BROWN UNIVERSITY

DEPARTMENT OF PHYSICS

QUESTION & ANSWER GUIDE

FOR NEW EMPLOYEES

Where should you go when you first arrive at Physics?  On arrival please go to 4th Floor South and see Senior Academic Secretary or DCC/Administrative Person at main front reception desk who will direct you to see the Administrative Assistant, room. 406, x3-3575, who will be able to answer questions you might have regarding your appointment, salary, benefits, insurance, visa, your office, and similar concerns.  Next you should make an effort to meet the person responsible for your academic support, Academic Support Staff, who will have specific information. 

Keys to your office and building?  You can see the Senior Academic Secretary, 4th floor South, x3-2641, who’s in charge of distribution of all keys.  Please read the Departmental Office Key Policy.

Telephone Authorizations:  To make a long distance call please dial 8, then 1, then the number you are calling, after one beep, dial your authorization code which you can get from the Financial Manager, room. 418, x3-2649.  You don’t need an authorization code for local numbers.  To dial a number on campus, dial 3 for departments, and dial 7 for students followed by extension.

Academic Support:  Academic support is provided by Academic Support Staff, for individual faculty members’ needs.  The following support services are provided to faculty members: List of Staff Responsibilities. 

Postal Mail Procedures:  Please read the Departmental Mail, Shipping & Receiving Procedures.

Copying:  Our main copy machine is on 4th floor, room. 405 and requires keying in an account number, see Senior Academic Secretary, x3-2641, 4th floor reception area, for your account number.  Please do attempt to remove paper jams but if you are unsuccessful, please report problems to the Senior Academic Secretary, who will help you if she is able to or call for service.  There is also another copy machine for smaller jobs in the same room.

Office Supplies and Such:  The main supply room is on 4th floor, room. 405 and is ordered through OfficeMax.  You can see your group Academic Support Staff to order anything that room 405 doesn’t have in stock.

Housing at Brown:  The Office of Rental Facilities is located at Wayland Arch, Room 143, Providence, Rhode Island, 02912.  Phone:  (401) 863-2541, for more information please see the Office of Rental Facilities’ web site.
Visa Matters:  For detailed information regarding questions about visas please visit the Foreign Student, Faculty and Staff Services web site.

OFFICE KEY POLICIES:

 Physics Department policy on the issuance of keys for ALL department spaces—office, lab, and storage spaces, except for classrooms, (see Department of Engineering):
1. Keys are issued on an as-need-basis and only to members/visitors in good standing.

2. The Senior Academic Secretary is the sole source for keys to department office and lab spaces.

3. Under no circumstances is any member of the department to be issued a key for any department space without the expressed approval of the Department Manager, for staff members and Faculty, for graduate students and visitors.

4. In order of titles:  Senior Academic Secretary, 3-2641, and Administrative Assistant, 3-3575 are the only individuals permitted to issue keys.  In case of emergency the Department Manager may also issue keys.

5. Individuals in need of keys must see the Senior Academic Secretary to fill out a “Key Issue” form.  As a requirement, the Faculty must co-sign for graduate students and faculty visitors.

6. Once the key is returned, the Senior Academic Secretary will remove and shred your Key Issue form from the files.

7. Stolen keys should be reported to the Senior Academic Secretary. 

8. All changes to department cores must be coordinated thru the Department Manager and Senior Academic Secretary.
9. Under no circumstances are keys to be copied or loaned out.

10. Individuals possessing duplicate or redundant keys specific to their program or area of the department should return those keys to the Senior Academic Secretary without exception.

Questions or concerns regarding keys should be directed to the Senior Academic Secretary or Department Manager.

After business hours a card access system is activated.  You can only enter the building with an ID card swipe.  To get access approval, see the Department Manager, Room 420, x4-4574 or Assistant Financial Operations Administrator, room 416, x3-3832.
MAIL, SHIPPING AND RECEIVING PROCEDURES:

Mailroom:  The mailroom is located on the first floor.  The mail is distributed twice daily between 10:30 and 12 noon for the morning, and between 2:00 and 4:00 p.m. for the afternoon.  The secretaries on 3rd floor, Administrative Assistant/Publications Coordinator, room. 341, x3-1491, 4th floor, Senior Academic Secretary, x3-2641, 5th floor, Administrative Coordinator/Conference Coordinator, room. 543, x3-1473, and the 7th floor, Technical Secretary, room. 7 South, x3-2140, has a designated area where the incoming mail is picked up and outgoing mail gets dropped off.  The mailroom serves as a general drop for letters and small articles.  From here the mail is taken to the post office between 10:00 a.m. and 3:00 p.m. daily.  For shipping of large items and UPS services, please see “Shipping and Receiving” below.  Assistance with Fed-Ex is provided by each secretary. The forms are kept in the Supply Room, room. 405.

Shipping/Receiving and Stock Room:  Located on 1st floor, Prince Lab, x3-2509.  Bessie Dejesus is the Stores Clerk and contact person for this area.  For answers to questions regarding UPS mail, moving, shipments of books, large articles and equipment, please see Bessie Dejesus, Shipping/Receiving, 1st floor, Prince Lab, between 8:00 to 4:30 p.m.

Forwarding Mail:  Departing faculty members, research associates and visitors should leave their forwarding address with the Administrative Assistant, room 406, x3-3575, and their Academic Support Staff. 

Graduate Students:  Should leave their forwarding address with the Student Affairs Coordinator, room 408, x3-1434.  Mail will be forwarded for 6 months, and after that mail will be returned to sender.

Staff Listing

	Name
	Title
	Email
	Ext.
	Room

	
	
	
	
	

	Peter Bilderback
	Sr. Program Coordinator
	Willis_Bilderback@brown.edu
	3-2585
	BH 718

	Kathy Brobisky
	Administrative Assistant
	Brobisky@physics.brown.edu
	3-3575
	BH 406

	Jack Fowler
	Senior Technical Assistant
	fowler@hep.physics.brown.edu
	3-2347
	BH 550

	Robert Horton
	Laboratory Manager
	Robert_Horton@brown.edu
	3-2769
	BH 214

	Dean Hudek
	Laboratory Physicist
	Dean_hudek@brown.edu
	3-2062
	BH 218

	Jane Martin
	Adm. Asst./Publications Coord. 
	martin@physics.brown.edu
	3-1491
	BH 341

	Jean Miller
	Asst.Fin.Mgr./Operations Adm.
	miller@physics.brown.edu
	3-3832
	BH 416

	Mary Ann Rotondo
	Adm.Coord./Conference Coord.
	maryann@het.brown.edu
	3-1473
	BH 543

	Conan Kelly
	Systems Manager
	kelly@physics.brown.edu
	3-1490
	BH 424

	Ken Silva
	Laboratory Manager
	silva@physics.brown.edu
	3-3061
	BH 144

	Andria Smith
	Student Affairs Coordinator
	smith@physics.brown.edu
	3-1434
	BH 408

	Ann Thorndike
	Finanical Manager
	thorndike@physics.brown.edu
	3-2649
	BH 418

	Beverly Travers
	Department Manager
	travers@physics.brown.edu
	3-3574
	BH 420

	Jerry Zani
	Manager of Demonstrations
	zani@physics.brown.edu
	3-3964
	BH 060

	
	DCC/Administrative Person
	
	
	


Staff Responsibilities

A list of typical duties is as follows:

Class support

· Technical typing

· Type exams/homework assignments

· Entering grades for certain classes (not large classes)

· Make changes in lab manuals for classes and keep file of “final” copies

· Xeroxing

· Scanning 

· Letters (recommendations, etc.)

· Return exams to students

· Download class lists
Office Support

· Computer assistance

· Internet searches

· Keep calendar for use of certain rooms 

· Phones

· Ordering supplies

· Reimbursements

· Check requests

· FedEx’s/mailings

· Pick up packages/letters from shipping dept.

· Occasionally deliver information to other departments

· Sort mail occasionally (in the event of Nancy Baker being absent) and daily for area 

· Liaison for professors when they are away

· Travel reports

Faculty/Post Graduates Support

· Faculty search support

· Seminar support, handling all the reservations, contacting the people coming here with room confirmations, etc.)

· Order food

· Wire transfers

· Visitor support

· Travel support
Purchasing:  Equipment Requisition Procedures

For those of you who enter requisitions for equipment.  If you don’t, you can ignore this note or read it for your own information.  

1. Under justification, the equipment Requisition should have the following information:

· Identify which sub code the purchase order will be under, refer to the sub code list which can also be found in the Controller’s Office web page under General Accounting, or by going directly to the following site http://www.brown.edu/Administration/Controllers_Office/general/Subcodes.html

· If the purchase is a component to a larger item listed in the budget, state what piece of larger equipment to which it is a component, include the serial number, model number, and room location and base inventory tag # of the larger piece of equipment.  (i.e., this information is essential for identifying items for inventory purposes).

· If part of a general equipment budget, state how this piece of equipment specifically is a part of the proposed research effort (i.e., a portable computer is needed for dissemination of research findings at presentations around the region).

· It is important to include a complete description of items being ordered.

· It is important to indicate if item being ordered is hazardous by asking the person placing the order.  If not sure, contact the Dept. of Environmental Health & Safety at extension 33353.

2. Get the PI to sign the Requisition if a student or someone other than PI is placing the order.  Purchases over $50 should have prior approval from PI (signature).  (The PI can make arrangements to set his own amount requiring prior approval). Orders $9.999.00 and over need 3 quotes or 1 quote and a sole source justification letter detailing why you can only purchase from this one vendor.

3. Enter “purchase order” information as above in the Web Requisitions system.  Write requisition number on hard copy for our files.  Fax any documentation (i.e., quotation from vendor) to the Purchasing department with requisition number.  File requisition w/ documentation in requisition file folder until blue copy comes in.  Once blue copy comes in, file in proper purchase order folder, and remove requisition papers to be filed in proper account number folder.

4. Purchase orders are mailed directly to vendors from the Purchasing Department. 

5. See Purchasing for rules and regulations.

If you have any concerns or questions at anytime, please feel free to contact either the DCC/Administrative Person or the Assistant Financial Manager/Operations Administrator.  Also, refer to the Purchasing Department’s web page for information regarding preferred vendors, changes in policy, needed documentation, and more.
Purchasing Card Information
TO OBTAIN A PURCHASE CARD, PLEASE CONTACT THE DEPARTMENT MANAGER X3-3575, also CLASSES ON THEIR USE ARE REQUIRED AND ARE CONDUCTED THROUGH THE CONTROLLER’S OFFICE.  Further information can be found at:  http://www.brown.edu/Administration/Controllers_Office/accounts/pcard.html   
Purchasing Card Goal:

To eliminate most of the paperwork associated with University purchases of, and payment for, goods and materials costing less than $3,000. 
The Purchasing Card allows you to:
· Place orders with ease 
· Receive goods and supplies fast
· Eliminate approval processes
· Reduce paperwork 

Requesting a Purchasing Card or System Access

Who Should Have a Purchasing Card?
· Regular employees authorized to purchase goods under $3,000 should request a Pcard. 

· Shared Pcards are not recommended. 

· At least one person in each department should be authorized to spend up to $2,999 on a Pcard.
How Do I Become a Cardholder?
· Regular employees wishing to obtain a Brown University purchasing card must complete a Purchasing Card application. 
· The application must be approved by the department head and submitted to the Controller's Office for processing. 

· The MasterCard is issued by the Controller's Office upon the cardholder's completion of a simple, one-hour training session for accessing and using the electronic payment system. 

· The designated cardholder must sign a Brown University Purchasing Cardholder Agreement upon completion of training. 

Restricted Purchases 

	Animals
	Gift Certificates

	Alcoholic Beverages
	Equipment components if the equipment is valued at $3,000 or higher.

	Cash Advances
	Meals in restaurants

	Cell phones/charges
	Prescription drugs and controlled substances

	Construction/renovation
	Radioactive material

	Consulting/personal services
	Travel & Entertainment related expenses
(including conference registration)

	Gasoline
	Weapons and ammunition


