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

United Way: It's Not Too Late to Make a Pledge


As Yale’s 2005-2006 United Way campaign nears the finish line, more than $718,000 in pledges and matching funds has been raised from over 2,358 employees, retirees, and students. This is a welcome increase in donors from last year's 1,247 at this time. The amount pledged so far is a hopeful sign that the million-dollar goal is possible, but there is still a way to go. (Last year Yale raised $900,000 from 1,458 members of the Yale community.) 
Even though November has passed, it’s never too late to donate to this worthy cause.  Judith Hackman, chair of the campaign for Yale, urges those who haven't yet made a pledge to take advantage of this opportunity to improve lives in the New Haven community.  For more information or to pledge online, please visit the Yale United Way website at www.yale.edu/unitedway.

Giving a Different Kind of Gift

In honor of a friend or relative, Reach Out provides the opportunity give an “alternative gift” – a gift of food, medicine, livestock, or education – to areas in need overseas, nation-wide, and right here in New Haven.  Enjoy alternative gift shopping and unique gifts offered by international organizations and local New Haven agencies, and performances by Yale’s world music groups:

Alternative Gift Market 
Tuesday, December 6th, 2005 • 1-6pm 
Dwight Hall Common Room

67 High St., New Haven 

Contact ankita.ritwik@yale.edu with any questions.

Sponsored by Reach Out: The Yale College Partnership for International Service & Dwight Hall at Yale

Nighttime Shuttle Service Is Improved

The University is pleased to announce several improvements to the nighttime shuttle (or “minibus”) service that will be effective Monday, 11/28.  The shuttle offers safe, free and convenient transportation to the Yale community seven days a week, year round, and we encourage you to also use the minibus at night as a safe, reliable way to travel throughout the area.  

Call 432-6330 for the minibus or 432-WALK for escort service; a uniformed Yale security officer will be dispatched to your location.  Visit www.yale.edu/minibus for detailed routes and service areas.

Between 6:00 PM and 1:00 AM, beginning November 28, service will include:

· A new bus will take passengers to their door from the Sterling Library area. The bus will make pick ups every 15 minutes along Wall Street at Woodbridge Hall, Rose Walk and the Law School.

· A new "Blue Line" with regular service between the residential colleges and the Dwight/Edgewood/Park/Howe neighborhood. 

*Note: This "Blue Line" route will run between 8:00 PM and 3:00 AM.

· Four buses traveling scheduled route around campus followed by door-to-door service for those requesting it (just stay on the bus until the route ends); wait time between shuttles will now be 10 minutes.

· Regular service to and from Union Station.

· Two Special Services vans providing door-to-door service for those with special needs.

In addition to scheduled routes around campus, door-to-door service is available on request between 6:00 PM and 1:00 AM within a large zone. After 1:00 AM, all service is door-to-door.  When you’re being dropped off at your door, the driver will wait to ensure you have made it safely to your entrance before leaving. All drivers have been made aware of the increased need for vigilance at night, and the administration is working closely with the Police and Security Departments to ensure a safe and comfortable experience for all passengers.

A number of these improvements were put into effect several weeks ago and early indications are that they are already making a difference in passenger satisfaction.  Yale will continue to revise and improve service based on passenger feedback.  You are encouraged to share any comments by e-mailing yale.transit@yale.edu.

S.T.O.P. – How to Secure your Computer

The key to the S.T.O.P. (Security Tracking of Office Property) program is a "unique, tamper-proof patented plate, with barcode and indelible tattoo -​ a simple, inexpensive solution to three major problems associated with overseeing office equipment: theft prevention, equipment recovery, and asset tracking."

•  The security plate is sealed to your computer case. Requiring up to 800 pounds of force to remove, the plate bears a unique ID number, a warning message, and an 800 number (to call for ownership verification and anti-theft information).

•  An indelible tattoo​ underneath the plate ​ is automatically chemically etched into the case when the plate is sealed.

•  If a thief succeeds in removing the plate, a "STOLEN PROPERTY" message ​ permanently embedded in the casing ​ would be revealed with your company ID number and the 800 security phone number.

•  A bright red Police Identifiable Warning Sticker adds to the deterrence effectiveness.

•  The device makes the computer worthless for thieves since it is virtually impossible to resell. It allows rapid tracking of lost or misplaced equipment.

•  Each plate ID number is registered in the S.T.O.P. international database, along with the equipment description and ownership information.

A simple 800 call to S.T.O.P. quickly verifies the legitimate owner. Stolen property is reported to the anti-theft hotline. S.T.O.P. will immediately help to notify the police and register your property with the FBI and INTERPOL.

The cost is $20.00 for a three-year period.

If you or your department wishes to have these theft deterrent items placed on your computers:

Central Campus: Please contact Pat Killips at 2-2873, or e-mail patrick.killips@yale.edu.

Medical School: Please contact Tom Langner at 737-5728, or e-mail thomas.langner@yale.edu.

For additional information on Security Services, please dial 785-5555 or visit www.yale.edu/securityawareness/.

Recycling Phone Books


Please recycle your old SNET and Yale telephone directories.  If your building receives a stack of new directories simply pile your old directories next to the stack for removal by housekeeping.  If your building receives directories one by one please place them in or immediately adjacent to a recycling bin for paper.  For further information please contact Yale Recycling at 432-6852.

Yale's Traffic, Receiving and Stores will be delivering new SNET and other public service phone directories over the next month or so.  If you are in charge of requesting directories for your department and need to adjust the number of directories you receive for next year please contact Telecommunications by e-mailing jeff.euben@yale.edu.
Weight Watchers at Yale

Want to take care of yourself and feel great regardless of the season?  There is no better time to start losing weight than now.  Join the Weight Watchers group at the Yale School of Management (52 Hillhouse Avenue) in Steinbach Lounge on December 15th from 12:00 to 1:00 pm for an open enrollment meeting.  With a minimum of 15 pre-paid members, Weight Watchers will offer a 12-week series for $152 per person beginning January 5, 2006.

For further information, contact diane.temple@yale.edu.
2006-2007 Scholarship Awards for Continuing Education for Women 

The Yale University Women's Organization is offering scholarships to women in the Yale community whose formal education has been interrupted or delayed. Applicants are judged upon merit and need/family income.

To receive an application form, write to Betty Ann Levitin, 11 Debra Lane, Branford, CT 06405. Please indicate your connection to Yale, and enclose a self-addressed stamped business-size envelope.

If you have any questions, contact Mrs. Levitin at 203-488-5862. Additional information can be found on the YUWO website at www.yale.edu/yuwo/scholarships.html.  Completed applications must be postmarked by March 1, 2006. 

Human Resources --------------------------------------------------------------------------
Important News: Flexible Spending Accounts (FSA)

1. Monthly-paid employees, who want to receive an FSA reimbursement in their December paychecks, need to submit claims to the Benefits Office no later than December 5 in order for timely payroll processing. This change in the payroll schedule for December is due to the holiday recess period. Participants have been notified of this December payroll deadline.

2. Participants with balances in their 2005 flexible spending accounts (FSA), who are still employed at Yale as of December 31, 2005, will be able to incur eligible expenses until March 15, 2006, the end of the IRS “grace period extension” to “use it” before “losing it.” Claims reimbursed from a 2005 FSA cannot be resubmitted to ADP for reimbursement from a 2006 FSA. That is, the employee cannot be reimbursed more than once for the same eligible expense. These 2005 claims must be received by the Benefits Office no later than April 30, 2006, to avoid forfeiting the balance. Letters have been mailed to participants’ home addresses with balance information.

3. To participate in a flexible spending account for the 2006 plan year, a new election needs to be made by December 16, 2005. FSA elections do not carry forward from year to year. Please direct employees to visit www.yale.edu/openenrollment for information regarding Automated Data Processing (ADP), the new administrator for claim reimbursement processing for the 2006 plan year. Useful tools, such as FSA calculators and lists of eligible expenses, are available to help make decisions. From this open enrollment site, employees will be able to access employee self-service for quick and easy enrollment. At the end of the enrollment process, enrollees should print a copy of the confirmation page for their file. 
Reminder: Expanded Sick Time Policy 

As of November 1, staff can now use accrued sick time for the care of an eligible family member.  Until now, caring for ill children or parents required that a staff member use his or her personal or vacation time that had been accumulated through the University’s paid time off benefits.  

Eligible family members are defined as: child, spouse, parent, parent-in law and same sex domestic partner. Sick time may be used for those family members in the following circumstances: 

· The care of an eligible family member who is ill or injured 

· Accompanying an eligible family member to a medical or dental procedure or checkup related to illness or injury

· Attending to an eligible family member who is hospitalized

If the time off is for the care of a family member with a serious health condition, such absence may be covered under provisions of the CT Family and Medical Leave Act (FMLA).  Please contact your human resource generalist for further information about the use of the Family and Medical Leave Act (FMLA).   

Some FAQ’s about the use of the expanded sick time policy
1. 
Q. Am I required to use sick time for the illness of family members or may I continue to use my personal and vacation time?

A.  No, you are not required to use sick time for family illness.  Many employees choose to save or "bank" their sick time in case they have a major illness. The University's Long-term Disability Plan does not pay benefits until you have been out of work for six months.  Others may choose to save their sick time for pregnancy disability or child rearing leave.


2. 
Q. Can I get my personal or vacation time previously used to care for ill family members re-credited as sick time?


A. No. The policy is not retroactive; it takes effect November 1, 2005 and pertains to the usage of accrued sick time going forward.

3. Q. As a supervisor, how do I handle the situation if I am concerned that an employee is abusing the extended family sick time policy?

A. You would handle it in the same way as other concern about an abuse of sick time. Alert the person that in the future, a note from a health care provider would be required.

4. Q.  As a supervisor, how do I manage this new policy with my staff?

A.  We suggest that you set up a meeting with your staff members to discuss how this new policy will work with your existing departmental policy for notification of the need for unscheduled time off.  For example, if your departmental policy is that staff are required to call in at least an hour before their scheduled shift, and to leave a message on your voice mail indicating that they are ill and cannot come to work, you would require them to use the same procedure if they have to take their sick child to the doctor. 

5. Q. I am a supervisor. Under what conditions can I request confirmation of a personal illness, injury, or medical/dental appointment, or the need for family care, under the use of “family sick time?”

A. A supervisor may require confirmation of a personal illness, injury, or medical/dental appointment, or the need for family care, through a licensed provider’s statement, when any of the following apply: 

· An employee has been absent on three or more consecutive days

· The employee has a pattern of absenteeism

· The employee has received prior disciplinary action for absenteeism during the prior twelve months 

· The supervisor has substantial cause to believe that the claim is false

New Carrier for Life Insurance and AD&D

We are pleased to announce that effective January 1, 2006, Standard Insurance will be replacing Aetna as the new carrier for the non-contributory and contributory life insurance programs as well as accidental death & dismemberment (AD&D).

Your existing policies with Aetna will transition automatically to Standard Insurance. Standard Insurance is currently our long-term disability carrier and will be the new life insurance and AD&D carrier beginning in January 2006.

If you have a supplemental life insurance policy in place, you will also notice a decrease in your payroll deductions beginning with the December payroll. The University was able to negotiate a reduction in the cost of supplemental life insurance for Faculty and Staff by 16% - 21% depending on age and salary.

If you have any questions, please contact the Benefits Office at 2-5550 or via e-mail at benefits.office@yale.edu.

Learning Center and Other Training ---------------------------------------------------------------
New Child-Care Directory is Now Available

The Yale WorkLife Program now offers a comprehensive on-line, child-care directory for members of the Yale community. The directory features a search system that can sort licensed child-care centers by town, accreditation status, and the age of children served by the particular center. The website also provides a link to Mapquest, so parents/guardians can obtain directions and determine each center’s distance from their home. The directory is just one of Worklife’s multitude of family-related resources. Staff can access the directory by visiting http://econtent-01.its.yale.edu/worklife/ccdir.asp.
A Special Gift for New Yale Parents

Balancing work with the arrival of a new child can be difficult, and now Yale offers parents (faculty, staff and post-docs) support to make the transition a little easier. As a new component of Yale’s WorkLife program, which is designed to “improve the quality of life for members of the Yale Community and their families,” the Department of Human Resources will now be sending University employees who adopt or give birth to children a “New Parent Packet” containing helpful information to ease the daily challenge of balancing work and family life.
 
The packet includes a gift for the child and a wealth of information for parents about University services such as babysitting and day care as well as tips and advice on flexible work schedules. The packet even comes with a selection of “favorite songs, games and art activities” compiled for children by the staff of Yale’s affiliated child care programs.
 
To request that a New Parent Packet be sent out or for more information, please e-mail worklife@yale.edu or call Susan Abramson at 2-8069 with the following information:

· Parent name 

· Yale affiliation (Faculty, M & P, C & T, S & M, Post-doc) 

· Home address 

· Child' s date of birth (for size appropriate gift) 

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

New Workshop Will Explore “Rankism” in the Workplace

Robert Fuller, author of "Somebodies & Nobodies: Overcoming the Abuse of Rank," will speak about the ultimate "ism" – rankism – on February 2, 2006.  Dr. Fuller defines rankism as the treating of others like nobodies based on any perceived difference in importance. He notes that, "the familiar isms could be seen as subsepecies of rankism." Come explore this new concept with Dr. Fuller in this lecture. Later in the day, Dr. Fuller will also be conducting a two-hour workshop for a limited number of participants.

To register for the class, visit the Learning Center website: http://learn.caim.yale.edu/lcdb/courses/classinfo.asp?CourseID=981.

Learning Center Classes

December

Ethics in the Workplace: What Does It Mean to be Good on the Job?
Dec 6

Developing an Exceptional Workplace Culture
Dec 7

What to Say and How to Say It for Supervisors and Managers
Dec 8

January

Considering Guests with Disabilities When Planning Events
Jan 11

Creating a Career Plan
Jan 18

Expressing Yourself: the Art of Being Understood
Jan 18

FOCUS: Giving and Receiving Feedback for Supervisors
Jan 18

FOCUS: Giving and Receiving Feedback for Employees
Jan 18

FOCUS: Goal Setting for Supervisors and Employees
Jan 18

Communication: Effective Listening
Jan 19

Pathways I
Jan 23, 24, 26

Pathways II
Jan 24, 25

FOCUS: Giving and Receiving Feedback for Supervisors
Jan 31

FOCUS: Giving and Receiving Feedback for Employees
Jan 31

FOCUS: Goal Setting for Supervisors and Employees
Jan 31

WorkLife Series
Child Care Information Session





Jan 18

IT Computer Courses

Register at www.yale.edu/learningcenter
Operating System

Computers Made Easy
Jan 17

Internet Basics
Jan 30
Windows XP: Level 1 
Jan 24, 26

Scheduling & E-mail

Eudora Pro: Level 1
Dec 5; Jan 30

Introduction to Meeting Maker
Dec 13; Jan 10

Microsoft Office
Excel 2003: Level 1
Dec 6, 8; 12, 14; Jan 17, 19
Excel 2003: Level 2
Jan 23, 25

Excel: Formulas and Functions
Jan 17
PowerPoint 2003: Level 1
Dec 6, 8; 12, 14
PowerPoint 2003: Level 2

Word 2003: Level 1
Dec 6, 8
Word 2003: Level 2

Word 2003: Merging Letters, Envelopes, and Labels
Jan 24

Database Applications

Access 2003: Level 1
Dec 5, 7; Jan 9, 11

Access 2003: Level 2
Dec 6, 8; Jan 23, 25

Website Design
HTML 4.01: Web Authoring - Level 1
Jan 30

Web Editor: Dreamweaver MX: Level 1
Dec 7; Jan 27; 31

Oracle Training 

A complete list of Oracle training courses is at www.yale.edu/xtrain. Courses are grouped under Procurement, Human Resources, General Accounting, Financial Planning & Reporting and Other Training. Registered and approved participants are notified of course dates and time.

Procurement

Accuship

Corporate Express: Online Ordering of Office Supplies

Internet Procurement - Temporarily Suspended

Office Supplies: Online Ordering with Corporate Express

Procurement Inquiry (Responsibility Only)

Purchasing Card Training

Travel and Expense Reimbursement (Distributed Authority)

Simple Web Allocation Process (SWAP)

VIP Number Requests and Assignments

Web Invoice Payment (WIP)

Human Resources

C&T, Casual and Student Payroll 

Casual Employee Setup and General Employee Maintenance

View HR Records with Salaries Responsibility (Medical School Employees Only)

General Accounting 

Custom Commitments Responsibility

Effort Reporting and Certification

Journal Entry/Staging Area (JSA)

Labor Distribution (LD)

Receipts Identification Form - Cash Receipts (RIF)

Financial Planning 

Data Warehouse Reporting for HR/LD/Payroll

Data Warehouse Reporting for New Users

Introduction to Brio Query 6

Budgets--Grant and Contract Oracle Financial Analyzer (OFA)

Other Training 

User Access TAC Training 

Safety Training 

Office of Environmental Health and Safety

135 College Street, Room 15 ▪ 7-2133

www.yale.edu/oehs/trainreq.htm
Biosafety Training
Dec 13
Bloodborne Pathogens Initial Training
Dec 6, 21
Bloodborne Pathogens Annual Retraining
Dec 7, 20; Jan 10, 19

Laboratory Chemical Safety
Dec 6

Radiation Safety Orientation
Dec 8, 20

Respiratory Protection
Dec 19
Safe Use of Biological Safety Cabinets
Jan 12

Safety Orientation for Non-Laboratory Personnel
Dec 7
Shipping and Transport of Hazardous Biological Agents
Dec 8
Tuberculosis Awareness
Dec 14
Web Training:

Bloodborne Pathogens for Laboratory Workers http://info.med.yale.edu/bbp/ 

Bloodborne Pathogens for Healthcare Workers http://learn.caim.yale.edu/bbp/clinical/index.html
Hazardous Chemical Waste Management  http://info.med.yale.edu/chemhaz
Laboratory Chemical Safety http:info.med.yale.edu/chemsafe/

Tuberculosis Awareness http://www.yale.edu/oehs/TB/index.htm
Call 7-2133 to schedule the following courses:

· Advanced Biosafety Seminar

· Hazardous Chemical Waste Management

· Noise and Hearing Conservation

· Office Ergonomics

· Radiation Safety Survey/Spill Seminar
Procurement -----------------------------------------------------------------------------------
Letter from John Pepper: Procurement Improvement Program

Dear Colleagues,
I’m writing to update you on our Procurement Improvement Program and ask for your participation to enable it to save you more money and provide you better service.

Procurement savings represent by far the most significant means for cutting expenses in ways that will allow us to support our program needs and have a balanced budget. We spend over half a billion dollars per year on non-salary goods and services. More than a year ago, after considerable study, we set a medium-term goal of achieving savings of $25-30 million per year. We got off to a good start last year with savings of over $5 million; this year we’re shooting for an additional $7+ million. Here are the keys to making further progress in which we ask for your participation:

1. Consult and partner with Purchasing Services early in your major expenditures. The purpose is simple – take advantage of the savings that will come from competition and from our institutional volume. We have already saved over $600,000 this fiscal year by coordinating facilities maintenance agreements. With the encouragement of Pat Nolan in MB&B, we launched a program to consolidate lab equipment purchases. It has been remarkably successful, with savings already of tens of thousands of dollars 

2. Increase your understanding of our Procurement Improvement Program. Procurement offers on-site courses on "Strategic Sourcing" which teach any member of our buying community how to be a "smart" purchaser. Over 150 people have attended this training, representing 45 departments. They have given it high marks. You can learn more at http://www.yale.edu/procurement/buildingcapabilities .

3. Adopt Yale’s new eProcurement solution (SciQuest), Expense Management System and the improvements to Travel Services to save significant time and money. The Yale community participated in pilot programs for these solutions and early experience has been very positive. They are now ready to be rolled out campus-wide. 

Yale’s eProcurement Solution: This new buying solution features a shopping environment containing over one million items from more than 60 suppliers with Yale contract pricing. It will bring three major benefits: 1) It dramatically reduces the time from "needs" to "delivery" by automating the buying process and provides leverage to negotiate better contracts; 2) It makes it easier for users to identify the lowest cost for the items they need; and 3) Compared to other procurement approaches (e.g., VIP phone ordering), it will dramatically decrease bounces, holds, JSA’s and cost transfers due to the upfront collection and validation of charging instructions. Reducing the need for cost transfers is especially important to improving compliance with federal regulations. 

The University has a goal of bringing 80% of Departments on board by fiscal year-end. For more information and to read a representative group of testimonials, visit http://www.yale.edu/procurement/eprocurement/. Procurement will be sending a communication on the steps involved to get a department into SciQuest. 

Yale’s Expense Management System: We have expanded our Purchasing Card program to allow faculty and staff to use the p-card for travel-related expenses. The paper-based expense reimbursement process and monthly procurement card statements are being replaced with a new web-based tool that allows you to enter your expense report and route it for approval electronically. These initiatives are resulting in faster cash reimbursements, less out-of-pocket expenses for travelers and a more productive process for reporting and approving travel expenses and miscellaneous supply purchases. You can view a summary of these upcoming improvements at http://www.yale.edu/oboe/aeo/EMSOverview.pdf 

Improvements to Travel Services: Based on the suggestions of travelers and travel arrangers, we began an initiative to lower travel costs, simplify policies and improve the travel experience for those traveling on Yale business. A team has been working with departments to pilot a new on-line and full service travel agency approach, using Orbitz for Business. What we are learning from the departments taking part in our pilot is proving invaluable as we look to roll out a full implementation to the Yale community. You will hear more about this in the coming months, and I believe the end product will be simple to use and well connected to our existing business practices in business offices. For more information please visit http://www.yale.edu/travel/ 

A coordinated deployment team will be contacting your Business Office to discuss specific deployment plans over the next weeks and months.

These key areas are critical to the success of our institution-wide procurement improvement program. Thank you for your support.

John E. Pepper, Jr.
Vice President for Finance & Administration

BUG Report 702a Improves Visibility to Invoice Holds

Business Offices no longer have to wait for a hold notification from AP Holds to know what transactions are on hold.  The BUG 702a AP Holds report shows all invoices on hold for your department.  You may also use Procurement Inquiry to view the image of a transaction and then send an email to ap.holds@yale.edu with charging and approval to release an invoice from hold.  

To determine the appropriate course of action for the particular hold type, review the Invoice Holds Description and Resolution worksheet available on the Procurement web site http://www.yale.edu/procurement/ap/InvoiceHolds.htm.  For assistance with invoice holds, please contact ap.holds@yale.edu. 

Helpful Tip:  To view an invoice image in Procurement Inquiry, click on link on the Invoice Detail screen to “View Image” at the bottom of the right column above the PTAEO lines.  When asked if you want to open or save the file, click “Open.”
Related article: http://www.yale.edu/hronline/busmgr/0507/procurement_b.html
Holiday Recess Processing Deadlines

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

Submit purchase requisitions to Purchasing Services by December 7, 2005.

Submit employee reimbursements and check requests to Accounts Payable by December 19, 2005.  These checks will be mailed out promptly.

Submit invoices to Accounts Payable by December 15, 2005.


Closing out in Accounts Payable will begin on December 22, 2005.


NOTE:  In order to process transactions by these dates, transactions must be free of errors.    

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

Full-Service Catering and Liquor Stores: New Buy-Pay Approach

In support of our new University-wide contracts for Catering and Liquor Stores, beginning January 1, 2006, Catering and Liquor Store transactions that have established contracts will no longer be payable via Web Invoice Payments (WIP). Instead, use these new contracts to select a reliable and reputable full-service catering service or liquor store. To purchase, simply contact the vendor directly and then pay with an enabled Yale Purchasing Card.

For more details, please consult the Contract Listing at http://www.yale.edu/procurement/contractlisting/commodity.html
This Buy-Pay approach applies to the following suppliers:

Liquor Stores:
Mt. Carmel Wine & Spirits Co. 

Catering Rentals:
Abbey Tent & Party Rentals
General Rental Center, The Party Store 

Full-Service Catering Services:
Cranberries Catering & Cafe DBA Mariela Spencer
Culinary Concerts, Inc.
Jordan Caterers and Event Planners
LaCuisine
Marcia Selden Custom Catering
Nini's Bistro Grand Gourmet DBA Felix Proto
Union League Cafe 

Refer also to the previous article in September 2005 edition of Business Management Monthly News.
Administrative Services ------------------------------------------------------------------------------

Holiday Mailing Notes
Christmas Planning
Christmas is less than five weeks away.  It's time to plan for mailing your holiday cards and packages.  The US Postal Service has just updated its site with a link to lots of helpful information for the holidays this year.  Follow their advice to ensure that all of your holiday mailings get delivered safely and on time.  Check out the link at: http://www.usps.com/holidayguide/

Medical Mail Room Holiday Schedule: 

Friday, Dec. 23 - closing at 2 PM 

Monday Dec. 26 - closed 

Tuesday Dec. 27 - regular hours 7:00 am - 3:30 pm. 

Wednesday Dec. 28 -regular hours 7:00 am - 3:30 pm. 

Thursday Dec. 29 -regular hours 7:00 am - 3:30 pm. 

Friday Dec. 30 - closing at 2 PM 

Monday Jan. 2 - closed

For Central and Science areas ONLY:

Christmas Mail Service Needs

Mail deliveries will not be made on holiday observance days Monday 12/26 and Monday 1/2 to allow our mail clerks to enjoy the holidays with their families.  Normal mail delivery will resume on Tuesday, January 3, 2006.

In order to determine mail service needs for the University during our Christmas recess, information is required from your building. Please check with your building service coordinator to see if your building WILL BE OPEN during the Christmas Recess.  If it will be, please print the form on the next page, circle the dates that you will require mail service, fill out the bottom portion of the form and return it via Campus Mail to Lynne at Yale Mail Service, 100 John Murphy Drive, or fax it to 4-9312 (please do not mail form if you fax it).  If no reply is received from your building by Thursday, Dec. 15th, no mail deliveries will be made during recess dates.  

PLEASE NOTE: If you are not the person responsible for making this decision, please forward this form to that person.  We want to be able to deliver mail to all buildings that will be open and require mail service during the recess period.  Thank you for your assistance!
Request for Mail Service

Dates Required (please circle):

Friday, Dec. 23

Tuesday, Dec. 27

Wednesday, Dec. 28

Thursday, Dec. 29 

Friday, Dec. 30

DEPT or BUILDING:   

_________________________________________________________

DELIVERY ADDRESS: 

_________________________________________________________

PERSON FILLING OUT FORM: 

_________________________________________________________

TELEPHONE: 

_________________________________________________________

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

Treasury Services – Recess Hours


Treasury Services will be open for RIF drop-off ONLY during the following times:

Friday, December 23, 2005
 
9 am –11 am

Monday, December 26,2005

CLOSED
Tuesday, December 27, 2005
9 am –11 am
Wednesday, December 28, 2005
9 am –11 am 

Thursday, December 29, 2005
9 am –11 am
Friday, December 30, 2005

9 am –11 am
Monday, January 2, 2006

CLOSED

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 22, 2005, at 4 pm.

REMINDER – The grace period for submitting vouchers with receipts over 90 days old expires on December 22, 2005 at 4 pm. Please be sure your department is up to date!
Web W-2 Forms

This year, 2005 W-2 forms will be available online for all active W-2 recipients.  The benefits include getting your W-2 prior to the regular mailing, as well as the convenience of printing the form any time of the day or night at your own printer.  To get started, you will need to know your Yale Net ID and PIN. You will receive an email in January 2006 letting you know exactly when you can access the W-2 website.  See www.yale.edu/w2.

International Update -------------------------------------------------------------------------
Visit OISS at its New Location

Visit OISS (the Office of International Students and Scholars) in our new home at 421 Temple Street.  Visitor parking is available for drop offs and appointments at OISS.  Be sure to pick up a visitor's permit and put it on your dashboard.

Other Administration -------------------------------------------------------------------------
Other Resources: 
ITS Help Desk: call 2-9000; email helpdesk@yale.edu 
ITS-Med Help Desk: call 785-3200; email itsmed.helpdesk@med.yale.edu 
Financial Support Services: email ga.usersupport@yale.edu  

If you’re new to BrioQuery 6 and need training, go directly to X-train to register online at www.yale.edu/xtrain, and then choose Financial Planning and Management category or contact the Learning Center at 2-5660.
Other Yale E-Newsletters & Periodicals
Yale Bulletin & Calendar
Benefits 
The Circuit (ITS) 
Controller's Office
Engineering 
Financial Review
Library (Nota Bene) 
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