SOM GREENSHEET GUIDELINES


When a change is made to a Payroll/Personnel Record in the Payroll System (UMIS), documentation supporting the action must be supplied.  The documentation required is dependent upon the action performed (see list below).  Within two business days of performing the action, please attach original documentation to a completed Greensheet and send to:

SOM Division of Finance

356 Anatomy-Chemistry / 6061

Please note:

· Failure to include any items on the appropriate list below WILL RESULT in a delay in the processing of paperwork. 

· Back-up should be specific to the individual employee.  Documentation cannot go into the employee’s permanent file if it contains multiple employee names (excepting appropriate signatures and the like).

· printouts of umis screens are unnecessary – please do not attach them TO GREENSHEETS!!!

01  Initial Employment  

· Faculty/Academic

· I-9

· W-4

· Signed Offer Letter

· Voluntary Self-Identification Form

· Curriculum Vitae

· PSC Minutes

· Staff

· I-9

· W-4

· Signed Offer Letter

· Voluntary Self-Identification Form

· HR-2

· Resume

· Postdoctural Appointment

· I-9

· W-4

· Signed Offer Letter

· Voluntary Self-Identification Form

· Copy of Diploma  (((
· Curriculum Vitae  

· Postdoc Appointment Information Form  

· Postdoc Personal Data Form 

· Notice of Appointment of Personnel from Abroad (if applicable)

· Student, Temporary, or Courtesy Appointment (Unsalaried)

· I-9

· W-4

· Offer Letter or equivalent

02  LEAVE OF ABSENCE WITH PAY, or

03  LEAVE OF ABSENCE WITHOUT PAY, or

04  RETURN FROM LEAVE OF ABSENCE

· Approved Leave of Absence Letter, or
· For Faculty, PSC Minutes
05  SEPARATION/TERMINATION

· Resignation Letter from employee, or

· For Student or Temporary Worker, a letter/memo/email from P.I. or B.A. is acceptable in the case that no resignation letter was submitted

07  RECLASSIFICATION

· HR-2 or Compensation Memo, or
· For Faculty, PSC Minutes
08  PROMOTION/DEMOTION

· Signed Offer Letter or Compensation Memo
· HR-2
· Resume / CV
· For Faculty, PSC Minutes
09  JOB ASSIGNMENT UPDATE

· HR-2, or
· Appropriate back-up for whatever change is made

10  HOME DEPARTMENT TRANSFER

· Written transfer request from new department
· Resignation Letter from employee (if not already submitted)
11  OTHER PERSONNEL UPDATE

· Appropriate back-up for whatever change is made, or
· For Name Change, an up-to-date Social Security Card (no other documentation may be substituted) which must exactly match what is entered into UMIS
13  REAPPOINTMENT

· Signed Reappointment Letter, or
· For Faculty, PSC Minutes
16  SALARY INCREASE/DECREASE

· HR-2 or Compensation Memo

17  JOB ASSIGNMENT ADD
· Offer Letter, or

· For Faculty, PSC Minutes

21  REHIRE

· Same as “ 01 Initial Employment” for each type of employee – see above
HELPFUL LINKS:

2003 W-4 Form and Instructions:


http://www.irs.gov/pub/irs-fill/fw4_03.pdf
Current I-9 Form and Instructions:


http://www.immigration.gov/graphics/formsfee/forms/i-9.htm
Voluntary Self-Identification Form:


http://ccat.sas.upenn.edu/lhbas/VoluntarySelfIDBA.doc
Postdoc Appointment Information Form:


http://www.finance.upenn.edu/comptroller/tax/forms/apptform.pdf
Postdoc Personal Data Form:


http://www.med.upenn.edu/postdoc/attach/pdinfo.doc
Office of Comptroller Payroll Schedule (subject to change without notice):


http://www.finance.upenn.edu/comptroller/accounting/closingsch/payroll/index.shtml
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