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VP F&A Announcement:  “Support for Business Offices and Other Analytical Needs”

http://www.yale.edu/fa/businessops/documents/July25SRKannouncementofSupportforBusinessOfficesandAnalyticalNeeds_000.pdf
Transition Agreement Reached Regarding M&P Overtime-eligible Staff (FLSA)

In May 2006, the University determined that, in applying the revised regulations of the FLSA (Fair Labor Standards Act), a number of M&P employees were reclassified as overtime eligible.  In the summer of 2006 the University and Local 34 reached an agreement that would permit those M&P employees who were determined to be overtime eligible to choose whether to remain in an M&P salaried overtime eligible position or be reclassified into a C&T position in the bargaining unit represented by Local 34.

The process of moving from an M&P position to a position in the bargaining unit raised a number of transition issues.  Representatives from the University and Local 34 have been meeting on a regular basis in order to arrive at a mutual agreement regarding a number of compensation and benefit issues related to this transition.

We are pleased to announce that the University and Local 34 have reached an agreement on all transition issues and are currently in the process of advising affected M&P employees, supervisors and Business Managers of the terms of the agreement.  

Packets containing detailed information will be mailed during the first week of August. These will be mailed to all affected employees to provide them with  information so that they may make and informed decision whether to elect to join the Local 34 bargaining unit. The University and Local 34 are conducting joint information meetings with affected employees and Business Managers. Supervisors should encourage affected employees in their departments to attend one of the information sessions. During the later part of August, additional meetings will be offered to employees to answer questions regarding benefits. 

Effort Reporting System Replacement

As part of an ongoing system review to enhance the University’s research administration processes, the Office of Research Administration is pleased to announce a new initiative which will replace Yale’s current paper Effort Reporting process with a web-based process.  This initiative is one component of a comprehensive review of policies, procedures and training designed to further enhance Yale’s compliance with sponsor and federal regulations.     

This past spring a cross-campus team evaluated software vendors’ effort reporting products and selected MAXIMUS, Inc.’s online effort certification system, called CERT.  MAXIMUS is a provider of management services and software applications for the public sector, specializing in meeting federal regulatory requirements including the Office of Management and Budget’s Circular A-21.  

The CERT system is a secure, web-based application for reviewing, adjusting, and certifying effort on sponsored projects.  It will be used by faculty, principal investigators and other officials responsible for managing personnel who are paid from sponsored projects as well as business offices responsible for the management of salaries charged to sponsored projects.  CERT’s features include:

· Electronic modification and certification of effort; 

· Identification of awards with sponsor imposed salary rate caps, e.g., NIH, SAMSHA, AHRQ; 

· Identification of cost sharing accounts; 

· Award information to better identify projects, e.g., start and end dates, titles, sponsor; 

· Email notifications; 

· Access to historical sponsored projects payroll distributions; 

· Access for business offices to review and modify payroll distributions; 

· Ability to monitor the certification process; 

· Controlled access according to role and responsibility of the user; 

· Elimination of paper; and 

· An electronic “audit trail”. 

The implementation of this web-based system is a University effort with members across campus participating on the Advisory or Core Team.  The University Research Compliance Officer, Alice Tangredi-Hannon is the Project Owner and Frances Dykstra is the Project Manager.  Both Alice and Fran will be communicating to the community through the Teams, separate communications, and various campus groups on the progress of this project.  In the meantime, if you have additional question, comments or suggestions, please contact Fran at frances.dykstra@yale.edu or at x6-8582.

Preventing Sexual Harassment – TMS Assessment Facilitates Compliance
The State of Connecticut requires all employees who supervise others to complete two hours of training on how to recognize and prevent sexual harassment in the work place. At Yale, the requirement applies to all faculty and staff who supervise others, including student workers.

The Training Management System (TMS) assessment is an annual training survey designed to determine if a staff or faculty member needs any regulatory training, such as the “Recognition and Prevention of Sexual Harassment” course. The University, per policy 1010, requires all staff and faculty members to update their assessment on an annual basis. The process consists of 35 questions, takes only a few minutes to complete, and is used to determine which training needs have been met and those which have not – both of which are equally important. In order to monitor outstanding training requirements, assessment participation levels must be met. 

Deborah Stanley-McAulay, ODLC Director, and Jessica Hammatt, TMS Manager, are currently working with business managers and administrators to increase participation rates in both the assessment and training modules. Through a series of meetings held with individual departments across campus, managers will be trained in the use of current metrics and learn how to begin improving these statistics. Customized options may be available depending on the needs of specific departments.
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Yale Commits to Long-Term Sustainability Efforts

The combination of the efforts of students, staff, faculty, and administrators coupled with the work of the Office of Sustainability, has placed Yale at the forefront of the movement of Sustainability and Higher Education.  

Yale has established a long-term sustainability strategy and has many accomplishments that demonstrate the depth and intellectual engagement grounding this institutional commitment. 

Some highlights of these successes include the following:

· Yale has a short term greenhouse gas emission reduction target of 10% below 1990 levels by the year 2020, a 43% reduction from 2005 levels 

· Set a course for the use of green cleaning products in all Yale buildings 

· Adopted sustainable procurement principles for items ranging from paper to electronic equipment 

· Hired the University’s first Director of Sustainable Transportation Systems 

· Engaged with students in and out of the classroom as well as staff and faculty across the campus and much more.  

While many people are engaged in program specific dialogue and actions across the campus, very few have the opportunity to recognize and experience the breadth of Yale’s efforts which span from the power plant, the dining halls and the residential colleges to the classroom, the labs and the libraries.  In the weeks and months ahead the Office of Sustainability will increase efforts to engage with and raise the awareness of Yale staff through targeted publications, presentations, and new programs.  

If you or your staff would like to learn more about Yale’s sustainability initiatives or how you or your office can become more involved, please contact Bob Ferretti, Education and Outreach Manager, Yale Office of Sustainability www.yale.edu/sustainability.  Please join Yale in its commitment to becoming a sustainable institution. 

What Would it Take to Achieve a Sustainable Transportation System?

Holly Parker, Yale’s new Director of Sustainable Transportation, has been hired to look at ways to support Yale’s plans for growth and expansion while reducing the number of single occupancy vehicles on campus by expanding sustainable modes of transport.  She comes to Yale from Harvard University where she was the Manager of the Commuter Choice Program.  Under Holly’s leadership the Commuter Choice Program significantly reduced the number of single occupancy vehicles going to campus in just six years.  

It is her goal that through innovative solutions including: increased education and awareness; incentive based systems; improved operations and infrastructure; and increased collaboration with the city of New Haven, Yale will become a model for the way a community both commutes to campus and moves about it.

Although efforts are being made to develop additional systems, the Yale community should be aware of the many existing convenient and cost-effective alternatives for commuting to campus.  Learn more about existing transportation benefits at Yale, and watch for new ones at: http://www.yale.edu/parkingandtransit/ or contact Holly Parker at holly.parker@yale.edu. 

Upcoming US Postal Service On-Campus Visits

August 2 - SHM 333 Cedar

Mary S. Harkness* 1-3 PM (room is reached through rotunda - turn left, down short hall, turn right and go down stairs - watch for signs)

All are invited to stop by at either location to ask any mail-related questions of our US Postal Service representatives.

If your department would like to host the USPS reps for a two-hour On-Campus visit, please contact Lynne Beauchemin by email (lynne.beauchemin@yale.edu) or call 4-9310. All that is needed is a room with a table and a couple of chairs. 
Use Complete Campus Mail Address for Prompt Delivery
A correct campus address consists of a name, department name and campus delivery location.  Whether you are addressing a campus mail envelope or forwarding a US mail letter, the same information is required.  However, there seems to be a trend toward just writing "55 Whitney" or "Gail", for example, on an envelope in the hopes of saving time.  This may save you a few seconds initially, but the end result will be delayed or returned mail.

Campus Mail is picked up one day and delivered the following day.  All mail without a complete address misses the next delivery and must be held as we attempt to determine the correct recipient.  Even after opening campus envelopes, we are often unable to determine proper routing for your envelope and must return it to sender.   US mail envelopes being forwarded with just a street address noted on them must also be returned to the original recipient for a complete campus address.  

Help us serve you better!  You can count on your mail being delivered on the next working day if we are given a complete campus address.

Is your department moving?  Click here to access the Yale Mail Service form. To ensure uninterrupted delivery, please let Campus Mail know at least two weeks before your move.

http://www.yale.edu/campusmail/Forms/Dept%20Move.htm
Create Your Own Postage Stamps
Looking for a unique way to make your letter stand out from the crowd?  Something eye-catching yet cost effective?  Try picture stamps!
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Think about it - what was the first thing you looked at when you opened this message?  Hopefully, it was the colorful stamp pictures.  

These stamps are wonderful for letting family and friends know about personal events (weddings, new baby, holiday event, etc.) but think about the possibilities for use on department mailings.  Use a picture of your department logo or something at Yale that everyone would relate to such as Athletics showing a sports figure in a Yale uniform, Development using the Yale archway or a smiling Yale graduate in cap and gown, Peabody Museum using a dinosaur or extinct bird ... the possibilities are endless!

Is this real postage?  Absolutely!  Create your own postage for First-Class Mail®, Priority Mail®, or Express Mail®.  Pictures are available from the companies below, or supply your own.  And these stamps do not get cancellation marks through them so they can be saved by the recipient.

When designing your stamps, keep in mind that every company will put their name on the stamp, some in larger type than others, so compare before you place your order.  

Is RIS preparing your mailing?  They will be glad to use stamps you designed to give your mailing that personal touch.  Contact Steve Taylor at RIS, (43)2-6543.

Designing your own postage is quick and easy. Take a look at these trusted sites to create your own postage today:

PictureItPostage  http://www.pictureitpostage.com/
Stamps.com  http://www.pictureitpostage.com/
Zazzle Custom Stamps  http://www.zazzle.com/custom/stamps?CMPN=USPS
Stamps are available in sheets of 20 stamps, or use smaller 5 or 6 stamp sheets for fund raisers or giveaways. Even one stamp to a sheet makes an excellent give-away when the rest of the 8"x3" sheet is used for promotion. 
FINANCE

Controllers Newsletter
http://www.yale.edu/ppdev/newsletter/June2007.html
GENERAL INTEREST


Internal Service Provider Billing Standardization Project Update

The Internal Services Provider (ISP) Billing Standardization Project has resulted in significant changes to Policy 1410 and the creation of three supporting procedures to standardize ISP billing practices and comply with federal regulations. The new guidelines address the new annual registration process, the calculation of rates, and special ISP accounting requirements including the timing of JSA billing transactions.

The ISP Standards Committee is a new ISP oversight body. The ISP Standards Committee, lead by Andrew Rudczynski, Associate Vice President for Research Administration, and Cary Scapillato, Assistant Vice President and Controller, drafted the revised policy and the procedures.

In order to help ISPs with compliance challenges and standardization requirements, the ISP Standards Committee expects that ISP products, services and business practices be documented on an ISP Registration Form. ISP Clinics have been scheduled to help ISPs complete the Registration Form.

You might have an ISP if you have internal revenue from products, services or rental income, you have more than 10 internal customers, you have employees designated to produce products or provide services for other units, you have designated specific space for products or services for other units, you advertise your products or services to other units, you provide products or services to external customers (this does not include program income or faculty consulting unless it is invoiced by the department) or you have checked Intra-/inter-departmental billing for internal services on the Journal Staging Area - Cost Transfer Justification form. 

If any of the above applies, please attend an ISP Registration Clinic. Go to: http://www.yale.edu/training, enter ISP in Search for a Course and click on ISP Information and Registration Clinic for a complete list of clinic dates. 

The new ISP policy and procedures are expected to be posted for comments by August 15. To read or comment on the new Policy and Procedures, go to: http://www.yale.edu/policy. Click on Policy Drafts under Important Links. The comment period is expected to last until September 30.

The new Procedures emphasize that ISPs need to provide timely, accurate and consistent billing, ISP customers need to provide correct PTAEOs, and ISPs and their customers need to work cooperatively to resolve billing problems in a timely and mutually satisfactory manner.   In addition, they give guidance on cost-based rate calculations, recording ISP activity in unique accounts, and recording internal and external revenue in appropriate expenditure types.

When the new procedures are implemented, invalid PTAEOs will bounce to the customer’s suspense account, ISPs will be required to bill to split charging instructions when requested to, the Journal Category Interdepartmental Charges and Credits will be modified to include additional data and an updated definition of the Transaction Date and the Account Holder Report will include all information entered on the JSA (most of the additional information will be part of the description).

Questions or concerns may be addressed to ISP Standards Committee members: Nancy Scanlon, Ken Hoyt, David Gingerella, John Fox, or Art Hunt. The ISP Standards Committee welcomes your participation and suggestions for improvements.

Revamping the Research Administration Strategy

An important initiative is currently underway to define a long-term strategy for improving administrative processes and systems that support research activities at Yale.  While many significant changes have already been made to existing systems and practices, beginning with the 100-day plan and numerous other projects now in operation, strategies that go beyond addressing immediate needs are necessary. 

Under the executive sponsorship of Andy Hamilton, Shauna King, and Bob Alpern, the ultimate goal of the initiative is to achieve excellence in sponsored projects administration, allowing researchers to maximize the time spent on clinical and scholarly activities, while still meeting  compliance requirements and maintaining effective stewardship of funds.

As a first step, an administrative task force has been formed, co-chaired by Jacqueline Tucker, YSM and Bob Davis of Finance and Administration, which will develop a framework and strategy for transforming research administration at Yale.  Over the next two months, the group will be seeking input from faculty and staff who participate in research-related activities, and compiling data via surveys, focus groups and interviews.

The goals of  the task force will be to establish:

· A sophisticated prototype of  the transformed administrative infrastructure, which delineates its functionality from the perspective of all stakeholders (faculty, support staff, business offices, central support units, and compliance-related units). 

· A set of actionable strategies capable of addressing the business, technology, and structural issues induced by these changes. 

· A multi-year, resource allocation plan to meet the financial needs of  the project. 

Task force updates will be posted on the Office of Research Administration web site (www.yale.edu/researchadministration). Please feel free to contact Bob (bob.davis@yale.edu) or Jackie (Jacqueline.Tucker@yale.edu), if you have any comments or questions about the process.

Desk Side Recycling Program Expands

As part of its ongoing efforts to make Yale more sustainable, the University is expanding its mixed-paper desk-side recycling program. Most Central Campus offices have already been equipped with the new trash and recycling bins, and the program will be expanded campus-wide by the fall. As part of the program, each desk will be provided with both a trash and a mixed paper recycling bin, and the custodial staff will empty both bins. Studies have shown that providing desk-side pick-up of mixed paper increases participation in recycling programs. At Yale, similar pilot projects have resulted in a significant increase in the amount of paper being recycled. Custodians will soon be delivering the new bins along with information about the program. Old bins will be removed for donation and re-use elsewhere. 

For more information about this program, please contact Yale Recycling at 432-6852, or recycling@yale.edu. The Yale Recycling website (www.yale.edu/recycling) and the Office of Sustainability website ( www.yale.edu/sustainability) contain a wealth of information about recycling at home and at work, as well as important updates on Yale's initiatives to "go green."

Create an Environmentally Friendly Office

Why Buy Recycled Paper?
· Buying post-consumer recycled content paper reduces the demand for wood and wood pulp, protecting critical habitat, and lessening the adverse impacts of commercial forestry. 

· At the mill, making paper from recycled fibers is generally cleaner, since much of the work of separating wood fibers and bleaching the pulp has already been done. 

· Recycling decreases the amount of waste entering landfills or being incinerated, which also cuts the air and water pollution and the greenhouse gas emissions from paper decomposing in landfills. 

· Yale’s Procurement Department has teamed up with Yale’s Office of Sustainability and Corporate Express to make your next purchase of recycled paper more cost effective than buying virgin paper! 

Saves 17 trees and 7,000 gallons of water for each ton of recycled paper.
Reduces air pollution by 60lbs.
Saves 60% energy consumption.

Teach Your Email About Spam
http://blogs.yale.edu/roller/page/ITS?entry=teach_your_email_about_spam
Going on Vacation?  Configure Your Auto-Reply Vacation Message for Email

http://www.yale.edu/its/email/howdoi/vacation.html
Environmental Safety Concerns:  Recycling and Retiring an Old Computer

http://blogs.yale.edu/roller/page/ITS?entry=recycling_and_retiring_an_old
Yale University Staff Appreciation Days with the New Haven County Cutters

http://www.yale.edu/hronline/communications/Yale_University_Staff_Appr.html
Discounts, Services, and Resources for Faculty and Staff

The goodies page offers information about discounts, services and resources for eligible Yale University faculty and staff. Please click here for more information.

http://www.yale.edu/hronline/worklife/goodies.html
Other Yale E-Newsletters and Periodicals

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


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

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

ITS HelpDesk Contact Information

http://www.yale.edu/its/helpdesk/
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Performance Management:  New FY 07/08 FOCUS Form Available

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 improvement have been received and 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.

FOCUS Performance Management Review Process

It’s time to complete the performance management cycle for FY06/07, if you have not already done so. This includes completing the FOCUS performance review form and having a performance discussion with your employee(s). Additionally, preliminary goal setting for FY07/08 should be in progress.

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, can be found at http://learn.caim.yale.edu/lcdb/focus/forms.htm. 

To support you and your staff in the performance feedback process, there are several classes available at the Learning Center, including “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.

Mark Your Calendars:  Yale Workplace Survey

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. 

Benefits:  New Hours and Client-Focused Service Model

In an effort to improve the delivery of benefits service, we are pleased to announce our new office hours and client-focused service model, which became effective Monday, July 9th.

The Benefits Office, located at 155 Whitney Avenue, Room 130, will now be open for business Monday through Friday from 8:30 a.m. to 5:00 p.m. 

In order to respond more effectively to individual customer needs, we have adopted a client-focused model that organizes the Benefits Office into two (2) benefits service teams: Health & Welfare and Retirement. A description of the services and programs under each team follows below. A Health & Welfare counselor and a Retirement counselor have been assigned to each department within Yale. 

To identify the Health & Welfare and Retirement counselors for your department, please access the HR client assignment listing through the HR online directory at http://www.yale.edu/hronline/directory/documents/HRAssignments.xls.

Individual appointments may be made Monday through Friday from 9:00 a.m. to 3:00 p.m. via phone or email. 
Our main phone number is 203-432-5550 and our e-mail address is benefits.office@yale.edu 

Please share this information throughout your organization. We are interested in continuously improving the delivery of benefits service to the Yale community and welcome your feedback on our efforts. Please feel free to contact Julie Kimball, Associate Director of Benefits at julie.kimball@yale.edu or via phone at 432-5553 with additional questions or concerns.

Health & Welfare
· Medical 

· Dental 

· Life insurance (Basic & Supplemental) 

· Long-term disability (Basic & Supplemental) 

· Flexible Spending Account 

· Child Scholarship Program 

· Health Savings Account 

· College Savings 529 

Retirement
· Defined contribution – 403(b) (Yale University Retirement Annuity Plan, Matching 403(b) plan) 

· Defined benefit plan (Staff Retirement Plan for Yale employees) 

· Deferred Compensation 457(b) 

· Supplemental retirement account 

· Retiree medical 

· Retiree life insurance 

 
Homebuyer Program

http://www.yale.edu/hronline/hbuyer/seminars.htm
Send New Yale Parents a New Parent Packet

Balancing work with the arrival of a new child can be difficult, Yale offers parents (faculty, staff and post-docs) support to make the transition a little easier. As a 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 sends University employees and students 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, Graduate or professional student)

· 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

Balancing work with the arrival of a new child can be difficult, Yale offers parents (faculty, staff and post-docs) support to make the transition a little easier. As a 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 sends University employees and students 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, Graduate or professional student) 

· 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.

Lactation / Breastfeeding Room Locations on Campus

http://www.yale.edu/hronline/busmgr/0708/documents/BreastfeedRooms.pdf
INTERNATIONAL


Important Tax Information Concerning International Students and Scholars - Tax Office Appointments
It is imperative that all new international students, scholars, faculty members and other visitors that will receive any payments through the University payroll system (e.g., stipends, fellowships, wages, etc.) meet with the University Tax Office prior to receiving payment.  

At this meeting, a member of the Tax Office will review the individual’s tax status to determine proper tax withholding, including whether the individual is eligible to claim a reduced income tax withholding rate pursuant to a tax treaty.  The Tax Office will also determine if payments to the individual are exempt from Social Security and Medicare (FICA) tax withholding.  International students and scholars under the University’s sponsorship have been notified of this University service and instructed to contact the University Tax Office in order to schedule an appointment upon their arrival.  Please visit the International Tax office website at www.yale.edu/tax/int for more information regarding payments to international individuals.

Due to the high volume of appointments at the beginning of each semester, the department administrator may wish to schedule an appointment for an individual in advance, or remind the individual of this University service.  If an individual has not been set up on the Payroll system prior to meeting with the Tax Office, the individual will need to provide documentation from the department regarding the individual’s position (e.g., postdoctoral fellow, postdoctoral associate, etc.) and type of payment (e.g., stipend, fellowship, wage) at the appointment.

International students and scholars may schedule appointments through the International Tax Office website at http://www.yale.edu./tax/int/appointments.html.  In addition, department administrators may schedule an appointment on behalf of an international student or scholar using this website.  The University Tax Office will continue to schedule appointments for those individuals who do not have access to the internet or have difficulty scheduling an appointment online.  To schedule an appointment with the Tax Office directly, please call 432-5530 or 432-5597 or email Jodie.stewart-moore@yale.edu or daysi.cardona@yale.edu.  If an individual cannot make the scheduled appointment, which lasts approximately 20 minutes, please notify the Tax Office immediately so that another individual can be scheduled for this time.

During the months of July, August, and September, appointments will be scheduled Monday - Thursday between 8:30 a.m. and 3:00 p.m.

Increase in US Immigration Filing Fees

The US Citizenship & Immigration Service announced their application fee increase schedule which will take effect July 30, 2007. Most USCIS non-immigrant and immigrant application filing fees will increase significantly. The increases that will most affect us are listed below

[image: image2.jpg]Application Form

Form 1-123 (H-18 petition)

Form 1-539 (Application to Change or Extend Status)
Form 1-765 (Employment Authorization)

Form 1-140 (Immigrant Worker Petition)

Form 1-485 (Petition to Adjust Status)

Form 1-131 (Advance Parole Permit)

Biometric

Current
Fee

$190
$200
$180
$195
$325
$170

$70

New
Fee

$320
$300
$340
$475
$1010%
$305
80




If under 14 years of age and filing with I-485 of one parent, fee = $600; if not filing with the I-485 of one parent, fee = $930, all others: filing + biometric = $1010.

Volunteers Needed to “Host” Incoming International Students

Nearly 500 new international students will arrive on campus in August to begin their studies at Yale.  Be among the first to welcome them to their new home and community by volunteering to serve as Community Friends host.  Community Friends of Yale International Students, organized by the Office of International Students and Scholars, aims to promote intercultural understanding and create global friendships by matching international students with residents of the New Haven area.  

Community Friends is not a home-stay program.  Students and hosts keep in touch via phone and e-mail and meet occasionally to share a meal, join in an activity, or take part in a holiday tradition.  The program offers students a source of support in the local community and a chance to experience U.S. culture, while giving hosts the opportunity to learn about another culture firsthand and to see the United States through the eyes of a visitor.  Single people, couples, and families of all sizes are encouraged to serve as Community Friends hosts. 

This past year nearly 40 faculty and staff members participated in the program.  Paul Genecin, director of University Health Services, and his wife Vicki Morrow, Psychiatry, were matched with a Taiwanese graduate student and his family.   He says of Community Friends, “This is a wonderful program and at least as valuable for the hosts as forthe guests.” 

Dana Ciccone, Development, reflects on getting to know her partner, a graduate student from China, “Every time we meet I walk away feeling like I learned something: something about her culture; something about my culture; something about myself. She has shared herself openly with me, and in addition to gaining the valuable learning experience of our cultural exchange, I have also gained a friend.”  

Art and Mary Hunt, both of Information Technology Services (ITS), have hosted international undergraduates for the past three years and shared numerous valuable experiences with their students, including family dinners, holidays, and outdoor activities.   Says Art, “It has been a wonderful way to broaden our knowledge of another culture and strengthen our connection to the University.”

OISS is actively seeking new hosts for this program.  Sign up on line at http://www.oiss.yale.edu/hostfamily.  For more information about Community Friends contact Abigail Borchett at 432-2305 or abigail.borchert@yale.edu.

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.   Please send an email to 

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

Events and Programs at the International Center
http://www.yale.edu/icenter/events.htm
PROCUREMENT

PTAEO Stamps Required to Capture Initiator

Have you gotten your new PTAEO stamp yet?

If not, contact Lucille Madri 432-5524 or lucille.madri@yale.edu in the Controller's Office to determine method of pickup/delivery.

Why do we need new PTAEO stamps?

Beginning 7/1/07, the transaction 'Initiator', will be required on Ok-to-Pay invoices and other procurement transactions.  In addition and as appropriate, capturing the transaction Preparer and Approver on procurement transactions will also be required. 

How will the transaction Initiator be used?

The transaction Initiator will initially be captured on source documents like Ok-to-Pay invoices and in source systems like SciQuest.  From there, the Accounts Payable department will enter this information in Yale’s Account Payable sub-system where it will eventually be passed along with other transaction details to the data warehouse.  Ultimately the additional information will be used to improve transaction documentation by making it available in transaction inquiries and on financial reports.

Where can I learn more about this new role?

Click here to learn more.

http://www.yale.edu/hronline/busmgr/0703/initiator.html
New and Improved SciQuest v7.2 Enhancement Details

With improvements scheduled three times a year, Yale's eProcurement solution, SciQuest, keeps getting better. In preparation for the next upgrade to SciQuest v7.2, the following improvements are expected on July 29th: 

· New 'Move to Another Cart' feature will efficiently move items from current cart to a new cart while remembering all line item detail. 

· Non-Catalog Order form is now easier to use permitting multiple items to be entered in succession. 

· Two new supplier search fields have been added to simplify supplier search capabilities. 

· New 'My Purchase Orders' folder will help you to quickly locate purchase order details associated with your purchase requisitions. 

For more details, please click here. 

Should you have questions, please contact the ITS Help Desk at helpdesk@yale.edu, 785-3200 or 432-9000.

Setting up Email Notifications in SciQuest
http://learn.med.yale.edu/procurement/sciquest/html/ProfileEmailNotifications.htm
Invoice Approval Worklist Update

Project Status:
· In June 2007, three pilot departments implemented the Invoice Approval Worklist tool.  

· In preparation for the Invoice Approval Worklist implementation, a new routing hold is visible to all who use Procurement Inquiry called “AP Workflow Hold”.   To learn more about these new holds, click here. 

Next Steps:
· Extend the pilot to eight to ten departments over the next several weeks. 

· Gain departmental feedback from the pilot group on required system enhancements to support university-wide implementation and acceptance.  

· Seek counsel from the pilot group on an implementation strategy, defining training requirements and establishing best practices.  

· Continue to provide updates via the Business Management Monthly News and various forums.  

If you have questions, please contact robert.bores@yale.edu or elizabeth.strawn@yale.edu. 

Contract Listing Update

During the month of July, the following changes were made to the Contract Listing. For details, see http://www.yale.edu/procurement/contractlisting/commodity.html
Catering Services for University Functions
ADDED: Eli’s on Whitney
Computers
CHANGED:  Dell Computer Corporation -Contact One changed to Chris Avery

For contracts that have been deleted, please visit our Buying Guide for alternative options: http://www.yale.edu/procurement/buying_guide/buying_guide_complete.html
TRAINING

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


IT Computer Courses
Register at www.yale.edu/learningcenter
	Course
	Date

	Operating System
	 

	Computers Made Easy
	Aug 2 

	Internet Basics
	Aug 30 

	Windows XP: Level 1 
	Aug 27, 29 

	Database Applications
	 

	Access 2003: Level 1 
	Aug 13, 15 

	Access 2003: Level 3 
	Aug 20, 22 

	Understanding Database Design 
	Aug 29 

	Microsoft Office 
	 

	Special Session: MS Office Computer Lab for the IEP 
	Aug 28 

	Excel 2003: Level 1 
	Aug 6, 9, 28, 31 

	Excel 2003: Level 2 
	Aug 14, 16 

	Excel 2003: Level 3 
	Aug 20, 22 

	Excel 2003: Database 
	Aug 7, 9 

	PowerPoint 2003: Level 1 
	Aug 15, 17 

	Word 2003: Level 1 
	Aug 20, 22 

	Word 2003: Merging Letters, Envelopes and Labels
	Aug 21 

	Website Design 
	 

	InDesign CS2 - Level 1: Creating Basic Publications 
	Aug 22 

	Web Editor: Dreamweaver 8: Level 2 
	Aug 16 

	HTML 4.01: Web Authoring - Level 1 
	Aug 14 


Learning Center Classes

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

	August
	 

	Dealing with Conflict and Confrontation in the Workplace 
	Aug 7 

	Principles and Practices of Contract Administration for Managers 
	Aug 8 

	Breakthrough Business Thinking 
	Aug 21 

	FOCUS: Goal Setting and Feedback for SUPERVISORS
	Aug 22 

	Pathways II 
	Aug 23, 24 

	Streamlining Meetings 
	Aug 28 

	Business Writing 
	Aug 29, Sept 5 

	Making your Resume Work for you 
	Aug 29, Sept 12 

	Supervisory Education Program: Introduction to Supervising and Managing People 
	Aug 30, Sept 6 


Procurement Course Schedule 

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

	Accuship Online Shipping Solution 

	August 20, AM 

	Purchasing Skills Training (one-day overview) 

	By request

	SciQuest eProcurement - Office and Computer Supplies 

	August 1, PM 

	SciQuest eProcurement - Lab and Medical Supplies 

	August 29, PM 

	EMS

	August 3, 14, 17, 21, 24, 28, All PM

	August 31, AM

	VIP

	August 16, PM 

	WIP

	August 14, AM 


Questions? Please contact procurement@yale.edu. 

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 
	Aug 2, 22; Sept 6, 26 

	Bloodborne Pathogens Initial Training 
	Aug 9, 21; Sept 11, 27 

	Bloodborne Pathogens Annual Retraining 
	Aug 8; Sept 18 

	Confined Space Training 
	Aug 8; Sept 4 

	Laboratory Chemical Safety
	Aug 5; Sept 11 

	Radiation Safety Orientation 
	Aug 16, 28; Sept 13, 25 

	Respiratory Protection Training 
	Aug 7; Sept 12 

	Safe Use of Biological Safety Cabinets 
	Aug 9; Sept 18 

	Safety Orientation for Non-Laboratory Personnel 
	Aug 1; Sept 5 

	Shipping and Transport of Hazardous Biological Agents
	Aug 16; Sept 11 

	Tuberculosis Awareness
	Aug 7; Sept 19 


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
Respiratory Protection Training 

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

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

	Class
	Date

	RECHARGE: A Realistic Approach to Work-Life Balance 
	August 3 

	Back-Up Child Care Briefing 
	August 14 


Featured Event - August 3 
RECHARGE: A Realistic Approach to WorkLife Balace
9am - 3pm @ The Divinity School, Rm S200
Continental breakfast and lunch will be provided.  
SUMMER SPECIAL - Yale $35 (normally $60), Non-Yale $60 (normally $75)
For registration and information click here.

2007 CHILDCARE DIRECTORY: 2007 Online Childcare Directory - Available now! 
Request a printed copy at worklife@yale.edu. 
Be sure to include your name and on-campus address.[image: image3.png]
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