A

Juns 29, 1928,

Bemorendum to Mr. Moulds:

In your statsment regarding

saryice of employees it will be desirable to include
8 peragraph for refersnce in cacs of doubt regerding
the possibllity fer groduste study of resserch assistants,
The ruling on thie is of course 2 pert of the greduste
schools in cooperation with this office, but the fora
that you are making out will be scceptabls if'it resds:
WRegearch As-istents sre not parmitted to carry
University course work vhen sppointad on full time for

gervice. Those working helf tims a8 Resaarch
Assistente arc pernitted to do ome course in eny
guarter of such gervice.

David H. Stevens
Assigtant to the Fresidenmt.

T
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kogust 22, 1928

My dear Mr. Moulds:

Will you kindly permit Miss Kernan to
duplicate the file in your office which carries the
record of 211 University uppointments--Professors,
Associste Professors, Assistant Professors, Instructors
end others. While this meteri=1l is, of course, ex-
tremely confidentinl, we believe it would be well to
have & more completa file in this office in order to
facilitate work with verious budgets. Needless to suy,
the grentest care will be exercised in handling these
“M. -

Yours very truly,
Da vid H. Stevens

K Assistent to the President

Mr. John F. Moulds
Foculty Exchange

Ty

o






The Wniversity of Chicago f})/%ﬂ/

The JBoard of Trustees

OFFICE OF THE SECR L
ELLIS AVENUE AND FIFTY-!IGT’:I’:RS?YRIE‘I' Apr il 18 ] 1928 L

Pregsident Max Mason,
Faculty Exchange.

Dear Mr. Masons

« Thisg is to remind you that in conformity with
the action of the Board of Trustees at its meeting held April 12,
1928, you are authorized to arrange with Professor Tufts the
amount of service he shall render during the year 1928-29, and
with Mr. Bean, of the Press, the amount of service he shall
render during the Spring yuarter, 1928.

You no doubt also have in mind the action taken at
that meeting authorizing you to arrange for expenditures under
the Lasker Foundation for Medical Research for the pericd from
April 1, 1928, to June 30, 1928, such expenditures not to exceed
the income from the Foundation.

Yours very truly,

W

Secretary.

HS






Jenuary 10,
1928,

liy dear lir. Newcomb:

I understand that a letter
similar to the one addressed to President liason
on December 29 went £t the seme time to the
University Recorder. I am following his action
in sending this letter to the Corresponding Secre-
tary of the Board of Trustees in order that the
reply from the University of Chicago msy be com-
plete and well organized. Undoubtedly you know
that two or three universities are answering some
of your guestions by actual development of build-
ing programs. This is true not only of the Uni-
versity of Chicago but of Northwestern University,
the University of Buffalo and the University of
Fochester.

Very truly yours,
Dgvid H. Stevens.

Agsistat to the President.

Mr. E. H. Newcomb,
Executive Secretary,
Lincoln end Lee University,
Kanses City, Missouri.

DHS W
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Honold I6. Swi
Union Stock Yo

March 7, 1927 %;Z:A.f ;QZJ*

Mr. F. C. Woodward,

The University of Chicago,
Chicago, Illinois.

Dear Mr. Woodward:

You will remember the action of the Board at last
meeting was that the President and the Vice President might have
authority to invite Mr. Haynes to meetings of the Board. The
Presldent sald before leaving that he thought Mr. Haynes ought
to attend every meeting.

If you agree, I suggest you make this clear to him,
or at least that you invite him for the meeting this coming
Thursday.

Yours very truly,
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Dear Bert: .

I am gled to give you my suggestions relative to the duties
of the Jeeretary of the University as requested in your letter of
the 15th instant, whioh came to Grand Beach during my abeence in
the Horthwest.

Ao & point of departure for the discussion it may be well to
deseribe bLriefly the duties of the Jeoretary as they are at present.

He keeps the minutes of the Poard and its standing commitices
and of any speclial committees which mey be reguired of him. Thie

duty earries with it the task of notifying the trustees of all mectings,

arranging for places in which to meet, attending the meetings, writing

- up the minutes and sending them to every trustee. The meetings are

very numercus and the businese transacted is large in volume, whieh
concume & great deal of the Ceeretary's time in attending them and
writing their minutes. The present secretary has done this work
admirably and hes shown great *ul in interpreting the sotions of
the trustees and in recording them accurately and in sending out the
minutes promptly in excellent form - & model for all other institutions.
The business of the Board ls in meny particulars of & confidential
nature and requires diseretion and diplommey on the part of Lie Jeore-
tary. These conditions have also been well met. The Seeretary
conducte the officlal correspondendge rogarding the actione of the
Board and sends letters of thanks and apyresistion to domors and
others, and in this respect represents the University to ite consti-
tuenoy and friende. The Ueoretary also officiates at public functions,
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such as at laying of cornerstones, dedication of bulldings, ete.,
ot which ooenslons u reads 1ists of documents enclosed and official
resolutions. These duties require taet, dignity, diplemacy and
statesmanship, qualities which the seoretariece of the Doard have
posseseed in excellent meacure.

As provided in the hy-laws the seoretary sountersigne cheoks,
is the custodian of the senl, attests official documents, signe
diplomas, and is the oustodian of the correspondence of the Board

‘and of all documents committed to his cave. Because of the magnitude

of the University's transactions these portions of hic duties take
up mueh of hiz time.

There are many other duties which are ineidental and inferential
which I have not enumerated. Ferhaps one of the mere important is
meeting visitors to the University who wish to loayn its methods and
gome in large nusbers from time to time.

It will be eclear from the foregeing that & portion of the Seore-
tary's duties are of a routine sharaster requiring mnn-nu care,
and ocould be discharged by a person of high cleriecal ability, while
the ‘rnuadu of his duties eall for initiative, dipiomecy, and

Judgment.

It may be well at this time to inguire whetiher the crganisstion
of the University with respest to its Board of Yrustees needs modifi-
oation, and if o, wheth r the mod ifications would affect the duties
of the Lseretary. Technically, all responsibility for the wroper
gonduet of the University rests on its Board of Trustees. Insofar as
this responsibility spplies to the educatlomal work of the University
it has been delegated to the President and the Faoulily, but insofar
as it relstes to the business snd financial administrstion it is

L.
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exereiced largely by the Board itself, although in some moasure a
portion is delegated to the Business Manager and other business
officers. %his practice is o natural one when one goneiders tue faot
that the trustecs are men of affairs, skilled in finance aud business
but not so familiar with the teohnio and content of higher education.
(Now that the Board has o membership of twemty-five, & larger pertion
of ite meubers might be selected besause of thelr familiarity with
the probleme of higher education mnd research. )

When the University had fewer resources and was mealler in size,
it was not se¢ difficult for the tructees to Mave an intimate knowledge
of all ite business affaire and pase on their details. But mow that
it has reached ite present proportioms, 1t requires frequent mothgn
of the Board and especisnlly of its standing committees im order to
authorize the several trensactioms which the Businecs lanager and
other cfficers must perfomn ﬁo earry on the work of the eorporatiom.
These frequent meetings = lasting probably an hour and a half to twe
hours on the average - make heavy demsnds on the Trustees' time, and
will make greater demends &8 Lhe University expands. The time is
ripe, in 2y opinion, for a careful review of the organigation of the
Board and of ite committees snd their funotione with & view to the
following:

1) A greater delegation of the details of the us inese trans-
aetions to the Dusiness Memager, under certain well defined policies
and limits.

2) A greater delegation of responsibility to the ctanding commit-
tess for work falling under their elassiffoation without further refes-
ence to the Board.

3) A elear and explieit definition of these larger fumotions of
the committees and the Business Munager so that the trustees at Board
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moetings will be concerned with the larger policies of the University,
both edusntional snd financial, and will within the well defined
limits refer their execution to the ctanding committees ond sdmin-
istrative officers. In Like manner the stending conmittees would sot '
on the matters roferred to them ané would leave the Dusiness Hanager
o garsy cut the detall and bring them te & euccessful cunclusion.

- poligy such as the one above desoribed would have n profound
effect on the duties of the Guﬂ.tuv begause the charagter of the
meetinge of the Soard would be changed. Sinece the Board would discuss
and establiich the poliey of the University in ite broad acpects,
luﬂns ite exsouticn to the commitiens and the administrative offlcers,
it would be extremely important thet the Jeeretary interpret and record
correcatiy the actione of the Board., The plan here proposcd would
cbviate the necessity of calling so frequent meetings of the stamding
committees ae iz now the ensé in oxder to sarry on ihe business of
the Univereity promptly and expeditiousiy snd whilech arve very diffi-
cult to arvange boesucs the trastees are very e mon.

2 UL

fhe principle underlying countersigmature of twcke 1s that more
than one perscn shall be involved in their issue. VYhers thousands of
ghadks are issued every month, 4t is diffiocult, if net lupoed ble, for
anyone not intlmately congernsd in their prepareation to knoew whether
they are correct or not, The reeult is the counterasignature becomes
foym only and not & real grotection. Now that the businese of the
University has become 20 large, the person ecountersigning chould be -
one who has knowledge of the transactions. This kmowledge oun be
geined only %y having the disbursements of the University divided inte
homogenascus claspes and requiring countersignature by o person who has
knowledge of the particulsar class. For example, the payroll of the
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University in all its departments is o large affaiyr, and the reepon-
sibility for ite preparation snd the issuwanee of the paycheoks might
well be assigned to ome person under the control of the Auditor, Thie
person might be required to countersign paychecks, in place of the
sesretary.

As proviously stated the feorstary represents the niversity before
the public in certain mgpeets. Bub this io ohiefly at the Universily
itnelf. With ths comstanily expanding setivities of Lhe University
larger and larger roeouraes will be needed. In order o obtain them,
the importence of the work it is carsying on must be made clear and
its claim for support must be made emtnuas. When Dr. Aason helps
Stokes wae ncoretaxy of the Yale Corporation he repressnied Yale to
ite alumni and eonstilnency and did it in such sn effective manner
that ite funds were greaily inereasad. Josslbly & simllar service
gould be rendered to the Universily 45 the right kind of person oould
be found whic had the right kind of qualifiecations forxr that serviece as
well &s those for & reocording seerotary. I such & person were found
he doubtless wouid fiesd a competent sasistant Lo oure for the daily
routine of the secrotaryts offise and to take the wrimutes of meetings
when the Seeretery waec absent fran the University. %his cosivination
ef functions might ke a most Cerireble ons. However, sz I see it,
the responeibility of making known to the public the aotivitics of ihe
Universily and their isportonce to the ecountry, is o wé ghity, that if
a person couid ke Ffoumnd who could do At in & satlsfaotony mﬁtr. but
dié not have the requisite qualifications for secretary, I should
engege him and make othey arvengemente for tae peoretery's work. He
would have & full time pomition,
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WAYS OF MERTING THE SITUAYION

1) A seoretary might be eleoted with ability to care for the
duties of the offige as now organized, and no other duties.

2) A secretary might be elected, who could sare for the duties
of the office im ite literal and restyvicted sense, recording properly
the actions of the Board and ite committecs, and diveeting the office
of any contaet or practically none with the publie.

3) The office might be filled by ancther officer of the Univer~
sity, adding those functions wiich are comprehended in plan (2) and
sueh others as may be advisable.

4) A secretary might be chosen who would, with & first class
assistant, perform the dutles of secretary, and would combine with
them the duties of field agent, or finmnecial sesretary, and who would
be competent under a revised arrengement of the Moayd's snd ite
committees' duties, to boqou one of the chief executive officers of

the University. :

Whichever of thege plans is followed will no doubt depend, in the
last analyeis, largely upon the ability to get the right persen. The
last plan has great possibilities and if the proper person were found
would be & distinet addition %o the administralive forces of the
University. It would mean an enlargement of Lhe staff of the seore-
tary's office to carry the increased duties. But I feel confident it
will be to the best interests of the Univereity to add to the executive
officers of the University, pereone of standing and abllity for the
inereneing work of administration, o that they will have time and
energy Lo do well their work, and opportunity Lo deviee and put inte
effeot, improvements which new Limes and new situations demand.

The needes of the University would Justify a third excsutive
officer, of standing and ability comparable to the Pusiness Nanager
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and the Auditor. If sueh & percon wore obtained, the Deard would be

Justified in delegating to them responel bility f or the bueiness oper-
ations of the University under well defined policies.

As I veview and swwmrize the situation, I am inclined to the
opinien that perhapes the practical plan to follow would be either of
the followingt

it To appoint a person to eare for the yresent work of the Seere-
tary sxeept that public functions mow exereieed by him be iransferred
to & mew afficer attached to the President's office, who may be given
titlie of Viee-President, and sseign o that officer the further duties
of assisting the President in representing the University io Ate con~
stituenoy and in ruising funds for ite suppori. He would aect with
the Business Iznager and the Auditor in the finemecial operation of iLhe
University. ;

2) Or the plon may be followed im sppointing en efficer to care
for all the duties just detelled in the preceding paragroph, tnd giving
him adequate assistance tc do the routime work of the “ecretasy's

office.

Trusting that these suggestions mey be of wse W ihe committes,

iam
vordially yours,






THE UNIVERSITY OF CHICAGO

Department of Systematic Theology

September 8, 1926

Mr, 4lbert W. Sherer,
Del Pradc Hotel,
Blackstone and 5%th Sts,,
Chicago, Illinois.

My Dear Mr, Sherer:

Dean Mathews suggests as a man who would probably
measure up to the requirements which you have in
.mind for the new secretary of the Board of Trustees
Dr. Joseph C, Hazen of Orange, New Jersey - First
Baptist Church., Dr., Hazen seems tc me to be just
the right kind of person for the duties that you
have in mind end I should like to add my own hearty
approval to that of Dean Mathews,

Very truly yours,
(Signed) HERALD B, SMITH

GBS:EM

s————






THE UNIVERSITY OF CHICAGO

The Board of Trustees

Office of the Secretary
Ellis Avenue & Fifty-eighth Street September 21, 1926

Mr, A. Ws Sherer,
1801 Illinois Merchants Bank Building,
Chicago, Illinois,

Dear Mr. Sherer;

Isolated here without stenographer or other
aids to correspondence I'll do my best to answer your musch
appreciated letter of the 15th which arrived this afternoon.
You may well imagine I appreciate this opportunity to write
congerning the work which for so long has been the most im-
portant part of my life. In what I have to write in response
to your request, I shall endeavor to spesk as if I were
"a member of the committee" of which you are so important
a factor.

Let me say, then, that the office of the Sec~-
retary has progressed in the volume of work just about in
proportion to the inorease in the University's size and the
amount of its annual financigl outlay. In other words, the
work centering in this office has nearly quadrupled in quantity
and doubtless in importance since 1 began my service. It seems
to me, therefore, that in choosing a new Secretary it will be
necessary, or at least desirable, to consider the matter from
the present point of view rather than from that of the past
with which most of our Trustees are more familiar. It is de-
sirable, also, to recognize that the importance of the work
will no doubt continue to grow in keeping with the University's
growth, which is bound to be constant.

Recognition of the present volume of work and of
its inevitable increase, when the Board is meking a change,
should be of primary consideration. The new Secretary or Sec~
retaries should be chosen with reference to expanding duties.






Mr. A. We Sherer - #2
September 21, 1926,

To speak with franimess I think it would
be most unfortunate to attempt to include any of the work
80 admirably carried on by Ir. Aitchison in that of the
new Secretarys The success of Dr. Altchison's successor
will be found in constant, continuous gpproach to men of
means and liberality. He ought to be alwaeys seeking new
"prospects™. He ought to mingle with those from whom the
University would expect gifts. Such & task would quite
unfit him for the work of the Secretary's offiece to which,
inevitably, must be given perscnal supervision from the
base of the office. The Secretary must be prepared to
serve always as a prompt source of information for the
President of the University, the President of the Board,
the Chairmen of standing and other committees., The Sec-
retary's telephone rings without ceasings 1 was about to
8ay, with inquiries and instructions which cannot wisely
be answered by followers or clerks during the absence of
the Secretarys The presence of the Secretary at meetings
of the Board and of various committees is required at a
time of day best suited to contacts with prospective donors.
One month, which was exceptional, however, I recall there
were something like fifteen to seventeen committee meetings
down-town and at the University.

It would be impracticable to unite the work
of a man called to Dr. Aitchison's position with that of
the Secretary. Such a union of functions would render in-
effective the duties of each officer,

If I eam not venturing too far in meking sug-
gestions, I think if I were & member of your committee I
should recommend the appointment of two Secretaries, a Sec-
retary and an Assistant. As a matter of faet, the By-laws
provide for such officers. The Secretary would be the one
to attend Board meetings and those of the standing committees,
the Assistant would attend meetings of minor committees. In
case of conflict of meetings provision would thus be made for
caring for the two meetings.

The Assistant Secretary would be selected with
reference to his possible, or eventual, promotion to the sec-
retaryship. Such a division of the duties would give oppor-
tunity for a more careful consideration of the Secretary's
work. For years the incumbent has seldom had time to under-
take a survey of his job, or to study ways of making more
effective that which he was attempting to do. For years when
the Secretary was absent or sick, or detailed for other work,
some one - Cashier, Auditor, or other officer - had to be de-
tached from his work,






Ur, Ae We Sherer - #
September 21, 1926

There should be two Secretaries.

The Secretary should be paid a sslary which
would be comparable to that paid to other important officers
and would secure & thoroughly competent man.

For some years I had hoped that Mr. Moulds would

be selected as my successor, but he has been appointed now to

a position of vital importance with a salary so much in excess
of that paid to the Secretary that hs probably would not con-
slder the position now. And, moreover, the service he is per-
forming is so necessary that Mr. Arnett, Mr. Plimpton and I,
for years have urged the sppointment of some one to do just
what he is now doing, and is sure to do well.

The foregoing is sufficient, I think, to give
you my opinion as to the problems you have stated. I will be
most willing to be of service to your committee in any way I
may be able to render service, and will see you as soon as I can.
Very truly,
(Signed) J. S. Dickerson

Secretary






The mnivers_ft_v_z of Chicago A/

The Board of Trustees

OFFICE OF THE SECRETARY
ELLIS AVENUE AND FIFTY-EIGHTH STREET

February 18,
1926

President Max Mason,
Faculty Exchange.

Dear President lMason:

You will recall that from time to time
the Board of Trustees instruects the Secretary to write
letters of thanks to various donors. I have obeyed its
instructions just as rapidly as time permitted.

At the February 11 meeting the Trustees
voted instructing me to send their thanks to Sewell Avery,
Bernard BE. Sunny, Ché@cy Keep and two members of the Swift
family., Juet as I am about to write these letters lir.
Butler thoughtfully informs me that you have written
to these donors expressing the thanks of the University for
the generous gifts made.

The question arises whether it is desirable
to have the two letters sent. Mr. Butler seems to think
thzt one letter is sufficient. On the other hand, the letter
of the Secretary is in a sense an official communication
recognizing on behalf of the corporation itself the receipt
of subscriptions. The letter of the President probably
expresses th;nks with more detailed description of the gift
and of the purposes for which it is to be used. The letter

of the Secretary is more formal.






























The Wniversity of Chicago

The JBoard of Trustees

OFFICE OF THE SECRETARY
ELLIS AVENUE AND FIFTY-EIGHTH STREET

December 4, 1925.

Mr. James H. Tufts,
Faculty Exchange.

Dear Mr. Tufts:
Please add to the list of
persons appointed since December, 1924, the

names of the following:

W¥. T. Beauchamp, Instructor,
in the School of Commerce and Administration,
from October 1, 1925.

W. A. Craigie, Professor, in
the Department of English, from October, 1925.

‘R. H. Keniston, Professor, in
the Department of Romance Languages, from July,

1925.

Yours very truly,

{ 7 Secl‘e tar’o

W ’{*’9? Mﬁ:-uﬂ/ ?EJZCQ, %‘M&L? L, S

I3 MBS






" The Wniversity of Chicago

The JBoard of Trustees

OFFICE OF THE SECRETARY
ELLIS AVENUE AND FIFTY-EIGHTH STREET
7

December 3
1925

Deall JO H. TU.ftﬂ,
Faculty Exchange.

Dear Dean Tufts:

I am sending to you herewith,for use
at the dinner on December 10, the list of new appointees
during the past year, ineluding the appointments made
2t the December Board meeting of 1924. The list is a
somewhat difficult one to prepare. 1 have eliminated
from it the names of persons appointed in the University
who were formerly on the staff of Rush Mediecal College,
or are still on the s taff of Rush Medieal College, with
the exception of Dr. Phemister, Dr. Curtis, Dr. Miller
sna Dr. Van Allen. It seems to me they ought to be
welcomed. I have omitted the names t00 of some wWhom
are, 1 think, in Europe. Cn the other hand some names
appear wnich I am not certain whether they are abroad or
not. 1 have also erased from this list the names of
persone who have not sccepted their invitations to the
dinner. Some 150 persons invited have not yet declined or
accepted the invitations to the dinner. Anong the list
cf ginners in this respect is the &ietinguished Vices

Pregident and Dean of Faculties of the Univeregity, my






Dean J. H. Tufte - #2.
December 3, 1925.

beloved friend, James Hayden Tufte. I am sssuming,
nowever, that he will be present, but I wish he would
gend in the card.

Yours very truly,

JfSecretary.

Hutchinson, House and Kleitman have been

’-:-—‘:.:—:....- I

under appointment hitherto as Assistants and Natio

Research Council Fellow respectively, but thig is their
first appearance as actual members of the faculty. You
will use your own judgment as to whether it is desirable

to mention'them.






The ﬁ'lniversitg of Chicago

The JBoard of Trustees

OFFICE OF THE SECRETARY
ELLIS AVENUE AND FIFTY-EIGHTH STREET

November 21, 1925.

Mr. James H. Tufts,
Faculty Exchange.

Dear Mr. Tufts: =

The committee on arrangements
for the Trustees' dinner to the faculties would
be glad to have you introduce, on the evening of
December 10, the new members of the faculties.
I can have that list prepared for you if you

desire to have me do s0.

Yours very truly,

-

Secretary.






The ‘U:lnivetﬂ of Chicago

The Board of Trustees

OFFICE OF THE SECRETARY
ELLIS AVENUE AND FIFTY-EIGHTH STREET

June 2,
1925

Ir., James H, Tufis,
Faculty BExchange.

Dear Mr. Tufts:

On March 13, 1924, the Board voted,
you will remember, to retire certain members of
the faculty. Uo formal notice from the Secretary
was sent to these members of the staff ag President
Burton, with his characteristic wisdom, thought
that it was better for him to communicate this
decigion, rather taan to break the news by a formal
letter from the Secretary.

It has occurred to me, however, that
it might be necessary to send some formal notice
on behalf of the Board of Trustees. I hope not,
but if you think such a notice should be sent,
perhaps you will be good enough to indicate the
form which it should take, The names of those
in this list, ag acted upon by the Board of Trustees
are ag follows:

‘John M. Coulter
C. P, Castle

T. L. Neff

Marion Talbot

¥. J. Miller

B.: 8. Terry

W. Des MacClintock
A.u H. T(Jlman

I, M. Price.

I am delighted to hear of the continued
progress of Mrs. Tufts, and hope she will continue
to improvg. I know you will rejoice with me on the
hopeful outlook for my son. We are greatly
relieved by wis condition.

Yours very truly,

-

s

Secretary.







sity of Chicago

OFFICE OF THE SECRETARY
ELLIS AVENUE AND FIFTY-EIGHTH STREET

Dean J. H. Tufts,
Faculty Exchange.

Dear Dean Tufts:

My recollection is that the increase
in the tuition fees in the Law School was recommended,
but none of us can find that the action has been taken.
If this is true, the matter should be brought before
the Board of Trustees at the June 11 meeting. Will
you please let me hear from you. It may be that there
was to be some preliminary step taken before the

Board was to act.

Yours very truly,







