What is needed for the ICASS Post-specific Training?

The training teams are extremely flexible. The training has been successfully conducted in large auditoriums, Public Diplomacy, USAID and Peace Corps conference rooms, hotel conference rooms, cafeterias, etc. With this in mind, the following are items for posts on logistics, set-up, and meetings to make sure the training goes as planned. If some item is not available, we will adapt.  

A.  Facility: 

1. Training room - Ideally, we should have a training type set-up, with tables that participants can sit around.  They would need to be able to face the front for the Power Point presentations, video, etc and be able to do group work together at the tables.  Set-up of the room ideally would reflect the interactive nature of the training.  This training requires small group-work from time to time.  Typically, what we have had at other posts, are tables that everyone can sit around, as mentioned earlier, perhaps angled, so they can also see the facilitators at the front.  And there should be enough seats for all participants.  

Please see the diagrams provided. 

2. Are there places to eat near the classroom?  Does the Embassy have a cafeteria or will the attendees have to go out for lunch? These affect the schedule times and should be determined in advance. 

B.  Supplies and equipment:  

These things are necessary but again, we are extremely flexible. The program is dependent on power point, computers and a video. In order to be as effective as possible the following items should be available to the training room:

- a computer, printer and power point projector

- a screen

- a VCR and TV 

- close proximity to a photocopier 

- notepads, pens, and table tent name places for each participant

-  3 flip chart stands with flip chart paper

- one table in front for presenters to place materials (no podium please)

- water with cups for the presenters 

- water, coffee, tea, and snacks at breaks (only if possible)

- help with set-up including IM personnel (we bring a laptop as a back-up). 

- access to the training facilities before the first training day for final set-up (placing training materials, flip-charts, equipment checks, etc.).  Post assistance is appreciated for this.

C. Computers:  

(1) Software sessions: For the afternoon of the second training day and the morning of the fourth day (optional), we work with post's budget using the ICASS software. (The fourth day morning session is a repeat of the second day afternoon session; we offer it twice in order to accommodate more folks.)  These sessions are structured for all persons: those familiar with the software, those who are unfamiliar with the software and those interested in doing "what if" scenarios utilizing the software.  These sessions generally appeal to staff from non-State agencies as well as to the Embassy personnel who enter the actual data.  We often ask Embassy staff familiar with the software to assist in these sessions. It should be noted that these are not sessions on how to develop post budgets but rather sessions on how to get useful reports out of the system.  It is helpful if other agencies know how to use this on their own. That little bit of knowledge really does relieve some of the pressure on the Embassy personnel who are responsible for administering the budget software.

For these sessions we need a number of computers set up in advance; the number is dependant on how many are interested in the software training.  Each computer must be loaded with the ICASS software, the most current post  ICASS budget, along with related programs such as Acrobat Reader, Microsoft Word & Excel.  Please ensure that passwords (for access to the software and system log on) are provided to the team.

(2) Open Net Access: Some members may need access to the State Department unclassified system for e-mail, etc. This will be confirmed once the team members are identified. 

(3) The team members will need access to the internet. Access to the internet or intranet is helpful during the training sessions to demonstrate the ICASS website.  If internet is not available advance notice is appreciated so alternatives can be explored. 

D. Meetings and briefings:

1. Pre-training meetings: The Team Members should meet with the DCM, Mgmt. Counselor, ICASS Council Chair, Working Group Chair, FMO and any others you feel would be appropriate prior to the training. This allows the instructors to gain an understanding of specific post issues and tailor the training to best meet the needs of the post. 

2. A Country team/ICASS Council meeting is requested for the morning of the first training day.  The team will make a brief presentation to the Country Team/ ICASS Council about the training itself, seek input on issues they want us to cover and highlight some Washington ICASS trends. This often works well when scheduled during the routine Country Team and every attempt will be made to minimize the time (25 to 35 minutes).

3. Where do we go from here? Finally, at the end of the third day of the training there is a session called "Where Do We Go From Here."  This session focuses the post on action-planning related to the information that has been presented during the training week.  We ask that the DCM, Management Counselor, the ICASS Council Chair, and the Working Group Chair (if present) form an informal  panel to lead a discussion with participants, facilitated by the training team.

4. A pre-departure briefing session may be scheduled with the Ambassador, DCM, Mgmt. Counselor and/or the ICASS Council Chair at the option of the post.


E.  Travel Logistics

1. Tickets: Routinely the training is scheduled for 2 posts, one week in each, that are relatively close. This way costs are shared and wear and tear on the training team is minimized. It may be cheaper for the post(s) to handle the travel arrangements utilizing their Travel Management Center instead of American Express. Again, the team members are flexible but this should be explored well in advance so tickets may be issued and sent to each team member in sufficient time.

2. Travel Authorizations:  We ask that posts cut the TAs since posts are funding travel/per diem.  American Express can only do the tickets using one fiscal code, so one post should fund the entire travel, and the other post can journal voucher 50 per cent back to the funding post.  We ask each post to fax the TA's as soon as possible.  ( ICASS Service Center fax 202-663-3275).

3. Lodging and M&IE: Post is requested to make all reservations and if possible, to arrange for direct payment to the hotel/motel or other lodging establishment and Team Members will pay M&IE. This often saves VAT and other costs that post would incur if the traveler pays directly. If this is not possible, please advise concerning credit card acceptance, advances or other arrangements. Since some team members do not have ready access to U.S. Government facilities it is requested that vouchers be prepared and finalized prior to departure from each post. 

F. Summary: 

We understand that this is a lot of detail, but we have found the more we can take care of up front, the better the training experience.  Once the post expresses an interest in the training the ISC and the team leaders will work closely with you to work out the details. The effort really does pay off.  If you would like to contact posts that have had the training and get their viewpoints please send an email to Bill Hoover HooverWFM@state.gov in the ICASS Service Center.  We very much look forward to working with all of you during these weeks of training.
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