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GSE Business Office Newsletter 

PĆČĊ	ĔēĊ	Ĕċ	ċĎěĊ	

Weather‐Related	Closures	

“I grew up in Somerdale, New 
Jersey with six sisters and a   
single mother. I made it through 
twelve years of Catholic school (although doing so 
with the last name “Oder” was challenging, to say the 
least). College wasn’t really an option, so I started 
working in construction when I was sixteen to help 
support the household. I got the opportunity to join 
Penn’s housekeeping in 1992, when I was 24. I 
worked at the Annenberg Center for sixteen years, 
which was a great cultural experience. I’ve also 
worked in a couple other buildings and ran a street 
sweeper for a year. I came to GSE at the end of        

September 2015, and felt at home right away. Every-
one here is very pleasant and friendly. Coming to 
work every day is a pleasure. I love what I do, and I 
take my job very seriously. I get to meet a lot of inter-
esting and smart people. Everyone here treats me like 
family and not just a housekeeper. When I’m not at 
work, I enjoy working in my woodshop. I also enjoy 
hunting, fishing, and playing with my two German 
Shepherds. I hope to be at GSE for a long time to 
come.” 

Welcome		
Robert	Oder	
New	Housekeeper	at		

3700	Walnut	
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GSE	Café		
Spring Semester Hours 

 Monday: 8:30 am — 7:00 pm 
 Tuesday: 8:30 am — 7:00 pm 
 Wednesday: 8:30 am — 7:00 pm 
 Thursday: 8:30 am — 7:00 pm 
 Friday: 8:30 am — 3:00 pm 

After Storm Jonas brought a record 28 inches of 
snow to Philadelphia, it’s fitting to provide a few 
reminders on GSE’s weather-related communica-
tions and policies 
 

 If Penn closes, all GSE classes are cancelled.     
 GSE facilities normally open during business hours 

are closed (only accessible with Penn Card swipe) 
 No housekeepers or security guards are present.   
 
To determine if normal operations are suspended, 
please check the following resources: 
  
 Call 215-898-MELT, Penn’s emergency infor-

mation number 
 KYW News Radio (1060 AM) - #102 for day clas-

ses; #2102 for evening classes 
 Visit Penn’s public safety website 

http://www.gse.upenn.edu/fac_staff�
https://www.publicsafety.upenn.edu/�


   hƩp://www.gse.upenn.edu/fac_staff  February 2016 

OċċĎĈĊ	LĔĈĆęĎĔē:	111	S.	38ęč	SęėĊĊę	
PĆČĊ	ęĜĔ	Ĕċ	ċĎěĊ	

Sponsored Research 

Agreement		
Negotiation	Assistance	

 Having a written agreement in place when you    
collaborate with another individual or funding     
partner is critical to protect your work and to serve 
the best interests of the institution 

 The Grants Team can help you with this process! 

 Whether you are working on a funded agreement 
or negotiating data use with a colleague, we may 
be able to help 

 For help with negotiating agreements, please     
contact Carolyn Poerio at carolke@gse.upenn.edu 
or 215-898-9262 

Provided	by	the	Grants	Team	

New	Negotiated	Indirect	
Cost	Rate	Agreement	

 On December 9, 2015, the University 
completed its most recent indirect cost 
negotiation with the federal govern-
ment. 

 The new rates should be used in pro-
posals for Fiscal Year 17, which be-
gins July 1, 2016 

 Full details are available here 

National	Science		
Foundation		

Proposals submitted to the National Science 
Foundation on or after 1/25/16 are subject to 
the revised Proposal & Award Policies &      
Proposal Guide. Significant changes include: 

 Enforcement of 5 p.m. submitter’s local time 
across all NSF funding opportunities 

 Implementation of NSF’s Public Access Policy 

 Submission of proposal certifications by the 
Authorized Organizational Representative 
(AOR) concurrently with proposal submission 

 NSF’s implementation of the US Government 
Policy for Institutional Oversight of Life         
Sciences on Dual Use Research of Concern 

 Provision of Collaborators and Other Affiliations 
information as a new single-copy document, 
instead of as a part of the Biographical Sketch 

 Submission of Biographical Sketches and   
Current and Pending Support separately for 
each senior personnel 

 Electronic signature and submission of          
notifications and requests by the AOR only 

 Revision of timeframe for submission of final 
project reports, project outcome reports, and 
financial closure of awards to 120 days after 
the award end date 

 Numerous clarifications throughout the         
document 

Policy	Update	

http://www.gse.upenn.edu/fac_staff�
http://www.upenn.edu/researchservices�
http://www.nsf.gov/publications/pub_summ.jsp?ods_key=nsf16001�
http://www.nsf.gov/publications/pub_summ.jsp?ods_key=nsf16001�
http://www.nsf.gov/publications/pub_summ.jsp?ods_key=nsf16001�
http://www.nsf.gov/publications/pub_summ.jsp?ods_key=nsf16001�
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Payment Processing & Institutional Research 

Purchasing	Services	
 The updated website (access here) is designed to 

speak to and support many different audiences within 
the Penn community  

 Incorporating feedback from site users and other 
stakeholders, the new design features: 

 - New supplier search capabilities that offer  

 purchasers the ability to refine their requests 
 based on specific criteria 

 - Reorganized content so users can quickly find 
 the information they need, using fewer clicks to 
 reach their target destination 

 - Simplified industry concepts and terms in easily 
 understandable language 

 - Integrated best practices which enhance the 
 overall user experience 
 

New	Website	Launched	in	December	

Penn	Travel	Card	

 In instances when a cardholder carries a small 
balance between -$1.00 and $1.00  for four 
statement cycles yet without any activity on the 
credit card during this period, Bank of America 
(the card’s provider) will automatically write off 
the small balance 

 The adjustment will be made in the fourth 
statement cycle, bringing the card balance to 
$0.00 

 Cardholders have the option to contact Bank of 
America at 1-888-449-2273 to request that the 
transaction is reversed 

 Otherwise, no further action is required and the 
transaction in Concur will be hidden by Card 
Administration 

 If you have any questions regarding this mat-
ter, please contact Do Hyun Kim 
at kimdoh@upenn.edu 

Small	Credit	Balance	Write	Off	

Institutional	Research	

 We’ve developed a web-based tool for ex-
pense reporting that will help us with our 
budgeting processes in the future 

 It is expected to change from test mode to 
production mode in early February and will 
co-exist with the existing expense reporting 
process 

 The enhancements will include on-demand 
access to spending in a summary view as 
well as detail view, and will include charts of 
monthly spending totals for comparison for 2 
prior years 

 We are looking for feedback as we gain ex-
perience with this new tool so we can im-
prove it 

 Requests for information, training, or access 
to any school/student-related data can be 
sent to John Irwin, johni@upenn.edu 

Expense	Reporting	Update	

Administrative	Services		
Website	Update	

 Access here 

 Site includes abbreviated        
Community Matrix, Travel Tips, 
and extensive FAQs (including 
specifics on Concur, transportation, 
and the Penn Travel Card)  

http://www.gse.upenn.edu/fac_staff�
www.upenn.edu/purchasing�
https://www.gse.upenn.edu/fac_staff/administrative�
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Facilities 

PĆČĊ	ċĔĚė	Ĕċ	ċĎěĊ	
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Space	Heater	
Amnesty	Day	

 On Monday, February 22, from 11 am—2 pm in 
Houston Hall’s Reading Room (next to Bodek 
Lounge), the Green Campus Partnership will hold 
a Space Heater “Amnesty” Day 

 Although space heaters are technically prohibited 
on campus, many Penn staff and faculty use them 
to stay warm during cold winter months 

 Not only are space heaters fire hazards, but they 
consume a large amount of electricity 

 Join Penn’s energy conservation efforts during the 
Power Down Challenge by trading in your old 
space heater for an energy-efficient CozyToesTM 
heated foot pad 

 CozyToesTM heated foot pads are a new alterna-
tive to space heaters and only use 75 watts (up to 
95% less energy than conventional space heaters) 

 Fill out this form by Monday, February 8th to      
request yours 

 Questions? Email sustainability@upenn.edu  

Held	by	the	Green	Campus	Partnership	

Facilities	Reminders	
 Please remember to remove items 

from the floor during vacuuming days  
 - Monday: 4th Floor 
 - Tuesday: 3rd Floor 
 - Wednesday: 2nd Floor 
 - Thursday: 1st Floor 
 - Friday: Spot Vacuuming–all floors 
 Ensure that seats are placed in their 

original position after using a class-
room 

 Report any facilities issues to Terence 
Newby and Tony Delgozzo 

Making	3700	Walnut	
More	Family	Friendly	

 Recently, infant changing tables have 
been installed in the 2nd and 4th floor 
handicap bathrooms 

 The new changing tables complement 
our existing lactation room located on 
the 2nd floor. 

http://www.gse.upenn.edu/fac_staff�
http://www.upenn.edu/sustainability/sites/default/files/PDF_posters/Space%20Heater%20Amnesty%20Day_0.pdf�
https://docs.google.com/a/seas.upenn.edu/forms/d/1wOtJOE-GHPhvMSPYnrDLPgpWPTMy59JG_pW1Cl98eHY/viewform?c=0&w=1�
mailto:sustainability@upenn.edu�
mailto:tnewby@gse.upenn.edu�
mailto:tnewby@gse.upenn.edu�
mailto:tnewby@gse.upenn.edu�
mailto:tnewby@gse.upenn.edu�
mailto:tonydel@upenn.edu�
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Human Resources & Payroll 

W‐2	Forms	Available	

 A complete breakdown of your W-2 Form with   
detailed explanations is provided here 

 The University provides W-2 Services for all      
employees, which include: 

 - Access W-2 form information for tax years 
 2013 and later 
 - Opt out of printing W-2 Form (must elect 
 by December 31) 
 - Receive email notification when a new    
 statement is available to view (must enter 
 email address into ADP) 
 - Upload W-2 form information directly into 
 tax software 
 - Online help and FAQ 
 

 To Access these services: 

 - Log in to ADP W-2 Services from the         
 following U@Penn secure website 
 - Click on “My Tax Info” (enter additional     
 security information) 
 - Click on “Click here for W-2 information for 
 tax years 2013 and later” 
 

 If there are any problems, please access the 
online help on the ADP W-2 Services website 
or contact the Tax Office at 
Tax@exchange.upenn.edu or 215-898-6291 

University	ADP	W‐2	Services	Can	Help!	

Short‐Term	Disability	&			
Sick	Leave	Policy	Revisions	
 Under the new policy, staff members will 

be eligible for short-term disability on the 
first day of the month following their hiring 

 Staff members will continue to accrue sick 
days up to a new maximum of 24 days 

 Penn’s current sick leave and STD poli-
cies remain in effect through 6/30/16 

 Human Resources will hold information 
sessions to explain the new policy in 
greater detail. You are encouraged to at-
tend at session at Claudia Cohen Hall on 
Tuesday, February 9 from 10–11:30 am 

Aline	Card	Update	
 

What is an Aline Card? 
 

 The Aline card is an alternative to having pay 
and expense reimbursements directly deposited 
to a checking account.   

 The Aline Card works like a Visa® debit card. 
Payment is automatically loaded onto the Aline 
Card every payday, providing immediate access. 
You can use the Aline Card as a debit card for 
in-store and online transactions, to pay bills 
online, withdraw money from ATMs, and get 
cash back after purchases. You can also cash a 
check for the full amount of your pay or write 
checks, provided by ADP, against your Aline 
Card account.  

 

 
What changes have gone into effect? 
 

 Permanent Cards: Due to the volume of unused 
permanent cards being issued, ADP has updat-
ed the process where the permanent cards are 
not issued until after 10 actual payroll deposits.  

 Bill Payment Updates: Any current automatic bill 
payments ended 7/1/15 and Aline Card partici-
pants are now required to use the services of 
“Evolve Money” to set up scheduled payments.  

 Fund Transfers: You are not able to initiate ACH 
debits/transfers from your Aline card to another 
account whether your own personal bank ac-
count or a biller/retailer. You are still able to 
make direct payments to your billers/retailers in 
their stores or websites. 

Information	from	Payroll	

http://www.gse.upenn.edu/fac_staff�
http://www.finance.upenn.edu/comptroller/Tax_International_Operations/Payroll_Tax/W-2_Breakdown.shtml�
https://medley.isc-seo.upenn.edu/penn_portal/u@penn.php�
mailto:Tax@exchange.upenn.edu�


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


