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

University Announces Community Service Day
Coming up this month is an excellent opportunity to work with Yale students, faculty and staff on a project that will contribute to the lives of our neighbors in New Haven. In partnership with Locals 34 and 35, the United Way of Greater New Haven, Yale’s Office of New Haven and State Affairs and Campus Development, and the McDougal Graduate Student Center, the Yale College Council (YCC) will host the Third Annual University-Wide Community Service Day on Saturday, April 22, 2006.  Volunteering with a team from Yale will be a great way to get to know colleagues and students, while making a difference in the community.

Community Service Day will begin with a breakfast for all participants in the McDougal Center at 9:00 a.m. on April 22nd. Projects will begin at 10:00 a.m. and will end by 1:00 p.m. Teams of 10 to 20 Yale volunteers will be assigned to a wide range of service projects throughout New Haven. A list of such projects, some of which include opportunities such as cleaning the trails of East Rock Park, painting the inside of the YMCA, and working at a New Haven book bank, is available at http://yalestation.org/csd . Transportation will be provided to and from campus to the community service locations. 

All Yale students, faculty and staff are strongly encouraged to participate and make a difference. Please volunteer at http://yalestation.org/csd or by contacting the YCC at csd@yalestation.org 

Christopher Wells, former chair of the YCC’s Community Committee, will be organizing the volunteers and their service projects, and he will be in touch about the project you choose.

Service to society is one of Yale’s most cherished values.  Let’s look forward to seeing many members of the Yale community working together on April 22nd!
NOTE: This Official University Message to the Yale Community can also be viewed at:  https://light.its.yale.edu/messages/UnivMsgs/detail.asp?Msg=15746
President Levin and the Officers Applaud the Work of Best Practices

Thursday, March 23, was a very special occasion for the labor-management relationship at Yale as the staff involved in Best Practices efforts met with the Yale Officers to discuss progress on all of the new union-management milestones that have occurred since Best Practices was signed into the Union contracts in the fall of 2003.

The session began with opening comments from the Best Practices Policy Board. Local 35 President Bob Proto commented that "the process has helped change the Yale culture and make for a more effective and efficient work force.” He encouraged people to be open-minded and flexible as the program developed. President of Local 34, Laura Smith, stated that "C&Ts are invested in jobs and the success of the University and now feel that they have a seat at the table." Vice President Bruce Alexander expressed his pleasure in the visible change in the relationships between the unions and management since he was last involved in this process during the negotiation of the contracts.

The executive sponsors and co-chairs of seven Joint Departmental Committees (JDCs) shared their experiences working together to solve problems that will lead to measurable improvements in customer service, productivity and employee satisfaction. They represented the Animal Resources Center, Athletics, British Art Center, Dining, Internal Medicine, Health Services, and the Library. Ernst Huff, associate vice president of Student Financial and Administrative Services, and Mike Schoen, first cook at Berkeley College, presented the success that the Dining Services JDC has worked to bring about. In October 2005 the Dining Services team decided to work on reducing the number of grievances and the use of casual employees, and in just a few months they have made significant progress in resolving outstanding grievances and improving scheduling in the dining halls. Ernie Huff stated, “I am pleased that we have worked cooperatively and employed techniques developed through our JDC experience to achieve positive results in these two areas. Not only have we reduced grievances by 60%, but more importantly, we have devoted attention to preventing their recurrence. We are affecting our use of casual employees by employing a schedule review technique developed by our JDC. This has yielded a 50% reduction in our use of casual employees in five of the residential dining halls.”

The other co-chairs gave brief summaries of their projects and the lessons they’ve learned as they have worked together. President Levin noted that he was pleased to hear how the JDCs have served as a catalyst for labor and management to work together to improve services and productivity, and is looking forward to regular updates from these and other JDCs as they form. The Officers expressed a strong commitment to the committees and the labor-management process and said they hoped to see more groups work on projects that will improve productivity and services for faculty, students, patients, and the entire Yale community.

For more information about Best Practices, visit www.yale.edu/bestpractices/.
Yale Honors University Staff for Years of Service
Yale’s annual Long-Service Recognition Dinner honors staff who have completed 25 years or more of service to the Yale community. This year’s event will take place on April 11 at Commons Dining Hall, with a cocktail hour at 5:00 p.m. and dinner at 6:00 p.m., where President Levin and the Officers will gather to congratulate and celebrate the 248 honorees who have collectively provided thousands of years of service to the University. 
Yale will also honor the more than 900 staff members who, this year, have reached a total of five, ten, fifteen or twenty years of service to the University at the annual Service Awards Day, Wednesday, May 17.  In order to host the large number of honorees, two receptions will be held, the first from 1-2 p.m. and the second from 2:30-3:30 p.m. in the President’s Room at Woolsey Hall, hosted by Linda Lorimer.  Honorees will receive invitations this month that indicate which reception to attend.  Refreshments will be served.  Questions about the event may be directed to Internal Communications at 2-6263.


The WorkLife Program Needs Your Help (www.yale.edu/worklife)
The Yale WorkLife Program is developing a campus map that will identify the locations of men’s and women’s restrooms with diaper changing tables and of rooms designated for breastfeeding or labeled as “mother’s rooms”.

Please send information on the availability of men’s and women’s restrooms with changing tables and/or “mother’s rooms” in your area to the Yale WorkLife Program at worklife@yale.edu or call Susan Abramson at 2-8069.

You can also contact the WorkLife Program for information about resources for developing breast feeding rooms and obtaining changing tables if there is interest in your department or building.

Annual Golf Tournament for M&P
The seventeenth annual Howard Parish Memorial Golf Tournament will take place on Monday, June 5, 2006.  Any managerial or professional employee of Yale University is eligible.  Because we usually have a full field, we cannot allow guests or golfers from other Yale groups.

The tournament will be played in a scramble format. This means each member of the foursome drives from the tee on each hole. The team then selects the best shot and picks up on the other three balls. All four golfers hit from the location of the best shot. This pattern continues until the ball is in the hole. The team records only one score for each hole.  The schedule for the day is as follows:

	12:00 - 12:30
	Sign In / Warm Up

	1:00
	Shotgun Start - Foursomes on Each Tee

	5:30 - 7:00
	19th Hole Reception and Awards Ceremony


The Yale M&P Golf Tournament is named in honor of Howard Parish. Howard died of cancer in 1993 after more than thirty years of service to the Yale community in the dining halls and auxiliary services. Throughout his career, Howard deserved and gained the highest respect of management, co-workers and students.
What You Need To Do
1. Sign up. You may reserve a place by: 

· Calling Marilyn Butanowicz at 436-4245 

· Faxing the sign-up form to 432-5536 or 

· Sending electronic mail to Charles.Paul@Yale.edu. 

If you already have a foursome organized, indicate the names of your playing partners on the sign-up sheet. 

2. Pay up. The cost covers greens fees and partially subsidizes prizes and refreshments. Carts are optional and extra.

· Annual members of the course $20 

· Other staff employees $65 

We require payment by May 26 (if paying by check) or by payroll deduction only. No cash will be accepted. No refunds for cancellations received after May 30. Make your check payable to Yale University and send or bring it with the form below to:

Marilyn Butanowicz
Yale University - Human Resources
Personnel Records - Third Floor 
155 Whitney Avenue
3. Show up by 12:30.  Practice first.

Human Resources -------------------------------------------------------------------------
2005 Flexible Spending Account (FSA) Claim Deadline 

To be reimbursed for eligible expenses from a 2005 Flexible Spending Account (FSA) for either uninsured healthcare (medical/dental) or child/dependent day care, claim forms with appropriate documentation must be submitted to the Benefits Office no later than April 30, 2006.   Otherwise, any unclaimed 2005 balance will be forfeited.

Appropriate documentation must include the name of the provider, name of the person receiving the service, dates and description of services already provided (not codes) and the out-of-pocket cost. Include insurance explanation of benefits if any part of the service was covered by insurance. Dependent Care claims also should include the taxpayer I.D. number of the provider.  Providing appropriate documentation with the original submission will mean more timely reimbursements.  If a claim needs to be returned to the participant for additional information, the reimbursement will be delayed.  Reimbursements for 2005 will be included in the participant’s paycheck.

Claim forms for 2005 FSA expenses can be found online at: www.yale.edu/hronline/benefits/benforms_claim. These claims may be faxed to (203) 432-7575, or mailed by U.S. mail to Yale University, Benefits Office, PO Box 208256, New Haven, CT 06520-8256, or delivered to 155 Whitney Avenue, Room 130.

Expenses incurred during the “grace period” extension (January 1 - March 15, 2006) which have been reimbursed from a 2005 FSA cannot be reimbursed again from a 2006 FSA. However, if the amount of the expense incurred during this “grace period” is greater than the amount that can be reimbursed from a 2005 FSA, the participant can submit the 2006 expense to ADP, claiming only the remaining difference for reimbursement from a 2006 FSA.

Questions concerning this process may be addressed to the Benefits Office by emailing benefits.office@yale.edu or by calling 432-5550.

REMEMBER, claims for the 2006 FSA plan year, need to be submitted directly to ADP. Reimbursement checks for 2006 claims will be mailed to the participant’s home unless an arrangement has been made with ADP for direct deposit reimbursements for these expenses.  ADP claim forms may be found at the above-mentioned site and may be faxed toll-free to 866-392-4090.  ADP Customer Service number is 800-654-6695.

Learning Center and Other Training ---------------------------------------------------------------


Send New Yale Parents a New Parent Packet! 

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.


WorkLife Classes
Helping Children Grow: Nurturing and Supporting Toddlers
Apr 19

College Admissions: How to Get Started on the Process
Apr 28

Marriage 101: Creating a Successful Marriage
May 3

Special Event: Oasis in the Overwhelm with Millie Grenough
May 4

To register, or for more information, go to www.yale.edu/worklife/events or call 432-5660. 

Learning Center Classes

April

Orbitz for Business Travel Clinic
Apr 7, 21, 28 

Myers-Briggs: Understanding Type to Advance Your Career 
Apr 10
Business Writing
Apr 10, 17 
Buying Laboratory and Medical Supplies Using SciQuest
Apr 10, 18, 20, 27 

Expressing Yourself: The Art of Being Understood
Apr 11 

FOCUS: Giving and Receiving Feedback for Employees 
Apr 11 

FOCUS: Giving and Receiving Feedback for Supervisors 
Apr 11 

FOCUS: Goal Setting for Supervisors and Employees 
Apr 11 

New Employee Orientation for Existing Employees 
Apr 17

How to Remember Just About Anybody's Name
Apr 18 
Making Your Resume Work for You
Apr 19 
Behavioral Interviewing for Those Who Hire
Apr 25 

Customer Service for Front Line Service Providers
Apr 25 

Hiring Foreign Nationals
Apr 26 

Oasis in the Overwhelm
Apr 27 

Creating Excellence: Administrative Professionals Day 2006
Apr 28 

May
Retirement Seminar for C&T and S&M
May 2, 3

Marriage 101: Creating a Successful Marriage
May 3

FOCUS: Giving and Receiving Feedback for Supervisors
May 4

FOCUS: Giving and Receiving Feedback for Employees
May 4
FOCUS: Goal Setting for Supervisors and Employees
May 4

Strategies for Successful Time Management
May 4
Creating a Career Plan
May 4

Introduction to Self Defense for Women
May 5, 12

Orbitz for Business Travel Clinic
May 5; May 12; May 26
Cover Letter Workshop
May 8

Refining Speaking and Writing for Speakers of ESL
May 16, 22; May 9, Jun 8

Buying Laboratory and Medical Supplies Using SciQuest
May 9; May 23; May 30
Preparing for the Job Interview
May 11, 18

Buying Office and Computer Supplies Using SciQuest
May 23
Accuship Online Shipping Solution
May 25

Coaching for Development
May 25

Serving Yale’s Multi-Cultural Customers
May 30

Rev It Up Reading: How to Read More Material Faster On Paper and On Screen
May 31
IT Computer Courses

Register at www.yale.edu/learningcenter
Operating System

Computers Made Easy
May 1
Internet Basics 
May 22
Windows XP: Level 1
Apr 11, 13; May 30, Jun 1

Scheduling & E-mail

Introduction to Meeting Maker
Apr 24; May 23
Microsoft Office

Access 2003: Level 1
Apr 24, 26; May 22, 24

Access 2003: Level 2
Apr 17, 19
Access 2003: Level 3
May 1, 3
Access 2003: Complete
Apr 24, 26, 28

Excel 2003: Level 1
Apr 11, 13; May 9, 11
Excel 2003: Level 2
Apr 18, 20; May 22, 24
Excel 2003: Level 3
Apr 10, 12; May 31, Jun 2

Excel 2003: Formulas and Functions
Apr 25
PowerPoint 2003: Level 1
Apr 10, 12

PowerPoint 2003: Level 2
May 15, 17

Word 2003: Level 1 
May 2, 4
Word 2003: Tabs and Tables
May 8
Graphics

InDesign CS2: Level 1 – Creating Basic Publications
Apr 20
Photoshop 8.0: Web Production
May 1
Website Design

HTML 4.01: Web Authoring – Level 1
Apr 18

Web Editor: Dreamweaver MX: Level 1
Apr 19
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 ▪ 5-3550

www.yale.edu/oehs/trainreq.htm
Biosafety Training

May 3
Bloodborne Pathogens Initial Training

May 4, 18
Bloodborne Pathogens Annual Retraining

Apr 13, 25; May 10, 25
Laboratory Chemical Safety

Apr 19; May 11, 30
Radiation Safety Orientation

Apr 11, 27; May 9, 25
Respiratory Protection Training

Apr 18;May 12
Safe Use of Biological Safety Cabinets

May 2
Safety Orientation for Non-Laboratory Personnel
    
May 3
Shipping and Transport of Hazardous Biological Agents
Apr 11
Tuberculosis Awareness

May 17
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 -----------------------------------------------------------------------------------
Save More Grant Dollars Today! - Share This Message
To learn more about collaborating with Purchasing Services to save time and money, view a brief presentation: http://www.yale.edu/procurement/news/SaveMore.ppt
SciQuest Update – PTAEO Now Available

You asked for it...you got it!  PTAEO charging instructions and the VIP description are now visible along with the VIP number in "SciQuest," Yale's new eProcurement solution.  

Why is this important? 

· Shoppers save time ordering - quick access to VIP description eliminates extra steps verifying the correct VIP is being used 

· Approvers save time approving requisitions - eliminates cross-referencing charging instructions on other documents 

· Business Offices save time on documentation and filing - complete charging instructions print out on your purchasing records 

Here's how the PTAEO looks in the latest release of SciQuest (as of 3/20/06):

http://www.yale.edu/procurement/eprocurement/PTAEOChargingInstructionsNowVisible.pdf

Please send questions, comments and suggestions to procurement@yale.edu. Your feedback is important to us!
Year-End Transaction Closing Dates
Accounts Payable: 

· All clean transactions received in Accounts Payable by June 22, 2006 will be processed by June 30, 2006. These transactions include Employee Reimbursements (ERs), Check Requests (CRs), OK-to-Pay invoices and P.O.-matched invoices. 

· Any email requests received in Accounts Payable by June 23, 2006 to take an invoice off of hold status will be processed by June 30, 2006. Any invoice on hold charged to 1007242 (Hold Account) will be cancelled in FY06 and reinstated in FY07. 


Purchasing Services: 

· Approved purchase requisitions must be received in Purchasing Services by June 12, 2006 to insure placement in FY06. 

Returning Office Supplies to Corporate Express
REMINDER:  Please be sure to request a unique Return Authorization Number (RA#) for each order to be returned to Corporate Express.  Unauthorized returns will not be accepted by the supplier.

Contact Martha Crawford, Purchasing Services with questions at Martha.crawford@yale.edu or 2-9986.

GovConnection Open House
GovConnection, our computer supplies software & peripherals supplier will be available to answer questions, take suggestions and discuss issues on Monday, April 17th, 2:00 - 2:30PM*, 155 Whitney Avenue, 3rd Floor Conference Room.
The following GovConnection people will be available:

- Mark Wichelins - GovConnection Inside Customer Service Rep.
- Bob Davies - Our new GovConnection Outside Sales Rep.

- Lisa Trisciani - GovConnection Sales Manager

- Bob Howard - GovConnection VP of Sales & Operations

- Karen Pepin - GovConnection Business Development Manager


If you would like to stop in and learn more about GovConnection and what they have to offer, please send email to Stephen.arnold@yale.edu.  

*We may continue past 2:30PM as necessary.

Applied Biosystems Special Pricing Through 6/23/06
Real-Time PCR Specials

· 7300 Real-Time PCR System for as low as $24,900* with trade-in of any standard thermal cycler and qualifying real time reagent purchase
· 10% off 7500 FAST Real-Time PCR System (List Price $49,900)*

· 10% off 7900HT FAST Real-Time PCR System (List Price $92,500)*

Standard Thermal Cycler Specials

Up to 50% off the list price of the following thermal cyclers with qualifying trade-in*: 


· Applied Biosystems 2720 Thermal Cycler

· Applied Biosystems GeneAmp® PCR System 9700

· Applied Biosystems 9800 Fast Thermal Cycler

*Cannot be combined with any other discounts or promotions.
For more information on these offers, please contact Yale Purchasing: Fran Consiglio at 2-9970 or Martha Crawford at 2-9986.

For information on the Real Time PCR Instruments, please contact your local Applied Biosystems Sales Rep, Carolyn Neiss at 800-248-0281 ext. 7527, neisscm@appliedbiosystems.com.

For information on Standard Thermal Cyclers, please contact your local Applied Biosystems Sales Rep, Carolyn Pressman at 800-248-0281 ext. 7335, carolyn.pressman@appliedbiosystems.com.

Set Up Purchasing Requisitions Approvers in START
When sending paper requisitions to Purchasing Services for order processing, please ensure that departmental Purchasing Requisition Approvers are set up in the START system.  Requisitions that are signed by Approvers that are not yet in the START system may experience delays.

Business Managers can assign the Approver role in START to authorized individuals under Maintain Purchasing Requisition Approvers. 

To further increase requisition processing efficiency, please consider implementing "SciQuest," Yale's new eProcurement solution.  For more information, go to http://www.yale.edu/procurement/eprocurement/GettingReadyForBusinessManagers.html .  

Should you have questions, please contact procurement@yale.edu. 
Contract Listing Updates 
http://www.yale.edu/procurement/contractlisting/commodity.html
CATERING SERVICES – FULL SERVICE 

Added: 

· Lucas & Co. Catered Events

· Rean Smith Catering (no liquor)

SHREDDING SERVICES

Changed:  Shred-It – see listing for new contact and pricing information

SERVICE MICROSCOPES

Deleted:  Accu-Tech Optical

Administrative Services ------------------------------------------------------------------------------

Mail Tips: 
Personal Mail or Departmental Mail?

After a person leaves your department, you continue to receive mail for that person.  Is it really for them, or is it for their replacement?  Before you forward personal mail or return to sender check to see if the mail should be going to the new person in that position.  If it is, you need to notify the sender of the new name for that piece of mail.
 
If it is unwanted, use our Junk Mail Program to stop it from coming to you.  
 
Doubtful?  Try this:  Take a look at the postage paid to mail that piece.  If it is presort standard (bulk rate) it should not be forwarded thorough Campus Mail and cannot be forwarded through US mail (without additional postage).  Use the Junk Mail Program.  Is the postage first class?  Correct the address to keep the mail coming or use the Junk Mail Program to stop it.
 
Remember, if it has your address we will be doing our job when we deliver it to you.  Only you can make the decision as to whether of not you want the mailing to continue.
Mail Tips:

Mail Sorting Guidelines

Following some simple guidelines can speed delivery of US and campus mail to the correct person.

· Mail is delivered by the USPS and Yale Mail Service to the address printed on the item.  It is up to the department indicated by the address to properly accept, return or forward the item if it is not intended for their department.  Improperly forwarded items are delayed and DELAYS COST EVERYONE. 

· If mail is to be forwarded, please indicate the reason for forwarding, e.g. invoice must be authorized by department, moved, retired, deceased, etc. and where it should be forwarded to.  Return to campus mail to be redirected. 

· Campus mail sorted by Mail Code is delivered to the address indicated by the Mail Code.  Delivery of any item sorted by a Mail Code defaults to the MAIL CODE.  Once a person changes locations, it is up to that individual to assure that his or her mail code properly reflects their new, current address.  Returning improperly coded mail to Yale Mail Service will not get this code corrected.  Notify your Business Office of the error. 

· Unopened First Class mail can be returned through the US Postal Service system without additional postage. 

· Be sure mail is for your department and is going to be accepted by your department before it is opened. 

· Remember to use the Junk Mail Program for all unwanted mail. 

Finance -----------------------------------------------------------------------------------------
REMINDER: March 2006 (MAR06-06) JSA/GL Closing Deadlines 

March 31, Friday - Final AP daily push to the GL for March 2006.

April 4, Tuesday - 3:00 PM - Deadline for approval of SWAP transactions for the month of March 2006.

April 4, Tuesday - 5:00 PM - Deadline for SFTP of external source system batches for the month of March 2006.

April 5, Wednesday - 3:00 PM - Deadline for JSA authorization and LD distribution adjustments for the month of March 2006.

April 6, Thursday - 8:30 AM - Authorization may begin for April 2006 JSA batches and LD distribution adjustments.

April 7, Friday - First AP push to the GL for April 2006.

April 7, Friday - 5:00 PM -March 2006 GL closing.

April 10, Monday - 8:30 AM - Final March 2006 GL balance information including fund balance updates available in the Data Warehouse.

April 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 Tuesday.

This information along with scheduled outages and open issues are available at: www.yale.edu/its/status


International Update -------------------------------------------------------------------------
Tax Assistance for International Students and Scholars
 
All international students and scholars who were in the U.S. at any time during 2005 must file annual tax returns with the U.S. government. This filing requirement applies even for those students and scholars who received no income from U.S. sources during the calendar year 2005.  

The Office of International Students and Scholars (OISS) provides support to Yale’s international community by making available a tax preparation software program called CINTAX.  All current international students and scholars have been sent a password to access CINTAX.  Departments receiving questions from international students and scholars about their tax filing obligations can refer them to OISS.  General tax information for non-resident tax filers can be found at www.yale.edu/oiss/tax.
 

Office Space Available for Visiting Scholars

The International Center for Students and Scholars, 421 Temple St., has a suite of office space available for visiting international scholars. 

Each space, similar to a library carrel, provides a work area with either wireless or internet access, and storage for materials. Computers are available for use by individuals who do not have their own laptop. Telephone, fax and printer/copier are available for shared use. Scholars will have 24-hour access with a Yale I.D. card. 

Interested department contacts are welcome to stop by the center to look at the space or call Ann Kuhlman at (203) 432-2305 with questions. Reservations may be made by sending e-mail to michelle.koss@yale.edu. 

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.
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