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PAYROLL
22000055  YYeeaarr  EEnndd  DDeeaaddlliinneess    ((CCoonnttiinnuueedd))

Voiding Checks
All checks that need to be voided in the payroll system must be
returned to the payroll office no later than 1/6/06.  If they are not
returned before W2's are processed the Checks not voided by this
date will be reflected in employee W2's.  This may in turn result in
overstatements and the need for issuing corrected W2's.

Hand Drawn Checks (HDC)
The last payroll for 2005 will be run on 12/16/05.  In preparation
for the winter break, the Payroll Office will strive to process all
HDC’s within a 3 day window (not the normal 2 to 5 day).  We will
continue to accept HDC requests through 5:00 on 12/20/05 (for
distribution on 12/23/05).  Please ask your employees not to call
the Payroll Office for HDC updates.  The Payroll Office will 
contact the employee directly when the check is ready for pick-up. 

January 6th 2006 Payroll
Please note that this payroll will run on Tuesday 1/3/06 (the day
following the University Winter Break). AAllll  ttiimmee  rreeppoorrttiinngg  mmuusstt  bbee
eenntteerreedd  iinnttoo  tthhee  ssyysstteemm  bbyy  TTuueessddaayy,,  JJaannuuaarryy  33rrdd  aatt  33::0000.. Please
make sure that proper staff is available to get this work processed
in the one day time frame.

W-22  Mailing:    Is  Youur  Address  Up  to  Date?  

The calendar year is drawing to a close which means that it will
soon be time to start thinking about tax returns. Penn mails your
W2 to your permanent address in January of each year.  If your 
permanent address is not up to date in the payroll system, If your 
W2 may be delayed or even lost. To view and/or change 
your address information, go to the U@Penn website at
http://www.upenn.edu/u@penn or contact your Payroll or Business
Administrator. Again, your address must be updated no later than
January 12, 2006.

Please Note: Your W2 will be sent to your permanent address.  If you
have no permanent address on file in the payroll system your W2 will
be sent to your current address. 

Payroll  Taxx  Chhanges  
for  2006

Please be advised that the following tax rates and limits will
become effective as of January 1, 2006.   

Social Security taxable wage base increased to $94,200  (up
from 90,000 in 2005)

Social Security Tax maximum withholding increased to
$5,840.00 (up from $5,580.00 in 2005) 

Philadelphia City Wage Tax for Residents – reduced to 4.301%
(down from 4.331% in 2005)

Philadelphia City Wage Tax Non-Residents – reduced to
3.7716% (down from 3.8197% in 2005)

The new tax rates are effective for all payroll checks dated on or
after January 1, 2006.

PAYOLL  COVERAGE  FOR  WINTER  BREAK

The payroll office will be staffed over the Winter Break (12/27
through 12/30) during the hours of 9:00am to 12:00pm noon to
take phone calls and respond to emails only.  There will be no pay-
roll window hours during this time. 

Accouunts  Payable
Increased  Chharge  for  Processing  Foreign  Drafts

Reminder:  As of Monday September 12, 2005, the charge for
processing foreign drafts increased from $10 to $15 per draft.

The Accounts Payable department has had to make this change
as a result of Wachovia Bank raising their fees to the University of
Pennsylvania.
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Weekly  Payroll    Schheduule  for  December  2005

2005 Weekly Pay Support Documents For New Appts  Add'l Pay Forms due Time Reporting Database Changes to Existing  
Pay Period Dated must reach HR Records by 5 PM in Payroll by 5 PM by 3 PM Records before 5 PM

11/27/2005 2 - Dec 21 - Nov 25 - Nov 28 - Nov 28 - Nov

12/4/2005 9 - Dec 28 - Nov  2 - Dec 5 - Dec 5 - Dec

12/11/2005 16 - Dec 2 - Dec 8 - Dec 9 - Dec 9 - Dec

12/18/2005 21 - Dec 6 - Dec  12 - Dec 13 - Dec 13 - Dec

12/25/2005 22 - Dec 9 - Dec  15 - Dec 16 - Dec 16 - Dec

Monthhly  Payroll    Schheduule  for  December  2005

2004 Monthly Pay Support Documents For New Appts  Add'l Pay Forms due Time Reporting Database Changes to Existing  
Pay Period Dated must reach HR Records by 5 PM in Payroll by 4 PM by 4 PM Records before 5 PM

12/31/2005 22 - Dec 9 - Dec 13 - Dec 14 - Dec 15 - Dec
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Standardized  Proceduure  for  Muultiple  Payments
for  Stuudent  Travvel

It is not uncommon for students to receive funding for one trip
from multiple sources at different times throughout the year.  Such
sources could be the student’s school or center, GSAC, Dean’s sub-
vention funds and other supplemental funding sources.  Since these
funds are awarded periodically, multiple travel reimbursement forms
are created for one date of travel.  In the past, this has caused con-
fusion and forms have been returned because the Travel Office deter-
mines that the student has already been reimbursed for that trip, but
cannot determine by the information provided that it is a second
submission for the remaining expenses for the same trip.

If departments are processing payments for students who have
received funding from multiple sources for one single trip, this is the
procedure to be followed:

The first travel reimbursement request should contain all the
original receipts for that trip even though that student is only
seeking a partial reimbursement. 

For any subsequent reimbursement requests, a new C-1 form
should be filled out for the new amount to be reimbursed.  

A copy of any prior C-1 forms showing payments toward this
trip should be attached.

Any applicable worksheets (i.e. GSAC) should be attached.

Finally, a brief explanation should be attached stating that the
reimbursement request is an additional reimbursement from a
funding source different from the first one and that the total
of the payments does not exceed the entire cost of the trip.

This procedure will allow the Travel Office to see the history of
these payments so that it will not return forms unnecessarily.

AMTRAK’S  
SHARE  FARES

Amtrak has a shared ride program that can save your 
department a lot of money if you have a group of people 
traveling on Amtrak to New York, Washington or elsewhere.  Read
the information listed below or go onto the Amtrak web site
(http://www.amtrak.com) for more information.

Co-WWorkers:  Savve  Big  withh  Shhare  Fares  

Share Fares, our wildly popular savings program has been
extended! Now for purchases through March 31, 2006, you can enjoy
super savings when your small group travels together in the
Northeast. 

Here's how it works: Just purchase two tickets at the regular fare.
Then, others in your party — up to four additional people — save
90% off. Read the full terms and conditions here. It's a great deal for
groups of three or more! 

TRAVEL  ADVISORY
Travel Office, 308 FB/6284   898-3307

OFFICE OF THE COMPTROLLER (CONTINUED)



New  Commodity  Projects

Purchasing Services has recently launched a group of new com-
modity projects.  The Commodity Sourcing Managers will be facili-
tating these commodity projects in collaboration with School and
Center representatives and peer purchasing representatives from
local and regional colleges and universities.  The new commodity
projects include:

Storage Area Network Systems (SANS) Competitive Bidding
Project 
Penn Marketplace Research Supplier Contracting Initiative 
Infectious Waste/Sharps Removal Program 
Audio Visual Equipment & Services Project
Express Mail Competitive Bidding Project
Fleet Fuel Program 
Event Planning Project 
Charter Bus Service Competitive Bidding Project

Information on each commodity project is available 
in the Purchasing Services web site at: 

http://www.purchasing.upenn.edu/about/comm_projects.php

New  Suupplier  Discouunt  Pricing  Agreements

Purchasing Services has negotiated new supplier discount pricing
agreements with the following suppliers during the past three months.

Supplier Name Supplier Commodity

Butler Animal Health Supply Veterinary Products

Laser Supply Incorporated Computer Products

AnaSpec Incorporated Research Products

Parmetech Corporation Computer Products

Stratagene Research Products

New  Penn  Marketplace  Suuppliers

Purchasing Services has recruited the following suppliers for par-
ticipation in the Penn Marketplace during the past three months.

Supplier Name Supplier Commodity

Zymed Laboratories Research Products

Upchurch Scientific Research Products

AnaSpec Incorporated Research Products

Pierce Biotechnology Research Products

A complete list of Penn Marketplace participating suppliers is
available in the Purchasing Services web site at: 
http://www.purchasing.upenn.edu/buyinfo/suppliers/pm_suppliers

New  “Suupplier  Shhowcase””  
Produuct  Promotions  Suuppliers

Purchasing Services has recruited the following suppliers for 
participation in the “Supplier Showcase” new products and product
promotions program during the past three months.

Supplier Name Supplier Commodity

Parmetech Corporation Computer Products

GovConnection Computer Products

BioSource International Research Products

A complete list of “Supplier Showcase” participating suppliers is
available in the Purchasing Services web site at:

 http://showcase.sciquest.com/upenn/suppmenu.html

New  Puurchhasing  Staff  Commodity  Responsibilities

Purchasing Services has updated the buying staff commodity
responsibilities effective November 1, 2005.  The Strategic Sourcing
Managers are responsible for all aspects of their assigned commodi-
ties, including customer relationship management, spend analysis
and contracting, supplier management and problem resolution, and
purchase order approval for transactions greater than $5,000. 

An updated list of staff commodity responsibilities is available
in the Purchasing Services web site at: 

http://www.purchasing.upenn.edu/about/buying_resp.php

Puurchhasing  Servvices  News  and  Annouuncements

Purchasing Services will post all new purchasing related
announcements in the “Featured News” section of our web site at:
http://www.purchasing.upenn.edu.  All previous announcements
are listed in “News Archive” at: 

http://www.purchasing.upenn.edu/news/

5

T H   E     B O   T   T  O   M   L   I   N   E December 2005

PURCHASING SERVICES NEWS



Whhat  will  be  avvailable  to  vview-oonly  uusers?

Proposal Tracking view-only users will be able to immediately
access information on proposals and awards via the web, including: 

Proposal and award details based on ORG security

A snapshot of a project’s administrative information, including
the ability to compare proposed and awarded dates, amounts,
and status history

Basic high-level regulatory approval information associated
with a proposal and/or award

Human Subjects and Lab Animals Tracking view-only users will
be able to immediately access all relevant information on protocols
assigned to their boards via the web, including:

The protocol summary

Principal investigator information

Reviews

Amendments

Attachments and communications relating to the protocol

For Human Subjects users, any information on adverse events
associated with a protocol will also be available.

Training  &  Access

Prior to obtaining access to the system, users will be required to
attend a demo-style training session, where features of the 
application and navigation will be presented.  Potential users will be
contacted with dates, times, and locations of training.

Users will need to complete an access form, which requires
appropriate authorization.  Once access is set up, users will only need
to authenticate with their PennKey and PennKey password before
accessing the system with a standard web browser. 

End-uuser  suupport

A support system is in place for new view-only PennERA users,
including a help line, e-mail, web form, and online reference materi-
als.  Information is on the PennERA web site at:

http://project.pennera.upenn.edu/help.asp. 

Proposal  Devvelopment  uunderway

The PennERA team is currently planning for the next phase of
development, which involves implementing the Proposal
Development module for use by investigators.  

Anticipated benefits of the Proposal Development module
include:

Reduction in time/cost to prepare and submit proposals to
sponsors

Streamlining internal review and approval of proposals

Integration of funding opportunities and investigator profiles
with proposals

Standardization of templates

Electronic submission of proposal data

CONTINUED ON NEXT PAGE

OFFICE OF RESEARCH SERVICES

UPPDAATTEUPPDAATTE -- VVVVIIEEWWIIEEWW AAAACCCCEESSSSCCCCEESSSS TTOOTTOO TTTTRRAACCKKIINNGGRRAACCKKIINNGG MMMMOODDUULLEESSOODDUULLEESS

The PennERA (Electronic Research Administration) team is preparing to provide view-only access to the Tracking modules of the
PennERA system for appropriate research personnel.  Beginning this month, the team will roll out view access to the Human Subjects and
Lab Animals Tracking modules to Institutional Review Board (IRB) and Institutional Animal Care and Use Committee (IACUC) members.
In January 2006, view access to the Proposal Tracking module for School and Department level research administrators will begin.  This access
to the PennERA system is part of an effort to improve service to the University’s broader research community.  
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View  Access  to
Tracking  Moduules

As part of its planning, the PennERA team recently convened
focus groups of faculty and staff involved in proposal development to
discuss processes for preparing, tracking, and submitting grant 
proposals.  The team is currently evaluating feedback from the focus
groups to ensure that we are comprehensively representing the needs
of the research community as we move forward with Proposal
Development. 

Stay tuned for additional activities in Penn’s full life-cycle system
for research project development, support, and management.

More  information  abouut  PennERA

Additional updates about PennERA will be provided through-
out the project.  For the most current information, please visit the
PennERA web site at https://www.pennera.upenn.edu/ and click
on the “PennERA Project” tab at the top of the page.  If you have 
any questions, comments, or suggestions, please send an e-mail to
pennera@pobox.upenn.edu.

Robin H. Beck, 
Vice President of Information Systems and Computing

Andrew B. Rudczynski, Ph. D., Executive Director 
of Research Services and Associate Vice President of Finance

Joseph R. Sherwin, Ph.D., 
Director of the Office of Regulatory Affairs  

EEBB  RRaatteess

The University received approval of new EB rates in an agree-
ment dated September 12, 2005.  The approved rates for federal
awards are 30.9% for Full Time employees.  The dependent tuition
rate was increased to 2.1%, so the non-federal rate is 33.0%.  These
rates are effective as of July 1, 2005 and are to be used for all proposal
budgets.

Please note that these rates are also being charged to all active
awards effective July 1, 2005.

T H   E     B O   T   T  O   M   L   I   N   E
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CCaallll  ffoorr  VVoolluunntteeeerrss::  SSttaaffff  GGrriieevvaannccee
PPaanneelliissttss  

OObbjjeeccttiivviittyy..    SSoouunndd  jjuuddggmmeenntt..    DDiissccrreettiioonn..  AA  ddeessiirree  ttoo
hheellpp..    IIff  yyoouu  ppoosssseessss  tthheessee  qquuaalliittiieess,,  tthhee  DDiivviissiioonn  ooff

HHuummaann  RReessoouurrcceess  iiss  llooookkiinngg  ffoorr  yyoouu!!    

We are seeking volunteers to serve as panelists for the Staff
Grievance Program.  This program is designed to provide staff
members with a fair and equitable process to resolve employment
concerns that haven’t been satisfactorily addressed through infor-
mal means.

As a panel member, you would assist in conflict resolution to
help ensure that staff members’ issues are reviewed in a fair and
impartial forum.  If selected for a case, you would examine the 
relevant information, attend a hearing at which the parties involved
present their issues, and make a recommendation for resolution.

Volunteers must apply by January 6, 2006.  We encourage 
applications from a diverse cross -section of the Penn community.
Regular or retired full-time and part-time staff and faculty and retirees
are eligible to apply.

If you are interested in volunteering, please complete and sub-
mit an application for Staff Grievance Panelist to the Division of
Human Resources, Staff and Labor Relations, Suite 527A, 340l
Walnut Street, Philadelphia, PA 19104-6228.  The download an
application can be obtained viafrom the Division of Human
Resources website at:  http://www.hr.upenn.edu (click on Forms
at the top of the page, then click on Staff and Labor Relations
Forms) or by calling Staff and Labor Relations at Human Resources
at 215-898-6093.  

All applications must be returned by January 6, 2006.  The
application deadline is January 6, 2006.   to Human Resources,
Staff and Labor Relations, Suite 527A, 340l Walnut Street,
Philadelphia, PA 19104-6228.  

For more information about the Staff Grievance Program, visit
the Human Resources website at:

http://www.hr.upenn.edu/policy/policies/620.asp.

Career  and  Life  Strategies  
for  Baby  Boomers

Are you part of the Baby Boomer generation?  If you were born
between 1946 and 1964, you are – and you may now be dealing
with situations and decisions that are different from anything
you’ve previously faced.  Retirement may be a very near prospect.
You may be caring for elderly parents.  Tuition for your college-age
children may be a concern.  You may be thinking about a new
career direction.

To help you deal with these and other challenges, Human
Resources is proud to announce a new series of programs focused
on "Career and Life Strategies for Baby Boomers".  This series will
include monthly lunchtime sessions on topics generally relevant to
Penn staff within 2 -10 years of retirement.  It will kick off on
January 25, 2006, with an overview of the series goals and subject
matter.  Additional sessions will run throughout the year, and will
focus on topics such as financial planning for retirement, finding
engagement and meaning in your retirement, career moves for the
mature worker, and the possibility of entrepreneurship after retire-
ment.

Some topics may appeal to you more than others, so you can
pick and choose which sessions you want to attend.  For more infor-
mation and to register for sessions, visit the online Course Catalog
at http://www.hr.upenn.edu (click on Course Catalog at the top of
the page) or call 215-898-3400.

DIVISION OF HUMAN RESOURCES
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Career Focus Brown Bag – Journey to Success FREE
December 20
12pm to 1pm

The story of Bill Irwin, a blind hiker who courageously walked
the entire Appalachian Trail with his dog through treacherous terrain
and weather, will inspire you. This video illustrates the benefits of
maintaining a positive, determined attitude and reaching beyond
your comfort zone in order to attain the impossible. Setting goals,
positive thinking, accepting risks and building a supportive network
all contributed to his success and can contribute to yours.

Career Focus Book Discussion Group FREE
January 11 and 25

12pm to 1pm

Join a 2-session book group to read and discuss the insightful
book, "Doing Work You Love", by Cheryl Gilman.  This inspirational
book provides practical techniques and methods to help you 
discover how to do the work you love, and how to be engaged in
meaningful, satisfying work.  Please finish reading the book before
the first session.

Career Focus Brown Bag – FREE
Fulfilling Your Career Potential at Penn February 1

12pm to 1pm; free

Do you have career goals and dreams, but don’t know how to
achieve them? This workshop provides an overview to the career
planning process.  We’ll discuss self-assessment and setting 
goals – both short-term and long-term – then watch a video 
providing practical suggestions to help you identify your goals and
create your action plan.

The Cornell Interactive FREE
Theatre Ensemble (CITE) February 7

9am to 11:30am OR 
2pm to 4:30pm

The Cornell Interactive Theatre Ensemble (CITE) is an 
award-winning group of professional actors and facilitators who,
through a number of carefully scripted scenarios and follow-up 
dialogue with their audiences, explore sensitive workplace issues in
a safe and open forum. Participants leave CITE presentations with
a deeper understanding of the dynamics of problematic situations
in the workplace and strategies for managing and preventing such
problems.

Career Focus Brown Bag – FREE
Getting Ready to Make Your Move March 1

12pm to 1pm

Penn employs over 10,000 staff members whose positions vary
across hundreds of job classifications. Different opportunities exist
depending on your skills, interests and abilities – it’s just a matter
of finding the right fit.  Listen to the stories of other staff members
who’ve moved internally to other challenging and rewarding 
positions. In addition, we’ll discuss the internal application process
and applicable transfer policies, as well as explore the concept of
networking and utilizing all your resources. 

DIVISION OF HUMAN RESOURCES

Upcoming  HRR  PPrograms

Take advantage of the many development opportunities provided by Human Resources!  Simply pre-register for programs by 
visiting the online Course Catalog at http://www.hr.upenn.edu (click on Course Catalog at the top of the page), or contact Human
Resources at http://www.hr.upenn.edu/learning or 215-898-3400.



Quarterly Quiz

Q
Instructions: The following five questions can be answered based solely on information or web addresses contained in this issue of 
The Bottom Line. To participate in the contest, please submit your answers via email to training@pobox.upenn.edu no later than December
5, 2005. 

Please note that entries will only be accepted via email! Two winners will be selected randomly from all correct responses. Winners will receive
a Faculty Club membership for the upcoming year.

11..  BByy  wwhhaatt  ddaattee  mmuusstt  oovveerrppaayymmeennttss  bbee  rreeppaaiidd  ttoo  aavvooiidd  ttaaxx  iimmpplliiccaattiioonnss  ffoorr  tthhee  eemmppllooyyeeee??

22..  SSttaarrttiinngg  iinn  JJaannuuaarryy  22000066,,  wwhhaatt  pprrooppoossaall  ttrraacckkiinngg  iinnffoorrmmaattiioonn  wwiillll  vviieeww-oonnllyy  uusseerrss  bbee  aabbllee  ttoo  aacccceessss  iinn  PPeennnnEERRAA??

33..  WWhhaatt  iiss  tthhee  ffeeee  ffoorr  pprroocceessssiinngg  aa  ffoorreeiiggnn  ddrraafftt??

44..  WWhhaatt  ffiieellddss  wwiillll  PPrrooppeerrttyy  AAddmmiinniissttrraattoorrss  bbee  aabbllee  ttoo  uuppddaattee  iinn  tthhee  PPrrooppeerrttyy  MMaannaaggeemmeenntt  SSyysstteemm??

55..  TToo  wwhhaatt  aaddddrreessss  ddooeess  PPeennnn  mmaaiill  WW-22’’ss??    HHooww  ccaann  yyoouu  uuppddaattee  yyoouurr  oowwnn  aaddddrreessss  ??

Eligibility: Members of the Financial Training Department and previous winners from fiscal year 2006 are prohibited from winning this contest.
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SSttudentt  Financial  SServices  
Holiday  SSchhedule

On Thursday, December 15, 2005, and Friday, December 23,
2005, the Student Financial Services will have reduced hours.  
The office will be open from 9AM to 2PM on these days.

Also, SFS will be closed from Monday, December 26th, 2005
through Monday. January 2, 2006.

The office will reopen for regular business hours beginning
Tuesday, January 3, 2006 at 9AM.

SSpring  200006  
Billing  SSchhedule

MMaaiilliinngg BBiillll  DDuuee  DDaattee

December 6, 2005 January 6, 2006 
January 10, 2006 January 27, 2006 
January 31, 2006 February 23, 2006 

March 1, 2006 March 31, 2006 
April 4, 2006 April, 28, 2006

STUDENT FINANCIAL SERVICES
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December 2005 - March 2006

The current schedule of financial training courses is available at: 
http://www.finance.upenn.edu/ftd/pubcal.pdf.

DDeessccrriippttiioonnss  ffoorr  tthheessee  ttrraaiinniinngg  ccoouurrsseess  ccaann  bbee  ffoouunndd  aatt

http://www.finance.upenn.edu/ftd/courses.html

To register for Purchasing Card, Sponsored Programs, 
Space @Penn, Gifts & Endowments,

or Review - Q & A training go to:

http://knowledgelink.upenn.edu

NNoottee::  TThhiiss  rreeggiissttrraattiioonn  lliinnkk  wwiillll  rreeqquuiirree  yyoouu  ttoo  eenntteerr  yyoouurr  PPeennnnKKeeyy  aanndd  ppaasssswwoorrdd  ffoorr  aacccceessss..
UUssee  tthhee  lleefftt-hhaanndd  nnaavviiggaattiioonn  mmeennuu  ttoo  llooccaattee  tthheessee  ccoouurrsseess  iinn  tthhee  ""OOppttiioonnaall  TTrraaiinniinngg""  sseeccttiioonn..

FFoorr BBEENN  DDeeppoossiittss  aacccceessss,,  ccoommpplleettee  tthhee BBEENN  DDeeppoossiittss  aacccceessss  ffoorrmm  ffoouunndd  aatt

http://www.finance.upenn.edu/ben/bendep/

Once completed, an email will be sent with instructions for on-line training.

To register for all other training courses, complete the Financial
Training Registration Form found at hhttttpp::////wwwwww..ffiinnaannccee..uuppeennnn..eedduu//ffttdd

Financial Training Calendar 


