	Diplomatic Readiness Goal Sharing Award Form


	1)  Name of the Post and division (if applicable).

U.S. Embassy Singapore, The Administrative New Ideas Task Force



	2)  Name, position, and agency for each member of the nominated team.

Jeffrey R. Hill, Information Management Officer

Robert A. Wert, Financial Management Officer 

T.K. Khaw, FSN Financial Manager

Siti Rosieri Dawood, FSN Voucher Examiner Supervisor

Grace Ang, FSN Payroll Specialist

Pheng Liew, FSN Human Resources Officer 

Rosemini Dimyati, FSN Human Resources Assistant

Ita Wahab, FSN Human Resources Assistant

Jermaine Lee, FSN Human Resources Assistant

Robert S. Blankenship, Information Systems Officer

Cecilia Wong, FSN Computer Management Specialist

Chui Pun, FSN Computer Management Specialist

Karen Ng, FSN Computer Assistant

Angeline Wong, FSN Protocol Assistant

Alex Meredith, Summer Intern

Nghiem Le, Summer Intern

Alex Yun, Summer Intern



	3)  (a) Affirmation that goal is attainable, without increased resources, and within a 12 month period; and endorsed by post’s (b) administrative officer and (c) ICASS Council chairperson.

(a) Name, position and agency of the affirming officer.

Jeffrey R. Hill, Information Management Officer, May 13, 2003

(b) Name of the post’s administrative officer and date of endorsement.

An T. Le, Counselor for Administrative Affairs, May 14, 2003 

(c) Name of the post’s ICASS Council chairperson and date of endorsement.

Elizabeth E. Erickson, May 20, 2003 



	4)  Description of (a) the team’s goal-sharing objective, (b) the plan to carry out the team’s proposal, and (c) how the team’s proposal will improve post’s ability to achieve its goals and improve its “Diplomatic Readiness”.  This may include increasing the effectiveness or scope of support services, or improving the quality of work/home life at post.

The Administrative New Ideas Task Force at U.S. Embassy Singapore, under the guidance of the Administrative Counselor, An T. Le, proposes to develop and implement a collection of software applications that improve the efficiency and effectiveness of administrative services at overseas posts worldwide.  The applications are "low-hanging fruit" as they are modest in scope yet likely to be achievable in a short time at low cost.  A common characteristic of these projects is their reliance on software that is already owned by the majority of overseas posts, therefore minimizing the costs of sharing them.

I.  PROJECT ONE: The "Mug Book"

Project Team Members: 

Jeffrey R. Hill, Information Management Officer

Jermaine Lee, FSN Human Resources Assistant

Pheng Liew, FSN Human Resources Officer 

Chui Pun, FSN Computer Management Specialist

Angeline Wong, FSN Protocol

Nghiem Le, Summer Intern

Alex Meredith, Summer Intern
(a) The goal is to create a Web-based searchable database of people, their photos, and video or audio clips, based mostly on Department-standardized software already owned by most posts.  The database would be accessible by users at post through the Internet Explorer browser that is installed on all PCs.

(b) The database would be a "Mug Book" of post employees who could be looked up by name, section, or by photo.  Employees could use this to better learn who their colleagues are.  Marine Guards standing watch could use this to confirm the identity of someone who might try to enter with a fake ID badge. 

Another application of this project will be a "Who's Who" database of host country senior leaders.  It would allow officers at post could browse names, photos, biographies, and video clips of local leaders they anticipate meeting.

Once the project is finished and documented, it will be deployable at other overseas posts at very little expense.  It will require Microsoft's Web server software, IIS 4.0, which is included free with Windows NT 4.0 Server.  It will also require Microsoft Access, which is included in the Department of State worldwide site license.  A post will need to procure one copy of Microsoft FrontPage 2002 at about US$200.00.

(c) U.S. Embassy Singapore, and other posts that choose to use this software, will increase effectiveness and efficiency by having names and photos quickly on hand through any user's OpenNet Web browser.  

II.  PROJECT TWO: The Duty Officer handbook on a searchable CD-ROM.

Project Team Members: 

Robert S. Blankenship, Information Systems Officer

Ita Wahab, FSN Human Resources Assistant

Rosemini Dimyati, FSN Human Resources Assistant

Karen Ng, FSN Computer Assistant

Alex Yun, Summer Intern

Nghiem Le, Summer Intern

Alex Meredith, Summer Intern
a) The goal is to develop a searchable CD-ROM Duty Officer handbook that can be taken home by Duty Officers. 

b) Currently most posts require the rotating Duty Officer to carry a heavy binder of hard-copy duty instructions that is not searchable, and usually lacks a comprehensive index.  The hard copy handbook is also inaccessible to visually-impaired officers, as it cannot be played out load using text-to-speech software if it is not in electronic format. 

We propose to research and implement an electronic duty officer handbook that will be searchable.  The template and instructions for replicating the project would be shared with other posts.

c) This project would improve the quality of services provided by Duty Officers to American citizens abroad and also enable visually-impaired officers to serve as Duty Officers. 

III.  PROJECT THREE: Electronic FSN Earning and Leave Statements

Project Team Members: 

Robert S. Blankenship, Information Systems Officer

T.K. Khaw, FSN Financial Manager

Grace Ang, FSN Payroll Specialist

Robert A. Wert, Financial Management Officer 
a) The goal is to develop an application that will process the consolidated FSN Earning and Leave Statement report that the Regional Financial Service Center (FSC) in Bangkok sends every two weeks to its serviced posts.  This new application will automatically e-mail individual statements to each FSN.  

b) Currently, the Financial Management Office at each post must print all the FSN Earning and Leave Statements, then distribute them manually, causing delays and wasting labor.  The software we propose to develop would parse the incoming consolidated electronic report from FSC Bangkok to extract the name or employee ID for each individual, then send each individual report through OpenNet e-mail to the e-mail address stored in a lookup table for that person.

c) This application would improve efficiency by cutting wasted labor in printing and manually distributing the individual statements.  It would also improve their speed of delivery and privacy, enhancing FSN employee morale.

IV.  PROJECT FOUR: The "Vendor History Report Tool"

Project Team Members: 

Robert A. Wert, Financial Management Officer 

Siti Rosieri Dawood, FSN Voucher Examiner Supervisor

Cecilia Wong, FSN Computer Management Specialist
a) The goal is to develop a database reporting application that can generate comprehensive accounts vendor histories for Department of State posts serviced by FSC Bangkok.  

b) Currently these reports are received monthly and daily from FSC Bangkok.  To locate a given vendor's payment a voucher examiner may have to look through as many as 15 separate reports.  We will work to extract the data from either the records sent from FSC Bangkok or from post's LAN-SPFMS database.  The data would be read into a Microsoft Access-based application for easy searching.  

These records would allow post to more rapidly and efficiently research vendor histories, reducing the chance of duplicate payment.

5)  Timeline for achieving the team’s goal, including start date, planned completion date, and milestones not more than three months apart.  The timeline should provide a clear plan for how the team intends to achieve the objective.

Start Date:               June 1, 2003

Completion Date:    April 1, 2004

Milestone 1a  (10%) will be July 1, 2003:  The Mug Book design and beta implementation will be completed.

Milestone 1b (10%) will be Aug. 1, 2003:  The Mug Book will be completed, with instructions and documentation for implementation at other overseas posts.

Milestone 2  (20%) will be Oct 1, 2003:  Duty Officer searchable CD-ROM will be completed.

Milestone 3  (20%) will be Jan. 1, 2004:  The Electronic FSN Earnings and Leave Statement project will be completed.

Milestone 4 (final 40%) will be April 1, 2004:  The Vendor History Report Tool will be completed.

As work on the four projects may proceed simultaneously, it is anticipated that all cash awards will be shared equally among all the participating New Ideas Task Force members resident at post as each milestone is reached, and not just among those listed for an individual project.



	6)   Description of the measurements that post will use to determine when the goal is achieved, e.g., cycle time, cost per unit, or availability date of a new service or activity.  This should include the team’s plan to develop a baseline measurement of service for the chosen activity so that progress over time can be measured from the baseline to the goal.
Milestone 1a will be reached when the Mug Book, searchable by employee, goes online at U.S. Embassy Singapore.

Milestone 1b will be reached when the documentation and instruction package for replicating the Mug Book at other posts is submitted to the ICASS Service Center.

Milestone 2 will be reached when the team submits its searchable Duty Officer CD-ROM to the ICASS Service Center.

Milestone 3 will be reached when the team certifies the Electronic FSN Earnings and Leave Statement application is online and useable, and also submits the documentation and instruction package for replicating it at other posts to the ICASS Service Center.

Milestone 4 will be reached when the team certifies the Vendor History Report Tool is online and useable, and also submits the documentation and instruction package for replicating it at other posts to the ICASS Service Center.




