve s as an 
aid to the librar i an .  

2 . A . Primary dut ie s : Circulat ion de sk , gene ral 
c atalog ing , book proce s s ing , c ircu l at ion 
o f f ice work .

2 . B .  Other dut ie s : Typing , f i l ing , sort in� and 
other re lated duties as as s igned . 

3 . A .  Supervis ion rece ived and exe rc ised : Under 
the d irect supervis ion of the l ibrary as s istant . 
No supervis ion exe rci sed . 

4 . A .  Sugge sted minimum pre- requis ite s  for emplo��nt : 
( 1 ) Educat ion : High School diploma or

equivalent 
( 2 ) ExPerience : · �o expe rience required . 
( 3 ) Age :  18 ye ars or over .

4 . B . S ugge sted qual ificat ions for succe ssful 
pe rformance at work : 
( 1 )  Knowledge : Gene ral knowledge of accepted 

l ibrary practices and procedure s .
{ 2 ) Ski l l s : Be ab le to type 4 0 wpm. 

S . A .  Mach ine s and equipment used : Electric 
typewriter , check-out mach ine , duplicat ing 

mach ine , col l ator . 

G . A .  C l as s i f i c at ion : 4 or 6 

6 . B . Pl aceme nt wi ll be b ased on qual i f i c at ions 
and expe rience . 



4 . 6 . 5 

4 . 6 . 5  BOOKSTORE CLE RK  

l . A . E s s e nt i al f unct i on o f  c l as s : An ind iv i d u al 
und e r  d i rect s upe rv i s ion who s e rve s as an 
a i d  t o  the book s t ore man ag e r . 

2 . A .  Pr imary d u t ie s : Maint a i n  inve ntory , price 
t e x tbook s and mate r i al s , work at che ck out 
counte r ,  as s i s t  s t ude nt s . 

2 . B .  Oth e r  dut i e s : Typ i ng , f i l i ng sort ing , as s i s t
i n  m a i n t a i n ing f i n an c i al re cord s and oth e r  
re l at e d  d ut i e s  as a s s i gne d by the book s t o re 
m an age r .  

3 . A .  S upe rv i s ion r e ce ive d  and exe r c i s e d : Und e r
t h e  d i re c t  s upe rv i s i on o f  the book s tore 
m an age r .  No s upe r v i s ion exe rc i se d . 

4 . A S ugge s t e d  minimum pre- requ i s ite s  for 
emp loyment : 
( 1 ) E duc at ion : High s ch o o l  d iploma - or 

equivalent . 
( 2 ) Expe r i e nce : None 
( 3 ) Age : l 7 ye ar s or ove r 

4 . B .  S ugge s t e d  qua l i f i c at i ons for s uc ce s s fu l
pe r form ance at '\llO rk : 
( 1 ) Kno\.,rle d ge : A gene r al knowledge of 

mod e rn o f f i ce pract i ce s  and proce dure s .
( 2 ) Sk i l l s : B e  ab le t o  t ype 5 0  wpm . 

S . A . Mach ine s and equipme n t  u s e d : E le c tr i c  
t ypewr i te r , ad d i ng m ach ine , t r ans c r ibe r , 
c ash re g i s te r . 

6 . A .  C l as s i f i c at ion 4 o r  6 

G . B . P l aceme nt w i l l  be b as e d  on qual i f i c at ions 
and expe r i e nce . 



4 . 6 . 6

4 . 6 . 6  KEY PUNCH O PE RATOR I I  o r  I I I  

l . A .  E s s e n t i a l funct i on o f  c l as s : An ind i v i d u a l  
und e r  i�rne d i ate s upe rv i s ion Wh o  pe r f o rms 
repe t i t ive dut ie s . 

2 . A .  Primary d ut ie s : A s s igned t o  the d at a
proce s s i ng cente r for key punch ope r at ing 
and gene r al c le r i c al work . 

2 . B .  Othe r dut i e s : I n  th e course of re g u l ar 
d ut ie s , a key punch ope r ator may ope r ate 
oth e r  b as i c  d at a  proce s s ing mach i ne s , make
minor ar i thme t i c a l  c alcu l at i on s , ope r ate 
copy mach i ne s . Wi l l  pe r form o th e r  re l ate d 
d ut i e s  as a s s i gned . 

3 . A .  S upe rv i s ion re ce ive d and exe rc i se d : 
Und e r  the d i re c t  s upe rv i s i on o f  the D i re ctor 
of d at a  proce s s ing .  No supe rv i s ion exe r c i s e d . 

4 . A .  S ugge s te d  minimum pre - requ i s i t e s  for employment : 
( 1 ) E d u c at ion : High s chool d ip loma or equiv alent .
( 2 )  Expe r ience : One ye ar as a s ucce s s fu l  key 

pun ch ope r ator . 
( 3 ) Age : 1 7  ye ars or ove r .

4 . B . S ugge s t e d  qua l i f ic at io n s  for s ucce s s fu l  
pe rf ormance a t  work : 
( 1 ) Knowle dge : A gene r al knowledge o f  d at a

proce s s i ng equ i pme n t  and mod e r n  o f f i ce 
pr act ice s and proce d ure s .  

( 2 ) Sk i l l s : Be ab le t o  ope r ate a ke y punch
wi th prof i c iency . 

S . A . Mach i ne s and equipme nt u s e d : Key punch ,
e le c t r i c  typewr i te r , and co l l at o r . 

6 . A . C l as s i f i c at i on : 4 or 6 

6 � B . P l acement wi l l  be b as e d  on qu al i f i c at i ons 
and expe r i e nce . 
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4 . 6 . 8  RECORDS EVALUATION CLERI<

l .A .  E s se nt i al f unct ion of the po s i t ion : To org an i z e
and maint ain adequ ate admi s s i on s  record s . 

?. . A .  Pr imary d u t ie s : To review a l l app l i c at i on s  for 
admi s s i on for comp l e t e ne s s , d e s i r ab i l i ty , and 
p l aceme nt in ac cord ance wi th e s t ab l i sh e d  c o l lege 
guide l i ne s ; to deve lop and m a i nt ain a sys tem 
of not i f i c at ion whe reby app l i c ant s wi l l  be
adv i s e d  o f  the i r  e nro l lment s t at u s  of the i r  
app l i c at ion : t o  pre p are pre l imi n ary work she e t s  
of ad v anced s t and ing on a l l  app l i c ant s for the
approv al of the Reg i s t r ar .

2 . B . Othe r d ut ie s : To s e nd t r ans c r ipt s whe n  reque s t� d  
t o  t r an s fe r  i n s t itut ions and emp loye r s  of 

c o l lege s t udent s :  t o  le arn the u s e  o f  photos t at i c  

e quipment : t o  work c l o s e l y  wi th the col lege 
nur s e  on attend ance prob lems re l at e d  t o  i l lne s s : 
to wo rk f o l low� up s tud ie s  of c o l lege s tudent 
gr ad u ate s and othe r re l ated d ut i e s  as as s igned 
by the Re g i s t r ar .  

3 . A .  S upe rv i s ion re c e ive d and exe r c i se d : Unde r  the 
d ire ct s upe rv i s ion of the Reg i s t r ar . No 
s upe rv i s ion exe r c i se d . 

4 . A  S ugge s te d  pre- reque s it e s for emp loyment :
( 1 )  Educ at ion :  High s ch o o l  d ip loma o r  e quiv a lent .
( 2 ) Expe r ience : Two ye ar s o f  s uc ce s s f ul c le r i c a l  

e xpe r i e nce . 
( 3 ) Age : 2 1  ye ar s  or ove r .  

4 . B  S ugge s t e d  qual i f i c at ions f o r  succe s s fu l  pe rf or
m ance at work : 

( 1 )  Gene r al knowledge of col lege academ i c
re cord s and appropr i ate AACRAO pub l i c at i ons 
and gu i d e l i ne s . 

( 2 ) Sk i l l s : Ab i l ity to make accur ate mathemat i c a l  
comput at i on s : ab i l i t y t o  type 4 0  wpm ; ab i l i t y  
t o  u s e  c alcu l at o r . 

S . A .  Mach i ne s and equ ipme nt u s e d : E le c t r i c  t ype
wr i te r , ad d ing mach i ne , c al u l ator , photos t at i c  
equipment . 

6 . A C l as s i f i c at i on : 
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4 @  6 .  9 PAYROLL CLERK I & I I  

l . A  E s sent i al f unct ion o f  c l as s : An ind ividual und e r  
d i rect s upe rv i s ion as s igne d to the bus ine s s  of f i ce 
t o  do budget ary report s ,  and payro l l  account ing . 

2 . A  Pr imary dut ie s : Prepare payro l l  report for B o ard 
of Trus tee s  maint ain budge t control record s .

2 . B  Other Dut ie s : Typing , prepar at ion of various 
report s ,  and othe r re l ated dut i e s  as as s igne d . 

3 . A S upe rv i s ion re ce ive d and exe r c i s e d : Under d i re c t  
s upe rv i s ion of the comptro l l e r . No supe rvi s ion 
exe rci sed . 

4 . A S ugge s ted pre- requ i s ites for employment : 
( 1 )  Education : High s choo l d iploma or equivalent . 
( 2 ) Expe r ie nce : Two ye ars as a succe s s ful payroll

c l e rk .

4 . B .  S ugge s t e d  qu al i f ic at ions for succe s s fu l  perf ormance 
at work : 
( 1 )  Ge ne r al knowledge of budge t ary procedure s and 

payro l l  account ing 
( 2 )  Sk i l l s : ab i l ity t o  ope r ate a c a lcul ator ,  

ab i l i ty to make ar ithme t ical computat ions , 
ab i l ity to type f i gure s wi th e ase . 

S . A Hach ine s and equipment u s e d : E le ct r i c  typewr i t e r , 
add i ng machine , calculator , dup l i c at or , b ind ing 
mach ine . 

6 . A C l as s i f icat i on : 6 or 8 

6 . B P l aceme nt wi l l  be b ase d on qu al i f i c at i ons and 
expe r ience . 
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4 . 6 . 1 0 ACCOUNT CLERK I & I I  

l . A  E s sent i al funct ion o f  the c l as s : An ind ividual 
under d ire ct supervis ion as s igned to the bus ine s s  
off ice t o  do f inancial account ing .

2 . A Primary dutie s : Keep Board of Trus tee s  f in ancial 
account s ,  prepare bill l is t ing s . Keep all 
payroll record s and complete s t ate and fede ral 
report s .  Keep act ivity fund financ i al records .

2 . B Othe r dut ie s : Typing ,  preparat ion of various 
f inanc i al reports , accounting , and other re l ated 
dut ies as as s igne d . 

3 . A S uperv i s ion re ce ived and exe rc i se d : Under the direct 
superv is ion of the comptro l le r .  No supervi s ion 
exe rc i sed . 

4 . A Sugge sted pre- requis ite s  for employment : 
( 1 )  Educ ation : High schoo l  d iploma or equivalent
( 2 ) Expe r ience : Two ye ars as a s ucce s s ful account 

clerk . 
( 3 )  Age : 2 0  ye ars or ove r .  

4 . B S ugge sted qualif ications for succe s s ful performance 
at work : 
( 1 )  Knowle dge : Spec ific knowledge of doub le entry 

account ing pract ice s  and procedure s .  
( 2 )  Sk i l l s : Ab i lity to hand le a calcul ator and 

bookkeeping mach ine , ab i l i ty to make arith
me t ical comput at ions : ab i l ity to type f igures 
with e ase . 

S . A  Machine s  and equipment used :  E lectric typewrite r , 
add ing machine , c alculator , account ing mach ine , 
coll ator , dupl ic ator . 

6 . A  C l as s if icat ion : 6 or 8 

6 . B Pl acement wi ll be b ased on qual i f ic ations and 
experience . 
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4 . 6 . 1 1 SECRETARY I 

l . A  E s sent i al function of the c l as s : An ind ividual 
as s igne d to an off ice to perform a var iety of 
secre t ar i al as s ignments . 

2 . A Pr imary dut ie s : Typing , answe r  te lephone , act
as re ceptioni s t , d i ct aphone transcription , 
stenograph ic as s ignments .  

2 . B  Other dut ie s : Sorting mai l , keeping f i le s  and other 
re lated dut i e s  as as s igned . 

3 . A S upervis ion rece ive d  and exe rcised : Unde r  the 
d irect s upe rvi s ion of the re spect ive office 
supe rvisor . No s upervis ion exe rc ised . 

4 . A  S ugge s te d  minimum pre-requi s ite s for employment : 
( 1 ) Educat ion : High s chool diploma or equivalent . 
( 2 ) Experience : One ye ar as a succe s s fu l  secretary .
( 3 ) Age : 18 years or over .

4 . B  Sugge s ted quali f ic ations for succe s s ful performance 
at work : 

( 1 ) Knowledge : Gene ral knowledge of mode rn off ice 
pr actice s  and procedure s .  

( 2 ) Sk i l l s : Abi l ity to type 5 0  wpm , abi lity to 
make minor arithme t i c al computations , short
h and . 

S . A Mach ine s and equipment used : E lectric typewriter , 
trans criber ,  add ing machine , duplicating machine s . 

6 . A Clas s i f ication : 8 
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4 . 6 . 1 2 SECRETARY I I  

l . A  E s sent i al function of the c l as s : An ind ividual 
as s igned to an executive of f ice to pe rform a 
variety of secretar i al as s ignments . 

2 . A Pr imary dut ie s : Typing , shorth and and d ict aphone 
tr anscription , answe r te lephone , keep appoint
ment record , act as receptionist . 

2 . B Other dut ie s : Operate duplic ating machine s ,  sort 
mai l , keep f i le s , and othe r re l ated dut ie s as
as s igned . 

3 . A S upe rvi s i on rece ived and exe rcised : Unde r  the
d ire ct supe rvis ion of an execut ive office r .  
No supervi s ion exercised . 

4 . A Sugge s ted minimum pre- requisite s  for employment : 
( 1 ) Educ at i on : High s chool diploma or equivalent . 
( 2 ) Expe r ience : Two ye ars as a succe s s ful secret ary . 
( 3 ) Age : 2 0  ye ars or ove r .

4 . B Sugge sted qual i f icat ions for succe s sful pe rformance 
at work : 
( 1 )  Knowledge : Knowledge of modern of fice pract ice s 

and procedures . 
( 2 )  Sk i l l s : Ab i l ity to type 6 0  wpm , ab i l ity to

take shorth and and operate a transcribe r , 
ab i lity to make minor ari thme tical comput ations , 
ability to type various forms . 

S . A Machine s and equipment used : E lectric typewriter , 
transcriber , duplicat ing machine s ,  collator , 
add ing machine , 

6 . A Clas s i f i c ation : 1 0



4 . 6 . 1 3 SH I PPING AND RECE IVING CLERK 

4 . 6 . 1 3 

l . A .  E s sent i al funct ion of c l as s : An ind ividual 
under imme d i ate supe rv i s i on who pe rforms 
repe t i t ive dut ie s . 

2 . A .  Pr imary dut ie s : As s igne d t o  the Bus ine s s  Of f i ce 
with th e re spons ib i l ity of rece iving al l 
sh ipme nt s  and maint ain ing record s of s uch 
rece ipt s . To ship b ack d amaged or unused 
mate r i al s . 

2 . B .  Othe r dutie s : I n  the cour se o f  regu l ar dut ie s . 
a Sh ipping and Re ce iving C le rk wi l l  h ave to 
as semble s ome sh ipments ( s uch as book she lve s ,
e t c . ) ,  de l ive r the good s to the requi s i t ioner , 
and mark good s for inve ntory purpose s .  He 
wi l l  as s i s t  in the t aking of inventory . He 
wi l l  pe rform oth e r  re l ated dut ie s  as as s igned . 

3 . A .  S upe rv i s ion re ce ive d and exe rc i sed : Unde r  the 
d i re ct supe rv i s i on of the S upe r intendent of 
B u i l d ing s  and Ground s . 

4 . A .  S ugge s te d  pre- requi s ite s for emp loyment : 
( 1 ) Educ at ion : High S chool d iploma or equivalent .
( 2 ) Expe rience : None , wi l l ing to le arn . 
( 3 ) Age : 18 

4 .  B .  S ugge sted qual i f i c at i ons for succe s s fu l  
pe r formance at work . 
( 1 ) Knowle dge : Shou ld h ave drive r ' s  l icense 
( 2 ) S k i l l s : Be ab le to fo l low s imple ins truc-

t ions on re cord keeping and as semb ly of 
sh ipments . 

S . A .  Mach ine s and equipment used : Cr at ing and 
unpack ing tool s , h and truck , e levator , t ruck 

G . A .  C l as s i f icat ion : 
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4 . 6 . 14 SECURITY OFF ICER 

1 .  A. E s sent i al funct ion of the pos i t ion : To ins ure 
the s afety and we l l  be ing of th e student 
body , f aculty , and f ac i l it ie s  of H arpe r Col lege 

2 . A .  Primary d u t ie s : En force an ord e r ly veh i c le 
pat t e rn : as s i s t  in maint ain ing d i s c ipl ine in 
the co l le ge c afete r i a r  maint ain con s t ant 
vig i l ance to see th at no intox i c ated or 
d i sorde r ly per s on s  come on the c ampus . 

2 . B  • .  Othe r dut ie s : S ee th at an ambulance when 
needed is avai l ab le at al l t ime s , and 
other re l ated dut i e s  as as s igned by the
ch ie f s e curity of f i ce r . 

3 . A .  S upervis ion rece ived and exe rc i s e d : Unde r  the 
d i re c t  s upe rv i s ion of the ch ief security 
O f f i ce r . No s upe rvis ion exe r c i sed . 

4 . A .  S ugge s t e d  pre- requ i s ite s for employment : 
( 1 ) Educat i on : High s chool d iploma or equivale nt 
( 2 ) Expe r ie nce : No expe rience ne ce s s ary 
( 3 ) Age : 3 0  ye ar s or ove r . 

4 . B . S ugge sted qual i f ic at ion for s ucce s s fu l  
pe rformance a t  work : 
( 1 )  Knowle dge : S pe c i f i c  knowle dge of

accept ab le po l i ce s c ience practice s  and 
proce d ure s : und e rs t and ing of the nature 
and beh avior of the col lege s tudent . 

( 2 ) Sk i l l : Ab i l ity to d ire c t  t r af f i c .

S . A .  C l as s i f icat ion 



To : 

WI LLIAM RAINEY HARPER COLLEGE 
Pal at ine , I l l inoi s  

CLASS IF I ED REFERENCE REPORT 

--------------------h.as appl i ed for employment as a
--------------------in th i s  col lege . Would you pleas e 
be kind enough to s upply the fol lowing con fident i al in formation , and 
return in the enc lo s ed envelope . Your cooper at ion i s  apprec iated . 

S incerely your s ,

W i l l i am J .  Mann , Dean o f  Busine s s  

I have been acqu ainted with the above app l i c ant during the period 
from to Dur ing that t ime my pro fes s ional 
re l ationship to him/her has been that o f  ( employer , 
supervi sor , etc . ) .  From my knowl edge o f  thi s  appl i c ant , I would 
would not ( s tr ike one ) employ him/her for the po s it ion above . 
State reason : ______________________ __________ __ 

I n  my opin ion , the appl i c ant ' s  stronge st po ints are : _____________ _ 

Hi s/her weakest points are : __________________ ______________ _ 

I would rate the appl ic ant in rel ation to other employees I have 
known as fo l lows : ( check appropri ate box , 1 i s  highest rating in
e ach range) 

Above Aver . Average Below Aver . 
1 2 3 1 j 2 3 1 2 •  3 

Loyalty ! 
He a l th 

' ' 
! 

Abi l i ty to work with other s 
I I I 
' i Background o f  exper ience ! 

' 
Attitude toward superv i s ion ' \ I I I 

I 

Punctual ity i � j ' 

I ' I I Dependabi l ity I i 

S igned : 
______________________ __ 

Date : ___________ __ Titl e : _______ ____________ _ 



Append ix B 4 . 7 . 2 
WILL � RA INEY HAR�ER COLLEGE 

Pa l a t ine , I l l inois

EM�LOYEE PERFORMANCE REPORT 

Pa yrol l name ( l a s t name f i r s t ) : 

Per iod covered by r epor t : 
thru 

Probat ionary Rat ing, ____ _ 

P ermanent Employee 
Rat in 

I Outstand in Sat i s fa ctor F a ir 

Exceeds stand e e t s  s tand

�l�m�o�n�t�h��=:��������------4ra rds for
ork per form-

le d . er formed . er formed . 

---------------------4fla te on ly tho se factor s which apply , 
Area o f  A s s ignment : ito pos it ion be ing rated . Place ( "/ ' l  lin appropr iate column . ( 1  i s  h ighe s t  

r a t ing in a column l 
1 2 1 _2 l 3 1 I 

"- I 1 3 : 
QUALITY 

1 .  Doe s the qual ity o f  the
I 

work per formed by em-
I 

.i 
ploye e  meet the accept- I I ! ! l ; I 

! 

ed s tandards o f  the j ob? ' ! 
. 

2 .  I s  "''ork per formed by I ! ' I ! I emp loyee free from error ? ' 

QUANTITY I 3 .  Do e s  employe e comp l e t e  
the ,..,ork r e qu i r ed in I I l l 
the a l lotted t ime ? I I I i 

NORK HABITS & ATT ITUDES 

4 .  Doe s employe e  organ i z e I l I t 
his  '•.rork ? \ . 

•' 

5 .  Does employee u s e  good 
j udgment in the per form- I I I 

o f  work r equ i r ed ?  
I I ! ance I l 

. . Doe s  emp loyee r e a d i l y � .  

l earn a nd apply ne"'r 
idea s ,  procedure , rul es , : 
and techn ique s ?  

7 . Does employe e abide by I I 

I rul e s  and regulation s ? 



------------------------ -�-�·- -·------------ -----_;._,---

P�RFOR¥�NCE REPORT ( C o n t i nue� ) 

Outs tand i ng S at i s fa.::tory Fair 
1 2 3 1 2 3 1 2 I 3 

8 .  Does empl oyee sho"' 
i ntere s t  i n  "t>10rk 
performed? 

9 .  Does employee accept ' -, I 
j ob respo n s ibil ities ? I ' . 

PUNCTUALITY 

1 0 . I s  employee punctual 
I I 

i n  complying \·Ji th the ' 
l 

as s ignee hour s o f  work ? i ,, 
i DEP.EHDABILITY I 

1 1 . Do e s  employee cont inue 
to \'TO rk i n  the abs e nce I 
o f  c lo s e  supervi s ion ? 1 . 

1 2 . Doe s  employee comply with 
\'lr itten i n s truct ions in l l the per fo rmance o f  j ob dut ie s ? i 

1 3 . Does emp l oyee comply with

oral i n s tructions i n  

the per formance o f  j ob -� dut i e s ? 

RELATIONSHI PS �:! ITH PEOPLE 
1 4 . Do e s  employee \-JOrk harmo n io u s !  ¥ ! I ! -, I I "l i th other s ?  

SUPERVI SORY ABILITY 
1 5 "  How \'.re l l  do e s  employee pl ac e  l I 1 and d i r ec t  the "10 rk o f  o thers ? 

Over - a l l  Rc t i ng ______________________________________________________ __ 

Do you r e comme nc� an i ncre ? s e i n  s a l ar y ?  Ye s _____ ___;Fo. ________ _ 

Do you re comme nC' co n t i nuer, employmen t ?  Ycs _____ ___;:t-' o. ______ _ 

� Cornme nt s  o ,1 F.rnployee P er fo rm anc e ( opt i o n a l ) _______________ _ 

S ig n atur e o f  R ? t e r  T i t l e Date 
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Append ix D 

WILL IAN RAINEY HARI-ER COLLEGE 

r a l atine , I l l ino i s  

B I -IV10NTHLY fAYROLL REFORT

4': . 7 . 4

To : Payro l l  Depa rtment Da te�-----------------------

Pay Per iod�----------------

I have \'•orked my r egularly schedu l ed hour s in a ccordance 
w i th n.y emp l oyment not ice dur ing th i s  pa y pe r iod . 

I have worked in ex ce s s o f  my regularly sche..:tu l ed ·Ne ek l y
hours o f  and have a tta ched a n  Overtime P a y  R e-
aue s t . 

I '·•a s a n sent dur inc; thi s  pay pe r iod for the fol l rn·r ing rea son :

S ick L eave 

Per sona l Bu s iue s s  
(Reauest Form a tta ched ) 

Days�----------------------

Days-------------------�-

Author i z e d  L eave o f  Absence Da ys ____________________ __ 

{Atta ch explanation ) 

AI.�Y NECES SARY fAY ADJUST.LvlENT t-T ILL BE MADE ON YOUR NEXT FAYCHECK .  

I hereby cert i fy t o  the ac�
cura cy o f  the a bove informa 

t ion . 

Emp l oye e 

Superv i sor 



4 . 7 . 4  
( cont �nued ) 

�"ILLIA!Vi RAINEY HARPER COLLEGE 

F a la t ine , I l l ino i s  

OVERT IME �AY REQUEST 

R eg u l a r  *Hour s  � n

Da te�----------------------------

Pay P er iod�-----------------· 

I i Exce s s  Ex ce s s  o f
�� -D_a_t_e_,� 

__ H_o_u_r_s�---�----4_o __ P_e_r __ �_T e_e_l_�----�----E_x�p�l_a_n_a_t_i_o_n ________________ __j 
I !I � I 

I j 
! I 

! 
I ! 
I i 

I I 

i I 
I I 

I 
I ! I ! I i i 
i 
I I i 

i I 
I l 
' ' i j 

l i I 
·---·-, 

TOTAL

* Overt ime hour s worke j in exce s s
o f  40 hou r s  pe r "'e ek ':•il l b e  re
irnbur sed a t  1!2 t ime s the r egular
ra.t.e .

I 
i 
! 
I 
I 

l 
l i 
I 

l 
' 
I 

__ j . -- --- -- · - - . 

I he reby cert i fy to the a c·
curacy o f  the above in forma

t i on . 

Employee 

Supervi sor 

Dean 



Append ix E 

WILL�i RA INEY HARPER COLLEGE 

P a l a t ine , I l l ino i s  

REQUEST FOR fERSONAL BUSINES S LEAVE 

CLAS S IF IED PERSONNEL 

4 . 7 . 5

A l l  o f f ice per sonne l or bu i l d ing and grounds per sonn e l  w i sh ing to be 

excused for per sona l ou s ine s s  sha l l  submit th i s  form 1:\oro days or mor e 
in advance in dupl icate to your supe rv i sor Nho �Ti l l  forward it to the 
appropr iate Dean . Reque st s 'Ni l l  be granted on the ba s i s  of the ur
g ency of the bu s ine s s  and the \>!ork l oa d at the t ime the r equ e s t  i s  
made . The ca tegory of per sona l bu s ine s s  i s  meant to inc l ude such

th ing s a s  a ctua l bu s ine s s  �:rh i ch cannot be a tt ended to on your own

t ime , r e l ig iou s obl iga t ion s , a nd funera l s  not in the immediate fam i l y . 

It i s  the re spons ib i l i ty o f  the per sons r eau e s t ing such leave to make 
a l l  n e c e s s a r y  a r r ang ement s through the ir supe rvi sor for a re p l a cement 
dur ing the ir absence . 

NAME ______________________________ ___ 

JOB LOCATION ____________________ __ 

JOB DESCR IPTION __________________ _ 

DATES REQUESTED__________________ _ 

NATURE OF BUS INES S--------------------------------------------------

---�------------------------------------------------------------------------

Employee ' s  S igna ture 

Date 

Approved : 

S uperv i sor 

Dean 

Fonrard one copy to the Dean o .: Bu s ine � s  .. 



t-·r -- [· J r - T  -J i : 1 ·
· r J _ _ _ L_ . . . L - - - ' - · - - L _ _ _ _ __ · - - __1 

C i ty _ _ _ _ _ _ - - · - - · - · ··· - · - - · - - - - - · ·· - - --- - - -···· - - - - - - - -· -- · - -
• 2) 3) W i do ·, ·: <  d - - - - ·· · -- - . , 4) D i v or(·.:-d  - - - - - --- -· - ' 5) Sc :p< H a k d

Spou \.:·. ' s  Pl ;t r ;: o f  F m p l u)' I I J 2 i l t  - · - - - - - - - - - - - . .  - - - - - -- - - -- - - - - - - - - - -- - - _ __ .. .. . .. ..  

P h o n e  , No . o f  Ch i l d rt� l l  

Ju  Ev e n t  of E m crg .: l lc)' t-: u t i f)' : _ _ _ _ _ __ _ _  . .  _ _ __ ___ __ ·· · · · · - - - - -- - - - -- - - - - - - · -- -· - - - - - - - - -- - --- - -- - . . . _ _ __ __ , Phone 

E f t.c c t il c });. rv. of  E 1 1 1 p lr •)' ; I ! t' l l t  _ _ __ _ _ _ _ _/ _ _ _ _ _  __/ _ _ _ _ _ __ _ F. f  fc. c t i  I' C D a  t l' of ! I i > u r  a u c e I I 

Po> i t i 0 1 .  T i t l e  

E m p l oy : , l c- I J I  CLr ,; i f i c a r i •.' I I : 

_____ _ _ _ _ _ ( ! ) fu l l  Ti l l ! ::'  t\ c .l <k m i c
- - ·  _ _ _ ( /. )  P<H t - Ti l l J C  t\ c , , ,; �· ! ! l i c

( 1 ) A I I I � u a l  U ;t s .: S _ _ _ _ · - - - - -- - - - --
Cl nd 

( : ) � ;  . .  ; : t i d y  s 

for 
$ for 

$ for 

(tl) l l o : I r l y  s 

J m m cd i ;: tc Sup�· r v isor __ _ __ _ _ - - -- -- - - -· - · - - · - - - - - - - · - - -- -·- - --- ·-- ·-

(3) F u l l  T i m e. CL1 ss i f i ccl 
(4 ) P a r t - T i i n c  Cl i\ s> i f i.:.d

S A L ARY Di\ T J\  

( 5 )  Stndc n t  \\'or l :cr

S tep 01 1 Sa l <> ry S ch .:- cl u l e  - - - - - - - - - · - · - --- -- - - --·- · - _ _ _ _ _  - -. .  · - - - - - - -- - - - - · 

To be pa i d  ( l ) Mt• rHhl y _ _ __ _ _  _ 

or (2)  Sc: n . i  · M o n th l y --- -- -- - ---
i n  

- - �------ · -- . 
To h ,>. p:lid ( J ) 1\ l l' f l thl y -- --- -- ----

(�•) \ '. ' .:  l \ � [  )' � 
::- ( 6) Da i l y  s 

0 D ol }' -- ---- .... . ..'. Y c ar ,

• 11:1 )'

- \  ! G roup i ! · · � l t l t  :t t . d J . i ic. J ; J ; u r a i !lY F n r,,J ! n t c' ! ! t  F t• r l l i  

[ .  J 1 f <I \T l i /, cci • � . · ! l t  J ; c' l \ c · fi c i :: r}· l ) ,: ;; i �: J t ,1 i i L • I l  F,l f l l l 
r · · r  Fl r: c t il• i . "' f ' < . r t i c ip .o w  i l l  S l ' l 1 :.; 
' � - - 1 ! :c-p Cl: t  0[ S t : • ' ' ' '  of l ':o i' t i c i j ' .l ! > l

[ 

.1\t'l'Ol l ! l l  · ·  

I A tT'''" l l  :'.' 
- - ·  - - . -

· -
- -- - - - - - .. . - � -- -- - · - · - · 

I I 

f (2) St·m i - � !on : h ly  _ __ _ ___ - - - - - - - - - -

or ( 3) \\' •'. c�k l }' _ _ _ _ __ __ - - - - - ---- - -

A m o u n t  :3 
A l ll ll ll l t t  $ 

·-· . . . . . ·- - ·- - - - - · -- · · 
r.._ · - 1  \\' · ·1 F < •n n .1\ r t: t ck·cl 

[� !ches t X - l ::t y 
[] Phy;kal F .. \ a n l i l l :-t l k' i l

f'�� - ] 1·.:1 �. S l t. : l tc r�.d :'i l l i i l l i ty
l _j Ot] !(: r



Appendix G 4 . 7 . 7

WILLIAM RAINEY HARPER COLLEGE 

Reque st for Vac ation Le ave 

Thi s  form i s  to be completed in tripl icate one month 
in advance o f  vacat ion . Submit a l l  three copies to your 
supervi sor . Upon s at i s factory approval by the appropr i ate 
Dean ,  one copy wi l l  be returned to the per son request ing 
vac at ion , one copy submitted to the Bus iness  O ffice , and 
one copy retained by the Dean . { Consu lt the c l as s i fied 
employees ' h andbook for further in format ion on vacation 
l e ave pol i cy and procedure s . )  

Date. ______________________ __ 

N ame D iv . or Office 
----------------------------------� ---------

D ate o f  Departure ___________ Date of Return. ________________ __ 

Addres s dur ing vac at ion l e ave ( optional ) __________________ _ 

No . working days absent ___________________________________ _ 

Approved :

Supervi sor 

Dean 



Appendix H 4 . 7 . 8

WILL IAM RAINEY HARPER COLLEGE 

TERMINATION OF EMPLOYMENT NOTICE 

Thi s  form must be  compl eted by the appropr i ate Dean and 
submitted to the Busine s s  O ffice immediately upon receipt 
o f  not ice . I f  an unusually short not ice i s  g iven , please
c al l  the Bus ine s s  O ffice . ( Consult the c l as s i fied 
employee s '  handbook for further in formation on termin ation 
pol ic i e s  and proc edure s . )  

D ate ____________________ __ 

Name o f  Employee ____________________ __________________________ _ 

Addre s s  ------------�-----------------------------------------

D ivi s ion or O ffice ·--------------------------------------------

L ast Day o f  Employment______________________________________ ___ 

Wou ld you recommend for reemployment? Yes ________ No ______ _ 

Comments ( option al ) ________________________________________ ___ 

Supe·rvi sor 

Dean 
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B 
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I ND EX  

Abs en c e  Pr act i c e s  and Procedur es  
Ab s en c e  - Unauthor i zed 
Ac c i d e n t  I n s u r an c e  

Account C l erk - Job De s cr ipt ion 
Adm i s s i on s C l e rk - Job De s cr ipt ion 
Annu a l  Compens at i on 
An nu i ty Program - Tax Free 
Append ix 

B e r e avement Leave 
Book s t o r e  C l erk - Job De s cr iption 

Certi fi cat ion of Employment Form 
C l e rk -Typ i s t  - Job Descr ipti on 
Compen s at ion - Annu al 

D i sm i s s a l - Employee 
D i sm i s s al Subj ect to G r i evance Procedure s  
D i smi s sal  - Termin at ion Conference 
D i smi s s al - Terminat ion Procedure 
Dupl i c at ing Machine s Operato r  - Job Descr ipt ion 

Employee C l as s i fi c at ion - Permanent 
Employee - D� � in i t ions 
Employee - D i smi s s al 
Employee Re s ignat ion 
Employees ' Record s 
Employment Interview 
Employment Not ices  
Employment Pl acement ( F in al ) 
Employment Pr act ices and Procedures 
Empl oyment Qua l i f i cat i on s  
Employment o f  Re l at ive s 
Emp loyment Screening 
Evalu at ion ( Pract i c e s  and Proc edures ) 
Exper ience - Pr ior Work 

G ar n i shee of Wage s 
General Pract ices  and Pro cedures 
Gr i evance Procedure 

4 . 3 
4 . 3 . 3
4 . 1 . 4 
4 . 6 . 1 0 
4 . 6 . 3 
4 . 1 . 3 
4 . 2 . 2
4 . 7

4 . 3 . 2
4 . 6 . 5

4 . 7 . 6
4 . 6 . 2 
4 . 1 . 3

4 . 4 . 3 
4 . 4 . 3 
4 . 4 . 3
4 . 4 . 3 
4 . 6 . 1

4 . 1 . 2
4 . 1 . 1
4 . 4 . 3 
4 . 4 . 2 
4 . 5 . 4
4 . 1 . 1
4 . 1 . 2
4 . 1 . 1
4 . 1
4 . 1 . 1
4 . 1 . 1
4 . 1 . 1
4 . 1 . 3
4 . 1 . 2

4 . 2 . 2
4 . 5 
4 . 5 . 1

4 . 7 . 9



H 

I 

J 

K 

L 

M 

N 

0 

I NDEX (Cont . )  

He alth I n sur anc e 
He alth and S afety ( Gen . Pr actices and Procedures ) 
Ho l idays 
Ho spital i z ation I n surance 

Income Protection P l an 
I ndex 
In surance - Co st 
I n surance - He alth and Ac'c ident 
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