Mission Cairo

Workload Counts Guidelines
	Cost Center
	Cost center Description
	How To count
	Costs
	Mandatory/Modifiable

	6150
	Basic package
	- No. of direct hire Americans as of May 1,  each year.

- Vacant positions as of May 1 will not be counted.

- If the position is filled as of May 1 it should be included in the count.

- If a customer agency is abolishing filled position(s) that agency should notify the service providers giving 6 months notice of the planned reduction. Workload- counts should be prorated as follows:

0-3 months - no count

3-6 months -.5 count

6-12 months full count

- Olmsted Scholars will be counted at the .3 level.
	The costs are calculated on the percentage of time spent by the service providers in furnishing the services. Costs includes salary, benefits and related support costs
	Mandatory but modifiable

	5458
	Computer Services
	Number of devices. Includes CPUs (one counted CPU includes its monitor, keyboard, mouse, CD-ROM drive, and internal/external devices specific to the CPU), servers, printers, scanners and all like devices
	Includes LES, US citizen direct hire, ADP supp and equip, a portion of salary and benefit costs of US employees who may be supervising the operation, travel and training 
	Not mandatory or modifiable

	5624
	Health Services
	- All direct hire U.S. citizen employees and family members.

- Olmsted will be provided .3 modified level unless the scholar is accompanied, in which case post would charge at full level.

- Military agencies located outside Cairo zone, will be charged  .6 level.

- CH47-TAFT is charged .3 level as they are using the lab services only. They are covered for all health services under Seiven
	Includes salary and benefits costs for health services personnel including RMO, nurse practitioners, nurses, medical technologists, medical assistants and secretaries, all vaccines and medical supplies, equip. And furniture for the health unit, travel and training 
	Mandatory and modifiable

	5624-0001
	Tri-Care
	All Military American Direct Hire positions at post
	Sal. and benefits, supplies, travel, office supp, equip and furniture for the tri-care position
	Mandatory and not modifiable

	5826
	Non –Residential Local Guard services
	- Net SQ meters of occupied non-residential space for the embassy compound by agency as of May 1 each year.

- ESSA SQ meters are added to ICASS agency count.

- Common area is distributed to all agencies based on their percentage of space to total SQM.
	Sal and benefits, supplies, equip and uniform for local guards
	Not modifiable

	5826-011
	Non –Residential local guards at American center at ALEX
	Net SQ meter for each agency occupying space in the American Center, ALEX as of May.
	Salaries and benefits, supplies and uniform for LGP assigned to American Center.
	Not modifiable

	5880
	Security Services
	The number of authorized LES and direct hire U.S. citizen employees.
	Includes salary, benefits, training, security supplies, equip and equip maintenance associated with LES employees 
	Mandatory and modifiable

	6443
	Community Liaison Office
	The number of direct hire U.S. citizen employees including dependents, TCNs and U.S. contractors.
	Includes salary, benefits, furniture, equipment and any operating expenses of CLO.
	Mandatory but modifiable

	5449
	DTS-PO
	The number of instruments that have access to IVG lines.

This count does not reflect personal use by American DHs from their residences.
	Total subscription costs for the IVG lines at post. This amount is paid at Wash. level and deducted from post target.
	Not modifiable

	6132
	Vehicle Maintenance
	The total number of official U.S. Government vehicles maintained
	Generally includes the salary, benefits for mechanics, tools and equip for making repairs and supplies
	Not modifiable

	6133
	Administra-tive Supply
	The dollar value of all supplies issued to an agency
	Includes the salary and benefits of personnel involved in requisitioning, stocking, inventorying and issuing administrative supplies and their furniture, equip. and related transportation.
	Not modifiable

	6134
	Procurement Services
	The number of executed procurement documents. This includes purchase orders, contracts, petty cash, and personal service contracts. 
	Generally include the salary and benefits and related costs of personnel performing or supervising the procurement function including their furniture, equipment, and related transportation
	Modification can be given as follows:

A) Acquisitions over 100,000,       3

B) Acquisitions between 2,500 and $100,000,                                    2

C) Acquisitions less than $2,500,  1

	6135
	Reproduc-tion Services
	The total number of copies. Color copies are counted at 40 times as the number of plain ones.
	Includes salary, benefits and related costs, furniture and equipment replacement as required, equipment maintenance, paper, toner, etc.
	Not modifiable

	6136
	Shipping and Customs Services
	The total number of shipments sent and received
	Includes salary, benefits, replacement furniture, equipment and related transportation.
	Not modifiable

	6139
	Direct vehicle Operations
	The total amount of miles driven.

Miles driven for POTUS, SECSTATE and Codels are not counted and will be charged directly against the fiscal data for the visit or State Prog. Allotment.
	Includes salary, benefits for drivers and dispatchers, vehicle operating expenses (gas and oil), maintenance, parts, related furniture and equipment.
	Not modifiable

	6139-0003
	Shuttle bus operations
	Number of trips used by each participating agency.

Three months actual usage is used as a basis for the allocating the count per agency.
	Includes the salary, benefits of the drivers that are dedicating percent of their time for driving the shuttle, gas, oil and all parts used for shuttle maintenance
	Not modifiable

	6143
	Non Expendable Property Management
	No. of  items inventoried as of May, 1

Appliances and furniture pool items will be counted under ICASS agency code (1900)
	Includes salary, furniture, equipment and related delivery costs, and benefits of personnel ordering, stocking, inventorying and issuing non-expendable property.
	Agencies participating in the appliances pool and not furniture pool will be charged .6 level.

	6144
	Appliances/

Furniture pool
	Number of sets for each participating agency.
	Total replacement cost for appliances is $2,000/set annually and $2,700 for furniture set annually. 

Appliances and furniture for new employees will be charged directly against agency’s fiscal data. ($14,000 for appliances and $33,900 for furniture).
	Agencies participate in appliances will be charged  .4 level and .6 for furniture and full count if the agency signed for both.

	6148
	Leasing
	The number of leases maintained
	Includes salary, benefits and related costs of personnel involved
	Modifiable

	6462
	Travel Services
	No. of  travelers assisted, includes preparation of travel orders, issuance of air ticket, assistance in arrival and departure.
	Includes salary, benefits, training and related costs of personnel involved.
	Modifiable

	6192
	Pouching Services
	The total weight of pouches sent (count 1 week per month)
	Includes any LES working on mail and pouch handling and a portion of any U.S. citizen employees’ costs working in this area, training, furniture, equipment and transportation costs
	Modifiable

	6194
	Mail and Messenger
	The number of direct hire U.S. citizen employees. (see 6150 cost center). Agencies that are located outside the embassy compound will be charged a .6 level.  AID and Olmsted are charged to .3 level
	Includes salary and benefits for LES working on mail handling.
	Modifiable

	6195
	Reception and switchboard
	- The number of telephones connected to the central switchboard and direct line connections

- The number of city lines at residence.

- Namru-3 is charged a .3 level for the 47 office lines as those lines are not connected to embassy switchboard and received minimum services from embassy maintenance crew.
	Includes salary, benefits and related costs of personnel involved.
	Not modifiable

	6211
	Budget and financial Plans
	The sum of time spent preparing financial plans.
	Includes costs of staff working in this function and any travel, training, furniture, equipment and related transportation costs
	Not modifiable

	6221
	Accounts and records
	The number of obligations established by the accounts and records.
	Includes costs of staff working in this function, and any travel, training, furniture, equipment and related transportation costs associated with this service.
	Modifiable

	6222
	Payroll
	The number of direct hire U.S. citizen employees and LES paid.
	Includes costs of staff working in this function, and any travel, training, furniture and equipment
	Modifiable

	6223
	Vouchering
	The number of lines of fiscal coding on vouchers processed. Vouchers citing multiple strip codes from the same agency will count as the total number of lines of fiscal coding on that voucher.  

- Cash vouchers are counted in vouchering and cashiering.
	Includes costs of staff working in this function, and any travel, training, furniture, equipment and related costs
	Modifiable

	6224
	Cashiering
	The number of lines of fiscal coding on petty cash payments, accommodation exchange transactions, and collections by cashiering.
	Includes costs of staff working in this function, and any travel, training, furniture, equipment and related costs
	Not modifiable

	6441
	U.S. Citizen Employee Personnel Service
	Number of direct hire U.S. citizen employees
	Includes costs of staff working in Personnel, and any travel, training, furniture, equipment and related costs
	Modifiable

	6451
	Locally Engaged Personnel Services
	Number of LES receiving service
	Includes costs of staff working in Personnel, and any travel, training, furniture, equipment and all related costs.
	Modifiable

	7810
	GO/LTL residential building Operation
	Net SQ meters as of May every year. BOE Costs for multi-unit residence can be distributed to the occupants thru ICASS using SQM occupied.

This includes maintenance of the buildings’ main systems (plumbing, electric, central water heaters, roofing, water treatment, AC, generators, underground tanks, maintenance of elevators and common usage areas.

Utility consumptions are charged to each building by using sub-cost centers for each building.

7810-05 for 11/11

7810-06 for 55/17

7810-07 for Zamalek bldg.

7810-08 for Bouls Hanna bldg

Total costs for each building are distributed to the occupying agencies per building
	Includes the salary, benefits for the LES staff working in the GO. residence, and any travel, supplies, equipment and furniture
	Not modifiable

	7820
	GO/LTL Non Residential Building Operations
	Net SQ meters as of May each year.

This includes 

CAIRO I & II

ESSA Warehouse

American Center.

Services include custodial, elevator maintenance, water treatment, chiller maintenance, gardening services and garbage collections.

Utilities are charged separately per each building using sub-cost center

7820-09 CAIRO I & II

7820-010 American Center.

9664        ESSA    warehouse

 Total costs are distributed to the occupying agency using actual SQM occupied.


	Includes salary, benefits for LES using portion of their time for GO. Non resid. services, and any travel, supplies, equipment and furniture used by the FAC staff.
	Not Modifiable

	7850
	STL Residential Building Operations
	Net SQ meters as of May each year.

Make ready for all short- term leases are covered and charged to ICASS for all agencies that participate in this cost center, includes building maintenance and BOE. Utilities are charged to the benefiting agency.
	Includes salary, benefits and any travel, supplies, equipment and furniture used for the staff
	Not modifiable

	7860
	STL non residential operations
	Net SQ meter as of May 1, each year.

This includes utilities and BOE required for the parking lots.
	Includes salary, benefits for the LES spending a portion of their time providing services for the STL parking lots
	Not modifiable

	7860-0012
	Parking lots
	# of parking places assigned to each agency. Total Parking lot rents are distributed based on the # of parking spaces occupied by each agency including the GO. parking lot areas.
	Includes total rents for STL parking lot.
	Not modifiable


