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General Information --------------------------------------------------------------------------

Yale’s Car Pool Program a Success So Far

The car pool program announced in October 2005 has been very well received.  Participants are saving money in fuel and parking rates, which in turn contributes to the improvement of local air quality, reduces traffic congestion in New Haven, and decreases demand for parking on campus.  Involvement in the program is continually encouraged.

The car pool program is available to all faculty and staff and has three primary incentives:

· Lower Parking Fees.  For two people sharing a car, each will receive a 60% discount. For three or more people sharing a car, each will receive a 75% discount. 

· A "Guaranteed Ride Home" program for all carpool registrants. 

· Three free parking passes per month for each participant.

Although the program is limited to 300 employees, there are still openings available.  If for any reason you are not pleased, you are guaranteed to get your assigned parking space back.

Full details of the program are available at http://www.yale.edu/parkingandtransit/alternatives. There is also a "bulletin board" on the website to help members of the Yale community find colleagues seeking to car pool.  Parking & Transit staff members can answer any questions you may have about how the program works. Please contact them at parking@yale.edu or call them at 432-9790.

Yale University Fraud or Illegal Activity Hotline 

Last year, Yale began operating a Fraud or Illegal Activity Hotline.  The University takes compliance with laws, regulations, and University policy seriously, and has put this Hotline in place as an additional means of ensuring that suspected fraud and other illegal activity are brought to the attention of appropriate University officials, so it can be investigated and, when verified, appropriate action can be taken.  Be assured that University policy prohibits retaliation against those who make such complaints in good faith.  Please take note of the information below so you are better prepared to deal with potential fraud or illegal activity.

The toll-free Hotline phone number is: 1-866-358-3806.

When other normal contacts are not successful in addressing an issue that an employee believes may involve fraud or illegal activity, or where an employee desires anonymity, the Fraud or Illegal Activity Hotline is available to the employee to bring the concern to the University’s attention.

Again, any employee who brings an issue to the University’s attention through the Hotline or otherwise should be aware that University policy prohibits retaliation against employees who in good faith report possible compliance issues. 

What should I do if I suspect a violation of the Standards of Business Conduct? 

· Review the Standards of Business Conduct and determine whether in your view there is a potential violation.  [ http://www.yale.edu/provost/html/standards.html] 

· Bring the potential violation to the attention of a supervisor or administrator within your organization. 

· If the supervisor or administrator is unable to address the issue to your satisfaction, refer the matter to the head of your organization (e.g., chair, dean, director or divisional head). 

· If the issue is not able to be resolved within your organization, contact an appropriate central University department. [ http://www.yale.edu/resources/call_list.pdf] 

· If you believe an issue concerning possible fraud or illegal activity remains unresolved after making the above contacts, or if for any other reason you’d prefer to use this option (e.g., to preserve anonymity), call the Hotline.


Key characteristics of the University’s Fraud or Illegal Activity Hotline 

· The toll-free Hotline (866-358-3806) is available to University employees 24 hours a day, seven days a week, every day of the year. 

· Calls to the Hotline are answered by a third-party vendor, not by a University employee. 

· The employee may provide his or her name and contact information, or may choose to remain anonymous. 

· To ensure confidentiality, calls to the Hotline are not recorded or traced. 


For a detailed, print-friendly version of this memo, go to: http://www.yale.edu/resources/Feb06Memo.pdf 

Prepare for Insurance Renewal

The Office of Risk Management is about to begin the renewal process for approximately thirty insurance policies carried by the University. If you have been asked for information in the past to assist in the renewal process, they will likely be calling you, and they may call even if they have not called in the pasy.

In preparation, you can help by asking yourself these questions: 

· Do I own any equipment, item or artifact that is irreplaceable?

· Do my employees travel overseas?

· Is my department involved in events involving children, outside parties, prospective students, visitors, etc? 

· Do students studying in my department pursue off campus activities (study abroad, internships, research, volunteer work, special projects, etc.) related to their academic course of study?

· Does my department have any property, equipment, operations or activities in off campus locations?

· Have I assumed any liability via the terms of a contract or agreement?

· Do I have any employees who charter aircraft or fly their own plane for Yale business?

· Do you hire employees to perform work out of state?

If you answered “yes” to any of these questions, please contact Marje Lemmon at 2-0140, or at marjorie.lemmon@yale.edu as soon as possible so we can ensure adequate coverage.   Also, please feel free to contact Marje if you have questions about coverage or the types of insurance we carry.

Improvements in Yale Travel

There are a number of recent improvements to travel services at Yale.  Orbitz for Business is available to all Yale travelers who use a credit card to book travel.  It provides a simple, cost-effective way to travel, and offers travelers the option of booking on-line or using Orbitz’s full-service travel agency.  Service fees for booking on-line through Orbitz will be waived for those traveling on Yale business, a significant savings compared to booking through other travel agencies. (Note: If you’re traveling for leisure, Orbitz for Business will direct you to its leisure site, and you will pay service fees as described on the site).

In addition, IBM Global Services has been working with the University to negotiate competitive rates on airline fares, ground transportation and hotel accommodations.  Please visit http://www.yale.edu/travel for more information on these discounts, which include:

* Discounted rates for those staying in Club Quarters in select cities
* Discounted car rental rates and free membership in the Hertz #1 Club Gold 
* New contract rates for car services with Hy’s and East Coast Limo 
* Discounts and Yale upgrades for Amtrak tickets, which may be booked through an Orbitz agent at no charge

You may begin by clicking on the link http://www.orbitzforbusiness.com and using the password: travel.  If you’ve already registered on Orbitz, use your current password.  You will need to log in through your yale.edu address to be recognized as a Yale traveler and have the service fee waived. 

For more information, helpful tips and a schedule of on-line and department-based training sessions, visit http://www.yale.edu/travel.

Yale Babysitting Service - New Option for Parents 

Yale Babysitting is pleased to announce that two new categories have been added for parents/guardians when posting a babysitting job:

Back-up/Last minute care - Parents can post any last minute babysitting jobs within 48 hours of when they need the babysitter, e.g., their regular babysitting plans have fallen through and they are expected to attend an evening panel discussion. Students registered with the Yale Babysitting Service will receive an e-mail each time a last minute/back up babysitting job is posted. NOTE: Not all students registered with the YBS have agreed to receive an e-mail notification.

Holiday/School Vacation Day - Parents can identify their need for a babysitter for a public or private school holiday or vacation days (for example, Presidents' Day or February vacation week).

To register or for more information go to www.yale.edu/babysitting or e-mail: babysitting@yale.edu


Yale Recycling Launches "Trash Talk" Newsletter
To help staff learn how to get rid of everything in their departments in the quickest and most environmentally-sensitive manner, Yale Recycling has launched its newsletter, "Trash Talk." This premiere issue features articles on Yale's program to convert dining hall fry grease into diesel fuel and Yale's participation in the nationwide RecycleMania competition. The newsletter also contains basic information on recycling services, bins and other freebies.

View "Trash Talk" at http://www.yale.edu/recycling/trashtalk0106.pdf.
You are in the Game!

You and everyone else at Yale are competing against 
the faculty, staff and students at 90 other campuses
around the country in RecycleMania. 

You recycle, we win.

www.recyclemaniacs.org

Yale's United Way Campaign Honored for Goal-Topping Campaign

Yale's 2005-2006 United Way campaign surpassed its million dollar goal, raising $1,030,000 in pledges and matching funds from 2,795 current and retired employees and students. The number of contributors nearly doubled from last year's campaign, which raised $900,000 from 1,458 donors. In recognition of the University's successful campaign, the United Way of Greater New Haven (UWGNH) recognized Yale with a "Building a Legacy" award, honored Yale campaign chair Judith Dozier Hackman as "Volunteer of the Year," and bestowed upon the Yale College Council a Community Champion Award for their annual Community Service Day. Over 40 Yale champions attended the February 14 UWGNH annual luncheon at 500 Blake Street, where the awards were presented. 

During the awards program , the UWGNH noted that Yale and Hackman are "living examples of what is possible when groups of interested individuals come together for a common cause." The "Building a Legacy" award citation read, in part: "For the past two years, the officers of the University have offered a $100,000 matching gift fund to encourage new and increased United Way contributions to the University campaign. The matching funds directly benefit the United Way's Success By 6® initiative. ... The matching gift program was a major factor in this year's successful $1,000,000 campaign. Yale has built a University-wide team of over 100 'Champions,' which include strong support from Locals 34 and 35 and students, who work to spread the word about the importance of community involvement." 

The UWGNH also pointed out that Yale has a long history of community involvement, specifically citing the annual campus-wide book drive as part of the "Day of Caring" (more than 10,000 books have been collected over the past three years) and the Yale College Council's annual Community Service Day. The luncheon program also touted the Yale faculty's affiliation with United Way programs, serving on the Success By 6® advisory committee and the UWGNH board of directors, among others. Vice President and Secretary Linda Lorimer presented Hackman with a "proclamation" from President Richard C. Levin to thank her for her service to the campaign. In turn, Lorimer, one of the University's United Way "Champions," was given a Yale United Way Guardian Angel Award from Yale College Dean Peter Salovey. 

  
Human Resources -------------------------------------------------------------------------

Best Practices Initiative Gains Momentum

The University and Local 34 and Local 35 have been making progress on joint labor-management committees in departments.  These committees are working on projects that will improve productivity, customer service, and employee satisfaction.  In addition to the Animal Resources Center, Athletics, British Art Center, and Dining Services, the Library, Internal Medicine, and the Health Services have been through labor-management training and have begun to choose projects that will make an impact in their departments.  These project serve as excellent example of Best Practices in action.

The Library joint departmental committee (JDC) is working on developing flexible staffing solutions to better respond to cyclical fluctuations in work volume and unanticipated staffing shortages due to leaves of absence, resignations, or increased need for staff for special projects. Their goal is to improve efficiency, customer satisfaction, job satisfaction, organizational coherence, and save money.

In Internal Medicine, their JDC has chosen to focus on the Dana 3 clinic.  Patient satisfaction surveys indicate that patients would like to see shorter waiting times in the clinics. The faculty, managers, and union staff are collecting time points at the various locations where patients spend time waiting.  This data collection will allow them to develop ways to shorten patent waiting times.

The Yale University Health Service JDC will be focusing on simplifying and improving access to health service providers – whether by telephone or by appointments.  Initially they will be looking at how they address the needs of new members, and they will carry those learnings forward for all members

Apart from the productivity benefits, these JDCs are building relationships between labor and management that will help shape future operational initiatives. If you would like to learn more about Best Practices, please visit the website at http://www.yale.edu/bestpractices/index.html or contact Paula Wilson at 436-4800.

Learning Center and Other Training ---------------------------------------------------------------



WorkLife - College and Summer Camp Fairs for Parents of High School Students

For parents of high school students, the Connecticut Expo Center in Hartford is hosting the largest college fair in Connecticut on March 30th and 31st. Meet face to face with college representatives from accoss the country. For more information visit http://www.yale.edu/hronline/worklife/highered.html.
In addition, even though it is still winter, it is not too early to think about summer camp. Kidtivity.com is hosting a summer camp fair at Mountainside in Wallingord on March 11th. For information about this camp and summer camps in Connecticut go to http://www.yale.edu/hronline/worklife/cccamps.html. 


New Campus Map to Benefit Parents of Young Children

The Yale WorkLife Program is developing a campus map that will identify the 
locations of: 

Restrooms (men’s and women’s) with diaper changing tables 
Rooms designated for “breastfeeding” or as “mother’s rooms” 

Please send information on the availability of men’s and women’s restrooms with changing tables and/or “mother’s rooms” in your area to the Yale WorkLife Program at worklife@yale.edu or call Susan Abramson at 2-8069. The WorkLife Program also has resources for developing breast feeding rooms and obtaining changing tables if there is interest in your department or building. 

WorkLife Classes

Child Care Information Session

Mar 14

Nurturing Yourself is a Necessity, Not a Luxury

Mar 22
Caregivers' Challenge: Maintaining Balance

Mar 24, 31

Fundamentals of Budgeting and Handling Credit

Mar 29

Learning Center Classes

March

Communication: Effective Listening
Mar 2

Orbitz for Business Travel Clinic
Mar 3

Dealing with Conflict and Confrontation in the Workplace
Mar 7

Managing Multiple Projects, Objectives and Deadlines
Mar 7

Orbitz for Business Travel Clinic
Mar 10

FOCUS: Giving and Receiving Feedback for Supervisors
Mar 14

FOCUS: Goal Setting for Supervisors and Employees
Mar 14

Pathways II
Mar 14, 15

Purchasing Skills Training
Mar 14

Business Writing
Mar 15, 22

What to Say and How to Say It for Supervisors and Managers
Mar 16

Pathways II
Mar 16, 17

Cost Transfer Staff Training and Certification
Mar 24

Orbitz for Business Travel Clinic
Mar 24

Rev It Up Reading Program
Mar 28

Principles and Practices of Contract Administration
Mar 29

Orbitz for Business Travel Clinic
Mar 31

IT Computer Courses

Register at www.yale.edu/learningcenter
Operating System

Computers Made Easy (for Local 35 Employees)
Mar 8, 14

Internet Basics 
Mar 20

Internet Basics (for Local 35 Employees)
Mar 10, 16

Scheduling & E-mail

Eudora Pro: Level 1
Mar 27

Introduction to Meeting Maker
Mar 16

Microsoft Office

Excel 2003: Level 1
Mar 14, 16

Excel 2003: Level 2
Mar 1, 3; 21, 23

Excel 2003: Formulas and Functions
Mar 7

Word 2003: Level 1 
Mar 28, 30

Word 2003: Level 2
Mar 29, 31

Word 2003: Tabs and Tables
Mar 14

Database Applications

Access 2003: Level 3
Mar 20, 22

Understanding Database Design
Mar 15

Website Design

Web Editor: Dreamweaver MX: Level 2
Mar 6

Oracle Training 

A complete list of Oracle training courses is at www.yale.edu/xtrain. Courses are grouped under Procurement, Human Resources, General Accounting, Financial Planning & Reporting and Other Training. Registered and approved participants are notified of course dates and time.

Procurement

Accuship

Corporate Express: Online Ordering of Office Supplies

Internet Procurement - Temporarily Suspended

Office Supplies: Online Ordering with Corporate Express

Procurement Inquiry (Responsibility Only)

Purchasing Card Training

Travel and Expense Reimbursement (Distributed Authority)

Simple Web Allocation Process (SWAP)

VIP Number Requests and Assignments

Web Invoice Payment (WIP)

Human Resources

C&T, Casual and Student Payroll 

Casual Employee Setup and General Employee Maintenance

View HR Records with Salaries Responsibility (Medical School Employees Only)

General Accounting 

Custom Commitments Responsibility

Effort Reporting and Certification

Journal Entry/Staging Area (JSA)

Labor Distribution (LD)

Receipts Identification Form - Cash Receipts (RIF)

Financial Planning 

Data Warehouse Reporting for HR/LD/Payroll

Data Warehouse Reporting for New Users

Introduction to Brio Query 6

Budgets--Grant and Contract Oracle Financial Analyzer (OFA)

Other Training 

User Access TAC Training 

Safety Training 

Office of Environmental Health and Safety

135 College Street, Room 15 ▪ 5-3550

www.yale.edu/oehs/trainreq.htm
Biosafety Training

Mar 8

Bloodborne Pathogens Initial Training

Mar 8, 23

Bloodborne Pathogens Annual Retraining

Mar 7, 22

Laboratory Chemical Safety

Mar 9, 28

Radiation Safety Orientation

Mar 2, 14, 30

Respiratory Protection Training

Mar 15

Safe Use of Biological Safety Cabinets

Mar 14

Safety Orientation for Non-Laboratory Personnel
    Mar 1

Shipping and Transport of Hazardous Biological Agents
Mar 15

Tuberculosis Awareness

Mar 13

Web Training:

Bloodborne Pathogens for Laboratory Workers http://info.med.yale.edu/bbp/ 

Bloodborne Pathogens for Healthcare Workers http://learn.caim.yale.edu/bbp/clinical/index.html
Hazardous Chemical Waste Management  http://info.med.yale.edu/chemhaz
Laboratory Chemical Safety http:info.med.yale.edu/chemsafe/

Tuberculosis Awareness http://www.yale.edu/oehs/TB/index.htm
Call 7-2133 to schedule the following courses:

· Advanced Biosafety Seminar

· Hazardous Chemical Waste Management

· Noise and Hearing Conservation

· Office Ergonomics

· Radiation Safety Survey/Spill Seminar







Procurement -----------------------------------------------------------------------------------
Apple Discounted Pricing for Yale Institutional Purchases

Yale now has new negotiated deeper discounts on all i-series and power series products for Institutional use from Apple. I-series products include iMacs, iBooks and Mini’s. The power series products include PowerBooks, PowerMacs and Xserve items. The extra discounts range from 4-8% below our previous educational pricing. Our Apple Institutional site pricing is now loaded with the deeper discounts.

To get to our Apple Institutional site go to http://www.yale.edu/eportal/ and click on the Computer Equipment, Software and Supplies link. This will take you to our Yale Computer Equipment and Supplies page. From here go to the pull down menu under Vendor Sites and choose Apple Store. This will bring up a window which gives you a choice of going to our Apple proposal store or Apple authorized purchasers store. Either site will give you access to the updated pricing. 

For any further information please feel free to contact Steve Arnold, Senior Buyer in Purchasing at 432-9984 or at stephen.arnold@yale.edu.You may also contact our Apple Representatives Fred Riley and Jeff Pitts. Fred is our Apple outside representative who makes regular trips down to Yale. Fred can be reached at (508) 870-0437 or at friley@apple.com. Jeff is our Apple inside sales representative stationed in Austin, TX, and he handles most of the day to day issues and can be reached at 800-800-2775 x46841 or at jpitts@apple.com. 

Alert:  Classified Employment Advertising

Please be aware that a company known as “Employment Publishing” is sending solicitations to departments for “Classified Employment Advertising” which are easily mistaken for invoices.   The solicitation makes note that it is not a bill and that you are under no obligation to pay the amount stated.  Remittance of payment for such a solicitation would constitute acceptance of their offer to publish your advertisement.

Here is the supplier’s information for your reference:

Employment Publishing

175 Strafford Ave., Suite #1

Wayne, PA  19087

(610) 975-4539

Please contact procurement@yale.edu if you have any questions regarding this alert.

SciQuest Update 

Here is a quick look at the status of the rollout of “SciQuest,” Yale’s new eProcurement solution:

Accomplishments

• 100 departments/1000 users are trained and in production. 
• Outreach teams are engaged with departments encountering difficulties to resolve issues and improve applications.
• Software necessary for University-wide implementation is in use or ready for use.

Current Status

• Information sessions are taking place University-wide for business managers and key staff.  If you have not yet attended a session, please expect to receive an invitation shortly.
• Training and support materials are in place to support University-wide rollout.
• ITS Help Desk is engaged to provide “Tier 1” user support. 

• Final issues are being resolved for record retention requirements including sponsored research issues.
• Development is underway for metrics to describe levels of utilization per department.

Plans

• Direct consulting continues with large, complicated departments.
• Group deployment workshops continue (or begin) for less complicated departments.
• Metrics and various meeting forums will be used to identify and resolve adoption challenges.
• Fully integrate application use with other financial management activities (e.g. monthly financial reviews and account holder reporting.)
• The overarching goal is for adoption of SciQuest by end of FY06.

For more information: www.yale.edu/sciquest
Seats Still Available for March Purchasing Skills Training

Have you considered sending your staff to Purchasing Skills Training? This class is a designed for those who have Yale purchasing responsibilities. It is a great compliment to “SciQuest” online ordering training as it provides knowledge of campus-wide sourcing skills and a common vocabulary which is essential to achieving savings success. 

Topics covered:

Strategy Development - Learn how to create a winning plan that gets you more of what you want.

Industry/Supplier Analysis - Understand the key drivers that affect your negotiating position.

Total Cost of Ownership - Learn the other critical factors beyond price that drive your total cost of ownership.

Supplier Relationship - Get real techniques to help you develop and manage your supplier relationships.

Contracts - Understand the basics of contracting and contracts including Yale’s Standard Terms and Conditions.

Competitive Bidding - Learn how to leverage competition to get the best combination of price, quality and service.

Negotiations - Learn invaluable techniques and tips for success in negotiating.

Offerings:

Overview Session (one-day) – March 14th, 9am-4pm

Intensive Session (four-day) Mar. 15, Apr. 19, May 17 and June 26, 9am-4pm

Self-register at http://learn.caim.yale.edu/lcdb/courses/classinfo.asp?CourseID=944



Who Should Attend:

Open to all staff. Attend individually or as a team. You may take one or both classes depending on your interest level. Customized classes are available for special departmental needs. 

Contact Us:

Please contact Brenda Naegel at brenda.naegel@yale.edu or 432-5810 with any questions.


Contract Listing Updates 

http://www.yale.edu/procurement/contractlisting/commodity.html
CATERING SERVICES – DROP OFF
Added: Sweet Relief Café

COMPUTERS
Changed: Apple, Dell, GovConnection, IBM– see listing for new contact info 

EXPRESS SHIPPING

Changed: FedEx, UPS – see listing for new contact info


RENTALS

Added: Mr. Tent LLC – see listing for price info


Administrative Services ------------------------------------------------------------------------------

Mail Tips: Payroll Authorizations & Post Office Closing
Changing persons authorized to sign for payroll checks and deposit receipts is now easier than ever!  Campus Mail added a Payroll Authorization Changes form to their web site that you may now access at www.yale.edu/campusmail.

The form is easy to use and will supply Campus Mail with the information necessary for secure delivery of your payroll checks and deposit receipts.  Fill out the form (a TCN number is not required), print it and obtain the signature of a business manager, then fax it to 4-9312.  The top of the form provides faxing information, eliminating the need for a cover sheet.

Begin using the new form immediately.  If you have any problems accessing the form, please call our office 4-9310 for assistance.  Your comments and suggestions on the new form will be greatly appreciated.

Federal Station (170 Orange St.) Post Office Closed

Many departments and individuals rely on Federal Station for their postal needs. The following is a notice posted on March 1, 2006 at Federal Station:

ATTENTION POSTAL CUSTOMER

The Postal Service has temporarily closed the Federal Station Post Office, 170 Orange Street, New Haven, CT, until further notice due to a safety and health environment that poses a risk to both our employees and Postal customers.

According to the General Service Administration (GSA), who manages the building operations, the construction is tentatively scheduled to be completed in eight to ten weeks. For your convenience, all Post Office box holders and Caller Service customers may pick up their mail at:

New Haven Post Office
50 Brewery Street
New Haven CT 06511-9998

Monday - Friday 8 AM - 5 PM
Saturday 8 AM - 1 PM

We are currently in the process of looking at possible sites, in the immediate ZIPCODE area, to accommodate a temporary USPS Pick-up Point for Post Office Box holders and Caller Service customers, you will be notified as soon as this happens.

We apologize for any inconvenience and hardship this situation may have caused. I assure you Safety and well being of our employees and customers is PARAMOUNT! If you have any questions and/or concerns, please feel free to contact Leigh Piscitelli, Customer Relations Coordinator at (203) 782-7192. Thank you in advance for your understanding and patience.

Norman Lalonde
Postmaster
50 Brewery ST
New Haven CT 06511-9998


Transit Department Reminder: Blue Line

Don Relihan, Director of Support Services, in conjunction with the Yale College Council, recently announced the roll-out of a new shuttle route called the “Blue Line.”  This new shuttle service operates seven nights a week from 8:00 p.m. to 3:00 a.m. with stops every 15 minutes.  It travels to each of the 12 residential colleges and several off-campus locations at Chapel Street, Howe Avenue and Edgewood.  For more information, please go to the Transit Department web site at www.yale.edu/shuttle.

TR&S Expands Chauffeur Service

Have a Yale chauffeur at your service for your next event!  Chauffeur Service is provided on campus and beyond the New Haven area.  Yale's TR&S chauffeur service extends throughout Connecticut and to area airports (J. F. K., Tweed, Bradley), railroad stations, bus terminals as well as Boston, New York City and Long Island, New Jersey, New York, eastern Pennsylvania, Rhode Island, New Hampshire and Vermont.

With this type of chauffeur service, you are renting the entire vehicle with a driver to be at your exclusive service for the pick-up and/or delivery of person(s) and/or material(s). Do not confuse this type of chauffeur service with limo service, that has a set route with predetermined stops and will pick up random passengers. This service must be scheduled well in advance by calling Gerry Apuzzo at (76)4-9307.

VEHICLES: We offer two 7-passenger vans.

RATES: Our rate for Chauffeur Service is $37.50 per hour, $45.00 per hour overtime, as well as $.325 per mile plus tolls and parking. 

Our professional drivers will be pleased to deliver you to your destination in comfort and style. Call Gerry Apuzzo at (76)4-9307 to plan your next trip. 


New TR&S Request-for-Service Form 

Traffic, Receiving and Stores is delighted to announce the implementation of a new form – TR&S REQUEST FOR SERVICE. This easily accessed form may be obtained from our web page at www.yale.edu/trs, then click on the TR&S Request for Service form link or access the form from the Quick Forms page. This new form will provide TR&S with all of the information required to give you the best possible service.

Use the new TR&S Request for Service form for any of the services TR&S offers: Chauffeur, Moving, Stockroom, Surplus Furniture, Courier, Shipping/Receiving and Storage.

While the old Request for Service form will be accepted for the next few weeks, we hope that you will begin using the new TR&S form immediately. Please share this new form with others in your office that request the services of TR&S. If you have any problems accessing the form, please call our office (4-9307) for assistance.

Your comments and suggestions on the new form are welcome and appreciated. 




Finance -----------------------------------------------------------------------------------------
REMINDER: February 2006 (FEB06-06) JSA/GL Closing Deadlines

February 28, Tuesday - Final AP daily push to the GL for February 2006.

March 2, Thursday - 3:00 PM - Deadline for approval of SWAP transactions for the month of February 2006.

March 2, Thursday - 5:00 PM - Deadline for SFTP of external source system batches for the month of February 2006.

March 3, Friday - 3:00 PM - Deadline for JSA authorization and LD distribution adjustments for the month of February 2006.

March 6, Monday - 8:30 AM - Authorization may begin for March 2006 JSA batches and LD distribution adjustments.

March 7, Tuesday - First AP push to the GL for March 2006.

March 7, Tuesday - 5:00 PM -February 2006 GL closing.

March 8, Wednesday - 8:30 AM - Final February 2006 GL balance information including fund balance updates available in the Data Warehouse.

March 8, Wednesday morning - The Month End event begins in the DW Portal. Users scheduled to receive Month End reports will get them throughout the day and possibly Thursday.

This information along with scheduled outages and open issues are available at: www.yale.edu/its/status


International Update -------------------------------------------------------------------------

Tax Assistance for International Students and Scholars
 
All international students and scholars who were in the U.S. at any time during 2005 must file annual tax returns with the U.S. government. This filing requirement applies even for those students and scholars who received no income from U.S. sources during the calendar year 2005.  

The Office of International Students and Scholars (OISS) provides support to Yale’s international community by making available a tax preparation software program called CINTAX.  All current international students and scholars have been sent a password to access CINTAX.  Departments receiving questions from international students and scholars about their tax filing obligations can refer them to OISS.  General tax information for non-resident tax filers can be found at www.yale.edu/oiss/tax.
 

Office Space Available for Visiting Scholars

The International Center for Students and Scholars, 421 Temple St., has a suite of office space available for visiting international scholars. 

Each space, similar to a library carrel, provides a work area with either wireless or internet access, and storage for materials. Computers are available for use by individuals who do not have their own laptop. Telephone, fax and printer/copier are available for shared use. Scholars will have 24-hour access with a Yale I.D. card. 

Interested department contacts are welcome to stop by the center to look at the space or call Ann Kuhlman at (203) 432-2305 with questions. Reservations may be made by sending e-mail to michelle.koss@yale.edu. 



Other Administration -------------------------------------------------------------------------

Other Resources: 


ITS Help Desk: call 2-9000; email helpdesk@yale.edu 
ITS-Med Help Desk: call 785-3200; email itsmed.helpdesk@med.yale.edu 
Financial Support Services: email ga.usersupport@yale.edu  

If you’re new to BrioQuery 6 and need training, go directly to X-train to register online at www.yale.edu/xtrain, and then choose Financial Planning and Management category or contact the Learning Center at 2-5660.

Other Yale E-Newsletters & Periodicals


Yale Bulletin & Calendar
Benefits 
The Circuit (ITS) 
Controller's Office
Engineering 
Financial Review
Library (Nota Bene) 


HYPERLINK "http://www.yale.edu/ppdev/whatsnew.html" \n _blank
PPDev-What's New

HYPERLINK "http://www.yale.edu/procurement/news/index.htm" \n _blank
 
Procurement 
Safety Bulletin 
Tax Office
Travel 
working@yale 
Yale Daily News
Yale Medical Group


