
Tim Bertaccini 
timothy.bertaccini@yale.edu 

Phone: 2-9969 

DO 
 

• If you have any changes, make them directly on the Excel sheet (any changes 
should automatically become highlighted), press File->Save As, save it to 
your desktop.  Open the document from your desktop, save it, and then email 
it as an attachment to Mark at mark.albis@yale.edu.  Please do not fax. 

 

• For deletions, type in “DELETE” in the last column (under Date Added). 
 

• For additions, use the Additions Template form located at 
http://www.yale.edu/procurement/purchase/EquipmentMaintenance/addform.xls.  Be 
sure to choose Office or Lab. 

 

• If there are no changes, a simple email to Tim will suffice.  Please include 
your department name in all emails. 

 

• If your department does not currently use our PC/Printer University-wide 
maintenance agreement and you would like more information, please contact 
Tim. 

 
• Please check all PTAEOs carefully since many may be expiring on 6/30.  Use 

the online PTAEO validator found here (use the date 7/1/current year): 
https://www-iisp1.its.yale.edu/OnlineVal/PTAEOval.asp 

 

DO NOT 
 

• Do not fax us any changes, deletions, or additions.  Excel documents sent by 
e-mail are much easier to track, quicker, more reliable, and more accurate. 

 

• You cannot add copiers to this maintenance list.  For copier maintenance 
contracts, please contact Sun-Ae Kim at 2-9981. 


