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Reminder: Business Management at Yale Gains New Name and Format

In response to feedback about ways to improve Business Management at Yale, we are pleased to announce that beginning in January we will launch a new monthly electronic publication called Yale Business Leaders’ Update or Yale BLU. Available to all Yale staff members performing administrative and financial work, Yale BLU reinforces the idea that regardless of role, all of us are leaders in the ways we support the business of Yale.  Business Management at Yale (BMY) will cease publication with its December issue.

Yale BLU will provide credible updates about initiatives underway at Yale and timely information that will help all of us work more effectively and develop a shared understanding of new business directions.

Readers can stay up-to-date with various initiatives because the news content will be updated on an on-going basis rather than once a month. Although we will still maintain a regular publication schedule, contributors may forward breaking news and other content at any time. As always, your feedback about the publication and the ways we apply our guiding principles to improve the business processes at Yale is welcomed and crucial to the success of Yale BLU. 

Take the 2008 Yale Workplace Survey until Midnight, Sunday, December 7

Due to recent feedback from organizational leaders throughout the University, the survey response period has been extended to midnight, Sunday, December 7. 

If you haven’t already taken the shortened and streamlined 2008 Workplace Survey, which takes under 15 minutes to complete, please do so via paper (location listing) or online at www.2008workplacesurvey.com.

Please continue to encourage your staff to participate in the survey via paper or online. Be sure to remind your staff and colleagues that the survey is a confidential survey: neither your name nor your NET ID is required, and no one a Yale can access this information.  Only Towers Perrin, the external consulting firm, will have the ability to view the individual responses.

Also, please remember that any demographic group with fewer than 10 respondents will not be reported, but will roll up to the larger unit for overall University results.  For example, if you are the only female or male in your department, your department results will not include data broken out by gender: male vs. female.  However, your responses will be included in a breakdown between males and females on a University-wide basis.

Your increased efforts in communicating this initiative will allow the University to Continue the Conversation and Change the Culture, making Yale an even better place to work.  

If you would like more information about the survey, please visit the website at http://www.yale.edu/hronline/conversations/ where you’ll be able to take the 2008 Workplace Survey via paper or online.

Administrative Services

Reminder: BrioQuery V9 Upgrade: Comparison Testing 

Comparison testing of your locally stored queries should begin now. If you have created your own queries or have modified queries from the Brio Users Group (BUG) Report Library, please note that users are responsible for converting and validating their BrioQuery Version 6 custom queries and that BrioQuery Version 6 will no longer be available after February 15, 2009. 

For important information regarding the conversion of locally stored queries, see http://www.yale.edu/its/software/brio/. Note that the “Detail" sections created in BrioQuery Version 5 cannot be viewed with Version 9.  Other known issues are described on the project web page here.

To access the project page for important information regarding how to upgrade your Brio queries, click here.

We recognize that some departments and individual clients may need additional query conversion support.  To meet this need, resources will be available until December 19th, 2008.  After this date, conversion assistance resources will become limited.   

Queries from the DataWarehouse Reporting Portal and Brio Users Group (BUG) Report Library have already been converted and automatically run in BrioQuery Version 9. 

If you have any questions or comments, please contact the project team at Hyperion9Upgrade_ProjectTeam@mailman.yale.edu.

 

Managed Workstation Program Website

Yale's Managed Workstation program aims to standardize and improve the University's computing environment. Standardization simplifies management, reduces cost and complexity, and improves security.   Yale ITS recently launched a webpage for the program at http://www.yale.edu/its/managedworkstation/.  (Note:  This site is restricted to Yale.) 
Password Change Management Tool

As part of Yale’s efforts to increase security, Yale ITS will be introducing a new process for managing passwords at Yale.  Read an update on the password management project on the Yale ITS blog:  http://blogs.yale.edu/roller/page/ITS?entry=password_management_tool_update.

Yale ITS holiday schedule

Yale ITS has published a schedule of services available during the upcoming recess at  http://blogs.yale.edu/roller/page/ITS?entry=2008_holiday_recess_schedule. 

Finance

Reminder:  Deadlines and Schedules for Submitting Payroll

The Division of Finance maintains Payroll Schedules and Calendars on its website. Check there for information about pay periods, when checks are distributed. The December calendar is currently available.

Payroll Overpayments

The 2008 calendar year end tax closing is upon us.  In order to make timely corrections to an individual’s payroll records (and related 2008 calendar year tax reporting), all overpayment information must be received in the Payroll Office (Attention: Compensation Accounting) no later than Friday, December 5, 2008.  

Overpayment information should include a completed “Payroll Payment Adjustment Form”; an original Yale paycheck and/or personal check (to be deposited by Payroll); and all other pertinent information regarding the overpayment. 

For any questions regarding payroll adjustments please contact Debra Waitkus at Debra.Waitkus@yale.edu  or (203) 436-4321 and/or Edie Kobylanski at Edythe.Kobylanski@yale.edu or (203) 432-2886.  Or you can mail us at through campus mail at Yale Payroll Department, Compensation Accounting, 155 Whitney Ave. (Attn:  Debra Waitkus) or by regular mail, reach us at Yale Payroll Department, Compensation Accounting, P.O. Box 208356, New Haven, CT 06520-8356 (Attn:  Debra Waitkus)

2009 Update RegardingTax Treaty Forms 8233, W-8BEN and W-9

Non-U.S. citizens who are currently claiming a reduced federal income tax withholding rate (including a full exemption from withholding) on payments pursuant to a tax treaty may need to complete updated tax forms for the calendar year 2008.

Form 8233, "Exemption from Withholding on Compensation for Independent Personal Services of a Nonresident Alien Individual," is only valid for the tax year for which it is filed.  Current 8233 forms will expire on December 31, 2008.

Form W-8BEN, "Certificate of Foreign Status of Beneficial Owner for United States Withholding," is effective for three calendar years.  W-8BEN forms filed in calendar year 2006 will expire on December 31, 2008.

Form W-9, "Request for Taxpayer Identification," is used to claim tax treaty benefits by a resident alien for tax purposes.  When the form is used to claim tax treaty benefits, the form must be updated annually with respect to wages and every three years for fellowship or stipend payments.

All individuals who are currently claiming a reduced withholding rate pursuant to a tax treaty and whose exemption forms will expire on December 31, 2008 will be notified by letter or email in mid-November 2008.  The notification will instruct individuals about the required steps to claim a reduced withholding rate for calendar year 2009.  Renewed treaty forms must be submitted to the International Tax Office by December 23, 2008 and will be effective for payments made on or after January 1, 2009.

For further information, contact the University Tax Office by calling 432-5530 or 432-5597 or by emailing daysi.cardona@yale.edu 

Please note that t he University Tax Office relocated on November 15, 2008, to 25 Science Park, 150 Munson Street.  Shuttle service is available to the new location.  25 Science Park is located at stop #7 on the Red Line. For shuttle information and schedules visit the Yale Parking and Transit website. 

Human Resources

WorkLife Workshops for December 

Yale WorkLife is sponsoring the following workshops during December.  Registration is free.  Further details are on our website. 

· Preventing Burnout, December 9, Peabody Museum, Auditorium, 9:00 a.m.-12:00 p.m. 

· Kindergarten Readiness, December 11, Yale School of Medicine Library, large conference room, 12:00 p.m.-1:00 p.m. 

 Backup Child Care Available 

July 1 marked the start of a new fiscal year at Yale and another year of the Yale Back-up Child Care program. Yale is providing eligible faculty, staff, post-docs and students up to 40 hours of subsidized back-up child care per fiscal year (July 1 - June 30). These services are intended to assist parents and guardians in arranging care for their children when their usual caregivers are not available. The back-up child care service is provided through Caregivers on Call, which has a network of caregivers in all 50 states and services both major metropolitan areas and smaller communities. Due to its extensive network, parents or guardians may also use this service when traveling to meetings and conferences for work. To learn more and to register for the service, visit www.yale.edu/backupcare or call 432-8069.

Reminder:  Resources for New and Expecting Parents or Parents of Young Children

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

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

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

· The Yale Babysitting Service establishes a link between Yale faculty, staff and students to access babysitting services provided by Yale students. 

· Child Care Resource and Referral - The WorkLife Program has an Online Child Care Directory. Request a printed copy at worklife@yale.edu. Be sure to include your name and on-campus address. 

· Child Care Coordinator - Schedule a telephone or in-person session with the Yale Child Care Coordinator by e-mailing worklife@yale.edu or by calling 432-8069. 

Reminder: Flexible Spending Accounts

All benefit eligible employees should remember to make elections for their flexible spending accounts by December 31, 2008. Now is the time for them to carefully calculate their anticipated out-of-pocket expenses for 2009. Make sure to visit this health care and/or dependent care sites for worksheets from ADP to help estimate expenses. Please log onto the “Employee Self Service” via the benefits website to make your elections and receive a confirmation e-mail. For more information, please visit http://www.yale.edu/hronline/benefits/.

2009 Limits to Defined Contribution 402(g)

The Internal Revenue Service has announced that no changes will be made to the 402 (g) limits in 2009.  As a result, limits will remain the same: annual maximum of $15,500; for those aged 50 or older that limit is $5,000. If you have questions, please contact the Benefits Office at 2-5550.

Scholarship Award Payments for the Winter and Spring Terms

In order to process scholarship award payments, please submit itemized tuition bills to the Benefits Office for each term.  Submissions should be made by either the parent or the student.  Make sure the copy of the itemized tuition bill is legible and that it includes the employee’s name. Bills may be mailed to the Benefits Office via U.S. or campus mail or faxed to 432-7575.

Award payments will not be processed from December 24 through January 1 due to the holiday recess period.

International

Export Controls and Electronic Devices in International Travel

Yale faculty, students and staff should take into account the following guidelines when they take laptops, cell phones, global positioning systems (GPS), personal digital assistants (PDAs) and digital storage devices outside the United States.

It is not uncommon for Yale faculty, staff and students to carry laptops, cell phones, global positioning systems (GPS), personal digital assistants (PDAs), data storage devices, and other electronic devices loaded with information and software (“Devices”) not only across campus but with them to other countries. Although taking Devices to international destinations may seem routine, individuals doing so may be “exporting” the Device under U.S. export control laws and regulations.  Such “exports” may require a license from the U.S. government.  Export control regulations may even govern a Yale traveler’s use of another person’s Device while traveling or a Yale traveler who permits someone else to use his or her Device while outside the United States.

Most international travel with Devices does not require a license. But Yale travelers should become familiar with the applicable export control regulations and strive to comply because violations can result in the imposition of criminal sanctions and heavy civil penalties. The Director of International Agreements and Export Control Licensing in the Office of Research Administration is available (in consultation with the Office of General Counsel) to assist Yale travelers in ascertaining compliance requirements. His contact information is provided below.

Licensing requirements can be summarized generally as follows: 

Individuals traveling with a Device that is routinely available from commercial vendors will probably not need an export license as long as the Device is kept under their immediate control when outside the United States and is brought back to the United States within one year of the initial departure.    

· Travelers are likely to require an export license to bring a Device outside the United States if they are traveling to a country that has been embargoed by the U.S. Department of Treasury (as of October 2008, Cuba, Iran, N. Korea, Syria or Sudan); 

· The Device holds encryption software, either commercially available or research- generated; 

· The Device contains unpublished data or other information relating to items or materials on one of the technology control lists established by the U.S. government. (An example of such information would be blueprints of laboratory equipment that could be used to create toxic materials.)  Note that the need for an export license would probably not apply to data and information which result from fundamental research, such as the basic and applied research typically associated with academia; 

· The Device is designed for use or application with technologies associated with satellites, spacecraft or technologies with a military use, or the Device contains information or software designed for use or application with such technologies; 

· The Device could be used in the development of weapons of mass destruction. 

Certain exclusions to the licensing requirements may be available for Devices taken outside the country for professional or research uses. (Note, however, that the applicability of an exclusion requires a careful determination in advance of departure.)   

In addition to becoming familiar with applicable export control requirements, Yale travelers should note that any international travel with a Device may result in the disclosure of personal information installed on the Device.  In some countries, custom officials may examine information contained in Devices or seize Devices. Instances of laptop seizures have been widely reported in the press. Travel in and out of the U.S. is no exception:  Homeland Security personnel may inspect information contained in a traveler’s Device or seize the Device. Yale travelers should therefore consider carefully which Devices, bearing what information, they wish to bring with them on international trips.

If you think you might need a license or need to rely on an exclusion, or if you have any questions or need more detailed information about this topic, please contact Donald Deyo, Ph.D., Director, International Agreements and Export Control Licensing, donald.deyo@yale.edu, 203-785-3817 (phone), 203-785-4159 (fax).

Procurement

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

Yale University Procurement Moves to 25 Science Park on November 14
SciQuest Upgrade 8.3 Enhancements
New Procurement Overview Training
Contract Listing Updates
Procurement Course Schedule
Office Supplies Update
Holiday Recess Processing Deadlines
Are You Taking Advantage of Yale's New Shredding Contract with InfoShred?
 

Training
Procurement Course Schedule

There are several courses this month from Procurement on:

· Accuship (December 17) 

· A/P Worklist (No classes scheduled) 

· Purchasing Skills (one-day overview, by request) 

· SciQuest eProcurement Office & Computer Supplies (December 1) 

· SciQuest eProcurement Lab & Medical Supplies (December 3 & 18) 

· Expense Management System (December 4) 

· VIP Number Requests and Assignments (December 9) 

· Web Invoice Payment (December 8) 

Environmental Health & Safety (EHS) Training Schedule for December 

Locations for EHS Training: Due to building renovations at 135 College Street, the EHS 135 College lower level training room will not be available for training classes for the upcoming months. Training classes will continue to be held, but the location(s) vary. Please check with EHS prior to your classroom session for the current training location. Call EHS at 785-3211 or email safetytraining@yale.edu for more information.

	Course
	Date
	Time

	Safety Orientation Non-Lab
	Dec. 3
	8:30 a.m.–9:40 a.m.

	02. Applied Radiation  Safety–Part II
	Dec. 4
	9:30 a.m.–11 a.m.

	Bloodborne Pathogen for Lab and Clinic Personnel
	Dec. 4
	1:30 p.m.–3:30 p.m.

	Tuberculosis Awareness
	Dec. 9
	11 a.m.–12 p.m.

	Respiratory Protection
	Dec. 9
	2 p.m.–3 p.m.

	Biosafety
	Dec.  10
	10 a.m.–12:30 p.m.

	Laboratory Chemical Safety
	Dec.  10
	1 p.m.–2:30 p.m.

	Safe Use of Biological Safety Cabinets
	Dec.  11
	9:30 a.m.–10:30 a.m.

	Shipping and Transport of Hazardous Biological Agents
	Dec.  16
	1 p.m.–3 p.m.

	02. Applied Radiation  Safety–Part II
	Dec.  16
	1 p.m.–2:30 p.m.

	Bloodborne Pathogen for Lab and Clinic Personnel
	Dec.  17
	9 a.m.–11 a.m.


IT and Computer Courses from the Organizational Development and Learning Center (ODLC) for December 

Registration and location information. 

	Course
	Date
	Time

	Buying Office & Computer Supplies/Equipment using SciQuest eProcurement
	Dec. 1
	1:30 p.m.-3:30 p.m.

	Understanding Database Design
	Dec. 2
	1:30p.m.-4:30p.m.

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

	Microsoft Outlook 2003/2007
	Dec. 3
	9 a.m.-11:30 a.m.

	
	Dec. 4
	9 a.m.-11:30 a.m.

	Adobe InDesign CS3: Level One
	Dec. 4
	9 a.m.-4:30 p.m.

	Orbitz For Business Travel Clinic
	Dec. 5
	9 a.m.-11 a.m.

	Excel 2003: Level 2
	Dec. 8
	9 a.m.-12 p.m.

	
	Dec. 10
	9 a.m.-12 p.m.

	Access 2003: Level 1
	Dec. 9
	1:30 p.m.-4:30 p.m.

	
	Dec. 11
	1:30 p.m.-4:30 p.m.

	Managing Projects–ESI International Inc.
	Dec. 9
	9 a.m.-5 p.m.

	
	Dec. 10
	9 a.m.-5 p.m.

	
	Dec. 11
	9 a.m.-5 p.m.

	Excel 2003: Level 3
	Dec. 16
	9 a.m.-12 p.m.

	
	Dec. 18
	9 a.m.-12 p.m.

	Microsoft Outlook 2003 Advanced
	Dec. 16
	1:30 p.m.-4:30 p.m.

	Accuship Online Shipping Solution
	Dec. 17
	9 a.m.-11 a.m.

	Microsoft Outlook 2003/2007
	Dec. 17
	1:30 p.m.-4 p.m.

	
	Dec. 18
	1:30 p.m.-4 p.m.

	Buying Laboratory and Medical Supplies using SciQuest eProcurement
	Dec. 18
	1:30 p.m.-3:30 p.m.


Organizational Development & Learning Center (ODLC) Training Schedule for December 

Registration and location information.

	Course
	Date
	Time

	Managing Projects–ESI International Inc.
	Dec. 9
	9 a.m.-5 p.m.

	
	Dec. 10
	9 a.m.-5 p.m.

	
	Dec. 11
	9 a.m.-5 p.m.


General Interest

Reminder: ITS Help Desk Resources

The ITS Help Desk is the first point of contact for most computing-related issues at the University. Individuals can contact the ITS Help Desk and, if appropriate, get connected to their support provider.  You can contact the help desk at 432-9000, or 785-3200, or helpdesk@yale.edu.  The Help Desk also works closely with the Client Accounts (CA) team, which provides access to various University and YSM services and applications. CA processes requests to create, delete, or otherwise modify accounts for email, scheduling, back up, Oracle, and BMS 2000.

For more information on getting help at the University, see our website. Also, you can keep up-to-date with recent ITS developments at our blog.

Mail Reminder: U.S. Postal Service to Change Shipping Prices in January

Following a vote by its Board of Governors, the Postal Service announced that pricing for shipping services will change on Sunday, January 18, 2009 for Express Mail, Priority Mail, Parcel Select, Parcel Return Service and some international shipping products. Overall, shipping services prices will increase an average of 5%. The new prices are available at www.usps.com/prices (click “New Shipping Prices” box).

Postal Service spokespeople noted that the new prices are very competitive within the shipping industry and are intended to reinforce the value Postal Service pricing offers its customers, adding that customers should keep in mind that the Postal Service does not impose fuel surcharges, hidden surcharges or surcharges for residential delivery or Saturday delivery. 

New for 2009 is Commercial Plus pricing, an extraordinary value for high-volume Express Mail and Priority Mail users. New Commercial Plus prices for Express Mail are 14.5% less than retail on average, and for Priority Mail 7% less than retail on average.

"Commercial Plus is a tiered pricing option designed with larger shippers in mind,” said Gary Reblin, vice president, Expedited Shipping. “It’s a very competitive offering for commercial customers — lower prices that will reward them for shipping higher volumes with the Postal Service.”

The Postal Service remains the best shipping value in the market, Reblin added, especially for Express Mail and Priority Mail packages weighing less than 5 pounds. Parcel Select, the Postal Service’s “last mile” ground product, where the Postal Service provides delivery for other parcel shippers and parcel consolidators, continues to be an excellent solution for high-volume shippers. For international mailers, Global Express Guaranteed, Express Mail International and Priority Mail International are the best value in global shipping.  

	Service
	Average Price Change

	Express Mail
	5.7%

	Priority Mail
	3.9%

	Parcel Select
	5.9%

	Parcel Return Service
	5.3%

	International Shipping Services
	8.5%


This is the first time the Postal Service is adjusting prices for its shipping services on a different schedule from its mailing service price adjustments. Price changes for mailing services, including stamp prices, will be announced in February and  become effective in May 2009. 

Mail Tip: Personal Mail and Holiday Packages

Christmas will soon be here.  We all enjoy the excitement of the holidays and the gift giving that goes along with it.  But before we start placing orders and waiting for all of the packages to arrive, let's take a moment to consider how they should be addressed. 

"504.3 Personal Mail and Packages" in Yale’s Policy and Procedures states: “The University is not responsible for loss or damage to personal packages or mail addressed to any of its employees at a Yale facility. In order to avoid a possible financial loss, it is strongly recommended that such items be mailed or shipped to the employee's home or to a friend or relative."

"Section “504.4 Use of Campus Mail" notes that “employees may not use the Campus Mail services for personal mail or mail of non-Yale organizations. This service is staffed to handle only official University correspondence; its use for other purposes slows down delivery of official mail. While the staff of Campus Mail do not ordinarily inspect individual letters and packages for conformance to this policy, they are required to call to the attention of proper authorities any apparent violations. 

If you absolutely must have a personal package sent to you at Yale, first obtain the approval of your supervisor, then be certain to use your post office box address.  Do not send packages through US mail to a street address.  Using a street address will slow delivery of your mail and may even cause misdelivery or your package being returned to sender.

Mail volume always increases around the holidays, so don't let your packages slow delivery times for others.

Human Resources Internal Communications—December 2008

