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Hot Topics

Important Notice on Revisions to Hotel Group Guest Room Contracts

Business managers should be aware that the Omni New Haven Hotel at Yale has revised its contracts to add "performance guarantees" that could significantly raise your department's costs for reserving rooms for conferences. Other area hotels are in the process of establishing similar policies. 

Previously, when Yale departments reserved a block of rooms for conferences or meetings at the Omni, they could release any unneeded rooms with a certain amount of notice stipulated in the contract. Omni is now requiring departments to sign contracts that contain penalty fees based on the number of rooms that are held beyond the cancellation cut-off date and not utilized.

It is, therefore, recommended when planning future conferences that requests for room blocks be made on the conservative side and reflect a more accurate estimation of anticipated rooms needed. Historically, the university’s usage at the Omni is roughly 70% of what is originally booked, so please consider reducing your group requests accordingly. 

The Travel Services and Procurement offices will continue our dialogue with the hotel’s management to ameliorate this issue.  Should you have any questions in the meantime, please feel free to speak with Bob Zartarian (2-8539) in Travel Services, or Chris Mihok (2-9980) from Procurement.

 

Living In New Haven Website Launched to Aid In Recruitment

The Yale University Office of New Haven and State Affairs has launched a new website about Living In New Haven that includes information, videos and slide shows about culture and services in our community. It is meant to be used as a recruitment tool, and you may wish to share it with new and prospective employees and their partners.

 

Please Submit Cell Phone Numbers for Yale ALERT Emergency Communications

The new Yale ALERT system, which contacts the Yale community with time-sensitive information during unforeseen events or emergencies, asks that all employees provide their cell phone numbers to their department's directory coordinator or business manager. The cell phone number will not be published anywhere, either in the online or printed directory. Home phone numbers and office numbers are not needed as they are already in the necessary database.

Administrative Services

More Zipcars on campus (including a Mini Cooper!)

The Yale University Zipcar fleet has expanded from 6 to 9 vehicles, and one of the new cars is a Mini Cooper. 

Zipcar provides self-service vehicles available for use 24 hours a day, seven days a week. One advantage of Zipcar is that members enjoy the freedom to walk, bicycle, carpool, or use transit to get to campus, knowing they have access to a car on campus when needed. 


Membership, which all faculty, staff and students aged 18+ are eligible for, costs $35 per year. That fee is refunded in the form of driving credit if members reserve a car within the first month of their membership. Rental rates are $8.50 per hour/$65 per day, excluding the Mini, which costs $10.50/hour. Gas, maintenance, insurance and reserved parking are included in the hourly and daily rates. Cars may be reserved for up to 4 days at a time. The Yale fleet is parked at 5 different locations on campus. Members also have access to Zipcars when traveling in numerous other North American cities and London.

To learn more about how Zipcar works and to become a member, go to www.zipcar.com/yale or email holly.parker@yale.edu. 

Finance

New Business Manager Meeting Structure

Business Operations, a division of Finance & Administration, has implemented a new coordinated meeting time structure so that business managers and other key administrators receive the information they need to do their jobs effectively. A complete description of these changes and a quick reference guide are available online. 

The new structure is an evolution of meetings already in place. The main changes include: i) clarifying the roles of the different meetings and identifying any duplication or gaps; ii) formalizing the connection of the meetings with each other and the organization in general; and iii) renaming the meetings for consistency and clarity. We expect this structure will continue to evolve over time as the conveners and participants identify ways to improve it. 

If you have comments or questions about the new structure, please contact Jim Kammerman, Senior Operations Manager for Business Operations (432-4081) or the convener of the relevant meeting.

Human Resources

March Worklife Workshops

Yale Work Life is holding the following workshops during March. Registration is free. Further details are on our website. 

· Back-Up Child Care Briefing March 5, 12-12:45 p.m., 333 Cedar Street, Medical School Library

· The Wellness Corporation, Yale's Employee Assistance Program (EAP) Orientation and Overview for Yale Employees March 19, 12-1 p.m., 320 York Street, Hall of Graduate Studies, Room 119

· Eating for a Healthy Heart March 25 , 12-1:30, 221 Whitney Avenue, LL1

· Child Care Information Session March 28, 12-1 p.m., 333 Cedar Street, Medical School Library

· Fundamentals of Budgeting and Handling Credit March 28, 12-1:30 p.m., 221 Whitney Avenue, LL1

· Introduction to Mindfulness Meditation March 31, 12-1 p.m., 221 Whitney Avenue, LL1

 

Reminder: Resources for New and Expecting Parents

The Department of Human Resources has several resources to help new and expecting parents balance work and family life.

· The New Parent Packet contains a gift for a new child and information on University services for parents. E-mail worklife@yale.edu. 

· Subsidized backup child care is available through Caregivers On Call. Visit our website for more information or call 432-8069. 

· We publish an Online Child Care Directory. Request a printed copy at worklife@yale.edu. Be sure to include your name and on-campus address. 

International

 Tax Assistance for International Students and Scholars

All international students and scholars who were in the U.S. at any time during 2007 must file a U.S. tax return. This filing requirement applies even to those students and scholars who received no income from U.S. sources during calendar year 2007.

OISS provides Yale’s international community access to a tax preparation software program for non-resident taxpayers called CINTAX. In early-February, OISS sent emails to all current international students and scholars with a password to CINTAX and general information about their tax filing obligations. Departments receiving questions from international students and scholars about their tax filing obligations can refer them to OISS.  

 

H-1B Visa Workshop, March 27, 2008

If your department employs international scholars and you would like to learn about the complexities of the H-1B Visa process, you can attend an OISS-sponsored workshop Thursday, March 27, 9 - 10:30 a.m. at the International Center, 421 Temple Street. To sign up, send an email to  Janice.pinkard@yale.edu. If you’re coming from the Medical School, the Yale Shuttle service stops directly across the street from OISS, in front of Helen Hadley Hall. There is no fee for the workshop.

 

Reminder: Volunteer Across Cultures

OISS invites you to take part in our exciting volunteer opportunities. Community Friends matches international students with local “hosts” to provide an introduction to U.S. culture and to the New Haven area. One-on-One Conversations matches international students, scholars, and their spouses/partners with volunteers for language and culture exchange. Please call (203) 432-2305 or e-mail abigail.borchert@yale.edu for more information.

Procurement

Click on the links below for information about updates and changes in Procurement Office procedures.

Initiator Communication and Plan for all Procurement Transactions
Policy & Procedure Changes at a Glance
SciQuest Updates
WIP Tips
EMS Tips
Procurement Course Schedule
Contract Listing Updates
Training

Procurement Course Schedule 

There are several courses this month from Procurement on:

· Accuship 

· Purchasing Skills 

· SciQuest eProcurement 

· EMS 

· VIP Number Requests and Assignments 

· Web Invoice Payment (WIP) 

 

Office of Environmental Health & Safety Training Schedule for March

Registration information.

	Course Title
	Date
	Time

	Biosafety
	March 12
	1 p.m.              

	Bloodborne Pathogen
	March 13 
	9 a.m.              

	Bloodborne Pathogen
	March 26 
	1:30 p.m.         

	Bloodborne Pathogen Refresher
	March 25
	1:30 p.m.         

	Confined Space
	March 4 
	9 a.m.              

	Laboratory Chemical Safety
	March 11 
	9:15 a.m.         

	Radiation Safety Orientation
	March 11 
	1 p.m.              

	Radiation Safety Orientation
	March 27 
	9:30 a.m.         

	Respiratory Protection
	March 18 
	2 p.m.              

	Safe Use of Biological Safety Cabinets
	March 19 
	9:30 a.m.         

	Safety Orientation Non-Lab
	March 5 
	8:30 a.m.         

	Shipping and Transport of Hazardous Biological Agents
	March 19 
	1 p.m.              

	Tuberculosis Awareness
	March 18 
	9 a.m.              


 

IT and Computer Courses from the Organizational Development and Learning Center for March

Registration and location information. 

	Course
	Dates
	Times

	March
	 
	 

	Excel 2003: Level 2
	March 3 
	9 a.m.-12 p.m.

	Excel 2003: Level 3
	March 5 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003
	March 3 
	1:30-4:30 p.m.

	Be Productive in Excel 2007
	March 4 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	March 5 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	March 5 
	1:30-4:30 p.m.

	Buying Laboratory and Medical Supplies using SciQuest eProcurement
	March 5 
	1:30-3:30 p.m.

	Adobe Dreamweaver CS3: Level Two
	March 6 
	9 a.m.-4:30 p.m.

	Word 2003: Tabs & Tables
	March 6 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003
	March 6 
	1:30-4:30 p.m.

	Microsoft Outlook 2003
	March 10 
	9 a.m.-12 p.m.

	Excel 2003: Level 1
	March 10 
	9 a.m.-12 p.m.

	Excel 2003: Level 2
	March 12 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003
	March 11 
	1:30-4:30 p.m.

	Buying Office & Computer Supplies/Equip.m.ent using SciQuest eProcurement
	March 12 
	9-11:30 a.m.

	Microsoft Outlook 2003
	March 14 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	March 14 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	March 14 
	1:30-4:30 p.m.

	PowerPoint 2003: Level 1
	March 17 
	9 a.m.-12 p.m.

	PowerPoint 2003: Level 2
	March 19 
	9 a.m.-12 p.m.

	Windows XP: Level 1
	March 18 
	9 a.m.-12 p.m.

	Windows XP: Level 2
	March 20 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003
	March 18 
	1:30-4:30 p.m.

	Microsoft Outlook 2003
	March 19 
	1:30-4:30 p.m.

	Microsoft Entourage 2004 for the MAC
	March 19 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	March 19 
	1:30-4:30 p.m.

	Accuship Online Shipping Solution
	March 19 
	9-11:00 a.m.

	Be Productive in PowerPoint 2007
	March 24 
	9 a.m.-12 a.m.

	Microsoft Entourage 2004 for the MAC
	March 24 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for the MAC
	March 24 
	1:30-4:30 p.m.

	Microsoft Outlook 2003
	March 25 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003
	March 25 
	1:30-4:30 p.m.

	PowerPoint 2003: Level 1
	March 25 
	9 a.m.-12 p.m.

	PowerPoint 2003: Level 2
	March 27 
	9 a.m.-12 p.m.

	Access 2003: Level 3
	March 25 
	1:30 p.m.-430 p.m.

	Access 2003: Level 4
	March 27 
	1:30 p.m.-430 p.m.

	Be Productive in Access 2007
	March 26 
	9 a.m.-12 p.m.

	Be Productive in Access 
	March 28 
	9 a.m.-12 p.m.

	Buying Laboratory and Medical Supplies using SciQuest eProcurement
	March 26 
	1:30-3:30 p.m.

	HTML 4.01: Web Authoring - Level 1
	March 27 
	9 a.m.-4:30 p.m.

	Excel 2003: Level 2
	March 31 
	9 a.m.-12 p.m.

	Excel 2003: Level 3
	April 2 
	9 a.m.-12 p.m.


 

Additional Training Opportunities from the Organizational and Learning Center

Registration and location information.

	Course
	Dates
	Times

	March
	 
	 

	Retirement Seminar for C&T and S&M
	March 4
	5-8 p.m.

	Retirement Seminar for C&T and S&M
	March 5
	5-8 p.m.

	Retirement Seminar for C&T and S&M
	March 6
	5-8 p.m.

	Creating a Career Plan
	March 5
	9 a.m.-12 p.m.

	Myers-Briggs Type Indicator Workshop I - Understanding Personal Preferences
	March 6
	1-4 p.m.

	Strategies for Successful Time Management
	March 6
	9 a.m.-12 p.m.

	Principles and Practices of Contract Administration for Managers
	March 7
	9 a.m.-12 p.m.

	Pathways I
	March 12
	9 a.m.-4 p.m.

	Pathways I
	March 18
	9 a.m.-4 p.m.

	Pathways I
	March 19
	9 a.m.-4 p.m.

	Retirement Seminar for M&P and FAC
	March 17
	5-8 p.m.

	Retirement Seminar for M&P and FAC
	March 18
	5-8 p.m.

	Retirement Seminar for M&P and FAC
	March 20
	5-8 p.m.

	Business Writing
	March 19
	1-4 p.m.

	Business Writing
	March 26
	9 p.m.-12 p.m.

	Making Your Resume Work for You
	March 19
	9 a.m.-12 p.m.

	Making Your Resume Work for You
	April 2
	9 a.m.-12 p.m.

	Delegating Skills
	March 24
	1-4 p.m.

	Supervisory Education Program: Shifting Perspectives Looking at Roles & Work Relationships Differently
	March 24
	9 a.m.-12 p.m.

	Yale University Police Department Citizen's Police Academy
	March 25
	6-8:30 p.m.

	Yale University Police Department Citizen's Police Academy
	April 1
	6-8:30 p.m.

	Yale University Police Department Citizen's Police Academy
	April 8
	6-8:30 p.m.

	Yale University Police Department Citizen's Police Academy
	April 15
	6-8:30 p.m.

	Yale University Police Department Citizen's Police Academy
	April 17
	6-8:30 p.m.

	Yale University Police Department Citizen's Police Academy
	April 22
	6-8:30 p.m.

	Slaying the Email Dragon
	March 25
	9-11 a.m.

	Supervisory Education Program: Managing Up
	March 26
	9 a.m.-12 p.m.

	Expressing Yourself: The Art of Being Understood
	March 27
	9 a.m.-12 p.m.

	Introduction to Mindfulness Meditation
	March 31
	12-1p.m.


Sustainability
Surplus Chemicals and Plexiglass Shielding Available from OEHS

To minimize waste, the Office of Environmental Health & Safety stores surplus chemicals in good condition and used Plexiglass shielding and offers them free of charge to the University community. 

Laboratory personnel interested in receiving free chemicals that are unopened and or unexpired are encouraged to review the chemical redistribution list. If you would like any of the available chemicals from the list delivered to your lab or if you have any chemicals available for redistribution, please call 432-3219.

If you are interested in the Plexiglass shielding, please review the quantities and types available and then contact Safety Advisor, Michael Kaseta at 737-2104.

OEHS will fill order requests on a first-come, first-served basis.

General Interest

Rate increases from USPS May 12 

On May 12 prices will be adjusted for U.S. Postal Service mailing services including first-class mail, standard mail, periodicals, package services and special services.

Select prices

	Current
	New 
	 

	41¢
	42¢
	First-Class Mail letter (1 oz.)

	58¢
	59¢
	First-Class Mail letter (2 oz.)

	26¢
	27¢ 
	Postcard

	97¢  
	  

$1.00
	First-Class Mail large envelope (2 oz.)

	$2.65  
	$2.70  
	Certified Mail   

	69¢
	72¢
	First-Class Mail International letter to Canada and Mexico (1 oz.)    

	90¢ 
	94¢
	First-Class Mail International letter to all other countries (1 oz.) 


  

Other pricing highlights

· A First-Class Mail stamp will be 42¢. 

· Customers can continue to use Forever Stamps they purchased for 41¢, even after the price change. 

· No change in the First-Class Mail single-piece additional-ounce price. 

· Lower additional-ounce price for presorted First-Class Mail letters. 

· Lower pound price for Standard Mail saturation and high-density flats. 

· Shape-based pricing for First-Class Mail International letters, flats, and parcels. 

· First-Class Mail International price groups expand from five to nine groups.

About Business Management at Yale 

Business Management at Yale provides important and timely information to the community of business management professionals at Yale University.
This electronic publication supports the efforts of Finance and Administration staff to deliver high quality service to members of the Yale community.

Robert McGuire, Interim Editor

Website:  http://www.yale.edu/hronline/busmgr/
Submission Guidelines

Business Management at Yale uses a modified Associated Press style.  Contributors are asked to submit articles using the inverted pyramid style of writing whenever possible.  The editors reserve the right to edit submissions for length, content, or style.

If the information submitted is available on your website, please provide a link to the original source material.  

Provide a descriptive title for your article to give readers a clear expectation of the content.

For more information about using the inverted pyramid style of writing, please click here.
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