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usually be of a limited nature and relate chiefly to quotations
and purchase of materials. Letters of the purchasing clerk will be
signed by the superintendent. All correspondence with the
general office will be by the superintendent, although he may
refer such parts as he desires to heads of departments, through
the assistant superintendent having charge of them. Matters in
reference to work done in and about the plant by outside parties
should be arranged by correspondence, the nature of the work
clearly specified, and if practicable a price should be fixed by the
parties doing the work, and provision made for any extra work
that may be found necessary. No contract for this class of work
exceeding fifty dollars should be valid until approved by the
general office. All matters that can be conveniently typewritten
should be done in that manner. The practice...
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