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HOT TOPICS

Business Operations Update: Business Managers Meeting at the West Campus on November 15 

On Thursday, November 15, a meeting of all Business Managers at Yale was held at the new West Campus in Building 25 to review operating priorities and progress and to hear from university leaders about new initiatives and plans.

Steve Murphy, Associate Vice President for Business Operations, convened the meeting, which was a sequel to the first meeting of Business Managers held in April at the Omni Hotel.  Murphy updated the group on progress since the last meeting and shared goals for FY08.  Shauna King, Vice President for Finance and Administration, began her talk by thanking the Business Managers for their efforts in support of the teaching and research missions of the University.  She continued by speaking about priorities for Finance and Administration and the need to transform administrative support in central offices and departments to ensure it meets the future needs of a rapidly-expanding academic enterprise.  This expansion is resulting in opportunities and challenges for our current administrative infrastructure such as the acquisition of the West Campus; the aggressive building program on the rest of campus; internationalization; two new residential colleges; and significant investments in both the sciences and the arts.

President Richard Levin was a surprise guest at the meeting, and he addressed the group by reiterating his commitment to see that “Yale’s financial and administrative operations set a new standard for higher education and become as capable as those serving the best corporations in this country.” 

In addition to these speakers, Jack Beecher, Senior Director of Business Operations for Other Academic and Support Units, reviewed the proposed meeting structure for Business Managers; Janet Lindner, Associate Vice President for Administrative Services, reviewed the current plans for the West Campus; and Gwendolyn Sykes, Associate Vice President and Chief Financial Officer, reviewed the structure of her department and goals for the year.  The group also heard a presentation about “Leadership, Influence and Trust,” by Professor Michael Morris of the University of New Haven.

The agenda and other materials from the meeting are available at www.yale.edu/fa/businessops.  If you have any questions about what was discussed at the meeting, please feel free to contact any member of the Business Operations Leadership Team (also listed on the Business Operations web site).

Officer Open House with Provost Andrew Hamilton, December 13 

The Officers of the University would like to invite you to the latest Open House:

Andrew Hamilton, Provost
3:00pm to 4:30pm 
Thursday, December 13, 2007   
Yale Peabody Museum Auditorium

Please click here for registration. Please go to Courses by Owner >  Human Resources >  Open Houses >  Open Houses with University Leaders.

If you have any questions or have difficulties registering for these events, please contact Kathedral Bayl at 432-5557.

Payroll Overpayments Need to be Received by December 7 

The 2007 calendar year end tax closing is upon us.  In order to make timely corrections to individual’s payroll records (and related 2007calendar year tax reporting), all overpayment information must be received in the Payroll Office (Attention: Compensation Accounting) NO LATER THAN Friday, December 7, 2007.  
Overpayment information should include:  Completed “Payroll Payment Adjustment Form”; Original Yale Paycheck and/or Personal check (to be deposited by Payroll); and all other pertinent information regarding the overpayment. 

Contacts:  For any questions regarding payroll adjustments please contact Betsy Camerato at (203) 432-5418 and/or Edie Kobylanski at (203) 432-2886.
	CAMPUS MAIL
Yale Payroll Department
Compensation Accounting
155 Whitney Avenue
Attn:   Betsy Camerato
	US MAIL
Yale Payroll Department
Compensation Accounting
P.O. Box 208356
New Haven, CT    06520-8356
Attn:  Betsy Camerato


December 31, Last Chance to Enroll in Flexible Spending Accounts for 2008 

Employees who want to participate in a Flexible Spending Account (FSA) for 2008 need to enroll by accessing the Employee Self-Service website at http://www.yale.edu/openenrollment no later than December 31, 2007.

Automatic transfer of claims continues to be available which should make reimbursements for most 2008 eligible medical and dental claims easier with less paperwork on the employee’s part.

Upon selecting “Yes” to the automatic transfer feature, the Yale participant who is enrolled in a Yale health insurance plan (Yale Health Plan, Aetna or Delta Dental) is authorizing those insurance carriers to submit automatically to ADP co-pay, deductible and co-insurance claims 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 at www.yale.edu/openenrollment
Enrollment in a 2008 Flexible Spending Account must be completed through Self-Service by December 31, 2007, in order to participate in 2008.  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, 2007.

ADMINISTRATIVE SERVICES


Send Your Unwanted Junk Mail to 100 John Murphy Drive

During the past several years Yale Mail Services has been working with departments throughout the University to reduce the amount of unsolicited mail, or junk mail, it receives.  This program has been quite successful for the departments that have taken advantage of it.   To find out more please visit:  http://www.yale.edu/campusmail/JunkMail/JunkMailDept.htm
Personal Mail and Holiday Packages 

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

Yale's Policy & Procedures states:

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

504.4 Use of Campus Mail
Employees may not use the Campus Mail services for personal mail or mail of non-Yale organizations. This service is staffed to handle only official University correspondence; its use for other purposes slows down delivery of official mail. While the staff of Campus Mail does not ordinarily inspect individual letters and packages for conformance to this policy, they are required to call to the attention of proper authorities any apparent violations. 

Student Packages - According to the Student Handbook: In order to receive mail on campus, all students are required by postal regulations to have a post office box. If you absolutely must have a personal package sent to you at Yale, first obtain the approval first of your supervisor, then be certain you use your post office box address.  Do not send packages through US mail to a street address.  Using a street address will slow delivery of your mail and may even cause misdelivery or your package being returned to sender.

Mail your packages on time!  Christmas mailing dates are shown on the US Postal Service web site http://www.usps.com/communications/newsroom/localnews/la/la_2007_1105.htm 

Mail volume always increases around the holidays.  Don't let your package slow delivery for others.
Need Mail Delivery During Christmas Recess?

CENTRAL AND SCIENCE AREAS: 
Please click here for the 2007 HOLIDAY MAIL SERVICE flyer.

If your building will require mail service during the Christmas recess, please fill out the form and fax it now to 4-9312. If the form is not received back from your building, it is assumed that your department will be closed during the recess and will not need to receive mail delivery until Wednesday, January 2.

MEDICAL AREA MAIL ROOM HOURS: 
Monday Dec. 24 - 7:00 am - 2:30 pm 
Tuesday Dec. 25 - closed - Christmas Day 
Wednesday Dec. 26 - regular hours 7:00 am - 3:30 pm. 
Thursday Dec. 27 -regular hours 7:00 am - 3:30 pm. 
Friday Dec. 28 -regular hours 7:00 am - 3:30 pm. 
Monday Dec. 31 - closing at 2 PM 
Tuesday Jan. 1 - closed - New Year's Day 

US MAIL 
Christmas is only four 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 2007 Shipping Calendar. 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. 

Office of Sustainability Presents Sustainability Blog

The source for information on sustainability at Yale:  http://yalesustainability.wordpress.com/
FINANCE

JSA / GL Closing Deadlines 

	November 30, Friday
	Final AP daily push to the GL for November 2007

	December 4, Tuesday - 3:00 PM
	Deadline for approval of SWAP transactions for November 2007

	December 4, Tuesday - 5:00 PM
	Deadline for SFTP of external source system batches for November 2007

	December 5, Wednesday - 3:00 PM
	Deadline for JSA authorization and LD distribution adjustments for November 2007

	December 6, Thursday - 8:30 AM
	Authorization may begin for December 2007 JSA batches and LD distribution adjustments

	December 7, Friday
	November 2007 GL closing

	December 10, Monday - 8:30 AM
	Final November 2007 GL balance information including fund balance updates available in the Data Warehouse

	December 10, Monday morning
	The Month End event begins in the DW. Portal Users scheduled to receive Month End reports will get them throughout the day and possibly the next day

	December 10, Monday
	First AP push to the GL for December 2007


If you have any questions or comments, please contact your local support provider (http://www.yale.edu/its/help/supportgroups.html) or the ITS Help Desk at 785-3200 or 432-9000.

Updates will be posted at: www.yale.edu/its/status 

Employee Gift Reporting for Non-Cash Gifts and Gift Certificates

Please remember that all gift certificates and non-cash gifts of $75 or greater that are given to employees must be reported to the Payroll Office for reporting to the IRS. The amount will be added as taxable income to their payroll records.  

Please remit the information in the form of a spreadsheet including the employee’s name, identifier (either UPI or Employee Number) and amount of gift to the Payroll Office using one of the following avenues below:

E-mail to either Edythe.Kobylanski@yale.edu or payroll@yale.edu    

Fax to (203) 432-6662

Or deliver to Payroll Office, Room 100, 155 Whitney Avenue, Attn: Edie Kobylanski For any questions regarding payroll adjustments please contact Edie Kobylanski at 432-2886, or e-mail payroll@yale.edu.
Holiday Recess Schedules: Oracle Systems Availability, Adjusted Deadlines, and Support Services 

The upcoming recess will see many Yale offices close at 5 p.m. on Friday, December 21, 2007 and reopen on Wednesday, January 2, 2008. The following is a brief summary of Oracle systems availability, adjusted deadlines, and support services related to this period. 

General Information
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 by clicking here.

Please read on for information about specific areas. 

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

2007 HR Processing Cut Off Dates (for routine positions and postings)

	Monday, December 17 
	Last date for receipt of approved job requisitions to Human Resources

	Wednesday, December 19 
	Last date to guarantee extension of offers prior to recess

	Saturday, December 22 
	Last job requisition posting date of 2007

	Thursday, January 3
	First job requisition posting date of 2008


Payroll Schedule and Important Information
	Payroll 
	# 
	Period Ending 
	Paydate 
	Date Paper Forms Due in Payroll Office 
	Online Entries Due 

	Semi-Monthly 
	23 
	12/15/07
	12/14/07
	Mon, 12/03/07
	Fri,  12/07/07, NOON 

	Semi-Monthly*
	24 
	12/31/07
	12/21/07
	Thur, 12/13/07
	Mon, 12/17/07, NOON 

	Monthly* 
	12 
	12/31/07
	12/21/07
	Mon, 12/10/07
	Fri, 12/14/07, NOON 

	Pension 
	12 
	12/31/07
	12/31/07
	Mon, 12/17/07
	Thurs, 12/20/07, NOON 

	Weekly 
	49 
	12/01/07
	12/06/07
	Fri, 11/30/07
	Tues,12/04/07, NOON 

	Weekly 
	50 
	12/08/07
	12/13/07
	Fri, 12/07/07
	Tues, 12/11/07, NOON 

	Weekly 
	51 
	12/15/07
	12/20/07
	Fri, 12/14/07
	Tues, 12/18/07, NOON 

	Weekly*
	52 
	12/22/07
	12/27/07
	Thur, 12/18/07
	Mon, 12/24/07, 5PM 

	Bi-Weekly* 
	26 
	12/01/07, 12/08/07
	12/21/07
	Fri, 12/07/07
	Wed, 12/12/07, NOON 

	Bi-Weekly 
	01 
	12/15/07, 12/22/07
	01/04/08
	Fri, 12/21/07
	Wed, 12/26/07, 10AM 

	Weekly*
	01
	12/29/07
	01/03/08
	Wed, 1/2/08, 9AM 
	Wed, 01/02/08, 10AM 


*Indicates early pay dates and changes to cutoff dates 

· The Payroll Office will be open December 27 on a limited basis to distribute weekly checks only (see distribution hours below). Normal hours will resume on Wednesday, January 2, 2008. 

· Monthly and biweekly employees and semi-monthly students will be paid on Friday, December 21, 2007, 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 31, 2007 and will be sent through U.S. Mail in their normal manner. 

· Local 35 (excluding Medical School and Central Facilities- Physical Plant) weekly checks and deposit advices dated 12/27/07 (for the week ending December 22) will be available for pick up in the Lobby of 155 Whitney Avenue, between the hours of 9AM and 11AM on Thursday, December 27.   

· 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 27. 

· Central Physical Plant will be distributed from James Street as usual. 

· Casual checks for December 27 will be mailed on their normal schedule. 

· Weekly checks or deposit advices not picked up on 12/27/07 may be picked up by department supervisors on Wednesday, January 2, 2008. 

· Salary advances and vacation advances that comply with University policy will be processed if received in the Payroll Department by end of business on Friday, December 7, 2007. 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 for mission critical emergencies only, by checking voice mail hourly from 8:00 a.m.-5:00 p.m. on the following days:

Monday, December 24
Wednesday, December 26
Thursday, December 27
Friday, December 28
Monday, December 31

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. All functional support (e.g., how to perform a certain function or about specific problem transactions) should be held until January 2.

The ITS Help Desk will be closed on Tuesday 12/25 and Tuesday January 1, 2008. If you need to report a mission critical University-wide server outage or a mission critical University-wide network outage, 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. Please be sure this is not a known issue posted on the ITS Systems Status web page at: www.yale.edu/its/status. Please refer to the ITS Data Center schedule for availability. 

Normal schedules and services will resume on Wednesday, January 2.
If you have any questions, please call the ITS Help Desk at 785-3200 or 432-9000.

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 Friday night, December 21 and will not be loaded again until Wednesday 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
Schedule for the Christmas/New Years Holiday 

Christmas Schedule:
	Monday, 12/24/07 
	Computer Room closes at 6PM

	Tuesday,12/25/07 
	(Christmas Day) Computer Room CLOSED

	Wednesday, 12/26/07 
	Computer Room OPENS 7AM


The ITS Data Center will close on Monday, December 24th at 6PM and re-open Wednesday, December 26th at 7AM 

New Years Schedule:
	Monday, 12/31/07
	Computer Room closes at 6PM

	Tuesday, 01/01/08
	(New Year's Day) Computer Room OPENS 8:30 AM


The ITS Data Center will close on Monday, December 31st at 6PM and re-open Monday, January 1 at 8:30 AM 
Treasury Services
Location: 2 Whitney Ave, will be open for RIF drop off ONLY during the following times:

Wednesday, December 26, 2007 9AM-11AM
Thursday, December 27, 2007 9AM-11AM
Friday, December 28, 2007 9AM-11AM
Monday, December 31, 2007 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, 2007, at 4PM.

Procurement
Purchasing: Please approve and submit any paper Purchase Requisitions requiring 2008 purchase orders to Purchasing by December 7 with a clear note about their urgency. Every effort will be made to process all POs by December 21st.

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 requiring approval by Purchasing Services) will be reviewed on or after Wednesday, January 2, 2008. 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 2007 will take place on December 21st. All check requests that are legible, free of errors, and are received by 3:00 pm December 19 will be paid and mailed out promptly. Please submit other invoices to Accounts Payable by 3:00 pm December 14th.

The Expense Management System (EMS) and Web Invoice Payment will remain available during the recess. However, payment by Accounts Payable will be completed on or after Wednesday, January 2, 2008.

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 14th will be completed prior to the recess.

All EMS PCard and expense reports must be authorized by 3:00 pm Thursday, December 20, 2007. The JP Morgan Chase customer service phone number (800-316-6076), 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.

2008 Update Tax Treaty forms 8233, W-8BEN, and W-9

Non-U.S. citizens who are currently claiming a reduced federal income tax withholding rate (including a full exemption from withholding) on payments pursuant to a tax treaty may need to complete updated tax forms for the calendar year 2008.

The Form 8233, Exemption from Withholding on Compensation for Independent Personal Services of a Nonresident Alien Individual, is only valid for the tax year for which it is filed.  Current Forms 8233 will expire December 31, 2007.

The Form W-8BEN, Certificate of Foreign Status of Beneficial Owner for United States Withholding, is effective for three calendar years.  Forms W-8BEN filed in the calendar year 2005 will expire December 31, 2007.

The Form W-9, Request for Taxpayer Identification, is used to claim tax treaty benefits by a resident alien for tax purposes.  When the form is used to claim tax treaty benefits, the form must be updated annually with respect to wages and every three years for fellowship or stipend payments.

All individuals who are currently claiming a reduced withholding rate pursuant to a tax treaty and whose exemption forms will expire December 31, 2007 will be notified by letter or e-mail in mid-November 2007.  The notification will instruct individuals as to the required steps to claim a reduced withholding rate for calendar year 2008.  Renewed treaty forms must be submitted to the International Tax Office by December 19, 2007 and will be effective for payments made on or after January 1, 2008.

Individuals may schedule appointments by visiting the International Tax Office website at http://www.yale.edu./tax/int/appointments.html.  Appointments will be held November 20 – December 19, 2007.  For further information, contact the University Tax Office by calling 432-5530 or 432-5597 or by e-mail jodie.stewart-moore@yale.edu or daysi.cardona@yale.edu.
HUMAN RESOURCES


FOCUS:  FY08 Performance Management Process

Human Resources

From: 
Human Resources

To:  
All M&P Staff

Sent: 
Monday, December 3, 2007

Subject:
FOCUS Update
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FY08 Performance Management Process 

The University Officers believe that all staff members deserve meaningful feedback and coaching on their performance and should have established goals. 

Ongoing feedback is key to a successful performance management process. Regular discussions between you and your supervisor can help improve results, as well as diagnose and correct potential problems before the end of the fiscal year. This also helps to ensure that there are no surprises with your performance rating or compensation adjustments at the end of the annual performance management cycle. Since we are approaching the middle of this cycle, it’s the perfect time to schedule a mid-year discussion with your supervisor. We encourage you to schedule this meeting as soon as possible.

Yale’s Feedback and Ongoing Coaching for University Success (FOCUS) performance management process was designed a number of years ago as a tool to provide ongoing performance and developmental feedback for managerial and professional staff members throughout the year. We encourage all departments to use the University's FOCUS process, however, many departments have implemented their own systems which meet the needs of their staff. Departments that currently have their own systems are not required to change to FOCUS.

Based on suggestions from last year's FOCUS participants, we have updated the tool with improved forms, a streamlined process, and revised performance rating definitions that are more closely aligned with the way we work at Yale. To review these enhancements, please log on to the FOCUS website www.yale.edu/focus.  Each year we will continue to look for opportunities to make it easier for you and your supervisor to have meaningful dialogue about your performance, career development, and pay.

There is a Best Practices Task Force currently being formed that will create an approach to engage all clerical and technical staff in Yale's performance management process in the near future. If your department now involves clerical and technical staff in Yale's performance management process, please include them in the FOCUS updates. 

If you have any questions, please ask your school's or department's Human Resources (HR) representative, your supervisor or HR Generalist. If you are not sure who your HR Generalist is, you can find a listing at www.yale.edu/hronline/hrgeneralist.

STARS Top Ten Tips for Hiring Managers
http://www.yale.edu/hronline/busmgr/0712/documents/STARSBusinessProcess_Top10TipsforHiringManagers.pdf
Defined Contribution 402(g) Limits for 2008 

The Internal Revenue Service announced no changes will be made to the 402(g) limits in 2008.  They will remain as indicated below:

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 432-5550 with questions

Scholarship Award Payments for the Winter 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 21 through January 2 due to the holiday recess period.

New Haven Homebuyer Program

The Homebuyer Program has already helped over 820 University employees buy houses in New Haven.  To read more please visit:   http://www.yale.edu/hronline/hbuyer/index.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) 

IMPORTANT NOTE:
If you are requesting a packet on behalf of a new parent, please notify the parent that you are providing the WorkLife Program with their 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/busmgr/0710/documents/BreastfeedRooms.pdf
INTERNATIONAL


Revised I-9 Form Required Beginning December 26, 2007 

The Department of Homeland Security recently issued a revised I-9 Employment Eligibility Verification form.

As of December 26, 2007, the only acceptable I-9 form is the one dated June 5, 2007. Check the date in the bottom right hand corner of your form to make sure you are using the correct version of the form. 

The only change to the form is in the list of acceptable documents. The new I-9 form is posted on Quick Forms/Human Resources/hiring Forms and can be accessed by clicking here.

You can also find the form and the employers manual at 
http://www.uscis.gov/files/form/I-9.pdf and http://www.uscis.gov/files/nativedocuments/m-274.pdf
Events and Programs at the International Center

http://www.yale.edu/icenter/events.htm
PROCUREMENT


Sciquest Enhancements to Requisition Tracking and Product Searching
http://www.yale.edu/procurement/documents/SciQuestRelease7.3EnhancementsRevised111607.pdf
Holiday Parties and Gift Giving
http://www.yale.edu/procurement/documents/HolidayPartiesandGiftGiving.pdf
Throwing a holiday bash in your department?

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.)

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

· Events with total costs >$1000 must be authorized by the Dean, Chair, Major Department Head, or a designee.

May I have a party in my subunit 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 Secretary’s Day, birthdays, weddings or wedding/baby showers, housewarming or holidays. (See Policy 3303 for details.)
May I personally receive a gift from a Yale vendor?

In general, employees cannot accept gifts from outside sources for personal benefit. (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.
Final Offering of Purchasing Skills Training This Year (One-Day Overview)

This one day course will be offered one last time this year! Learn essential principles of procurement and develop expertise in this area. Highly recommended for faculty and staff who have a role in buying goods and services for Yale business purposes. Some purchasing experience/background is helpful. Those interested should contact Brenda Naegel at 4325810 or brenda.naegel@yale.edu

Click here for course description:

http://learn.caim.yale.edu/lcdb/courses/classinfo.asp?CourseID=944
Holiday Recess Processing Deadlines

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

December 7 :

· Purchase Requisitions (Paper)

December 14 (3:00 p.m.):

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

· · Petty Cash Invoices

December 19 (3:00 p.m.)

· Check Requests

· For invoices on hold, an email must be received by ap.holds@yale.edu (if you have not been set up with access to the A/P Worklist tool)
December 21 (a.m.):

· Last Check run

· Closing out in Accounts Payable

· For invoices on hold, invoices must be approved via A/P Worklist

In order to process transactions by these dates, transactions must be legible and free of errors.

Accounts Payable will be closed for the recess.

The Expense Management System (EMS) and Web Invoice Payment will remain available during the holiday recess. However, in order to ensure payment before Recess, all transactions must be approved by December 20 th .

SciQuest will remain available during the holiday recess. However, requisitions that require review and approval by central units (e.g., radioactive or hazardous materials by OEHS; requisitions requiring Purchasing approval)) will be reviewed on or after Wednesday, January 2, 2008.

Please share this reminder with those in your department that are responsible for these

transaction types.
AP Worklist Update – December 2007

Project status:

· We have begun campus wide rollout of the AP Worklist solution in partnership with the Business Operations Leadership Team.

· We will be meeting with departments at various business manager meetings to introduce the application, and to work with them to build a “go live” schedule.

· If a unit wants to go live now, they should contact their BOLT leader or Elizabeth Strawn (Procurement’s coordinator of AP Worklist deployment) at 28379 or elizabeth.strawn@yale.edu
Next steps:

· The first high priority AP Worklist enhancements recommended by our pilot users will go into production during December. Version 1.1 enhancements include the ability to view Purchase Orders while in the Worklist and notifications to inform users of invoices awaiting their action.

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

CHANGED: Nestle Waters North America DBA Poland Spring Water Co – email address for Contact  Two updated: jgarrick@waters.nestle.com

Chemicals

CHANGED: Sigma Aldrich Inc – Customer Service Phone number updated

Temporary Services

CHANGED: Bill May Staffing Inc. DBA Jackie Matchett Personnel Services– Pricing updated

CHANGED: Kelly Services– Pricing updated

CHANGED: Randstad– Pricing updated

CHANGED: Robert Half International, Inc. (Accountemps, Office Team)– Pricing updated

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
	 

	Windows XP: Level 1 
	Dec 10, 12 

	Microsoft Office 
	 

	Access 2003: Level 1 
	Dec 4, 6 

	Excel 2003: Level 1
	Dec 10, 12

	Excel 2003: Level 2 
	Dec 17, 19 

	Excel 2003: Formulas and Functions 
	Dec 6 

	PowerPoint 2003: Level 2 
	Dec 18, 20 

	Word 2003: Level 1 
	Dec 11, 13 

	Word 2003: Level 2 
	Dec 3, 5 

	Word 2003: Merging Letters, Envelopes, and Labels 
	Dec 13 

	Special Session: Microsoft Office Computer Lab for the IEP and Layoffs 
	Dec 6 

	Website Design 
	 

	HTML 4.01: Web Authoring - Level 1
	Dec 11 

	Web Editor: Dreamweaver 8: Level 1 
	Dec 7 


Learning Center Classes

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

	Course
	Date

	December 
	 

	Supervisory Education Program: Shifting Perspectives Looking at Roles & Work Relationships Differently 
	Dec 4 

	Coaching for Development 
	Dec 6 

	Negotiating Skills Workshop 
	Dec 10 

	Pathways II 
	Dec 11, 12 

	Supervisory Education Program: Managing Up 
	Dec 13 

	Conducting an Effective Interview: Hiring the Right Person
	Dec 18 


Procurement Course Schedule 

http://www.yale.edu/procurement/documents/ProcurementCourseScheduleDecember.pdf
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 11 

	Bloodborne Pathogens Initial Training
	Dec 5, 18 

	Bloodborne Pathogens Annual Retraining 
	Dec 20 

	Laboratory Chemical Safety
	Dec 12 

	Radiation Safety Orientation 
	Dec 6, 18 

	Respiratory Protection Training 
	Dec 6 

	Safe Use of Biological Safety Cabinets 
	Dec 19 

	Safety Orientation for Non-Laboratory Personnel 
	Dec 5 

	Shipping and Transport of Hazardous Biological Agents
	Dec 12 

	Tuberculosis Awareness
	Dec 13 


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

	Back Up Child Care Briefing
	December 6 

	Identity Theft 
	December 7 

	Childcare Information Sessions 
	December 11 



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.

GENERAL INTEREST


ITS Production Application System Status

http://lux.its.yale.edu/statpages/index.html
The iPhone:  What Yale Services Work?

http://blogs.yale.edu/roller/page/ITS?entry=the_iphone
Mobile Data:  Protect Yale University and Your Personal Information
http://blogs.yale.edu/roller/page/ITS?entry=mobile_data_and_safe_computing
Fall safety Bulletin

http://www.yale.edu/oehs/Documents/Admin/Fall2007.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.  To read more please visit:  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 

[image: image2.png]



