UNIVERSITY OF PENNSYLVANIA

SCHOOL OF ARTS AND SCIENCES
Fisher-Bennett Hall Business Administration Services

(FBHBAS)

121 Fisher-Bennett Hall/6273

Phone: 215-898-7345  Fax: 215-746-6386

PROCEDURES FOR PROCESSING LECTURER APPROVALS THROUGH BHBAS

PART-TIME LECTURER B:

1. Department/Program point person will compile dossier as per attached information

from SAS Dean's Office.  Dates of appointment should be as follows:



Fall term:     9/1/01 - 12/31/-01



Spring term: 1/1/02 - 5/31/02



Year:            9/1/01 - 5/31/02

2. Anita should receive copy of the 99-2 form when dossier is delivered to Kathy Fey,

the SAS Dean's Office, 116 College Hall. 

3. Deadlines for delivery of dossiers:

August 1 - for Fall term

December 15 - for Spring term

June 1 - for Summer Sessions

4. Anita should receive copy of 99-2 form showing Dean's approval of appointment.

5.   Communicate any changes to the original appointment information via revised 99-2

       form.  Mark "REVISED" at the top of the form and indicate the date. 

6. Lecturers should be sent a letter of appointment from the Department Chair/Program

Director upon receipt of approved 99-2.

7. Payroll procedures:

a. For new appointments: Department/Program will collect completed W-4, I-9,

Personnel information form, copies of passport or social security card and driver's license.  

Send originals of these documents to Anita.

b. For reappointments: get updated Personnel information form in the fall;  send

copy to Anita. 

c. BHBAS deadlines for receipt of all payroll paperwork: 

Fall term:  September  1

Spring term: January 2

Summer Sessions:  June 1

d. Pay schedule: (Same dates as on Form 99-2)

Fall term: September 1 through December 31

Spring term: January 1 through May 31

BHBAS Lecturer Appointment/Payroll procedures, cont'd                            -2-

FULL-TIME LECTURER A

Procedures are the same as for Lecturer B, with the following exceptions:

1. Supply Anita with copy of appointment letter so she knows the terms of

of the appointment.

2. Payroll distribution will be the same as the appointment dates on the

Form 99-2 unless you indicate otherwise via e-mail or written note on copy of

Form 99-2.  

