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


Calling All Yale Staff: Annual Hunger & Homelessness Auction Invites You
Live music and free food, wine and beer are just some of the offerings to Yale staff and faculty at the 14th Annual Hunger and Homelessness Auction held on Thursday, November 16, on the Medical Campus, Harkness Hall, 367 Cedar Street. This year items being auctioned include travel lodging in Jamaica, London and Florida; cases of fine wine; a private tour of the Yale Center for British Art and a one-year membership; a tour of the State Capitol with Attorney General Richard Blumenthal; and a New York Philharmonic package complete with hotel and backstage passes.

A silent auction will begin in the library anteroom at the Medical School on Monday, November 13, and continue through November 16, when it will move to Harkness Ballroom for the live auction. Hors d’oeuvres and wine will be served starting at 5 p.m. in Marigolds, and the auction will start at 6.

Organizers this year are making a special effort to include staff in the auction, since they have not attended the event in large numbers in the past. The organizers want staff to know that they are both invited and welcomed.  All Yale staff are encouraged to drop by the festivities after work to share the free food and drinks, hear the live music, and bid on any of hundreds of items being auctioned, from gift certificates to popular local stores to full vacation packages. 

Organizers are also hoping for donations of auction items from faculty and staff. All proceeds will benefit New Haven charities. For more information or to donate, please visit www.yale.edu/hhauction. The students organizing faculty and staff donations are
Rachel Rosenstein (rachel.rosenstein@yale.edu) and Jenny Lee (jennifer.lee@yale.edu).

Past beneficiaries have included the Community Health Care Van, Youth Continuum, HAVEN Free Clinic, Liberty Community Services, Downtown Evening Soup Kitchen, Christian Community Action and Leadership Development Project (a division of Columbus House).

Yale Participates to Promote “Ride the Bus to Work Day”
Public support for New Haven's first "Ride the Bus to Work Day" on October 12 was boosted with the participation of 17 Yale University staff members. They joined 153 others in the one-day event to promote public bus transportation, which was sponsored by the City of New Haven, CTTransit, Rideworks and downtown New Haven businesses.

Some adults took advantage of "Ride the Bus to Work Day" to travel on a city bus for the first time. As a safe, economical, and environmentally-sound transportation method, buses are an alternative that the City of New Haven hopes commuters, parents, children and city officials can support. 


Continuing Education for Women - YUWO Scholarships 

The Yale University Women’s Organization (YUWO) offers scholarship awards to women whose formal education has been interrupted or delayed and who wish to resume their studies, or to enhance and change their careers.
Members of the Yale community and their direct family members are eligible for the awards.  YUWO members and their families are not eligible.  Present Yale staff members and wives of staff members will be given first consideration.  Applicants will be judged on merit and need.

Applications for the 2007-2008 academic year may be obtained by writing to Betty Ann Levitin, 11 Debra Lane, Branford, CT, 06405.  Applicants should state their Yale affiliation and enclose a self-addressed, stamped, business-sized envelope.   Completed applications must be postmarked by March 1, 2007.  For more information, call Mrs. Levitin at 203-488-5862.

Additional information can also be found on the YUWO website at www.yale.edu/yuwo.


Recycle Office Supplies and Furniture

Yale Recycling will pick up your unwanted office supplies and furniture as well as bring you items donated by other Yale departments.

In stock as of late October are Transfile boxes, bankers' boxes, computer monitor risers, manila folders, desks of various sizes, dormitory beds, mattresses and even a computer table. Inventory changes frequently.

Call or e-mail Yale Recycling to have your items removed and to arrange to get items your department needs at 2-6852 or recycling@yale.edu.

Get Muffins for Recycling
Yale Recycling is re-launching its popular RECYCLO muffin program.   Offices found to be recycling properly will receive muffins or other sweet treats as a reward for their participation in the University's recycling efforts.

If student members of the Yale Recycling Outreach/Education Team find that recycling and trash are going into the correct bins they will return with muffins at a date and time of your choosing.   If they find your office needs some improvement they will provide tips before coming back for a second look in a few weeks.

To have your office visited by the Outreach/Education Team, or to request recycling desk side bins and information, email recycling@yale.edu. 

C.J. May, Recycling Coordinator
www.yale.edu/recycling
 
Human Resources -------------------------------------------------------------------------


Open Enrollment Updates
Open Enrollment begins October 30th and ends November 12th. Flexible Spending enrollments can be made up until December 31st.

What's New for 2007? 
Delta Dental Replaces Anthem

For 2007, the University will be changing dental carriers. Delta Dental, a leader in the dental care market, will replace the Anthem PPO plan currently in place.

Delta Dental features excellent customer service and dedication to providing the best dental care in the market, making it a wise choice for Yale. It offers two networks, Delta Dental Premier and Delta Dental PPO. Yale’s plan with Delta will incorporate both dental provider networks, allowing employees greater discounts when utilizing the dentists in either network.

C&T and S&M employees currently enrolled in the CIGNA DMO plan may remain in that plan for 2007 or switch to the Delta Dental plan. New enrollment in the CIGNA DMO plan is no longer available. This plan will remain open only for those currently enrolled. 
Two-year Waiting Period for Re-enrollment in Dental - for faculty, post-doc associates/fellows and M&P staff
Last year the University imposed a two year waiting period for faculty and M&P who dropped dental coverage during last year's open enrollment. How does this affect you?

· If you had dental coverage in 2005 and dropped coverage during last year's open enrollment period, your next opportunity to enroll will be at next year's open enrollment period with coverage beginning January 1, 2008. 

· If you currently have dental coverage (2006) and drop coverage during this year's open enrollment period, you will need to wait until the 2008 open enrollment period with coverage beginning January 1, 2009. 

Automatic Transfer feature now available for Flexible Spending Accounts (FSA) 
Effective January 1, 2007, you will have the option to enroll in an automatic transfer of your medical and dental claims. 

What does this mean for you?
By selecting "yes" to the automatic transfer feature through employee self-service, you authorize Yale to allow both the medical and dental carriers to submit your copay, deductible, coinsurance and prescription information directly to ADP for reimbursement from your medical/dental reimbursement flexible spending account. You will not need to submit claims directly to ADP and your reimbursements can be direct deposited to the bank account of your choice.

Things to consider when choosing this option: 

· You can opt in or out of this feature at any time during the calendar year. 

· Spousal and dependent claims information will also be transmitted each month. 

· Over the counter (OTC) medications, vision expenses must be subitted to ADP directly. 

· Your spouse or adult child can opt out of this feature by notifying the Benefits Office. 

· This feature is not available if you are covering a civil union partner under your health insurance or if you are enrolled in a Health Savings Account (HSA) as part of a high deductible health insurance plan.


Enrolling in Flexible Spending Accounts for 2007
Employees who want to participate in a Flexible Spending Account (FSA) for 2007 need to enroll by accessing the Employee Self-Service website at http://www.yale.edu/openenrollment no later than December 31, 2006.

This year an automatic transfer feature is available which should make reimbursements for most 2007 eligible medical and dental claims easier with less paperwork on the employee’s part.

Upon selecting “Yes” to the automatic transfer feature, the participant is authorizing Yale’s medical and dental carriers to submit automatically to ADP co-pay, deductible and co-insurance information for eligible services (including prescription medicines) on behalf of the employee and other eligible, covered family members.  The participant will not need to submit claim forms for these types of expenses, and reimbursements can be direct deposited to the same bank account to which the employee’s Yale paycheck is deposited.

Additional information concerning this option may be found at:
http://www.yale.edu/hronline/benefits/open_enrollment/automatic_transfer.html
Full FSA plan details are available through the open enrollment site as well.

Enrollment in a 2007 Flexible Spending Account must be completed through Self-Service by December 31, 2006, in order to participate in 2007.  Employees who do not have internet access may submit paper enrollment forms to the Benefits Office by U.S. mail, postmarked no later than December 31, 2006.


Attend a Benefit Info Session

The Benefits Office will host a series of Benefit Info Sessions to discuss the new dental vendor as well as to promote flexible spending. You can enroll via the links below.

· Faculty and MP, November 1, 2006 - www.yale.edu/mp-facbenefitsessions 

· S&M and C&T, October 31, 2006  - www.yale.edu/ct-smbenefitsessions 

· Click "Login" to get to the Central Authentication System (CAS) page 

· Enter Net ID and password 

· Select "Register" under the date of the session you wish to attend 

· You will receive a confirming e-mail and a reminder e-mail one week prior to the event. 


Complete Assessment Questionnaires for Training Management System
The Training Management System has recently integrated its Assessment Questionnaire into the New Employee Orientation. As of October 9th, new employees will have the opportunity to enter their departments having already completed their assessments.  However, existing employees and PDFs must also complete their assessments annually to ensure University Compliance.  They are only 30 questions away – don’t wait!

With the Policy 1010: Training Management System now in place to support federal, state and regulatory compliance, we are encouraging all Business Managers to ensure that their departments reach 100% compliance.  Here two ways you can help your department:  

· Use My Orgs to identify employees who have not yet completed their   Assessment. 

· Direct them to the Training Management Website (www.yale.edu/training) to take their assessment or provide them with a paper-based assessment. All paper assessments can be returned to TMS at 221 Whitney Ave. 

If you have any questions about TMS, including the My Orgs tool, please contact Jessica Hammatt (Jessica.hammatt@yale.edu, 2-1552) or Erin Jarett (erin.jarett@yale.edu, 2-6585).

Leave of Absence Application
The Leave of Absence Application is now online and can be found on the Yale Policies and Procedures website.  You can access the form and instructions by selecting "HR Events" under the "Human Resources" heading on the main page of the site, or just click on this link:

http://www.yale.edu/ppdev/forms/hr/3501FR.50LeaveAbsenceApplication.xls

You may begin using this form immediately.

Questions? E-mail christine.perez@yale.edu. 



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


Send New Yale Parents a New Parent Packet! 

Balancing work with the arrival of a new child can be difficult, and now Yale offers parents (faculty, staff and post-docs) support to make the transition a little easier. As a new component of Yale’s WorkLife program, which is designed to “improve the quality of life for members of the Yale Community and their families,” the Department of Human Resources will now be sending University employees who adopt or give birth to children a “New Parent Packet” containing helpful information to ease the daily challenge of balancing work and family life.

The packet includes a gift for the child and a wealth of information for parents about University services such as babysitting and day care as well as tips and advice on flexible work schedules. The packet even comes with a selection of “favorite songs, games and art activities” compiled for children by the staff of Yale’s affiliated child care programs.
There will be Back-Up Child Care briefings on September 8 and 27.  To register, or for more information, go to www.yale.edu/worklife/events or call 2-5660. 

To request that a New Parent Packet be sent out or for more information, please e-mail worklife@yale.edu or call Susan Abramson at 2-8069 with the following information:

• Parent name 
• Yale affiliation (Faculty, M&P, C&T, S&M, Post-doc) 
• Home address 
• Child's date of birth (for size appropriate gift) 


Back-Up Child-Care Briefings

To register, or for more information, go to www.yale.edu/worklife/events or call 2-5660. 

	Class
	Date

	Back-Up Child Care Briefing 
	December 6



New Lactation/Breastfeeding Rooms on Campus

For a PDF file with information about each location, click on this link:

http://www.yale.edu/hronline/worklife/BreastfeedRooms.pdf
WorkLife Classes

To register, or for more information, go to www.yale.edu/worklife/events or call 2-5660. 

	Class
	Date

	Back-Up Child Care Briefing 
	Nov 2

	Grief and the Holidays 
	Nov 9 

	Child Care Information Session 
	Nov 16 

	Kindergarten Readiness 
	Dec 5 

	Back-Up Child Care Briefing
	Dec 6 



Learning Center Course Schedule

Find details and register for Learning Center courses online at: http://mire.med.yale.edu/lcdb/
	Course
	Date

	November
	 

	Business Writing
	Nov 6, 13 

	Making Your Resume Work for You 
	Nov 6, 13 

	Pathways I 
	Nov 7, 9, 16 

	FOCUS: Giving and Receiving Feedback for Employees 
	Nov 8 

	FOCUS: Giving and Receiving Feedback for Supervisors 
	Nov 8 

	FOCUS: Goal Setting for Supervisors and Employees 
	Nov 8 

	Introduction to Design and Typography at Yale 
	Nov 8, 10 

	Preparing for the Job Interview 
	Nov 8, 15 

	Supervisory Training Program: Managing UP 
	Nov 10

	Supervisory Training Program: What to Say and How to Say It for NEW Supervisors & Managers 
	Nov 13 

	Retirement Seminar for M&P and FAC
	Nov 13, 15, 21 

	Considering Guests with Disabilities When Planning Meetings and Events 
	Nov 14 

	Customer Service for Front Line Service Providers 
	Nov 14 

	Hiring Foreign Nationals
	Nov 15

	Supervisory Training Program: Shifting Perspectives
	Nov 27 

	Creating a Career Plan 
	Nov 28 

	Dealing with Conflict and Confrontation in the Workplace
	Nov 29 

	Managing Emotion and Thriving Under Pressure 
	Nov 30 

	What to Say and How to Say It for Supervisors & Managers 
	Nov 30 

	December
	 

	Myers-Briggs Type Indicator Workshop I 
	Dec 5 

	Strategies for Successful Time Management
	Dec 5 

	Self-Esteem for Women presented by Fred Pryor
	Dec 7 

	Pathways I 
	Dec 11, 12, 13 

	Being Part of a Successful Team 
	Dec 14



 
IT Computer Courses

Register at www.yale.edu/learningcenter
	Course
	Date

	Operating System
	 

	Computers Made Easy
	Nov 8; Dec 21 

	Internet Basics
	Dec 4 

	Windows XP: Level 1 
	Nov 7, 9 

	Database Applications
	 

	Access 2003: Level 1 
	Nov 7, 9; Dec 13, 15 

	Access 2003: Level 3 
	Dec 12, 14

	Understanding Database Design
	Nov 16 

	Scheduling and Email 
	 

	Eudora Pro: Level 1 
	Dec 11 

	Microsoft Office 
	 

	Excel 2003: Level 1 
	Nov 15, 17; 28, 30; Dec 12, 14 

	Excel 2003: Level 2 
	Nov 28, 30 

	Excel 2003: Level 3 
	Nov 7, 9 

	Excel 2003: Formulas and Functions
	Dec 5 

	Powerpoint 2003: Level 1 
	Nov 8, 10; Dec 5, 7 

	Word 2003: Level 1 
	Nov 13, 15 

	Word 2003: Level 2 
	Nov 14, 16 

	Word 2003: Merging Letters, Envelopes and Labels 
	Nov 6 

	Website Design 
	 

	HTML 4.01: Web Authoring - Level 1 
	Dec 5 

	InDesign CS2: Level 1 - Creating Basic Publications
	Nov 7 

	Web Editor: Dreamweaver MX: Level 2 
	Dec 7 




Oracle Training 

To register, visit www.yale.edu/xtrain. 
	Procurement

	Accuship

	Corporate Express: Online Ordering of Office Supplies

	Internet Procurement - Temporarily Suspended

	Office Supplies: Online Ordering with Corporate Express

	Purchasing Card Training

	Travel and Expense Reimbursement (Distributed Authority)

	Simple Web Allocation Process (SWAP)

	VIP Number Requests and Assignments

	Web Invoice Payment (WIP)

	Procurement Inquiry (Responsibility Only)

	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 

	Yale E-Travel 



Safety Training

The following safety training courses are offered periodically throughout the year. Descriptions for each of these courses can be found online at www.yale.edu/oehs/training.htm. All training seminars are held at the Office of Environmental Health & Safety, 135 College Street, lower level, room 15. For further assistance and information, call 785-3550.
	Course
	Date

	Biosafety Training 
	Nov. 29; Dec. 13 

	Bloodborne Pathogens Initial Training 
	Nov. 8, 28; Dec. 13 

	Bloodborne Pathogens Annual Retraining 
	Nov. 15; Dec. 5 

	Confined Space Training 
	Dec. 20 

	Laboratory Chemical Safety
	Nov. 22; Dec. 12

	Radiation Safety Orientation 
	Nov. 14, 30; Dec. 14 

	Respiratory Protection Training 
	Nov. 13; Dec. 6 

	Safe Use of Biological Safety Cabinets 
	Nov. 15; Dec. 14 

	Safety Orientation for Non-Laboratory Personnel 
	Dec. 6 

	Shipping and Transport of Hazardous Biological Agents
	Nov. 8; Dec. 12 

	Tuberculosis Awareness
	Nov. 9; Dec. 7 


Web Training:
Bloodborne Pathogens for Researchers http://info.med.yale.edu/bbp/
Bloodborne Pathogens for Healthcare Workers http://info.med.yale.edu/bbpclinical
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 5-3550 to schedule the following courses:

Advanced Biosafety Seminar
Hazardous Chemical Waste Management
Noise and Hearing Conservation
Office Ergonomics
Radiation Safety Survey/Spill Seminar

Procurement -----------------------------------------------------------------------------------

SciQuest Deployment Update
Procurement sends its congratulations and thanks to the SciQuest deployment teams at the Medical School and on Science Hill! All business offices are "on-board" and using SciQuest. Goal #1 has been successfully achieved. Onward to Goal #2: transitioning legacy VIP ordering (usually via phone or fax) to SciQuest before the Christmas break. 

Deployment Highlights:

· Effective 11/1/06 legacy VIP use is officially de-supported at the Medical School and Science Hill VIP.  Ordering should now be via SciQuest or an approved alternate ordering approach. Deployment focus for the Medical School and Science Hill has now shifted to on-boarding any remaining users and converting any remaining legacy VIP ordering by 12/1/06. 

· All departments beyond the Medical School and Science Hill should now also focus on getting on-board and eliminating legacy VIP ordering by 12/1/06. 

· Departmental business managers should setup users via START (here’s how:  http://www.yale.edu/procurement/eprocurement/GettingReadyStep2.html) and should arrange for online or classroom training opportunities or point users to supporting documentation.  Both are available at:  http://www.yale.edu/procurement/eprocurement/documentation.htm 

· Departmental users with questions, wanting access to SciQuest or wanting more training should consult first with their business office.  Self-service training and many FAQs can be found at:  http://www.yale.edu/procurement/eprocurement/documentation.htm 

· University-wide contract suppliers have met with Procurement on several occasions and been formally informed in about this transition.  Information about this conversion for suppliers is available online at:  http://www.yale.edu/procurement/suppliers/index.html 

· SciQuest Standing Orders – Procurement and select pilot departments are currently testing how Sciquest might be used to create stand orders.  “Standing Orders” are purchase orders that allocate a specified dollar amount over a specified period of time for the purchase of particular goods or services.  

Suppliers who deliver goods/services on a periodic basis and are candidates for this type of order include: 

Packaged Gases:  Esquire Gas, AirGas, Techair

Water Services:  Poland Springs

Laundry Services: Riverside Laundry

Temporary Services:  Bill May/Jackie Matchett, Randstad

Equipment Maintenance Services (office copiers):  BBI Technologies

A procedure including examples detailing  how to create standing orders in SciQuest will be published and communicated when the pilot testing is completed.  Please stay tuned! 

Contract Listing Updates 

During the month of October, the following changes were made to the Contract Listing. For details, see http://www.yale.edu/procurement/contractlisting/commodity.html
Catering Rentals – Equipment:  To expand your choice of caterering rental equipment suppliers, the following contract has been added to the preferred supplier listing for a total of 5 contracts.

	CONNECTICUT RENTAL CENTER, INC. 
	



	Buy-Pay Approach: 
	University Contract/Department Approval Required

	Company Address: 
	1209 Foxon Rd., Route 80, North Branford, Ct. 06471 

	Contact One: 
	Tom Byrne
	Phone: 800-323-9225
	Fax: 860-347-6706
	

	PO: 
	UKP1104234
	

	Exp. Code: 
	883300
	Rental - Gen Equip

	Buyer: 
	Dee Tousey
	432-9974
	darlene.tousey@yale.edu

	Additional Contact: 
	Kerry Murphy
	432-9982
	kerry.murphy@yale.edu

	Delivery Information:
	Will deliver to function location

	Other Info:
	Pricing Information 


Catering Services for University Functions:  To expand your choice of caterers, the following contract has been added to the preferred supplier listing for a total of 24 catering services contracts:

	LEONIS ITALIAN FOODS 
	



	Buy-Pay Approach: 
	University Contract/Department Approval Required

	Company Address: 
	1719 Route 80, North Branford, CT 06471 

	Contact One: 
	Bill Manzi, Sr. - Owner
	Phone: 203-488-9581
	Fax: 203-488-9581
	

	PO: 
	UKP1104205
	

	Exp. Code: 
	832500
	Catering

	Buyer: 
	Dee Tousey
	432-9975
	darlene.tousey@yale.edu

	Additional Contact: 
	Kerry Murphy
	432-9983
	kerry.murphy@yale.edu

	Delivery Information:
	Will deliver to function location

	Other Info:
	Pricing Information 


Copiers, Copy Services & Supplies
CHANGE:  Imagistics International has been renamed to OCE Imagistics.

Lab Supplies 

DELETED: Biosource International. Please use Invitrogen, #UNP1000053.


Procurement Course Schedule

Find details and register for Procurement courses online at: http://mire.med.yale.edu/lcdb/
	Course
	Dates

	October

	Accuship
	Nov 27, AM 

	Purchasing Skills Training (one-day overview) 
	By request 

	Purchasing Card 
	Nov 2, AM 

	 
	Nov 17, AM 

	SciQuest eProcurement
	Office & Computer Supplies

	
	Nov 17, PM 

	
	Nov 28, AM 

	SciQuest eProcurement
	Lab & Med Supplies 

	 
	Nov 9, AM 

	
	Nov 21, AM 

	SWAP
	Nov 14, PM 

	VIP
	Nov 14, PM 

	WIP
	Nov 14, AM 


Who to Call: Procurement Staff Directory

Do you have a question for Procurement?  Yale University Procurement is pleased to announce that we have improved the accessibility of our directory and our ability to answer your questions rapidly.  Here’s a quick reference:

Accounts Payable Services and Vendor Setup Requests: aphelpdesk@yale.edu or 432-5394 for all inquiries.  If specialized assistance is needed, your concern will be promptly forwared to the appropriate staff member. 

Purchasing Services: purchase@yale.edu or contact a buyer or purchasing assistant (see Yale Buying Guide.)  For additional assistance, please contact 432-9955.

Purchasing Card Program: purchasing.card@yale.edu or contact a Yale Purchasing Card representative at 432-3227.

Procurement Systems (Oracle, SciQuest, EMS) – helpdesk@yale.edu or contact an ITS Help Desk representative at 432-9000 or 785-3200.  They are well-equipped to triage calls and will escalate calls to the appropriate Procurement staff member as necessary.

General Procurement: procurement@yale.edu for all other inquiries.

For more information, please visit the Procurement directory at http://www.yale.edu/procurement/staff.html. Yale University Procurement is committed to serving you!

	Did you know that over half of the calls to Procurement are in regard to a transaction’s status?  Yale’s self-service Procurement Inquiry tool is an excellent way to query the status of a transaction!
Need access to Procurement Inquiry? Request access at:  https://xtrain.its.yale.edu/xtrain/Courses/courseinfo.asp?CourseGroupID=52 
(It will appear that you are registering for a class on X-Train; however, the system is only used to request access.)
For online tutorials for Procurement Inquiry, visit this link.


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


Campus Mail Tips: Large Campus Mailings 
PROPER BUNDLING: We seem to be receiving more and more unsorted large campus mailings. Please keep in mind that all large mailings sent out via campus mail must be presorted by the sending department. 

· MAILING TO CENTRAL & SCIENCE AREAS: Sort by street address. Rubber band each address of two or more separately. For example, all for 17 Hillhouse would go in one bundle; all for 10 Hillhouse would be in another bundle. 

· MAILING TO MEDICAL AREA: Sort by department. Rubber band each department separately. 

MAIL CODES: If your label information contains mail codes, save yourself work! Have your computer sort the labels in mail code order. Rubber band each code of two or more separately.

SCHEDULING A PICK-UP: VERY IMPORTANT! If your mailing fills more than one white mail bucket, don't forget to call the Campus Mail office at 4-9310 the day before to let us know you have a large mailing to be picked up. If we don't know about your mailing in advance, we may not have room for it on our truck. 

Your mailings are important - prepare them properly so that Campus Mail can process them for next day delivery! 


Campus Mail Tips: Personal Mail and Christmas Packages 

Christmas will soon be here.  We all enjoy the excitement of the holidays and the gift giving that goes along with it.  Before we start placing orders and waiting for all of the packages to arrive, let's take a moment to consider how they should be addressed.  

Yale's Policy & Procedures states: 

· 504.3 Personal Mail and Packages
The University is not responsible for loss or damage to personal packages or mail addressed to any of its employees at a Yale facility. In order to avoid a possible financial loss, it is strongly recommended that such items be mailed or shipped to the employee's home or to a friend or relative. 

· 504.4 Use of Campus Mail
Employees may not use the Campus Mail services for personal mail or mail of non-Yale organizations. This service is staffed to handle only official University correspondence; its use for other purposes slows down delivery of official mail. While the staff of Campus Mail do not ordinarily inspect individual letters and packages for conformance to this policy, they are required to call to the attention of proper authorities any apparent violations. If you absolutely must have a personal package sent to you at Yale, first obtain the approval of your supervisor, and then be certain you use your post office box address.  Do not send packages through US mail to a street address.  Using a street address will slow delivery of your mail and may even cause misdelivery or return of your package to the sender. 

Mail volume always increases around the holidays.  Don't let your package slow delivery for others. 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
 
http://www.yale.edu/campusmail


Finance -----------------------------------------------------------------------------------------

Attention: Yale Credit Card Merchants 

FACT compliance
The December 4, 2006 deadline for compliance with FACT, the Federal Fair and Accurate Credit Transactions Act of 2003, is rapidly approaching.

FACT prohibits any person who accepts credit and debit cards from printing more than 5 digits of the card number on the receipt given to the cardholder.

If your credit card swipe machine or cash register prints the entire credit card number on the receipt given to the customer please contact Agnes.Siniscalchi@Yale.edu for assistance.

PCI compliance
The credit card associations (American Express, Mastercard, Visa and Discover) have established the Payment Card Industry Data Security Standard for all merchants. Compliance with these standards will increase consumer confidence, reduce fraud and identity theft and ensure that Yale can continue to accept credit card payments.

Each department that accepts credit card payments will be contacted by Treasury Services to schedule a one hour meeting to complete the PCI self-assessment questionnaire.  No preparation is required on the part of the department. Treasury will need access to the swipe machine/cash register/software and the credit card statement reconciliation. 

For questions regarding PCI compliance please contact Agnes.Siniscalchi@Yale.edu.


Thanksgiving Holiday Schedules
Thanksgiving is upon us. Yale University will observe Thanksgiving Day, November 23, 2006 as a holiday and the Friday after, November 24, 2006 as a recess day. Please refer to the information below for special schedules related to the long Thanksgiving weekend.

Yale's Financial, Procurement and HR Applications systems will be available on their regular schedule, Sunday, 10am through Saturday, 9pm. 

PAYROLL

Early deadline for Weekly Student and Casual Time Entry for w/e November 18, 2006
Due to the Thanksgiving holiday/ recess period, there will be an early deadline for the Weekly Payroll. All student/casual time entry and CT weekly time entry for the week ending November 18, 2006 must be entered and approved by Tuesday, November 21, 2006 before 9:00 AM. Please log out of the time entry system no later than 9:00 AM on that morning.

Early payment dates for Weekly and Bi-Weekly payrolls

The weekly checks for this period will be dated November 22, 2006 and will be distributed in the normal manner. Weekly direct deposits for this period will be available by Friday, November 24, 2006.

The bi-weekly payment for the week ending November 11, 2006, normally paid on November 24, 2006 will be paid on November 22, 2006. Checks and deposit advices will be distributed in the normal manner.

KRONOS

Local 35 timecards will be locked at 4:00 pm on Monday, November 20, 2006. All edits must be completed by this time.

JSA/LD

JSA will be running the Journal import from the FTP server into the JSA application on the regularly scheduled times of 6:00 A.M and 5:30 P.M. on Friday, November 24 and 10:00 P.M. on Sunday November 26. There will be no central processing of JSA transactions on Thursday, November 23 or Friday, November 24.

AP

All AP transactions processed on Tuesday, November 21, 2006 will be available in the Data Warehouse on Monday, November 27, 2006.  All AP transactions processed on Wednesday, November 22, 2006 will be available in the Data Warehouse on Tuesday, November 28, 2006.

DATA WAREHOUSE

The Data Warehouse will be available on its regular schedule, 7 am to 9 pm Monday to Saturday, and 10 am to 9 pm Sunday. Reports run during the long Thanksgiving weekend will reflect transactions posted through Tuesday, November 21. Transactions posted to the General Ledger on Wednesday, November 22, 2006 will appear in the Data Warehouse on Monday morning November 27, 2006.

Data Warehouse information pertains to the following applications:
Data Warehouse Portal
BUG Library
Brio Query (for the Data Warehouse)

OFA will be available on its regular schedule, 8:30 am to 9 pm Monday to Saturday, and 10 am to 9 pm Sunday. 

  

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

International Scholar Terminations and Changes
The OISS must be notified when J-1 or H-1B scholars terminate their affiliation with the University.  The OISS must also be notified of any changes in the scholar’s initial appointment (i.e. promotions, changing labs, full time to part time, etc.) before those changes become effective.  Government regulations require that J and H visa documentation accurately reflect the scholar’s position.   

Department of Motor Vehicles Verification Letters
International students and scholars applying for a CT drivers license must obtain a status verification letter from the OISS prior to going to the Department of Motor Vehicles for an appointment. The DMV will only accept verification letters written by an authorized OISS staff member.

Volunteer Across Cultures!
Community volunteers are urgently needed for One-on-One Conversations at Yale, a program that matches students and scholars at Yale from the international community of over 110 countries with English-speaking conversation partners from the Yale and New Haven communities. Many new students and scholars have just arrived to begin their work or studies in the U.S. and can benefit greatly from the opportunity to make community connections - especially by meeting Americans (or those familiar with the culture), practicing English and becoming more familiar with U.S. culture in general. 

Right now, there are over 35 students and scholars from the international community who have expressed keen interest in being matched with an English language partner. The time commitment is minimal (one hour a week for four weeks minimum). By participating in the program, everyone involved has the opportunity to expand and refine cross-cultural understanding and communication skills, as well as to spread goodwill in an increasingly international community. 

Interested individuals can get details or sign up for One-on-One Conversations on the web at http://www.oiss.yale.edu/conversations/ or by e-mailing elisabeth.kennedy@yale.edu.

Volunteer Hosts Needed

Would you like to . . . Learn about other countries and cultures? Share your favorite activities and traditions with a new friend? Welcome an international student to the New Haven community? Then you would make a great Community Friend of a Yale International Student!
The Office of International Students and Scholars is looking to expand its Community Friends of Yale International Students Program. We are currently seeking volunteers to “host” new international students as they adjust to life in a new country. In your role as host, you will share your hospitality and local knowledge with the student by inviting him or her to share a meal, join in a family activity, or participate in a holiday tradition.  Getting to know the student, in turn, offers you a unique opportunity to learn about another culture firsthand and to see the United States through the eyes of a visitor.  The time commitment will vary depending on the relationship that develops between you and the student. At a minimum, you are expected to be in touch with the student throughout the academic year and to invite him or her to share in an occasional meal or activity. Individuals, couples, and families of all sizes are invited to serve as hosts.  For more information and to fill out a short host application, please visit http://www.oiss.yale.edu/hostfamily/default.htm.


What’s Happening at the International Center?
To learn about ICenter programs visit the website at www.yale.edu/icenter. 

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.
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