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

Improvements Underway to Streamline Staffing and Recruitment 

Human Resources is in the process of implementing a new state-of-the-art recruiting and job-posting system that will complement its team of staffing and recruitment professionals. The new Strategic Talent-management and Recruitment System (STARS) will help create a stronger partnership among hiring managers, HR staff, and other groups and individuals who support the staffing and recruitment activities at the University. The objective of STARS is to create world-class recruiting expertise through one seamless and fully integrated recruiting and hiring process. 

“In order to help Yale achieve its mission, one of the most important priorities for Human Resources,” says Robert Schwartz, associate vice president and chief Human Resources Officer, “is to ensure that our recruitment and staffing efforts attract, place, develop and retain the most qualified and talented individuals in all positions across the University. I’m confident that STARS will support this priority we’ve set for ourselves.”

Kenexa Brass Ring, a leading provider of talent-management solutions, has been selected as the vendor for this new talent-management and recruitment system. Development is underway and the new system is scheduled to be piloted in late January 2007. Campus-wide roll-out should begin in February and run through mid-2007. System demonstrations and feedback sessions will take place across campus in January. The STARS website (www.yale.edu/hronline/stars/) goes live on December 8.

“We feel that Kenexa Brass Ring is just the right tool to help Human Resources effectively partner with Yale departments during recruitment and staffing,” says STARS Team Co-leader Judy Offutt. “Hiring managers will like the fact that the process is more transparent, and applicants will benefit from a range of features that includes the ability to autofit their qualifications to job openings.”

It was in campus-wide focus groups that Yale staff asked to be better informed throughout the recruitment and staffing process; recommended a streamlined system for job postings; and requested the pre-screening of candidates for open positions. These suggestions have been incorporated into Yale’s new recruitment and staffing process.

STARS will enable job seekers to:
• apply for positions easily through the internet anytime;
• set up searches for specific jobs to run 24/7 and receive email notification as
soon as one matches your criteria;
• conveniently create, update, and save your résumé, apply for more than one
Position at a time, or search for job openings that meet your specific criteria;
• store versions of your résumé online in one secure place;
• know the status of your application through
personalized email notifications at important steps
along the way.

If you are a business or hiring manager, the benefits
of STARS will include:
• reduced paperwork​no paper résumés or records to copy or lose;
• direct access to state-of-the-art technology, which will make filling your position easier and faster than before;
• a more transparent recruitment and placement process that will let you know the status of your recruitment efforts every step of the way;
• an automated approval tracking process that makes authorization quicker and easier;
• a broader applicant pool of skilled individuals, which will provide more strategic choices in filling your position;
• automated processing, which will let you run mission-critical reports, or create your own for export to Excel.

Resource: www.yale.edu/hronline/stars/

Mark Your Calendars: Second Yale Workplace Survey 

The second Yale Workplace Survey will be conducted March 12-30, 2007.  In the upcoming months you will hear about some of the great progress made at Yale (as a result of your feedback from the 2005 survey) in the areas of Leadership Effectiveness, Performance Management and Diversity, just to name a few.  Plans are already being made to increase participation this time by creating more opportunities for employees to have their voices heard.  Plan on making yours one of them!  

For more information, contact Elena DePalma, Senior Organizational Development Consultant, Organizational Development & Learning Center at 432-3696.

United Way: Ten More Days to Make a Pledge 
Yale’s United Way 2006-07 campaign is currently underway following the kick-off in mid-October. In the spirit of giving this holiday season, co-chairs Bruce Alexander, vice president of New Haven and State Affairs and Campus Development, and Laura Smith, president of Local 34, hope to increase faculty and staff participation to above the 11% achieved in 2005-2006 campaign and make this a truly university-wide effort. Individualized pledge forms have been hand distributed or put in campus mail to faculty and staff. All are encouraged to visit Yale’s United Way website (www.yale.edu/unitedway/) for additional pledge information or to pledge online. It’s fast, easy and secure. 

Bruce Alexander requests that you please pass the word in your units about the importance of Yale’s civic leadership as New Haven’s largest employer, and ask your colleagues to please get their pledge cards in this week.

Emergency shelter, substance abuse counseling, literacy programs, affordable housing, and employment training are just a few of the services the United Way helps to provide. Especially important are United Way-supported youth programs, such as those that mentor young people and provide after-school programs. Employee contributions support these essential services for the most vulnerable members of our community. Please be generous.

Donations should be submitted by December 15th.


Day of Caring Book Drive Succeeds at Yale 

Once again, Yale did its part to build a “City of Readers” in the annual Day of Caring Book Drive that ran through September. This year, the Yale community donated 1,300 new and gently-used books, which were collected at locations around campus and then brought to New Haven Reads, the community book bank located in the city’s Dixwell neighborhood. Diane Turner, Day of Caring chairwoman, held a thank-you reception in recognition of the volunteers’ work coordinating and collecting books for the book drive. At the reception, United Way’s Chief Operating Officer Heather Calabrese expressed her gratitude to the volunteers, in particular, and Yale University in general for its tremendous, ongoing support. 

Get a Flu Shot at a Campus Flu Clinic 

The winter season is upon us.  Keep it from being flu season as well by getting a free flu shot from Yale University Health Services (YUHS).  YUHS will hold flu clinics campus-wide through mid-December.  

	Date
	Time
	Location

	Tuesday, 12/5 
	11:00 AM to 2:00 PM 
	155 Whitney, lobby area 

	Thursday, 12/7 
	8:30 AM to 4:00 PM 
	YUHS - 1st floor 

	Friday, 12/8 
	12:30 PM to 3:00 PM 
	Law School - Room 120 

	Monday, 12/11 
	11:00 AM to 1:00 PM 
	Divinity School - 2nd floor lounge

	Tuesday, 12/12 
	8:30 AM to 4:00 PM 
	YUHS - 1st floor 

	Wednesday, 12/13
	8:30 AM to 4:00 PM 
	YUHS - 1st floor 

	Thursday, 12/14 
	8:30 AM to 4:00 PM 
	YUHS - 1st floor 




27th Annual Yale Community Children’s Art Calendar

Calvin Hill Day Care Center and the Kitty Lustman-Findling  Kindergarten announce the sale of the 27th annual Yale Community Children's Art Calendar featuring artwork by the Center's children, ages 3 to 6.  The calendar is a fundraiser for the school and is on sale for $10 at The Yale Bookstore or through Calvin Hill Day Care.   

For information or an application for enrollment, contact Carla Horwitz, Director at (203)764-9350 or email Carla.horwitz@yale.edu.


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.


Receive or Donate Office Furniture and Supplies 

Call Yale Recycling if you need filing cabinets or other office furniture or supplies for your office.   Typically in stock are filing cabinets, bankers' boxes, Transfile Boxes, desks and office chairs.  We also have beds and mattresses.

Call Yale Recycling if you have usable items to donate.  They will be re-distributed to other departments on campus or New Haven area charities.

C.J. May   
Recycling Coordinator
www.yale.edu/recycling 
2-6852 
Human Resources -------------------------------------------------------------------------


NEW Defined Contribution 402(g) Limits for 2007
Below are the new Defined Contribution Limits as determined by the Internal Revenue Service (IRS) for the upcoming New Year:

Annual Maximum - $15,500

Age 50 or older- $5,000

Catch-up (15 years or more of service) - $3,000

Please contact the Benefits Office at 2-5550 with questions.

Last Chance to Enroll 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.


Scholarship Award Payments for Fall and Spring Terms

Itemized tuition bills need to be submitted to the Benefits Office for each term by either the parent or the student before a scholarship award payment can be processed.  In order to facilitate this process, the copy of the itemized tuition bill must be legible and also should include the employee’s name. Bills may be mailed to the Benefits Office via U.S. or campus mail or faxed to 432-7575.

Award payments will be not processed from December 20 through January 2 due to the holiday recess period.

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



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

Tuition Reimbursement Deadline for 2006

It's the end of the fall semester - that time of year to think about tuition reimbursement claims. Be advised of the 2006 filing deadline: to ensure that your tuition reimbursement request be applied against your 2006 annual maximum, all reimbursement requests to Yale University’s Tuition Reimbursement Program must be received and approved by Automatic Data Processing (ADP), the transaction processing center, by December 26, 2006, 7pm EST. Please allow 48 hours for application review and processing.

As a reminder, an application is deemed “received and approved” only if it meets University guidelines, i.e. complete tuition reimbursement application, copy of grade report, verification of course start and end dates, and an itemized tuition bill (receipts that reflect a lump sum are not acceptable). Tuition Reimbursement requests may be mailed or faxed to:

ADP Benefit Services 
Yale University Tuition Assistance Service Center 
2835 South Decker Lake Drive 
Salt Lake City, UT 84119 

FAX: 1-888-421-6945
Please allow enough time for the transaction to be received and approved, no later than December 26, 2006, 7pm EST. 

All incomplete applications and/or requests for reimbursement received after December 26, 2006, will be processed and applied towards your 2007 annual maximum amount.

To obtain a copy of Yale’s Tuition Reimbursement Policies and Procedures, Tuition Reimbursement Application, and/or review the ADP Claim Tracking system, please visit http://learn.caim.yale.edu/lcdb/webdev/html/tuition.htm.

If you have any questions or concerns, please contact Yale University’s Tuition Reimbursement Customer Service Representative at 1-800-770-7985.

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 
	January 25 



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

	New Haven Magnet School Information Session at Yale: 
Click here to register: http://learn.caim.yale.edu/lcdb/courses/classinfo.asp?CourseID=533
	Jan 16 

	Child Care Information Session 
	Jan 24 

	Back-Up Child Care Briefing
	Jan 25 

	 
	 

	Ongoing: Yoga/TGIF -- Click here for more info: http://learn.caim.yale.edu/lcdb/courses/classinfo.asp?CourseID=615 
	 



Learning Center Course Schedule

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

	December
	 

	Pathways I 
	Dec 11, 12, 13 



 
IT Computer Courses

Register at www.yale.edu/learningcenter
	Course
	Date

	Operating System
	 

	Computers Made Easy
	Dec 21 

	Database Applications
	 

	Access 2003: Level 1 
	Dec 13, 15 

	Access 2003: Level 3 
	Dec 12, 14

	Scheduling and Email 
	 

	Eudora Pro: Level 1 
	Dec 11 

	Microsoft Office 
	 

	Excel 2003: Level 1 
	Dec 12, 14 




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 
	Dec. 13 

	Bloodborne Pathogens Initial Training 
	Dec. 13 

	Bloodborne Pathogens Annual Retraining 
	Dec. 5 

	Confined Space Training 
	Dec. 20 

	Laboratory Chemical Safety
	Dec. 12

	Radiation Safety Orientation 
	Dec. 14 

	Respiratory Protection Training 
	Dec. 6 

	Safe Use of Biological Safety Cabinets 
	Dec. 14 

	Safety Orientation for Non-Laboratory Personnel 
	Dec. 6 

	Shipping and Transport of Hazardous Biological Agents
	Dec. 12 

	Tuberculosis Awareness
	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 -----------------------------------------------------------------------------------


Accuship Adds DHL for Domestic Service
Save up to 20% with new DHL options! 
Accuship now offers DHL for domestic shipments in addition to international shipments, and charges one flat rate for overnight shipments in the continental U.S.  Now you can compare pricing between FedEx, UPS and DHL for domestic shipments and save money.  Some users have reported up to 20% savings by using DHL!

Go to www.yale.edu/procurement to get started with Accuship today.
Need DHL shipping supplies? (boxes, envelopes, etc.) Go to http://www.yale.edu/procurement/accuship/docs/OrderingSuppliesDHL.pdf
New DHL drop-off boxes coming to more campus locations.  To find a DHL drop-off location, go to this web page. 
Questions? Contact procurement@yale.edu 


Holiday Recess Processing Deadlines

To ensure that your transactions are processed before the December holiday recess, please note the following critical dates:

December 8:
· Purchase Requisitions (Paper) 

December 14:
· Vendor Setup Requests (submit to Vendor Compliance Unit: vcu@yale.edu) 

· Invoices 

All invoices that go on hold by December 18th will be notified by recess.  All emails received by December 18th pertaining to hold releases will be processed by recess.

December 18:
· Employee Reimbursements (Paper) 

· Check Requests 

December 21 (a.m.):
· Last Check run 

· Closing out in Accounts Payable 

In order to process transactions by these dates, transactions must be free of errors.
Please share this reminder with those in your department that are responsible for these transaction types.

Holiday Tips for Transaction Processing

Throwing a holiday bash in your department?  Time to pause before playing “Santa Claus!”
The Holiday season is upon us!  Do you know the University policy related to social events, entertainment and gift-giving to staff as well as the acceptance of gifts from Yale suppliers. Here are a few of the frequently asked questions we hear from the Yale community around the holidays:

Is a holiday gathering an allowable business expense?
A holiday gathering can be sponsored from University funds provided that the event is reasonably modest in nature and is limited to one event per year for each department or major subsection. (See Policy 3302 for details.)  

Authorizations: 

· Events with total costs <$1000 may be authorized by the Department Administrator 

· Events with total costs >$1000 must be authorized in accordance with this policy 

May I have a party in my sub-unit even though my department is throwing a party?
Departments should make every effort to consolidate holiday activities among their various units to ensure that the total cost for the department is reasonable and prudent. (See Policy 3302 for details.)

May I purchase holiday gifts for my staff using University funds?  
No.  University funds may not be used to purchase gifts for any individual in recognition of events such as Secretaries' Day, birthdays, holidays or childbirth. (See Policy 3303 for details.)
May I personally receive a gift from a Yale vendor?
No.  Yale faculty and staff may not personally accept any material gift, gratuity, or other payment, in cash or in kind, from any vendor seeking to do business with Yale or currently doing business with Yale.  (See Policy 2201 and Standards of Conduct for details.)
Should you have questions regarding these types of transactions, please contact procurement@yale.edu for advice. 


IKON Copier Supplies
Are you paying for IKON copier supplies and participating in the RIS Copier Rental Program?

Did you know the RIS Copier Rental Program fees include all maintenance and supplies?  All toner and staples are shipped via UPS ground to Yale departments at NO COST.

We have learned that some departments are getting calls directly from suppliers soliciting copier supplies at a very expensive cost to Yale. These suppliers are NOT approved by Yale Procurement or RIS.  They are called “TONER PIRATES” in the industry; please refer them to James Mathewson at 432-3745 if you receive any calls.

For instructions on how to request supplies or service for your RIS Copier Rental Program IKON device click here: http://www.yale.edu/procurement/news/IKONSupplyServiceRequestProcedures.pdf

Record Retention Procedure for Packing Slips

Regardless of the purchasing method used, packing slips, when provided by the vendor, should be retained in the appropriate files within the department business office. This documentation serves as receipt verification for the goods and/or services. 

For purchase order transactions, the following procedure will fulfill the University's record retention requirements for packing slips:

1. There is no need to print electronic purchase orders; this step is optional.
2. When provided by the vendor, retain the packing slip or other order delivery documentation and note the associated purchase order number on the document.
3. Retain the annotated delivery documentation in the funding source file for audit/review purposes.
4. Retain documentation in accordance with the Record Retention Policy.

Purchasing Services will continue to provide the department with a copy of any non-electronic purchase order. If you have any questions, please contact Procurement@yale.edu.

Tips for Avoiding Invoice Holds

Top 3 reasons for invoice holds:
· Missing or invalid approval 

· Missing or invalid charging 

· Required information is not ledgible 

How to avoid holds:
· Include a valid START approver on all transactions 

· Include valid charging (PTAEO or VIP) on all transactions 

· Be sure all information is printed ledgibly on all transactions. 

Here are a few more helpful tips:
· Maintain valid and descriptive VIP numbers in your department. 

· Use the PTAEO Validator to ensure the accuracy of PTAEO charging instructions before using them on an invoice. 

· Verify that a vendor has been created before submitting an invoice. 

· Obtain accurate pricing for purchase requisitions and purchase orders. 

· Avoid “add-on’s” to orders.  Start a new order. 

NOTE:  Before contacting Accounts Payable Services, verify status of transactions and vendors using Procurement Inquiry.  Here’s how:  http://learn.med.yale.edu/procurement/ip/courses.asp.


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

	Accuship 

	Dec 19, AM 

	Purchasing Skills Training (one-day overview) 

	By request

	Purchasing Card 

	Dec 7, AM 

	SciQuest eProcurement - Office & Computer Supplies 

	Dec 12, AM

	SciQuest eProcurement - Lab & Med Supplies 

	Dec 12, PM

	EMS 

	Dec 6, PM 

	VIP 

	Dec 6, PM   

	WIP 

	Dec 6, AM 

	Questions?  Please contact procurement@yale.edu. 



Contract Listing Updates

During the month of November, the following changes were made to the Contract Listing. For details, see http://www.yale.edu/procurement/contractlisting/commodity.html
Water Services: 

	POLAND SPRING WATER CO 
	


 HYPERLINK "http://www.yale.edu/procurement/contractlisting/index.html" 
[image: image2.png]





	Buy-Pay Approach:
	SciQuest or Purchasing Card

	Company Address: 
	50 Commerce Way, Norton, MA 02766 

	Contact One: 
	Kristin Chamberlain
	Phone: (508)-977-8766
	Fax: 707-336-4787
	KChamberlain@perriergroup.com

	Contact Two: 
	Jamie Garrick
	Phone: 203-985-4650
	Fax: 203-239-1037
	jgarrick@perriergroup.com

	PO: 
	UNP1007914
	

	Exp. Code: 
	820800
	Food & Beverage

	Buyer: 
	Chris Bartolotta
	432-9976
	christopher.bartolotta@yale.edu

	Other Info:
	Pricing Information 


CHANGE: Contact One and Pricing information updated.

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


Campus Mail Tips: 

Phasing Out Phase III Postage Meters 

All postage meters must be USPS-approved by Dec. 31, 2006.  Postage meters that do not meet the USPS standards must not be used after Dec. 31st.  Find out if you postage meter is on the phase out list and must be withdrawn from service by the end of this year.  Their site, http://www.usps.com/postagesolutions/flash.htm, explains the reasons and the first link (about half way down the page) has a complete list of all postage meters affected by this change. 
Holiday Mailing Notes 

Christmas is less than five weeks away.  It's time to plan for mailing your holiday cards and packages.  The US Postal Service has just updated their site with a link to Holiday 2006 Shipping Deadlines  Whether you are sending domestic cards and letters, military mail or international packages, this site has it all.  It is loaded with lots of helpful information to insure all of your holiday mailings get delivered safely and on time.  Another page has helpful suggestions for sending packages safely and easily.  Check out the USPS tips at:  http://www.usps.com/holidayguide.
Holiday Mail Service Request Form and Schedule

CENTRAL AND SCIENCE AREAS: 
The CHRISTMAS MAIL SERVICE flyer is available at this link.  If your building will require mail service during the Christmas recess, please fill out the form now and fax it to 4-9312.  If we do not receive a form back for your building, we will assume your building will be closed during the recess and will not receive mail delivery until Tuesday, January 2nd.

MEDICAL AREA: 

Friday, Dec. 22 - 7:00 am - 2:30 pm 
Monday Dec. 25 - closed - Christmas Day 
Tuesday Dec. 26 - regular hours 7:00 am - 3:30 pm. 
Wednesday Dec. 27 -regular hours 7:00 am - 3:30 pm. 
Thursday Dec. 28 -regular hours 7:00 am - 3:30 pm. 
Friday Dec. 29 - closing at 2 PM 
Monday Jan. 1 - closed - New Year's Day 
Happy Holidays!
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
 http://www.yale.edu/campusmail


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


Holiday Recess Schedules 

The upcoming recess will see many Yale offices close at 5 p.m. on Thursday, December 21, 2006 and reopen on Tuesday, January 2, 2007. The following is a brief summary of Oracle systems availability, adjusted deadlines and support services related to this period. 

In general:

Details of all schedule changes, deadlines and release dates can be found on the "Oracle Production" Meeting Maker calendar, to which most business managers should have proxy access. If access is needed, contact ga.usersupport@yale.edu. You may also view the calendar at the General Accounting Services' website: www.yale.edu/finance/ga/index.html

Please read on for information about specific areas. 

Human Resources 
Human Resources offices will be closed during the recess. 

2006 HR Processing Cut Off Dates (for routine positions and postings)

December 14 (Thur) Last date for receipt of job requisitions in Comp. & Class

December 15 (Fri) Last date to guarantee extension of offers prior to recess

December 21 (Thur) Last job requisition posting date of 2006

January 3 (Wed) First job requisition posting date of 2007

Payroll Schedule and Important Information 

	Payroll 
	# 
	Period Ending 
	Paydate 
	Date Paper forms due in Payroll Office 
	Online Entries Due 

	Semi-Monthly 
	23 
	12/15/06 
	12/15/06 
	Tue, 12/5/06 
	Fri,  12/8/06, NOON 

	* Semi-Monthly 
	24 
	12/31/06 
	12/21/06 
	Tue, 12/12/06 
	Fri, 12/15/06, NOON 

	* Monthly 
	12 
	12/31/06 
	12/21/06 
	Mon,12/11/06 
	Thu, 12/14/06, NOON 

	Pension 
	12 
	12/31/06 
	12/29/06 
	Fri, 12/15/06 
	Wed, 12/20/06, NOON 

	Weekly 
	49 
	12/02/06 
	12/07/06 
	Mon, 12/04/06 
	Tues,12/05/06, NOON 

	Weekly 
	50 
	12/09/06 
	12/14/06 
	Mon, 12/11/06 
	Tues, 12/12/06, NOON 

	Weekly 
	51 
	12/16/06 
	12/21/06 
	Mon, 12/18/06 
	Tues, 12/19/06, NOON 

	*Weekly 
	52 
	12/23/06 
	12/28/06 
	Thur, 12/21/06 
	Tues, 12/26/06, 9AM 

	*Bi-Weekly 
	26 
	12/02/06
12/09/06 
	12/21/06 
	Mon, 12/11/06 
	Wed,12/13/06, NOON 

	Bi-Weekly 
	01 
	12/16/06 

12/23/06 
	01/05/07 
	Thur, 12/21/06 
	Tue,12/26/06, NOON 


*Indicates early pay dates and changes to cutoff dates 

• The Payroll Office will be open December 28 on a limited basis to distribute weekly checks only (see distribution hours below). Normal hours will resume on Tuesday, January 2, 2007. 

• Monthly, biweekly and weekly employees and weekly and semi-monthly students will be paid on Thursday, December 21, 2006, the last day prior to the Holiday Recess. These checks will be distributed in the usual manner. Due to the holiday schedule, the Payroll Office will not provide any special handling of checks during this period. 

• Pension checks will be dated December 29, 2006 and will be sent through U.S. Mail in their normal manner. 

• Local 35 (excluding Medical School) weekly checks and deposit advices dated 12/28/06 (for the week ending December 23) will be available for pick up in the Lobby of 155 Whitney Ave., between the hours of 9AM and 11AM on Thursday, December 28. Employees must provide photo identification to pick up checks and deposit advices.

***PLEASE NOTE***NO EMPLOYEE MAY PICK UP CHECKS/DEPOSIT ADVICES FOR OTHER INDIVIDUALS. 
• BS&O Management will distribute Medical School Local 35 checks and deposit advices to departments as usual on December 28. 

• Casual checks for December 28 will be mailed on their normal schedule. 

• Weekly checks or deposit advices not picked up on 12/28/06 may be picked up by department supervisors on Tuesday, January 2, 2007. 

• Salary advances and vacation advances that comply with University policy will be processed if received in the Payroll Department by end of business on Monday, December 4 2006. Due to production timing issues, Payroll will not be able to process any advances received after this date. Please remember, Vacation Advances are not granted for the recess period.

ITS Help Desk 
The ITS Help Desk (5-3200 and 2-9000) will be available to staff members for emergencies only, by checking voice mail from 8:00 a.m. – 5:00 p.m. on the following days:

Friday, December 22
Monday, December 25 – closed
Tuesday, December 26
Wednesday, December 27
Thursday December 28
Friday, December 29
Monday, January 1, 2007 - closed 
Emergencies are to report server and network problems (e.g., one of the Oracle applications is down, you can't access anything on the network or a virus intrusion). Please check the ITS Systems Status page for any known problems or system outages: http://www.yale.edu/its/status. Problems other than network and server downtime, including all functional support (e.g., how to perform a certain function or about specific problem transactions) should be held until January 2. Normal schedules and services will resume on Tuesday, January 2.

The ITS Help Desk will be closed on Monday, December 25 and Monday, January 1, 2007.  If you have an emergency during this time, you may call the ITS Help Desk at 785-3200 or 432-9000 and choose option #2.    You will then be transferred to ITS Data Center Operations.

If your emergency requires a visit to your office or lab, we will assign it to a Desktop Support technician, who will schedule a visit between 8am and 5pm on the following days:

Friday 12/22
Monday 12/26 through Friday 12/29

Normal schedules and services will resume on Tuesday, January 2.

Data Warehouse, Web Reporting and Budgeting Systems 
Data Warehouse, Data Warehouse Portal, Grant Budget and central Department Plan systems will be available in unattended status during the winter recess, December 22 through January 1. Data will be loaded Thursday night, December 21 and will not be loaded again until Tuesday night, January 2. If you encounter Data Warehouse or web reporting problems please report them to the Help Desk. Problems that can be corrected by on-site systems staff will be addressed right away and other problems will be logged for research and resolution beginning January 2. 

General Accounting 
Limited JSA and Labor Distribution postings will occur during the recess. Problems reported to ga.usersupport@yale.edu will be addressed on January 2. 

ITS Data Center
The ITS Data Center will close on Sunday, December 24th at 06:00pm and re-open Tuesday, December 26th at 07:00am.
The ITS Data Center will close on Sunday, December 31st at 06:00pm and re-open Tuesday, January 2nd at 07:00am. 

Treasury Services
Treasury Services, located at 2 Whitney Ave, will be open for RIF drop off ONLY during the following times:

Friday, December 22, 2006 9AM-11AM
Tuesday, December 26, 2006    9AM-11AM
Wednesday, December 27, 2006 9AM-11AM
Thursday, December 28, 2006    9AM-11AM
Friday, December 29, 2006 9AM-11AM

During recess the Cashier Window at Treasury Services will be closed. No petty cash reimbursements, advances or distribution of coin will be made. Please submit all your requests to Treasury prior to December 21, 2006, at 4PM.

Procurement 
Purchasing: Please approve and submit any requisitions requiring 2006 purchase orders to Purchasing by December 8 with a clear note about their urgency. This includes SciQuest requisitions over $10,000 that require Purchasing review and approval.  Every effort will be made to process all POs by December 21. 

SciQuest will remain available during the recess. However, requisitions that require review and approval by central units (e.g., radioactive or hazardous materials by OEHS; requisitions over $10,000 by Purchasing) will not be reviewed until Tuesday, January 2, 2007. Also, receiving locations are generally closed during the break.

Accounts Payable: The Accounts Payable drop off and pickup window (at 155 Whitney, 1st floor) will be closed during the recess. The last check run of 2006 will take place on December 21st. All employee reimbursements and check requests that are free of errors and are received by December 18 will be paid and mailed out promptly.  Please submit other invoices to Accounts Payable by December 14.

The Expense Management System (EMS) and Web Invoice Payment will remain available during the recess. However, payment by Accounts Payable will not be completed before Tuesday, January 2, 2007. 

The Vendor Compliance Unit and Electronic Commerce (VIP and PCard) offices will be closed during the recess. Vendor setup requests received by the VCU (vcu@yale.edu) by December 15th will be completed prior to the recess.

All PCard files must be authorized (in SWAP) by 3 PM Thursday, January 4, 2007, the day before the JSA closes. The Bank One customer service phone number (800-316-6066), which is printed on the back of the purchasing card, is available 24 hours a day, seven days a week, including Christmas day, to answer purchasing card questions. 


Moving to 55 Whitney: Risk Management and Workers Compensation
The Office of Risk Management and the Office of Workers’ Compensation are moving in together over the holiday break.

As of January 2, Risk Management, currently located at 2 Whitney Ave., and Workers’ Compensation, currently located at 155 Whitney Ave., will relocate together to their new offices located at 55 Whitney Ave., 4th Floor.

Only the locations are changing… the names, faces and telephone numbers will remain the same.
If on street parking is not available when you visit The Office of Workers’ Compensation at its new location, parking can be validated for the Audubon Parking Garage only. Access to the garage is located on Orange Street, between Trumbull and Grove Streets, or from Audubon Street. Please remember to bring your ticket to the Office of Workers' Compensation so it can be validated before you leave.

As more details become available, including the complete mailing address, room numbers, fax number, etc., they will be posted on the Risk Management website at http://www.yale.edu/riskmanagement.


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

Visiting OISS – Parking Reminder

The International Center at 421 Temple Street has only three designated visitor parking spaces. These three spaces face the building and are clearly marked “Visitor Parking”. If you are visiting the Center, please park only in these spaces and get a visitor parking pass from the front desk. The rest of the parking lot in front of the building is not open to the public during working hours and parking there will result in your car getting towed.


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.  

Arthur Hunt, a Yale staff member and host, describes being paired with an international student as “a wonderful way to broaden our knowledge of another culture and country, to hear a ‘local’ perspective on their country's events in the news and to learn how they view world events.”  Hunt and his wife are hosting their third student this year and “they have all been terrific,” he says.

For more information and to fill out a short host application, please visit http://www.oiss.yale.edu/hostfamily/default.htm.

Volunteer Across Cultures!

The Office of International Students and Scholars (OISS) still urgently needs volunteers for One-on-One Conversations, a program that connects international visitors at Yale with an English-speaking volunteer to share and exchange culture and conversation. Visitors from over 110 countries eagerly seek to make connections - to meet Americans, practice English and become more familiar with U.S. culture. 

While over 120 matches have been made, there are still many waiting to begin. Your participation could make all the difference to an international visitor. The time commitment is minimal, and the benefits are great, such as gaining the opportunity to expand and refine cross-cultural understanding and communication skills, as well as spreading goodwill in the community that will cross nations and cultures. 

Interested individuals can get details or sign up for One-on-One Conversations on the web at http://www.oiss.yale.edu/conversations/ Any questions? Contact Elisabeth Kennedy at elisabeth.kennedy@yale.edu or tel. 432-2305


International Scholar Terminations and Changes (Clarification)
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.   

Please send an email to janice.pinkard@yale.edu to report changes or departures of H1-B scholars; for J-1 scholars, please send an email to sarah.solarski@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.
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