ISC Functions and Performance Standards

The following performance standards (bullet items) are, in some cases, predicated on other parties meeting agreed upon deadlines.  

1. As secretariat to the IEB and IWG, facilitate scheduling of ICASS meetings, distribute agendas, coordinate logistics, schedule speakers as appropriate, prepare and distribute minutes, maintain accurate IEB and IWG member lists, and advise the IEB and IWG on all significant ICASS issues and activities.

· The ISC prepares and distributes an agenda for the monthly IWG meetings at least three working days in advance of the meeting.

· The ISC distributes abbreviated minutes within two days of an IWG meeting.  Final minutes are made available at the following IWG meeting for approval.

2. Serve as the primary point of contact and information source on ICASS policy, the ICASS budget process, ICASS reimbursements, budget/cost distribution software, and other operational concerns for approximately 163 overseas missions, Washington offices of all ICASS agencies and, as required, Congress and private sector entities. 

· The ISC updates the ICASS Intranet and Internet websites on a weekly basis with ICASS developments, including the minutes of the IWG meetings. 

· The ISC responds to inquiries within two working days, providing interim replies where a definitive response may not be possible within that timeframe.  

3. Ensure that the ICASS Handbook (6 FAH-5) and Software User’s Manual are kept up to date, and assist in the revision of other regulatory materials affected by ICASS, e.g., the Foreign Affairs Manual (FAM).  The ISC works with the Handbook Committee and manages the process of obtaining clearances and working with the Office of Directives to publish the ICASS handbook.  

· The ISC will place any new approved ICASS policies on the website within two days of approval by the IWG

· The Software User’s Manual is reviewed and updated prior to the release of updated versions of the budget software.

4. The ISC develops and issues ICASS training/instructional materials and conducts workshops/briefings to meet specific needs for audiences/groups. The ISC develops and implements a planned outreach program designed to ensure customer agency employees serving overseas are familiar with ICASS and their role in the process.
· The ISC prepares an Annual Report for the IWG, including information on briefings and workshops conducted by the ISC.  

· The ISC conducts 20-25 Post-Based Trainings per year.

· In FY2004/05 the ISC will pilot at least one regional joint Council Chair/Service Provider conference.  

· The ISC conducts software/budget workshops on an annual basis to acquaint overseas financial management personnel in the use of new or modified ICASS software and to assist them in ICASS budget preparation.

5. Maintain a Global Database (GDB) and serve as the primary point of contact for customer agencies on GDB issues.

· The ISC updates the GDB semiannually in conjunction with the receipt of post budgets.

· The GDB is made available daily to domestic users.  The GDB may be down periodically while reports are being prepared, but generally not to exceed two consecutive days.

· The ISC gives priority to requests for new GDB reports involving the preparation of invoices to operational users.

6. Keep the posts and agencies informed about budget and cost distribution software enhancements through workshops, cables and the Software User’s Manual. 

· The ISC develops software updates for release to posts, the Financial Service Centers (FSCs) and Alternate Service Providers (ASPs) on an annual basis or more frequently as needed. The software allows posts to prepare an initial budget and a final budget, the basis for ICASS invoices.

· The ISC coordinates and designs improvements to the budget and cost distribution software annually reflecting new requirements and feedback from the users and other sources. 

7. Oversee a Forward Planning Process that allows all IWG members to be informed of out-year ICASS costs with sufficient time to incorporate new requirements into their budget requests to Office of Management and Budget (OMB).

· The ISC initiates the Forward Planning Process by sending out annual MPP guidance to posts requesting that they identify ICASS out-year investments in the MPP submissions.

· The ISC coordinates a meeting between the Bureau of Resources Management and all agencies to present all known out-year resources requirements and to facilitate discussion on this issue.

· The ISC schedules a meeting with OMB and the IEB in the fall to allow for a coordinated approach and dialogue on ICASS resource requirements and issues.

8. Develop the ICASS budget time line for the development of the initial ICASS funding targets, the interagency review of the targets, and the interagency review of the initial and final budgets.  Coordinate with the agencies and bureaus regarding the timing and requirements for the reviews, providing the materials for review.

· The ISC coordinates and hosts the review sessions and communicates the resulting target levels to the posts and FSCs within two weeks after the presentations are made and the levels are approved by the ICASS Budget Committee. 

· The ISC provides the cost distribution software to the IRM/PASS office for distribution to posts at least one month in advance of the ICASS budget workshops.

9. Compile initial and final post budget submissions, and ensure that they are submitted on schedule. Analyze the budgets for errors and whether or not the targets are met.  Coordinate with posts to resolve differences in the final submissions and revise the allotments to match the income generated from the budgets.

· The ISC communicates the budget submission due-date to posts and facilitates the resolution of any issues pertaining to agency invoice issues wherever possible prior to the submission deadline.  The ISC provides a status to the regional bureaus on budgets and signed invoice cables that have not arrived prior to the deadline or that are tardy.  

10. Coordinate cost-factoring and budget presentations with the program managers of the centrally managed ICASS components, e.g., American Salaries, Post Assignment Travel, Medical Services, Office of Overseas Schools, etc.

· The ISC organizes annual presentations to the IWG on central ICASS costs and the development of central cost factors utilized in the ICASS software.

11. Track the allotment of funds to posts to ensure that posts are funded according to the approved budgets and reimbursement invoices. 
· The ISC provides ICASS allotment recommendations, compiling the many disparate data elements into recommendations by post and category of funds.  ICASS allotment recommendations are completed one week after ICASS targets are finalized.
12. Based on authority delegated by the IWG and the CFO, approve the use of contingency funds and coordinate the administration of the ICASS exchange rate gains and losses policy. 

· In close consultation with the Department of State regional and functional bureaus, the ISC approves contingency fund requests within one week or provides an explanation as to why a request does not meet the criteria of the Contingency Fund Policy. 
13. Consolidate the many elements of the ICASS costs into ICASS invoices for individual agencies.  Develop ICASS invoices for all supported agencies (over 250) after arrival of the initial and final budgets.  Ensure the integrity of the information entered into the ICASS global database for the purposes of assessing costs to agencies.

· The ISC develops initial and final ICASS invoices for approximately 250 bill-paying entities within four weeks after all ICASS post budgets have arrived, data errors have been reconciled, outstanding issues have been addressed and final targets established.

14. Aggregate, track, and file the signed invoice approval cables and hard copies of posts’ initial and final budgets.  Coordinate with agency headquarters representatives and posts as appropriate to resolve billing issues from the initial and final invoices received from posts. 

· The ISC provides IWG members a list of all unsigned post invoices at the first IWG meeting of every month following arrival of the initial ICASS budget submissions.

· Regarding agency level invoices, the ISC requests quarterly a list of unsigned agency invoices from RM/BP/Reimbursements and a list of unpaid signed agency invoices from RM/F/Accounts Receivable.  The ISC provides these lists to the IWG for action and disposition.

15.  Review requests for new agency billing code designations from customer agencies, new government entities and DOS offices and coordinate the assignment of new codes with RM/BP.   Maintain the agency billing code database on a current basis with information provided from customer agencies, overseas posts and RM/BO.  Includes adding and revising the information in the database.  Provide semi-annual updated data-base of agency billing codes for inclusion in the GDB.

· The ISC prioritizes requests for new reports, coordinates the requests with the software developer, and determines how many reports can be added to the global database, briefing the IWG on GDB use and developments, and plans for future reports. 

16.  Provide management information reports on service costs (by cost center) to assist agencies and posts.  Perform analysis of ICASS cost data at the post and worldwide level and, as appropriate, make recommendations on how to achieve more efficient and cost-effective ways to manage and deliver shared administrative support services. Respond to individual agency and IWG requests for information and analysis.

· The ISC will be proactive in communicating to the IEB, IWG and posts the impact of significant events, e.g., supplemental appropriations, reorganizations, changes to NSDD 38, and other regulations and directives, etc. 

17.  Working with RM, facilitate the annual audit of ICASS separately issued financial statements and the Annual Financial Report.

· Coordinate with the independent CPA contractor of the Department of State Office of the Inspector General to accomplish the annual audit.

· Coordinate with the CFO and Deputy CFO in preparing the Annual Financial Report.

18. The ISC facilitates the execution of the ICASS Awards program.  The ISC monitors progress on the ‘goal sharing’ projects and reports to the IWG’s Awards Committee on a monthly basis the status of ICASS awards .

· The ISC obtains funding approval and financial data for awards within 30 days of award.

19.  The ISC answers posts’ questions about disputes and encourages resolution of disputes at post.  The ISC serves as a mediator and works with agencies and the service provider to resolve disputes forwarded from post before they are forwarded to the IWB for a final decision.  If a dispute is forwarded to the IEB, the ISC coordinates agency and service provider positions.

