






New  Equuipment  Maintenance  Program

Purchasing Services has launched a new Equipment Maintenance
Program with Specialty Underwriters (SU) that provides University
departments with an opportunity to select a more cost effective alter-
native to traditional annual equipment service maintenance agree-
ments.  The Equipment Maintenance Program, an innovative alterna-
tive to traditional "Original Equipment Maintenance (OEM)" annual
equipment maintenance agreements, offers a significant cost savings
opportunity to departments without negatively affecting the service
provider or the quality and timeliness of equipment repair and service.
Under this new program with Specialty Underwriters, University
departments can continue to receive support from the same service
providers they currently use. A wide range of equipment is eligible
under this program, including research, technology, office, facilities and
operations, and security related equipment. Equipment can be added
or deleted from this equipment service program as needed throughout
the fiscal year.

Visit the Purchasing Services web site for more information on this
new program. http://www.purchasing.upenn.edu/buyinfo/emp.php

New  Suupplier  Contracts

Purchasing Services has negotiated new preferred supplier 
discount pricing agreements for the following commodities.

Commodity Preferred Contract Supplier

Laboratory Furniture Thoma Incorporated
Life Science Products Invitrogen
Elevator Maintenance UnitedTechnologies/Otis Elevator  
Document Shredding Excel Document Solutions

Equipment
Veterinary Products Butler Animal Health Supply
Computer Products CDW Government
Audiovisual Products Total Video Products

Suupplier  Name  Chhanges

Invitrogen recently completed its acquisition of Caltag
Laboratories.  All Caltag product requirements must now be 
purchased through Invitrogen, a Penn Marketplace preferred 
contract supplier.  Purchasing Services is currently working with
Invitrogen to add the Caltag product offering to their marketplace
catalog. 

http://www.purchasing.upenn.edu/news/060216_01.php

Kendro Laboratories is now Thermo Electron Corporation, a
Penn Marketplace preferred contract supplier. 

http://www.purchasing.upenn.edu/news/060105_01.php

Additional information on recent supplier name changes is 
available in the Purchasing Services “Supplier Name Changes” web site.  
http://www.purchasing.upenn.edu/buyinfo/suppliers/name_changes.php

Suupplier  Shhowcase  Produuct  Promotions  

The following suppliers are available in the Supplier Showcase
new products and promotions web site.

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

Applied Biosystems Beckman Coulter
Biosource International Corning
Fisher Scientific GovConnection
Invitrogen Office Depot
Parmetech Perkin Elmer

Puurchhasing  Related  Annouuncements

All purchasing related announcement are listed in the News 
section of the Purchasing Services web site.

http://www.purchasing.upenn.edu/news
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Look  for  Youur  Total  Compensation  Statement

Penn offers you valuable benefits such as a competitive retire-
ment program and comprehensive healthcare options, in addition
to providing access to many other benefits including discount pro-
grams, health promotion and wellness services, and career coach-
ing.  In early March, many of you will receive a Total Compensation
Statement providing you with a summary of your calendar year
2005 benefits and compensation – showing both your contribu-
tions and the University’s cost for its contributions.  You should be
able to match your salary and your contributions to your final
December 2005 paycheck.  This personalized, confidential state-
ment will be sent to full-time faculty and staff who were employed
for a significant period of time in 2005.  We hope your total com-
pensation statement will provide you with a better understanding
of the value of working at Penn.  

Deadline  Exxtension  for  Healthh  Care  Pre-TTaxx
Exxpense  Accouunt

If you’re currently participating in the Health Care Pre-Tax
Expense Account, Penn has good news for you!  In accordance with
federal regulations, if you haven’t used all of the money in your
account by the end of the plan year (July 1 – June 30), you don’t get
that money back.  Since it can be difficult to foresee your exact
expenditures for the entire year when you decide on your annual
election amount, sometimes you find yourself seeking out addi-
tional eligible expenses to incur by June 30 of each year.  However,
new IRS regulations now permit Penn to extend the deadline for
incurring expenses until September 15 of each year!  This means
that you if you have money left over in your account as of June 30,
2006, you can still incur expenses through September 15, 2006 and
apply those expenses to your contributions from the plan year 
ending June 30, 2006.  Note that you still will need to submit any
claims by September 30 of each year – the extension only applies
when incurring eligible expenses.  

For the current plan year, this extension only applies to the
Health Care Pre-Tax Expense Account.  However, next plan year
(2006-2007), it will apply to both the Health Care and Dependent
Care Pre-Tax Expense Accounts.  If you have any questions, please
contact the Penn Benefits Center at 1-888-PENNBEN (1-888-736-
6236) and press Option 3.

Updated  Contact  Information  

Please note the updated contact information for the Tuition
Benefit Program, Short-Term Disability (STD), Family and Medical
Leave (FMLA), and Long Term Disability (LTD) as shown below.
These changes are effective immediately.

Benefit Program: Tuition
Contact Name: Tony DeLong
Phone Number: 215-898-4812
Email Address: adelong@hr.upenn.edu
Fax Number: 215-573-2151
Mailing Address: Learning and Education, 

3624 Market Street, Suite 1B-
South, Philadelphia, PA 19104-
2615

Benefit Program: Short-Term Disability (STD) and
Family and Medical Leave (FMLA)

Contact Name: Donna Hamilton
Phone Number: 215-898-0914
Email Address: hamilto3@hr.upenn.edu
Fax Number: 215-573-7385
Mailing Address: Benefits, 3401 Walnut Street, 

Suite 527A, Philadelphia, 
PA 19104-6228

Benefit Program: Long-Term Disability
Contact Name: Melissa Smith
Phone Number: 215-898-1326
Email Address: smithma@hr.upenn.edu
Fax Number: 215-573-7385
Mailing Address: Benefits, 3401 Walnut Street, 

Suite 527A, Philadelphia, 
PA 19104-6228

CONTINUED
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March 2006

Work-LLife  Balance  Workshhops

Dealing with the demands of work and personal life can be 
challenging. That’s why we offer a variety of workshops led by 
experts from Penn’s Employee Assistance Program and Work & 
Family provider, Penn Behavioral Health, to provide you with sup-
port for your personal and professional life challenges.  For more 
information or to pre-register, visit the Human Resources website 
at http://www.hr.upenn.edu/quality/workshop.asp or call 
215-898-5116.

Handling the Difficult and Angry Customer FREE
February 28

11:30am to 1pm

This seminar is designed to provide participants with specific skills
and strategies for effecting “Win-Win” solutions for customer 
relationships, specifically those that are hard to manage.
Participants will learn about assertiveness techniques, collaboration
and partnering, handling internal reactions, and effective 
communication with all customers.

Home Safety Checklist for FREE
Your Live-at-Home Elder March 23

11:30am to 1pm

Caring for an elderly loved one is particularly challenging when that
person lives in your home or lives on his/her own. Participants will
learn the most common as well as the most readily overlooked 
safety issues, how to build safety strategies, and how to engage the
whole family in the elder safety process.

Reducing the Pressures Faced By Your Young Child FREE
May 4

11:30am to 1pm

You may not fully realize the anxieties and demands your young child
faces in today’s world, including developmental, environmental,
parental, familial, and peer pressures.  This workshop is designed to
teach parents how to identify, reframe, manage and reduce the 
pressures of today on their young children. 

Assertive Communication FREE
May 18

11:30am to 1pm

Communication – when done effectively – is an “art form”.  Assertive
communication is at the high end of the information-sharing continu-
um as it focuses on what is ultimately best for the speaker.  Learn what
assertive communication is, how to overcome and/or avoid common
barriers, and specific assertive communication techniques.

Injuury  Avvoidance  –  Healthh  Promotion  Series

Penn’s Injury Avoidance Series continues with the next in a series of
workshops designed to help you and your family stay safe and
healthy at home, at work, and on the playing field.  For more
information or to pre-register, visit the Human Resources website at
http://www.hr.upenn.edu/quality/wellness/workshops.asp or call
215-898-5116.

Avoiding Back Injury FREE
March 15

12pm to 1pm

Learn the basics of maintaining a healthy back, as well as how to
avoid injuries at home and at work.  Discover the proper body 
posture and body mechanics that may help you avoid back injuries.
This workshop will be led by Dianne Barilotti, RN and Clinical
Services Coordinator for Independence Blue Cross, Preventative
Health and Wellness. 

Keep Moving: How to Keep Your Joints Healthy FREE
April 18

12pm to 1pm

Attend this seminar to learn more about the degenerative process as
it affects your knees and hips as a result of normal aging or trauma.
Find out about early diagnosis, evaluation and management as well
as preventative measures, surgical treatments, and non-surgical 
alternatives. This workshop will be led by Dr. Craig Israelite, MD,
Assistant Professor of Orthopaedic Surgery, University of
Pennsylvania School of Medicine. 

CONTINUED ON NEXT PAGE
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IInnjjuurryy  AAvvooiiddaannccee  ––  HHeeaalltthh  PPrroommoottiioonn  SSeerriieess  (ccoontinueed)

Workplace Ergonomics FREE
May 9

12pm to 1pm

Come away from this workshop with the tools to evaluate your
workstation or job and make changes that will help prevent injury
from occurring.  Lean about common repetitive stress injuries 
and their causes, postures that contribute to injuries, proper 
workstation arrangement, and examples of stretches that can be
done at work.  This workshop will be led by Karen Kelley, Industrial
Hygienist, Penn’s Office of Environmental Health and Radiation
Safety.

The Weekend Athlete: Staying Injury Free FREE
June 6

12pm to 1pm

Weekend Warriors beware!  Working out must be understood as a
means to an end in achieving a healthy lifestyle.  Discover several
methods to help you achieve desired results without risking injury
and frustration. This workshop will be led by Dr. Michael Diorka,
Director of Recreation, Penn’s Department of Recreation.

Career  and  Life  Strategies for  Baby  Boomers

If you’re part of the Baby Boomer generation, the Career and Life
Strategies for Baby Boomers series is designed to help you deal with
the decisions and challenges you’re now facing.  The next two work-
shops in this series are listed below.  For more information 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.

Finding Meaning in Retirement FREE
March 29

12pm to 1:30pm

One important goal of a successful retirement is happiness. Each of
us has a set of “Signature Strengths” that when applied to chal-
lenging tasks bring us energy, inner strength and happiness. Join
psychologist Eric Kramer, to discuss how to determine your
Signature Strengths and then use these strengths to guide your
search for engagement, meaning and happiness in retirement.

How Will I Spend My Time? FREE
April 19

12pm to 1:30pm

This session offers a self-assessment process to help you think about
how you’ll want to spend your time in retirement. Analyzing your
current likes/dislikes and favorite activities in your leisure time will
help you choose retirement involvements which will be interesting
and meaningful to you. 

What About the Next Job? FREE
May 24

12pm to 1:30pm

This session will focus on issues mature workers face in the job
change decision process and the job search itself.  Topics will
include how to weigh the risks and rewards of making a job change
later in your career and effective presentation of your strengths and
talents. 

Professional  and  Personal  Devvelopment

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

MMaarrcchh

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. Listen to the stories of other
staff members who’ve moved internally to other challenging and
rewarding positions, learn about the internal application process
and applicable transfer policies, and explore the concept of 
networking and utilizing all your resources. 

CONTINUED ON NEXT PAGE
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PPrrooffeessssiioonnaall  aanndd  PPeerrssoonnaall  DDeevveellooppmmeenntt  (Coontinueed)

Career Focus Brown Bag – Mentors@Penn FREE
March 3

12pm to 1pm

Mentoring provides many benefits and opportunities, whether you
are a mentor or mentee. Through a mentoring relationship, you
can learn and grow, increase your own job satisfaction, and focus on
your professional and career goals.  At this information session,
you’ll learn more about the program and find out how to apply.

Professional Development Program – $75
Franklin Covey's FOCUS March 9

9am to 5pm

Competing priorities. Multiple deadlines. A hundred unanswered
e-mails. This engaging, highly interactive workshop will give you the
tools to increase productivity, enhance your chances of success,
keep focused, effectively manage all the information that comes
across your desk, and reduce your stress level.

Brown Bag Matinee – Flight of the Buffalo FREE
March 14

12pm to 1pm

Managers and supervisors can benefit from this video which shows
how today’s leaders are making the change to letting employees
lead.  Learn how to develop, communicate and fine-tune your
department’s vision; inspire and empower your employees; and 
get your employees to own the responsibility for their actions/
productivity and solve their own problems.

Professional Development Program – FREE
Unlocking the Secrets of the Penn Library March 16

12pm to 1:30pm

Learn about all the Penn Library has to offer, including: over
10,000 electronic journals and reference sources, more than 
5 million print and multi-media titles, personalized research 
assistance, videos and DVDs, and recent popular fiction and 
bestsellers.  A one-hour information session will be followed by an
optional 30-minute walking tour of Van Pelt Library.

Professional Development Program – $60
Words at Work: The Latest in March 17, 21, and 24
Business Writing 9am to 12pm

This 3-session participatory writing program is designed to provide
you with an updated, practical, no-nonsense perspective on today's
business writing. It challenges long-held assumptions about the
"right" way to communicate, and provides you with the latest writ-
ing tools within a broad context of understanding the dynamics of
written communication.

Career Focus Brown Bag – FREE
Resume and Cover Letter Clinic March 22

12pm to 1pm

Resumes and cover letters are your tools to market yourself for your
next position.  Learn how to create effective, dynamic resumes and
cover letters by focusing on the employer’s needs versus your own,
using powerful assertions, inspiring and exciting the employer, and
including buzz words to catch the employer’s attention. Bring your
resume and cover letter along.

American Management Association Seminar – $60
Responding to Conflict March 30 and 31

9am to 5pm

Conflict is all around us.  Rather than react to it on a purely 
emotional level, get the professional skills to manage disputes and 
disagreements positively and proactively.  Learn new strategies of 
conflict resolution that will improve your communication and 
performance and ultimately increase the success of your business ini-
tiatives.

AApprriill

Career Focus Brown Bag – Success Interviewing FREE
April 5

12pm to 1pm

This workshop will address elements of effective interviews, how 
to prepare for interviews, the types of interviews you might
encounter, how to present yourself and your skills effectively, and
the importance of nonverbal communication.  

CONTINUED ON NEXT PAGE
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AApprriill  ((CCoonniinnttuueedd))

Brown Bag Matinee – Think or Sink FREE
April 11

12pm to 1pm

Learn how to apply collective team thinking skills to solve prob-
lems, exploit opportunities and make better decisions. To work as
an effective winning team, we must be able to think together as a
team.  

Career Focus Brown Bag – Negotiating a Salary FREE
April 21

12pm to 1pm

This workshop will address questions about moving on to your next
job, including how to communicate your salary requirements effec-
tively – often an uncomfortable topic for candidates.  Leaving a
position professionally is always important; we’ll also talk about giv-
ing notice, wrapping up and leaving your job in great shape.

Professional Development Program – $60
Franklin Covey's "Project Management" April 27

9am to 5pm

This program provides a practical, easy-to-understand approach for
creating, planning, and tracking meaningful projects that produce
the desired results – on time and within budget.  Learn how to
define project objectives and expectations; break projects into clear,
manageable pieces; monitor and track results; and create and
adhere to realistic schedules.

MMaayy

Professional Development Program – $75
Franklin Covey's FOCUS May 25

9am to 5pm

Competing priorities. Multiple deadlines. A hundred unanswered
e-mails. This engaging, highly interactive workshop will give you the
tools to increase productivity, enhance your chances of success,
keep focused, effectively manage all the information that comes
across your desk, and reduce your stress level.

Brown Bag Matinee – From No to Yes FREE
May 31

12pm to 1pm

Persuasion is an art that must be learned to keep the road to agree-
ment free from acrimony or conflict. It’s not about being domi-
neering or dismissive, but following a three-stage approach that
accounts for everybody’s needs: listening actively, explaining your
own feelings, and inviting other ideas and building on them – then
agreement follows naturally.

DIVISION OF HUMAN RESOURCES

10



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 March 6,
2006. 

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

11..  HHooww  ccaann  yyoouu  rreeggiisstteerr  oonn-lliinnee  ffoorr  SSppoonnssoorreedd  pprrooggrraammss  ttrraaiinniinngg??

22..  WWhhoo  ccaann  yyoouu  ccoonnttaacctt  ffoorr  ggeenneerraall  iinnffoorrmmaattiioonn  aabboouutt  SSppeecciiaallttyy  UUnnddeerrwwrriitteerrss  aanndd  tthhee  UUnniivveerrssiittyy''ss  nneeww  EEqquuiippmmeenntt  MMaaiinntteennaannccee  pprrooggrraamm??

33..  LLiisstt  tthhrreeee  bbeenneeffiittss//uusseess  iinn  hhaavviinngg  aacccceessss  ttoo  ““PPeennnnEERRAA  PPrrooppoossaall  TTrraacckkiinngg  IInnqquuiirryy  OOnnllyy""..

44..  WWhheenn  iiss  tthhee  ddeeaaddlliinnee  ffoorr  iinnccuurrrriinngg  eexxppeennsseess  ffoorr  HHeeaalltthh  CCaarree  PPrree-TTaaxx  EExxppeennssee  AAccccoouunnttss??

55..  FFoorr  qquuiicckkeesstt  ssyysstteemm  aacccceessss,,  wwhheerree  sshhoouulldd  BBEENN  FFiinnaanncciiaallss  AAcccceessss  ffoorrmmss  ffoorr  **nneeww**  uusseerrss  bbee  ttaakkeenn??    WWhheerree  sshhoouulldd  BBEENN  FFiinnaanncciiaallss  AAcccceessss
**cchhaannggee**  ffoorrmmss  ffoorr  eexxiissttiinngg  uusseerrss  bbee  sseenntt??

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

Mailing Bill Due Date 

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 

Tuuition  Calcuulation  Updates
Summer 1, begins on April 13, 2006

Summer 2, begins on June 1, 2006

Note: SRS updates must be updated and enrollments posted prior to Tuition Calculations updates

Year End Closings for Billing and Receivables System is June 14, 2006

STUDENT FINANCIAL SERVICES

Academic  Year  200006  Billing  SSchhedule
Suummer  1  2006

Mailing Bill Due Date 

May 2, 2006 May 26, 2006 
May 30, 2006 June 23, 2006 
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March 2006 - June 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, PennERS, 

Property Management, PennERA Proposal Inquiry Only
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 


