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


Mark Your Calendars!

The second Yale Workplace Survey will be conducted September 17 – October 5, 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 2-3696.

Oracle Access - Have an Urgent Need?

The Organizational Development & Learning Center is sensitive to the fact that an urgent need for Oracle Access may arise. Here are some options to meet your training needs other than traditional classroom instruction.   

· Schedule a one-on-one training session with a Learning Center instructor: contact Kathy Scasino, Technology Training Manager at 436-4826. 

· Click here to review the following procedure for bypassing Xtrain instruction requirements. 

Training Access Coordinator (TAC) approval is required and process owner approval may be required.

We encourage you to attend a future training session when your schedule allows. 

Help Tweed-New Haven Airport Grow and Improve

Tweed Airport needs support to continue its development, especially from the Yale community! Please help the effort by passing on the following message to everyone possible.

Recent developments at Tweed Airport include major fare reductions by US Airways and the arrival of Pan Am's new Clipper Connection services. In addition, the DEP has recently approved Tweed's application for expansion of the "Runway Safety Zones." This approval allows Tweed to take advantage of an $18 million federal grant in order to implement the first phase of a four-phase master plan for development. 

There are two ways that Tweed will increase its success and attract additional airlines: through expansion of the runway, and through utilization of existing carriers. Of course, Tweed does not work for all travel needs, but in order to help, local travelers should utilize Tweed Airport whenever possible. The news about Pan Am's new services and US Airway's major fare reductions need to be communicated with everyone. Please contribute to this effort by sending this message to as many people as possible. Tweed has flyers available to use as newsletter inserts, and Tweed Airport Marketing will also write brief articles for newsletters or other printed media.

Tweed-New Haven Airport is open to any additional suggestions and ideas you may have. Working together, the airport will be able to grow and offer travelers more flight options to more destinations. Please keep the marketing team informed of any communications that are distributed. 

To request flyers or written material about Tweed's developments, or to ask any questions about the airport, feel free to contact David Greco at 203-946-6926 (Mon-Wed) or 203-469-4536.
Click here for special Yale discounts with PanAm.


Homebuyer Special Summer Seminars
Yale University and People's Bank cordially invite you to attend a FREE four-part homebuyer information series this Summer.

See how it may be possible to buy a home with a down payment of 3 percent or less. Also, learn about the various mortgage programs that are available. The seminars will cover topics including:

· Step-by-Step Guide to Home Ownership 

· Getting Fiscally Fit: The Importance of Planning and Budgeting 

· Understanding Your Credit Report 

· Financing Your Home 

· Understanding the Mortgage Process 

· Selecting Your Home 

· The Importance of the Home Inspection 

· Mortgage Closing 

· Maintaining Your Home 

Participants who complete all four sessions will receive a Home Ownership Education Certificate!

Evening seminars for prospective homeowners are tentatively scheduled below. All sessions are free and run from 6:00 - 9:00 p.m. 

WHERE:
The Yale University Dixwell Learning Center / Rose Center.
Located at 101 Ashman Street (the corner of Ashman and Canal Streets - York Street becomes Ashman after Grove Street; Trumbull Street to the left side of the bridge becomes Canal Street.)

Wednesday, July 11 
Wednesday, July 18
Wednesday, July 25 
Wednesday, August 1

Location will be confirmed to registered participants prior to the start of the seminars.

Call now and register - seating is limited. 
To obtain more information about the University-Sponsored New Haven Homebuyer Program and its options, contact Bill Carney by calling 2-5535 or e-mailing bill.carney@yale.edu.

Introducing “First Thursdays” in the Chapel Street Historic District 

http://www.infonewhaven.com/firstthursdays

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

 Human Resources Updates Web Site 

Human Resources quietly unveiled its updated web site on February 26, 2007.  Additional work will continue on the site over the coming months.  Please forward any comments or suggestions about the site to Internal Communication at hrcomm@yale.edu.

New FY 07/08 FOCUS Form Available on FOCUS Website 

University objectives for FY07 include that all M&P staff receive written performance feedback and have written goals for FY 07/08.  Since the 2005 introduction of FOCUS, Yale’s performance management program, feedback and suggestions for improving the program have been received. The FOCUS form has been modified to incorporate many of these recommendations.  

Beginning in FY07/08 the University will move to one uniform performance review form for all employees.  This will allow for greater consistency in performance management at Yale.  The new, recommended form, along with the original FOCUS forms, can be found at http://learn.caim.yale.edu/lcdb/focus/forms.htm.   While use of the new form is recommended, this year you may use any of the FOCUS forms, or a department designed form.  

To support you and your staff in the performance feedback process, there are several classes available at the Learning Center called “FOCUS: Goal Setting and Feedback.”  A training schedule can be found at www.yale.edu/focus.

If you need assistance in any of these areas, call your HR Generalist or the Learning Center at 432-5660.

NEW Yale-Specific Websites for TIAA-CREF and Vanguard Participants

Yale University employees now have access to exclusively developed and customized Yale websites for tracking and managing TIAA-CREF or Vanguard accounts.  Visit the sites any time from anywhere for information about your investment choices, as well as access to retirement planning tools and more. The sites also contain links to the TIAA-CREF website (www.tiaa-cref.org) and the Vanguard Group website (www.vanguard.com), where you can update your account, monitor account performance and sign up for e-delivery of account statements, transaction confirmations and other communications. 

Rest assured that all your online transactions are handled in a secure environment. Human Resources encourages you to take some time to visit the sites, explore what they have to offer and familiarize yourself with TIAA-CREF and Vanguard options.

You’ll also find all the forms you need to enroll.

For TIAA-CREF:                     http://www.tiaa-cref.org/yale
For Vanguard participants:      http://yale.vanguard-education.com
Delta Dental Information and ID Card 

You can obtain instant, detailed information about your dental benefits by logging on at www.deltadentalnj.com.  Click Members, then Register Now in the Benefits Connection Logon box for this free service.  You can also print a copy of your Delta Dental ID card from your computer through Benefits Connection, the secure area of our Web site. After you logon to Benefits Connection, click the Print ID Card icon. The card will display for printing.

Eligibility Rules Regarding Coverage Start Date for New Hires and Off-Cycle Enrollments

When does medical and/or dental coverage begin for a new Faculty or Managerial and Professional hire?
If the staff’s date of employment is the first day of the month, his/her coverage will begin on the first day of the month of their employment; otherwise his/her coverage will begin on the first day of the month following the date of their employment.  

Example 1: Hire date is 6/1/2006; effective start date of coverage will be 6/1/2006.

Example 2: Hire date is 6/12/2006; effective start date of coverage will be 7/1/2006.

The same rules apply for a change in status.  Example:  Part-time to full-time

When does medical and/or dental coverage begin for a new Clerical & Technical or Service & Maintenance hire?
Medical: If the staff’s date of employment is the first of the month, his/her coverage will begin on the first day of the month of their employment; otherwise his/her coverage will begin on the first day of the month following the date of their employment.

Example 1: Hire date is 6/1/2006; effective start date of coverage will be 6/1/2006.

Example 2: Hire date is 6/12/2006; effective start date of coverage will be 7/1/2006.

Dental: Staff is automatically enrolled in the Dental assistance plan on the first day of month following their date of employment.  Coverage is for the employee only.   Dependents are covered once the employee completes an enrollment form; their coverage begins on the first day of the month following the staff’s coverage start date.

Staff also has the option of enrolling in an alternative dental plan. If not chosen, coverage in the dental assistance plan is automatically provided for the staff only.
When does medical/dental coverage begin when a qualifying event (marriage, birth of newborn, divorce, loss of coverage) occurs?
The effective date of coverage for an off-cycle enrollment in all instances (except for birth of a child, in which case the effective date of coverage will be the newborn’s birthdate) is the first day of the month following the “event”, unless the event occurs on the first day of a given month then coverage would be effective the day of the event.

Reminder:  You may not switch medical or dental plans due to a qualifying event. 
What effective date will be used if the employee’s date of employment is the 1st of the month and the 1st of the month falls on a week-end?
For all employee classifications, the effective date of coverage will be retroactive to the first day of the month in which the employment began.  

Example: Hire date is 7/1/2006 (falls on a Saturday); first day of work is 7/3/2006, effective start date of coverage will be 7/1/2006.

Reminder:  Faculty and Staff must complete the necessary enrollment forms within 30 days from their date of eligibility.  Failure to sign up for medical or dental benefits when newly eligible or in the event of a qualifying event will result in no benefits until the next calendar year.  
As with all information, please refer to the Benefits Website at www.yale.edu/benefits for detailed information.

June is Child College Scholarship Application Month

Now is the time to apply for the Scholarship for Sons and Daughters of the Faculty and Staff of Yale University for the academic year 2007/2008.  If eligible, you should submit your application to the Benefits Office this month.  Please see instructions listed below.

To qualify for the Scholarship benefit, the following criteria must be met:

The employee/parent of the student must be a regular full-time member of faculty or staff and have completed six (6) years of continuous full-time employment preceding the date of the student’s matriculation.  Full-time for faculty is 100% appointment and for staff is 35 or more hours per week. 

An employee who has experienced a break in service can take advantage of another formula for eligibility.  He or she may receive credit for four (4) years of previous full-time employment and must also complete an additional four (4) years of current continuous full-time employment for a total of eight (8) years.  The formula for eligibility that qualifies an employee sooner will be used.

A qualified student must be under age 25, enrolled full-time at an accredited four (4) year or two (2) year undergraduate college and be a candidate for either a bachelor’s or associate’s degree.  He or she must maintain an acceptable academic record that would qualify for financial aid.

For new students to the program, a copy of the student’s birth certificate or passport must accompany the initial application.

For returning students, applications must be renewed each year.

To access and print the application form, click here http://www.yale.edu/hronline/benefits/benforms_enroll.html .

Complete both the student and employee sections of the form with signatures and forward to the Benefits Office.  Follow the additional directions included with the application.

Adopted or Step Children may qualify if certain conditions are met.  Click here for more information, http://www.yale.edu/hronline/benefits/benforms_enroll.html .

An itemized full-time tuition bill must be sent to the Benefits Office each semester/term for payment.  The scholarship award will be made directly to the child’s college for one half (1/2) of the tuition up to the academic year maximum of $14,200 ($7,100 per semester), whichever amount is less.

Additional information regarding the Child scholarship program may be found on line at http://www.yale.edu/hronline/benefits/ChildrensScholarship.html
If you have a question regarding whether or not your application and/or tuition bill was received, please contact the HR Transaction Center via e-mail at hrtrans@yale.edu or by calling (203) 432-3801

All other questions may be directed to the Benefits Office via e-mail at benefits.office@yale.edu or by calling (203) 432-5550.

Youth@Work:  Sponsor a Student for the Summer 

Human Resources, in partnership with the Office of New Haven and State Affairs is asking you to consider participating as a sponsor of worksite for youth from July 5, 2007 through Friday, August 10, 2007 

The City of New Haven–Youth@Work-is a public-private partnership of the City of New Haven, the New Haven Board of Education, Workforce Alliance, the Greater New Haven Chamber of Commerce and Empower New Haven. 

As a sponsor of Youth@Work, you and your colleagues may help a student:
· Establish connections with Yale Staff 

· Encourage responsibility and foster independence 

· Develop technical skills  

· Develop communication/interpersonal skills 

· Clarify work values and future work preferences  

· Form relationships with caring adults 

Program Goals
While the program facilitates the placement of youth into jobs, this is not an employment program, but a training experience for youth to learn basic work skills by exposure to various workplace settings.  Specifically, the goals of the program are to:

· Provide in-school youth, ages 14-19, with challenging and meaningful early work experiences, that stresses the development and practice of real world labor expectations. 

· Develop a continuum of education, employability and life skills development to encourage workplace readiness, post secondary education and self-sufficiency among youth. 

For more information about sponsoring a student for your department, please contact Teretha Brooks at teretha.brooks@yale.edu or 432-2092.  There is no department fee for training a summer student.  For information about the success of the program last summer, please contact: 

2006 Yale University Participating Departments:
Lisa Gray Department of Internal Medicine 737-2484

Julie Kimball of Human Resources/Benefit 432-5550 

Kate Reynolds of Human Resources/Internal Communications 432-9874 

Robin Dean Mooring of Medical Library 785-6719

Barbara Campbell of New Haven Office and State Affairs 432-9630 

WorkLife Workshops 

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

	Workshops
	Date

	Back-Up Child Care Briefing 
	June 6 

	College Admissions: How to Get Started on the Process 
	June 11 

	Desktop Wellness - Learn to Work Well 
	June 14

	Cognitive Loss and Aging: What is it? What helps? What doesn't? 
	June 19 

	Ongoing: Yoga/TGIF -- Click here for more info
	 


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,” 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.

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) 

NOTE: Please notify the parent that you are providing the WorkLife Program with this information.

Back-Up Child Care: Register Before You Need It 

Caregivers On Call, provides eligible members of the Yale community up to 40 hours of services per household per year at subsidized rates. These services are intended to assist parents in arranging care for their children when their usual caregivers are not available, e.g., because of center or school closings or caregiver illnesses. Caregivers On Call was selected to provide back-up services because of its nationwide network of caregivers, its depth of experience, and its excellent reputation.

The University provides substantial subsidies to the program, which will allow Caregivers On Call to offer a sliding scale, hourly rate to parents ranging from $7-15/hour depending upon parents’ Yale affiliation and income. 

For online registration and complete details regarding the program, click the "Program Overview and Registration Form" go to www.yale.edu/backupcare.  For further information, please feel free to contact Yale’s WorkLife and Child Care Coordinator, Susan Abramson, at 203-432-8069 or worklife@yale.edu.

Lactation / Breastfeeding Room Locations on Campus

http://www.yale.edu/hronline/worklife/BreastfeedRooms.pdf
Discounts, Services, and Resources for Yale Faculty and Staff 

The goodies page offers information about discounts, services and resources for eligible Yale University faculty and staff. Please click on the link below for more information:

http://www.yale.edu/hronline/worklife/goodies.html
Learning Center and Other Training ---------------------------------------------------------------

Learning Center Course Schedule

Find details and register for Learning Center courses online at:
http://mire.med.yale.edu/lcdb/
For the WorkLife class schedule, click here. 

	Course
	Date

	June
	 

	Supervisory Education Program:
Introduction to Supervising & Managing People 
	June 1, 6 

	Supervisory Education Program: Shifting Perspectives Looking at Roles & Work Relationships Differently 
	June 5 

	Breakthrough Business Thinking 
	June 6 

	Managing Stress Effectively 
	June 7 

	Pathways
	June 11, 12, 25 

	Considering Guests with Disabilities When Planning Meetings and Events
	June 13 

	Supervisory Education Program: What to Say and How to Say it for NEW Supervisors and Managers 
	June 13 

	Desktop Wellness: Learn to Work Well 
	June 14 

	Principles and Practices of Contract Administration for Managers 
	June 15 

	Cognitive Loss and Aging: What is it? What helps? What doesn't? 
	June 19 

	Negotiating for Results Workshop 
	June 20, 27 

	Management Skills for Administrative Professionals
	June 26

	Customer Service for Front Line Service Providers
	June 27 


IT Computer Courses

Register at www.yale.edu/learningcenter
	Course
	Date

	Operating System
	 

	Computers Made Easy
	Jun 12 

	Windows XP: Level 1 
	Jun 25, 27 

	Database Applications
	 

	Access 2003: Level 1 
	Jun 12, 14 

	Access 2003: Level 2 
	Jun 19, 20

	Access 2003: Level 3 
	Jun 26, 28 

	Scheduling and Email 
	 

	Eudora Pro: Level 1 
	Jun 13 

	Microsoft Office 
	 

	Excel 2003: Level 1 
	Jun 4, 6; 12, 14

	Excel 2003: Level 2 
	Jun 4, 6 

	Excel 2003: Level 3 
	Jun 25, 27 

	Powerpoint 2003: Level 1 
	Jun 4, 6 

	Word 2003: Merging Letters, Envelopes and Labels
	Jun 18 

	Word 2003: Tabs and Tables 
	Jun 20 

	Website Design 
	 

	HTML 4.01: Web Authoring - Level 1 
	Jun 18

	InDesign CS2 - Level 1: Creating Basic Publications 
	Jun 7 

	Photoshop 8.0: Level 2 
	Jun 27 

	Web Editor: Dreamweaver 8: Level 1 
	Jun 8 

	Web Editor: Dreamweaver 8: Level 2 
	Jun 26 


Business Applications Training
To register, visit www.yale.edu/xtrain. 

	Procurement

	Purchasing Card Training 

	VIP Number Requests and Assignments 

	Web Invoice Payment (WIP)

	Human Resources

	C&T, Casual and Student Payroll 

	Casual Employee Setup and General Employee Maintenance

	Expense Management System (EMS) 

	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 

	Orbitz


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 
	June 6, 27 

	Bloodborne Pathogens Initial Training 
	June 4, 19 

	Bloodborne Pathogens Annual Retraining 
	June 13 

	Laboratory Chemical Safety
	June 20 

	Radiation Safety Orientation 
	June 5, 21 

	Respiratory Protection Training 
	June 22 

	Safe Use of Biological Safety Cabinets 
	June 12 

	Safety Orientation for Non-Laboratory Personnel 
	June 6 

	Shipping and Transport of Hazardous Biological Agents
	June 19 

	Tuberculosis Awareness
	June 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 
Laser Safety Awareness www.yale.edu/oehs/powerpoint/LaserSafetyTraining.htm 
X-Ray Diffraction Safety Awareness www.yale.edu/oehs/powerpoint/X-RayDiffraction.htm 
Call 5-3550 to schedule the following courses:

Biosafety Level 3
Hazardous Chemical Waste Management
Noise and Hearing Conservation
Office Ergonomics
Radiation Survey/Spill Seminar

Safety Training
Office of Environmental Health & Safety
135 College Street
www.yale.edu/oehs
5-3550

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

ALERT: "Enhanced Online Yellow Page Listing Package"
Please be on the alert for solicitations that look like actual invoices from Yellow Assistance for enhanced online yellow page listing packages.   (Yale University Security Programs office has recently reported receiving such a document via U.S. mail.)  You are under no obligation to pay the amount stated on the solicitation unless you accept the offer.

The address on the “invoice” is:

Yellow Assistance
Payment Process Center
14145 Collections Center Drive
Chicago, IL  60693
advertising@YellowAssistance.com
FAX (702) 993-1726

If you have any concerns about these solicitations, contact procurement@yale.edu.
SWAP and Paper ERs (Expense Reimbursement Request Forms) De-supported after June 30, 2007
The University's goal of processing all expense reimbursements and Purchasing Card transactions electronically through the Expense Management System (EMS) by FY08 (and not on paper or using SWAP), is nearly complete. Implementation began campus-wide in early FY06 and feedback from business offices and those they serve has been very positive.

In support of this goal, the use of paper forms (ERs) for expense reimbursement will be de-supported after June 30, 2007.
Click here to be directed to the Procurement web site where you can read more.
Recurring Payments on Leases Deadline June 22, 2007 

If you have not already done so, please submit hard copies of any new lease agreements or extensions to Accounts Payable, Attn: Monsi Wooten by June 22, 2007.

Click here to read processing details.

Year-End Transaction Dates

http://www.yale.edu/ppdev/YearEndClosing/FY2007YECalendar%20.xls
Catering: Use Approved Caterers from Contract Lising

As a best business practice, please only use caterers listed on the Yale Buying Guide located in the Contract Listing section: http://www.yale.edu/procurement/
There are three categories: Drop off Caterers, Full Service Caterers with liquor, and Full Service Caterers-No Liquor.

The University-wide Catering Advisory Committee, in partnership with Yale Purchasing Services and Risk Management, works to ensure the best interest of Yale departments for catered events.

If you would like to add a caterer to the Buying Guide, please contact Dee Tousey at 432-9974.

If you would like to be added to a distribution list for Best Practices, please send an email  request to procurement@yale.edu.

Is my Invoice Processed, Paid, or on Hold?  Is My Vendor Set Up?

Use the Procurement Inquiry tool to quickly answer these questions and more.  This web based tool allows University employees to query the Oracle Financial Database to view the status of Procurement transactions.  For a quick tutorial on using Procurement Inquiry, click here to learn more.
Coming Soon: New Process for Managing Invoice Holds

Starting in June, Procurement will be piloting a new “AP Invoice Holds Workflow” solution which allows departments to electronically view, process and approve invoices on hold.

Click here to read more about the benefits: 

In-Depth Purchasing Skills Training Session - Coming Soon!

To enhance institutional procurement capability and perspective, attendees will learn essential principles of procurement and develop expertise in this area. This program is highly recommended for faculty and staff who have a significant role in buying goods and services for Yale business purposes. This session is aimed at those who prefer a deeper dive into the subject matter as well as the opportunity to apply what they have learned through an in-class project. This is a useful class for individuals or small work teams who are responsible for purchasing a specific commodity such as facilities needs, computer hardware/software, animal resources, etc. Some purchasing experience or background is helpful. 
This four-day class will be held on July 17, 18, 24, 25, 2007. To register, click here.
Procurement Course Schedule
Find details and register for Procurement courses online at:
http://mire.med.yale.edu/lcdb/
	Courses and Dates 
	June 2007 

	Accuship 

	June 12, AM 

	Purchasing Skills Training (one-day overview) 

	By request

	SciQuest eProcurement - Office & Computer Supplies 

	June 27, AM

	SciQuest eProcurement - Lab & Med Supplies 

	June 7, PM

	June 19, PM

	EMS 

	June 5, PM 

	June 19, PM 

	VIP 

	June 12, PM

	WIP 

	June 28, PM 

	 

	Questions? Please contact procurement@yale.edu. 



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


Announcement - Business Manager Reporting Relationships

As part of the ongoing effort to enhance financial and administrative support of departments, Shauna King, Vice President for Finance and Administration announced that effective July 1, 2007, all Business Managers (lead department administrators) will have a reporting line to Finance & Administration in addition to their current reporting line to the Dean, Director, or Chair of their units.  This extends and formalizes a model that has worked with great success in the Yale School of Medicine and on Science Hill.  Click here for a full text of the announcement or visit www.yale.edu/fa/businessops.

All business managers on campus were invited to attend a meeting on April 20 to discuss the changes and to begin the important work of identifying opportunities to improve the quality of support for faculty, students, and staff.  As a starting point the group was asked to begin working together to answer the following questions:

· What opportunities could we begin working on immediately and accomplish quickly (within the next six months) that would help you perform your business manager role more easily, effectively, or efficiently? 

· What are the top three priorities from the opportunities identified? 

A few of the preliminary opportunities identified on April 20 are listed below:

1. Create a one-stop shop for information relevant to business managers. 

2. Establish a mentoring program pairing small department mentors with small departments and large department mentors with large departments. 

3. Designate an ombudsperson for the University. 

4. Create a regular dialogue among business managers (i.e., small training clusters, forum groups, monthly business manager meetings). 

Over the coming weeks and months the Business Operations team will be refining the list of priorities further and then working together with others to make the top priorities a reality.

If you have any questions or comments, please contact Steve Murphy, Associate Vice President for Business Operations (stephen.murphy@yale.edu or 432-8090).

Parking and Transit Introduces Transit Visualization System 

Don’t get caught waiting for a bus! Yale Parking and Transit is pleased to announce the arrival of the new Transit Visualization System which allows you to view buses in real-time from your PC, Web-enabled phone, or PDA. Simply visit http://yale.transloc-inc.com to see all shuttle routes, or choose to display only the route in which you are interested.

Now you can leave your office “just in time” to catch a ride to your next campus destination. Give up the hassle of moving your car from one lot to another—take the bus! It’s free to the Yale Community, and now you can avoid a wait. Check the "Announcements" section for road conditions and up-to-the-minute weather and traffic information.

If, when visiting the website, you get a blank screen, please follow the on-screen instructions to load JavaScript onto your PC. After doing so, close and reopen your browser to the TVS site and you will see all shuttles in real-time.
Campus Mail Tips: Latest USPS Rate Info

· USPS no longer offers economy services for international mail 

· "M" bags will only be sent by air mail 

· Priority Mail flat rate box price will be $8.95 instead of the originally recommended price of $9.15 

· The new rates merge all economy services including Publishers' Periodicals, Books and Sheet Music into categories with better service 

· International products will consist of:  Global Express Guaranteed, Express Mail International, Priority Mail International and First-Class Mail International 

Click on the following links for documents that will help you with the transition: 

· Overview of sizes and weights for First Class letters and packages 

· Quick reference poster of First Class Mail 

· Overview of new international mail products 

If you are unable to print any of these attachments, request copies by email from Campus Mail.

Campus Mail Tips: USPS One-on-One Sessions 

Have you ever wanted to drop in on your US Postal Service representatives to just ask a question or find out about a problem you are having?  This is your opportunity!

Yale's two US Postal Service representatives, Barbara Burdick and Linda Vitrella, would like to make themselves available through the summer to anyone at Yale that would like to speak with them.  They will be available once a month in the central area and once a month in the medical area for anyone to drop in to discuss whatever mail related issues you have.  This months session will be:

Thursday, June 7th - 1-3 PM - SHM Rotunda, 333 Cedar Street
Ask questions -- find solutions -- better understand the new shape-based pricing -- bring samples of your problems to show them.  They are here to answer your questions.  No appointments.  Mark your calendar!  You are the customer - they are here to help you.

Campus Mail Tips: Mail for Departing Faculty and Staff 

We are once again approaching the end of the school year and the departure of many students, faculty and staff.  Remind departing people not to fill out a Change of Address card with the US Post Office as it will only be returned to their department for handling.  What should a departing person do?  

1. Prepare a sheet of labels with their new address so you can be easily forwarded their mail.  This sheet can be photo copied as needed.  Don't forget to cross off the bar codes!  Bar codes consist of lines and numbers on both the front and back. 

2. Set a time limit for forwarding mail.  Three months is usually sufficient time for them to update their address. 

3. Use the Junk Mail Program after the three month period for their mail. 

Three simple steps, but using them will save your department a lot of time and effort.
Finance -----------------------------------------------------------------------------------------


FY 2007 Year-End Review and Closing Requirements

Monthly procedures focus on reviewing accounts to ensure completeness, accuracy and validity of activity. They are designed to ensure that financial information accurately reflects the organization’s activity, validate internal controls, identify possible inaccuracies, exceptions, and/or balance deficits, and also provide a quality assurance check prior to the distribution of statements to account owners.  As part of this review, some projects such as labor suspense and accounts payable bounces are cleared out to the appropriate accounts.  Additionally, grant award balances and contributed income fund balances are reviewed, and actual activity is compared to budget.

Ensuring the accuracy of the University Financial Statements is critical. Therefore at fiscal year end, emphasis should be placed on a final review to accomplish the highest level of accuracy possible. Additional procedures are needed for making final adjusting entries. For the year-end closing, we recommend you review your account activity using the following approaches. First, compare activity against budget, next review fund balances, and lastly review the expenditure categories. This review should be ongoing so you have the opportunity to see any new activity posted by other units and ensure the corrections you have made posted correctly. 

To view the complete packet of materials for use in the year-end closing process for FY2007, non-Medical School departments may go to www.yale.edu/ppdev/YearEndClosing/index.htm.  Medical School departments may go to http://info.med.yale.edu/finops/whatsnew.html for their own set of guidelines. 

General Accounting and Financial Support Services are committed to providing support throughout the year-end closing process to ensure that things run as smoothly as possible for everyone. The following options are available:

CLINICS: JSA, LD, Brio, and Excel clinics are available by appointment.  Inquire by emailing xtrain.registrar@yale.edu.
HELP DESK: Call with system questions or issues: Central:  2-9000; YSM:  5-3200. Important information along with scheduled outages and open issues are posted online at: www.yale.edu/its/status
GA USER SUPPORT: Email specific questions or issues to ga.usersupport@yale.edu 

HELP DESK: Call with technical questions or issues: Central:  2-9000; YSM:  5-3200. Important information along with scheduled outages and open issues are posted online at: www.yale.edu/its/status
Notice from Bank of America about Payments to EU Countries 

Payments sent into one of the EU countries should include an IBAN (International Bank Account Number) in place of the basic, traditional beneficiary account number. IBANs should be placed in the Beneficiary ID/Account Number field, and the relevant SWIFT BIC code for the beneficiary bank should also be provided. Payments sent without an IBAN run the risk of being returned by the beneficiary bank, and/or additional charges being applied. 

IBANs should only be obtained from the beneficiary of the payment. 
There is no central IBAN database.



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

What's Going On at the International Center 
For information about upcoming events and programs at the International Center, visit http://www.yale.edu/icenter/events.htm.

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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