To:       ALL DIPLOMATIC AND CONSULAR  POSTS - PRIORITY          

Origin:   FMP                                                    

From:     SECSTATE WASHDC (STATE 116896 - PRIORITY)              

TAGS:     AFIN, AMGT, KICA                                       

Captions: None                                                   

Subject:  ICASS BEST PRACTICES - FY-01, ISSUE 2 SERVICE CENTER   

Ref:      None                                                   

_________________________________________________________________

THE ICASS SERVICE CENTER ONCE AGAIN OFFERS ICASS BEST

PRACTICES USED BY YOUR COLLEAGUES. BELOW ARE THE WINNER

AND THE RUNNER-UP BEST PRACTICES FROM THE 2000 ICASS

AWARDS.

EMBASSY RABAT

--------------

1.   WORKING CLOSELY WITH THE POST ICASS COUNCIL AND THE

FRONT OFFICE THE ADMIN SECTION EXPLORED WAYS TO IMPROVE

SERVICE QUALITY. THOSE INVOLVED DETERMINED THAT

OUTSOURCING JANITORIAL AND GARDENING SERVICES OFFERED THE

MOST PROMISING POTENTIAL. THE ADMIN SECTION DEVELOPED A

PRELIMINARY PROPOSAL AND PRESENTED IT TO THE COUNCIL. A

SERIES OF DISCUSSIONS FOLLOWED ADDRESSING BUDGET

IMPLICATIONS, TIMING OF IMPLEMENTATION, IMPACT ON FSN

MORALE, QUALITY AND ASSURANCE. THE PROCESS USED BY POST

WAS DELIBERATELY KEPT OPEN AND TRANSPARENT TO ALL AT POST.

POST REPORTS THAT THE OUTSOURCING HAS BEEN A GREAT

OPERATIONAL AND FINANCIAL SUCCESS. THERE HAS BEEN

NOTICABLE IMPROVEMENT IN THE JANITORIAL AND GARDENING

SERVICES, AND MOREOVER, THE PROJECTED SAVINGS OVER FIVE

YEARS IS $700,000, MORE THAN ORIGINALLY PROJECTED.

THE POST TOOK EVERY OPPORTUNITY TO ASSURE FSNS THAT ANY

RIF WOULD BE CAREFULLY TARGETED AND COMPASSIONATELY

CARRIED OUT. ONCE THE PLAN WAS APPROVED, THE AMBASSADOR,

ICASS COUNCIL MEMBERS, AND THE ADMIN COUNSELOR MET WITH

THE FSN ASSOCIATION LEADERSHIP. A SIMILAR MEETING TOOK

PLACE WITH THE AFFECTED EMPLOYEES.

IN THE THREE-MONTH PERIOD OF THE RIF, THE ADMIN SECTION

CONDUCTED AN AGGRESSIVE JOB SEARCH PROGRAM FOR DEPARTING

EMPLOYEES, INCLUDING HELPING THEM PREPARE RESUMES,

TEACHING THEM HOW TO PREPARE FOR JOB INTERVIEWS, AND

PROVIDING GUIDANCE AS TO HOW TO SEARCH FOR EMPLOYMENT

OPPORTUNITIES. THIS ATTENTIVE APPROACH MINIMIZED NEGATIVE

IMPACT ON FSN MORALE. IN THE END ALL EMPLOYEES RECEIVED

AT LEAST TWO OPPORTUNITIES TO INTERVIEW FOR OTHER JOBS.

RABAT CITED AS THE SOURCES OF ITS SUCCESS THOROUGH

PLANNING AND PROACTIVE MANAGEMENT ON THE PART OF THE ADMIN

SECTION, A COMMITMENT TO TEAMWORK AND OPEN DIALOG AMONG

THE ICASS AGENCIES, A WILLINGNESS OF THE FRONT OFFICE TO

MAKE HARD DECISIONS, AND A GENUINE CONCERN FOR ALL THE

INTERESTS OF THOSE AFFECTED.

EMBASSY ATHENS

-----------------

2. IN A COOPERATIVE VENTURE WITH THE ICASS COUNCIL,

ATHENS' ADMIN SECTION DEVELOPED A SERIES OF INITIATIVES

THAT LED TO BETTER WAYS OF DOING BUSINESS AND COST SAVINGS

FOR POST. TO NAME A FEW:

- A SENIOR FINANCIAL MANAGEMENT FSN TOOK THE INITIATIVE TO

WORK WITH CELLPHONE SERVICE PROVIDERS TO REDUCE COSTS. THE

RESULT WAS THE ELIMINATION OF VAT TAX ON CELLPHONE BILLS.

- THE FINANCIAL MANAGEMENT CENTER VOUCHERING UNIT, THROUGH

EFFECTIVE NEGOTIATING, EFFECTED THE ELIMINATION OF

MUNICIPALITY TAX BY THE MUNCIPALITY OF ATHENS SAVING POST

$25,000 ANNUALLY.

- THE POST FACILITIES MAINTENANCE OFFICER INITIATED

INSTALLATION OF ENERGY EFFICIENT LIGHTING IN THE CHANCERY,

ANNEX, WAREHOUSE BUILDING AND GOVERNMENT OWNED AND STL

HOUSING, DECREASING LIGHTING COSTS BY 50%.

- THE INFORMATION MANAGEMENT OFFICER INSTALLED A TELEPHONE

CALL ACCOUNTING SYSTEM TO ELECTRONICALLY TRACK AND ACCOUNT

FOR ALL TELEPHONE CALLS. IN ADDITION, THE FMC PREPARED AN

EXCEL APPLICATION THAT CONSOLIDATED ALL TRUNK LINES INTO

ONE VOUCHER. THESE INITIATIVES ALLOWED AGENCIES TO BE

DIRECT CHARGED FOR ACTUAL TELEPHONE USAGE RATHER THAN GO

THROUGH THE ICASS DISTRIBUTION USING A WORKLOAD COUNT.

THIS LED TO A DROP IN ICASS VOUCHERING COSTS.

- THE VOUCHER UNIT DECREASED THE TIME REQUIRED TO AUDIT,

PREPARE, AND COMPLETE VOUCHER PROCESSING THROUGH THE USE

OF LOCALLY DEVELOPED EXCEL VOUCHERING APPLIACTIONS THEREBY

REDUCING COSTS AND HUMAN RESOURCE UTILIZATION.

- THE EMBASSY WENT TO A 'COST PER COPY' MAINTENANCE

CONTRACT FOR ALL OF ITS PHOTOCOPY EQUIPMENT RESULTING IN

ELIMINATION OF PHOTOCOPIER PURCHASES AND LOWER RATES.

- FMC HAS REDUCED HARDCOPY REPORTS BY DOWNLOADING TO A

RECORDABLE CD. A ONE-YEAR VOLUME OF HARD COPY REPORTS

TAKES UP 60 CUBIC FEET OF SPACE AT A COST THAT INCLUDES

PHOTOCOPYING, PAPER, MANHOURS, AND OFFICE FURNITURE. THE

SAME REPORTS ON ELECTRONIC MEDIA TAKE UP ONE THIRD OF A

CUBIC FOOT AT A COST OF $12.

3. MINIMIZE CONSIDERED

POWELL

_________________________________________________________________

Additional Addressees:

SPECIAL EMBASSY PROGRAM

CMC/WASHDC//POS//

FBIS WASHDC

DA WASHINGTON DC//SAFM-BUO//SAYS-8A-SA//

SECDEF WASHDC//USDP:DSCA// 0000

OSAF WASHINGTON DC//FMBO//FMBM//IA//

USCINCCENT MACDILL AFB FL//CCJ4/7//CCCO//

USCINCEUR VAIHINGEN GE//ECCM//ECJ4//

USCINCACOM NORFOLK VA

USCINCPAC HONOLULU HI//J4//J051//

DISAM WRIGHT PATTERSON AFB OH//DI//

USCINCSO MIAMI FL//SCJ8/SCJS

CSSG LAUREL MD//

USOLO SSA BALTIMORE

FBIS OKINAWA JA

USOFFICE PRISTINA

AMEMBASSY FREETOWN

AMEMBASSY DUSHANBE

AMEMBASSY BELGRADE

cc:

None
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FOR ADMIN COUNSELOR AND ICASS COUNCIL CHAIR FROM THE ICASS

E.O. 12958: N/A
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SUBJECT: ICASS BEST PRACTICES - FY-01, ISSUE 2

SERVICE CENTER

