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

Child Care: Caregivers On Call

WorkLife is pleased to announce the inauguration of a program to provide in-home, back-up care services for the children of Yale faculty, staff, and students.  This program is the realization of one of the child care initiatives outlined in our message to the community in November of 2005 and reflects the invaluable input and advice of the WorkLife Subcommittee on Child Care, which was convened in March.

Effective May 15, 2006, Caregivers On Call, an established provider of back-up child care since 1991, will provide eligible members of the Yale community with 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 will provide 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.  Complete details regarding the program and registration materials will be available in early May at the WorkLife website, www.yale.edu/worklife.  For further information, please feel free to contact Yale’s Child Care Coordinator, Susan Abramson, at 203-432-8069 or Worklife@yale.edu.

Announcing the New Online MEDEX Portal

As part of Yale’s Travel Assistance Program through MEDEX, before you leave and while you are traveling you can now access destination information for 173 countries, view details of Yale’s MEDEX program, and contact the MEDEX Emergency Response Center directly.  All you need is an internet connection.


Some of the many portal highlights include the ability to: 

· Search by City/Country in the Travel Tools section for detailed World Watch reports with real time status information 

· View specifics about culture, transportation, currency, entry/exit requirements, weather and more by using additional World Watch features in the Travel Tools section

· Check the World Watch Country Threat Ratings and the government’s Crisis and Warning List to see the current issues of note

· Navigate to a destination via a World Map to find local hospitals, embassies, airports, museums and other points of interest including ATM locations

· Link to the U.S. State Department Warnings as well as other foreign government sites.

· Go to Hot Spots for a daily update of critical global events 

· Link to the Global Monitoring page for real-time World Watch intelligence on events as they unfold

· Locate a provider or facility using the Hospital/Doctor/finder tool

· Contact the MEDEX Member Emergency Response Center directly online for assistance.

It only takes minutes to set up your personal account for access to all of this information. Instructions can be found on the Risk Management web site at: http://www.yale.edu/riskmanagement/programs/medex. For more information on our MEDEX program or the new portal, contact Vicki Ramsay at 2-8258 or victoria.ramsay@yale.edu.
If Faculty or Students in your department are traveling overseas, there are new tools available to help ensure they are prepared for what they may encounter in another country.  The MEDEX portal is just one facet of an overall foreign travel plan recently established.  Other components include a pre-trip orientation, a pre-trip checklist for travelers, an orientation for Faculty Trip Leaders, or for Trip Sponsors, and a template for an emergency plan for use by leaders or travelers in the event of an emergency while traveling.  If you would like more information on this program, please contact Vicki Ramsay or Marje Lemmon at 2-0140, or Marjorie.lemmon@yale.edu.

Yale Honors University Staff for 5-20 Years of Service

Yale will 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 have received invitations that indicate which reception to attend.  Refreshments will be served.  Questions about the event may be directed to Internal Communications at 2-6263.

Reminder to Long Service Honorees

If you are a Long Service Honoree and you would like to order a complimentary copy of the 2006 Long Service Awards Video, you will find an order form enclosed in the bag your Certificate of Appreciation is in. The form gives you the option of ordering the video in either a VHS or DVD format.  Please be sure to fill out the order form and mail or fax it to HR Internal Communications by May 15, 2006.  Videos will be sent to your campus address by August 2006. 

If you have any questions, feel free to e-mail (linda.clarke@yale.edu) or call (2-6263) Linda Clarke.  Thank you again for your long-standing commitment to the University! 

Apple Open House Event in Computing & Media Center
On May 17 from 10am – 2pm, Apple will be visiting the Computing & Media Center (333 Cedar Street) to demo the new Intel-based Apple machines. If you would like the opportunity to play with these new technologies, Devin McLaughlin, Apple Computer System Engineer will demonstrate and discuss these computers.


Human Resources -------------------------------------------------------------------------

Local 34 Elections

Local 34, the clerical & technical bargaining unit for Yale University, will be holding officer elections on May 24, 2006 from 8:00 am to 6:00 pm.  Voting locations are the lobby of 155 Whitney Avenue, Harkness Lounge at the Medical School, and the 2nd floor of Woolsey Hall (outside the President’s room).  Please allow your employees a reasonable amount of release time to participate in the election process.

Benefits Eligibility Rules regarding Coverage Start Date for New Hires and Off-cycle Enrollments

When does medical and/or dental coverage begin for a new Faculty or Managerial and Professional hire?

If the staff’s date of employment is the first of the month, his/her coverage will begin on the first of the month of their employment; otherwise his/her coverage will begin on the first of the month following the date of their employment.  

Example 1: Hire date is 6/1/2006; effective start date of coverage will be 6/1/2006.

Example 2: Hire date is 6/12/2006; effective start date of coverage will be 7/1/2006.

The same rules apply for a change in status.  (Example: Part-time to full-time)

When does medical and/or dental coverage begin for a new Clerical & Technical or Service & Maintenance hire?

Medical:

If the staff’s date of employment is the first of the month, his/her coverage will begin on the first of the month of their employment; otherwise his/her coverage will begin on the first of the month following the date of their employment.

Example 1: Hire date is 6/1/2006; effective start date of coverage will be 6/1/2006.

Example 2: Hire date is 6/12/2006; effective start date of coverage will be 7/1/2006.

Dental:

Staff is automatically enrolled in the Dental assistance plan on the first of month following their date of employment.  Coverage is for the employee only.   Dependents are covered once the employee completes an enrollment form; their coverage begins on the first of the month following the staff’s coverage start date.

Staff also has the option of enrolling in an alternative dental plan.  If not chosen, coverage in the dental assistance plan is automatically provided for the staff only.

When does medical/dental coverage begin when a qualifying event (marriage, birth of newborn, divorce, loss of coverage) occurs?

The effective date of coverage for an off-cycle enrollment in all instances is the first of the month following the “event”, unless the event occurs on the first of a given month then coverage would be effective the day of the event.

Reminder:  You may not switch medical or dental plans due to a qualifying event.  

As with all information, please refer to the Benefits Website at www.yale.edu/benefits for detailed information.

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

Yoga Class Discount

Special yoga classes for members of the Yale community are held at the Fresh Yoga Studio on Fridays.  Learn basic breathing exercises, gentle stretching to relax tense muscles, and restorative postures to increase energy. Beginning students can learn the fundamentals of a safe and enjoyable yoga practice, and more practiced students can develop a deeper meditative awareness. For all classes please wear loose, comfortable clothing (no belts, tight-wasted clothes, or skirts). It is best not to eat 2 hours before yoga class. Please bring a yoga mat if you have one, and some water to drink afterwards. 

The classes are held at Fresh Yoga Studio at 319 Peck Street in New Haven. On-going class is Fridays 12:15-1:15. Drop-in to register. 

Fees: $40 (Yale-affiliated - bring Yale ID and a copy of this description); $65 (non-Yale-affiliated) for 5-class card. Class card is good for 3 months. 

Telephone: 203-464-3387 or visit www.freshyoga.com. 

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

Child Care Information Session

May 18

To register, or for more information, go to www.yale.edu/worklife/events or call 2-5660.

Learning Center Classes

May

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

June

What To Say & How To Say It for Supervisors and Managers
Jun 1
Dealing with Conflict and Confrontation in the Workplace
Jun 1
Coaching for Performance
Jun 6
Buying Office & Computer Supplies/Equipment using SciQuest eProcurement
Jun 6, 20
Being a Part of a Successful Team
Jun 6
Pathways I
Jun 6, 13, 20
Pathways II
Jun 8, 15

Orbitz for Business Travel Clinic
Jun 9

Buying Laboratory and Medical Supplies using SciQuest eProcurement
Jun 13

FOCUS: Giving and Receiving Feedback for Employees
Jun 14

FOCUS: Giving and Receiving Feedback for Supervisors
Jun 14

FOCUS: Goal Setting for Supervisors and Employees
Jun 14

Business Writing
Jun 14, 20
SciQuest eProcurement
Jun 15, 20, 27
Managing Stress Effectively
Jun 15

Orbitz for Travel Arrangers
Jun 16

Communication: Effective Listening
Jun 20
What Would You Do?: Workplace Ethics
Jun 21

Considering Guests with Disabilities When Planning Meetings and Events
Jun 22

Expressing Yourself: The Art of Being Understood
Jun 27
Developing an Exceptional Workplace Culture
Jun 28
Behavioral Interviewing for Those Who Hire
Jun 29

Customer Service for Front Line Service Providers
Jun 29
IT Computer Courses

Register at www.yale.edu/learningcenter
Operating System

Computers Made Easy
Jun 5
Internet Basics 
May 22, Jun 12
Windows XP: Level 1
May 30, Jun 1

Scheduling & E-mail

Eudora Pro: Level 1
Jun 13

Introduction to Meeting Maker
May 23, Jun 28
Microsoft Office

Access 2003: Level 1
May 22, 24; Jun 13, 15
Access 2003: Level 2
Jun 5, 7
Access 2003: Level 3
Jun 19, 21
Access 2003: Understanding Database Design
Jun 14

Excel 2003: Level 1
May 9, 11; Jun 6, 8
Excel 2003: Level 2
May 22, 24; Jun 20, 22
Excel 2003: Level 3
May 31, Jun 2

Excel 2003: Formulas and Functions
Jun 26
PowerPoint 2003: Level 1
Jun 27, 29
PowerPoint 2003: Level 2
May 15, 17

Word 2003: Level 1 
Jun 13, 15
Word 2003: Level 2
Jun 7, 9

Word 2003: Merging Letters, Envelopes and Labels
Jun 14

Word 2003: Tabs and Tables
May 8

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

June 1, 28
Bloodborne Pathogens Initial Training

May 18; June 1, 20
Bloodborne Pathogens Annual Retraining

May 10, 25; June 8, 20
Confined Space Training

May 16
Laboratory Chemical Safety

May 11, 30; June 21
Radiation Safety Orientation

May 9, 25; June 6, 22
Respiratory Protection Training

June 8
Safe Use of Biological Safety Cabinets

June 1
Safety Orientation for Non-Laboratory Personnel
    
June 7
Shipping and Transport of Hazardous Biological Agents
May 10; June 14
Tuberculosis Awareness

May 17; June 7
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 -----------------------------------------------------------------------------------

Accounts Payable Transaction Processing Update

· As a result of your ongoing support, the invoice backlog from January has been eliminated.  We will keep you current on our progress with year-end processing.

· Please continue to use these top three best business practices in your department:

1) Running BUG Report 702a  

2) Using a Yale Purchasing Card when appropriate

3) Processing transactions using Web Invoice Payments (WIP) when appropriate

· Consider the following prevention measures for the most common types of holds and bounces:

· Supply valid VIP numbers on all appropriate transactions

· Maintain valid VIP numbers in the Oracle VIP Manager module

· Promote the use of SciQuest and Accuship to ensure validation of VIP numbers

· A subgroup of our Payment Process Improvement committee is actively involved in ‘Holds Root Cause’ analysis.  Results of this work will help eliminate holds and bounces at their inception.  We expect to share the details of this work which will be published in the year-end Payment Process Improvement (PPI) initiative report.

Nicole Dore Promoted to Grants & Contracts

Nicole Dore has moved to a new position in Grants & Contract’s Financial Administration.  While in Accounts Payable, she has done a great job.  Please join us in congratulating Nicole and wishing her well in her new role.  Rodney Brunson will be helping to fill the void while we find a replacement.  

New Prizes and Awards Automation Process

In preparation for 2006 Commencement Student Prizes, Awards and Fellowships, please note the following: 

· Yale University Procurement has introduced a new streamlined process for submitting Check Requests for these payments to University students using a simplified spreadsheet approach that: 

· Eliminates time-consuming collection of data by using student's UPI to pull existing Banner data for name, SSN, address, etc. 

· Edits uploaded PTAEO and other data to ensure validity to cut down on errors 

· Automatically creates the necessary vendor and invoice data to make payments to save you time 

· Simplifies the process whether you have one Check Request or many to submit 

To submit Check Requests via the new process and review detailed instructions,         log in here.
IMPORTANT NOTE:  This process is for payments to students who are U.S. citizens or permanent residents with U.S. addresses.  

· All other student payments should be submitted on a standard 

 HYPERLINK "http://www.yale.edu/ppdev/forms/ap/CRXP.xls" Check Request form

 HYPERLINK "http://www.yale.edu/ppdev/forms/ap/CRXP.xls"  along with appropriate documentation to Accounts Payable. See special instructions for processing Check Requests for International Students. 

· Recipients will receive an enclosure with their prize/award/fellowship explaining any tax withholding and contact information for any questions.  As required, tax forms will be mailed the following year to the address captured by the associated Check Request. 

· For all transactions that are submitted by the end of the business day on Thursday, May 18, 2006, checks will be ready for pick up by 5pm on Friday, May 19, 2006.  Accounts Payable will contact business offices when checks are ready for pick up. 

Contact:  Tina Flegler at 2-5392 or Monsi Wooten at 2-3284 in Accounts Payable.
What’s the Status of my Invoice?
In March, Accounts Payable received 1062 Help Desk from internal Yale users.  40% of these calls were invoice status questions.  Please remember that you can also use Procurement Inquiry for status of invoices.  Here’s how.
Green Your Office on Earth Day, Arbor Day …and Everyday!

In honor of these special days, please consider how Buying Recycled Paper Helps To... 

Cut Waste
· Paper accounts for 40% of all municipal waste

· Recycled paper means less trash, lower taxes & other disposal costs 

Save Energy
· 60-70% energy savings over virgin pulp

· The paper industry is the 3rd largest user of energy in the U.S. 

Protect Natural Resources

· The U.S. uses 100 million tons of paper a year & use is increasing

· Each ton of recycled paper can saves 17 trees and 380 gallons of oil

· Recycled paper uses 55% less water & helps preserve our forests 

· Recycling of waste paper creates more jobs 

Reduce Pollution
· The paper industry is one of the largest water polluters in the world

· Recycled paper reduces water pollution by 35%, reduces air pollution by 74%, and eliminates many toxic pollutants 
Please share with your office staff, more interesting facts and valuable information on how to improve environmental conditions through green purchasing.
 
In support of creating sustainable offices, watch our brief online presentation to learn easy methods to search for green products and create a “green favorites” shopping list online with Corporate Express, Yale’s strategic vendor for office supplies.  


NOTE:  If you do not already have access to shop online with Corporate Express via the Yale 

 HYPERLINK "http://www.yale.edu/eportal" ePortal or SciQuest (Yale’s new eProcurement solution,) please see your business manager for details.  

Visit Yale's Green Purchasing web site for more information.
Fisher Scientific Hosts Vendor Shows 5/10 and 5/11
Wednesday, May 10th, 10am-2pm, 206 BCMM, 295 Congress Ave.
Thursday, May 11th, 10am-2pm, KBT Lobby, 219 Prospect St.
 
Come and meet the following vendors, learn about new products and much more!


· Brinkmann

· Dharmacon

· Eppendorf

· Fisher Life Sciences/ Fisher Chemical

· Hyclone

· Millipore

· Pierce

· Promega

· Revco

· Thermo

· Zeiss 


If you have any questions, please contact our Fisher Representative, Bridget Morris, at 1-800-955-9999 x2469 or bridget.morris@fishersci.com.
ALERT:  Report Phishing Emails and Purchasing Card Fraud to Chase

It has come to our attention that members of the Yale community may be receiving unusually large number of phishing e-mails purportedly coming from Chase or Chase Manhattan or Chase Bank or even JP Morgan Chase Bank. Yale University Procurement along with Yale University Information Security want to ensure that you do not fall victim to one of these schemes. The social engineering tactics used by these criminals are getting sharper and so we collectively need to increase our awareness of these types of "Phishing" schemes. 

What can I do to help? 

The best way to stop these e-mails is to forward copies to the appropriate agencies. Please send all Chase or JP Morgan Chase phishing emails to: JPMorganChase.Fraud.Prevention@jpmchase.com 

NOTE:  We previously sent out this communication and discovered that our messaging tool was applying logic that removed a “.” before the word “Fraud” in the email address above.   If you continue to have trouble using this email address, please go to Chase’s ‘Combating Fraud’ web site below and follow instructions for reporting a suspicious e-mail or a case of fraud:  


http://www.chase.com/cm/cs?pagename=Chase/Href&urlname=/shared/crb/page/combatting_fraud.jsp 

You can also forward any phishing e-mail to spam@uce.gov 

Information on Phishing: 

Yale University's Information Security web sites on: 

Phishing - http://www.yale.edu/its/security/goodmeasures/phishing/index.html 

ID Theft - http://security.yale.edu/goodmeasures/ProtectingYourIdentity.html 

(See links to other sites at the bottom of the page.)

The following information is provided by JP Morgan Chase: 

To help you safeguard your personal and financial information, we recommend that you be suspicious of any e-mail that: 

· Requires you to enter personal information directly into the e-mail or submit that information some other way. 

· Threatens to close or suspend your account if you do not take immediate action by providing personal information. 

· States that your account has been compromised or that there has been third-party activity on your account and requests you to enter or confirm your account information. 

· States that there are unauthorized charges on your account and requests your account information. 

· Asks you to enter your User ID, password or account numbers into an e-mail or non-secure webpage.  

· Asks you to confirm, verify, or refresh your account, credit card, or billing information. 

For detailed information on what fraudulent e-mails look like, steps you should follow in dealing with these solicitations and other information, please go to your browser and type in http://www.chase.com. Then click on "recognize and report fraudulent e-mail" on the left-hand side of the screen. 

Should you have questions, please contact: 

Scott Lucker, C.P.M., Manager Electronic Commerce 
Yale University Procurement 
scott.lucker@yale.edu 

Morrow Long, University Information Security Officer 
Yale University ITS 
morrow.long@yale.edu 

ALERT:  Scam/Phishing Email from ‘Enterasys Networks’

Be on the alert for a scam or ‘phishing’ type email from ‘Enterasys Networks’ with a subject line ‘Service Contract XXXXXXXXX.’  The email thanks you for purchasing an Enterasys service contract and will try to get you to activate a contract by verifying their terms and conditions electronically.  This is not a known supplier to Yale University.

The following company information is provided in their email but the phone number is not in service:

Enterasys North American Customer Service

603-337-1831

http://www.enterasys.com/support/
If you have questions regarding this supplier or similar types of suspicious emails, please contact procurement@yale.edu. 

Contract Listing Updates 

http://www.yale.edu/procurement/contractlisting/commodity.html
CHEMICALS

Deleted:   Operon Biotechnologies UNP1000052; product line is available through Fisher Scientific 

FOOD & BEVERAGE

Changed:  Poland Spring – see listing for new contact information and order form

OFFICE SUPPLIES – POSTAGE

Pitney Bowes – see listing for new contact information

RENTAL – GENERAL EQUIPMENT (CHAIRS, TABLES, TENTS, DISHES, ETC.)

Added: Smith Party Rentals 


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

E-mail Size Restrictions and How to Get Around Them
Many email systems, Yale’s included, have strict limits on the size of files that can be attached and sent via email. ITS restricts the size of email messages, including attachments that can be sent or received, to 10 MB. Increasingly, this limit is making it difficult for faculty, staff and students to conduct their work.  In response, ITS is doubling the email size limit to 20MB as of May 16. We are researching the potential impact of further increases on email performance and cost in the hopes of expanding the limit even further. 

If you have a need to send larger files, ITS has developed the File Transfer Facility (FTF) to help. The Transfer facility works via Web browsers and email. Files can be made available to people who do not have Yale email addresses. Non-Yale people may also deposit files for retrieval for Yale colleagues. Optionally, these files can be password protected. For practical reasons we limit the size of any individual file to 200 megabytes but you can transfer as many files as you'd like. This site is self-documenting and easy to use. 

NOTE ON SECURITY: Yale FTF is an Approved Secure Electronic Messaging Option (end-to-end encryption) as per HIPAA Policy 5123 PR.1 (Electronic Communication of ePHI. FTF utilizes https, a secure web-based method for data transfer. This encryption ensures that confidential data cannot be intercepted in transit. For extra security, retrieval of the file(s) can be restricted to the intended individual by providing a username/password pair, which the recipient must know in order to retrieve the data. 

To use this tool, go to http://www.yale.edu/its/email/transfer.html
Mail Tips: 

YALE INTER-DEPARTMENTAL ENVELOPES


What kind of campus mail envelopes are you using?  According to figures compiled over the past month, most are using envelopes that could delay receipt of your mail or cause it to be returned to sender.

For the past month we have been counting bundles of empty campus mail envelopes returned to us for redistribution.  Of the 2,325 envelopes counted, 112 were white envelopes from the medical area and 5 were red envelopes from the Law School.  Of the remaining 2,208 only a disappointing 259 were Yale University Inter-Departmental Mail envelopes that ask for the information Campus Mail needs to accurate and quickly deliver your mail!  That's only 11.7 percent correct envelopes.  

We found envelopes that were clear, others were neon yellow or blue, and some even asked for the name and address of the sender.  Most envelopes only asked for the name and department of the recipient, omitting the critical campus address.  Campus Mail requires name, department and campus address to quickly and accurately sort and distribute your inter-departmental mail.

Please help Campus Mail help you!  Use only Official Yale Inter-Departmental Envelopes for campus mail.  These cost less when purchased through the Central Stockroom and require the correct delivery information.  Ordering is easy!  Click here for the stock list and ordering instructions or just fax a Stock Request form to 4-9212: 

ENVELOPE, CAMPUS MAIL manila 10x13 w/tie 

100/bx BX 

Stock #38445 

$10.00 

Use the correct envelopes!
Mail Tips:

TELEPHONE INQUIRIES

Help us serve you better!  When you call the Campus Mail office with an inquiry, please have the following information handy: 

· tracking number 

· shipper 

· date sent 

· addressee name 

· address used on item 

The Campus Mail office is open from 7:30 am to 4 pm Monday through Friday (764-9310).  We will be glad to assist in locating your items during those hours.  If you call after those hours, voice mail is always available.  Please leave a clear, complete message, including your name and telephone number along with the other requested information.  We will gladly research your inquiry and return your call.
Finance -----------------------------------------------------------------------------------------

REMINDER: April 2006 (APR06-06) JSA/GL Closing Deadlines
April 28, Friday - Final AP daily push to the GL for April 2006.

May 2, Tuesday - 3:00 P.M. - Deadline for approval of SWAP transactions for the month of April 2006.

May 2, Tuesday - 5:00 P.M. - Deadline for SFTP of external source system batches for the month of April 2006.

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

May 4, Thursday - 8:30 AM - Authorization may begin for May 2006 JSA batches and LD distribution adjustments.

May 5, Friday - First AP push to the GL for May 2006.

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

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

May 8, 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 -------------------------------------------------------------------------

Connect Across Cultures with One-on-One Conversations

One-on-One Conversations at Yale is a new International Center program that provides the opportunity to be matched with an international student, scholar, spouse or partner at Yale to engage in language and culture exchange.  Over 65 English-speaking volunteers from both the New Haven and Yale communities are already participating and expanding their understanding of people, the world and cross-cultural communication.  The time commitment is one hour a week and possible benefits further include being able to share your country and culture with others, learning or practicing teaching skills and offering friendship across cultures.  The international community has eagerly responded to this wonderful opportunity to connect across cultures and get to know the U.S. and its people better, and community volunteers are very much in demand.  Please help to spread the word and consider volunteering today. To learn more about this program and/or to sign up on-line, go to http://www.oiss.yale.edu/conversations/
Important Notice to Visa Waiver Program (VWP) Travelers 

A number of international visitors come to Yale under the provisions of the Visa Waiver Program.  (Individuals from 25+ countries can use this as an alternative to a B1/B2 tourist visa.) As Yale departments are more likely than OISS to be in contact with these short term visitors, the information below is worth noting.  Visa Waiver Program travelers with machine readable passports (MRP) issued, renewed or extended between October 26, 2005 and October 25, 2006 must now have a digital photograph printed on the data page or integrated chip containing information from the data page.  MRPs issued, renewed or extended on or after October 26, 2006 must have the integrated chip containing information from the data page of the passport (e-passport).  E-passports contain information (via the integrated chip) that provides data related to the individual’s identity i.e., facial comparison data.  Machine readable passports issued, renewed or extended before October 26, 2005 are not required to have the digital photograph or integrated chip.  Those individuals will not be required to obtain a new passport until their current MRP expires.  For complete and detail information about the VWP passport requirements and a list of the VWP countries, please go to the following Department of State web site: http://travel.state.gov/visa/temp/without/without_1990.html
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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