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UNCLAS STATE 210413

SUBJECT: ICASS BUDGET AND BILLING PROCESS FOR ALTERNATE

GOVERNMENT SERVICE PROVIDERS

1. On May 12, 2004 the ICASS Working Group (IWG) adopted a

policy for ICASS government service providers other than

the Department of State when charging for shared

administrative support services.  The process assumes that

all service providers in the ICASS system follow the ICASS

budget calendar and adhere to ICASS policies.  These

procedures will be effective with the FY 2005 budget

cycle.

2. This cable spells out the budgeting and billing process

for the alternate service provider (ASP) and the ICASS

service provider that provides services to an ASP. For

example, for posts where there is an ASP receiving ICASS

services (i.e., USAID), it is important for the State

ICASS service provider to activate the new ASP agency code

(7203.3).  State ICASS must collect and attribute workload

counts in the ICASS software separately for the ASP and

its program counterpart.  This is similar to the current

distinction between State ICASS workload counts (code

1901.0) and State Program workload counts (1900.0).

3. The budget process must be accelerated at posts with

alternate service providers to allow the ICASS Service

Center (ISC) to redistribute service provider invoices to

their respective customers.  The ISC requests that both

the ASP and ICASS service provider submit their budgets to

the ISC ten business days prior to the December 3rd

deadline, or COB November 19th.  Posts normally circulate

ICASS invoices for signature during the time period prior

to December 3rd.  However, since the invoice generated

from the ICASS and ASP software does not include the

redistributed service provider costs, the ISC will

calculate this distribution and electronically transmit

amended invoices to the ICASS and ASP service providers

for signature.  Upon receipt of the amended invoices,

ICASS and ASP service providers will have ten business

days to receive invoice authorizations and contact the ISC

with a summary of all invoice amounts and authorizer names

through State cable and via email for USAID.  To avoid a

one percent penalty, posts experiencing difficulties with

the implementation of this new process and who require

additional time beyond ten business days should contact

the ISC for an extension (see paragraph 7A.)  Note, the

process outlined above is only for posts where ICASS

(1901.0) and/or the ASP (7203.3) provide services to each

other.

4.  Targets and Funding at Alternate Service Provider

Agency Headquarters

A. At the initial target setting process, the alternate

service provider's Washington ICASS representative

presents target recommendations to the ICASS Budget

Committee.  Upon approval, the ISC communicates the

authorized target funding levels to the ICASS Council and

ASP at each ASP post.

B. The ASP Washington office issues allotments at the

approved target level to each ASP post.  For USAID, ASP

allotments will be issued from the USAID Working Capital

Fund.

C. Just as for State ICASS, un-obligated Working Capital

Fund balances are treated as carry forward funds and spent

based on an agreement between the post ICASS Council and

the ASP.

D. The ASP will maintain a contingency fund should one of

its posts need additional funds after the final targets

have been set.  The ICASS guidelines for contingency funds

apply to the ASP.  Replenishment of the fund will be

accomplished through charges to all customers at the

headquarters level in the next fiscal year.  ASP posts

requiring contingency funds should contact the ASP

headquarters in Washington.

5.  Alternate Service Provider Budget Processes at Post

A. The post ASP provides the service in accordance with an

ICASS council approved Memorandum Of Understanding (MOU),

which establishes service standards within the approved

target funding level.

B. The ASP uses the ICASS-ASP budget and billing software

to create a budget for the ICASS service(s) to be

provided.  It may choose either the Lite or Standard

budget version.  If the software version differs from the

current post version, the post council must approve the

selection.

C. State separately identifies the cost of providing

services to State Program employees (agency code 1900.0)

from State service provider employees (agency code

1901.0).  The ASP must also separately identify the ASP

agency Program employees (ASP-Program) receiving services

from those ASP agency employees providing ICASS services

(ASP-ICASS).  Separate agency billing codes for ASPs are

established in the software.  For the sake of this example

and the remainder of this cable we will assume that USAID

is the alternate service provider.  In order to separately

invoice agencies for administrative support services,

USAID workload counts must be separated between USAID

Operation Expenses (agency code 7203.1) and USAID ASP

ICASS Support (agency code 7203.3).  This unique code

permits the ASP administrative operating costs to be

separately identified in the ASP software.

i. In addition to the ASP-ICASS and ASP-Program, workload

counts, workload for other agencies receiving ASP services

must be entered in the ICASS ASP budget and billing

software.

ii. ICASS (1901.0) workload counts are separately

identified from State Program (1900.0) workload counts in

the ASP software.

D. USAID identifies all American Direct Hire positions,

LES positions and costs incurred by the ASP in providing

the ICASS service in the ICASS-ASP budget and billing

software.  The ASP software uses the same American salary

table and average cost information for post assignment

travel as the ICASS software.

E. ASP costs must be allocated to the appropriate ASP cost

center. When a position is not fully utilized in providing

ASP services but spends a portion of time providing

services defined as "program" services, a percentage of

that employee's staff time may be distributed to the Non-

ICASS Dual Position cost center.  This is not to be

confused with time spent providing administrative services

to program offices. An example of the ASP cost allocation

would be: if USAID is providing only STL residential

maintenance, all USAID ASP ICASS Support costs of this

function (i.e. vehicles, drivers, fuel, supplies,

contracts as well as position costs performing residential

maintenance) should either be allocated to the STL

Residential maintenance cost center or allocated to the

Non-ICASS Dual Position cost center for that portion of

time spent not providing ASP services.

F. The ASP generates preliminary invoices, including one

for State ICASS (1901.0).  It is this invoice amount that

will be redistributed to ICASS's customer agencies using

the ICASS customers' percentage share of the ICASS budget.

G. The ASP sends the budget to the ISC, which in turn uses

the State ICASS invoice information submitted by the State

FMO to redistribute amounts assessed by the ASP to agency

code 1901.0 to the State ICASS customers.  Likewise, the

ASP customers must share the ASP (7203.3) invoice for

services provided by ICASS.  This invoice amount is

redistributed to the ASP's customers based on the

customers' share of the total ASP budget.

H. The ISC sends revised invoices to post's ASP.  The

final ASP invoice for each of its customers will consist

of the cost of the ASP service plus a share of the ASP's

ICASS invoice.

I. Upon receipt of the finalized invoices, the ASP has ten

business days to circulate the invoices at post for

authorization and email the ISC summarizing all invoice

amounts and approvals.  The ASP should maintain the

original signed invoices for audit purposes.  The final

invoices will be paid at the headquarters level.

6. State ICASS Budget Process at Post for Alternate

Service Provider Services

A. Alternate Service Provider workload counts must be

separately identified in the State ICASS budget.  USAID

will separately identify USAID Operating Expenses (i.e.,

code 7203.1) and other USAID workload counts from AID ASP

ICASS Support workload counts (code 7203.3).  These counts

are to be used by the State ICASS service provider in the

State ICASS budget.

B. State ICASS prepares its initial budget upon receipt of

the preliminary target.  The new policy will replace the

old method where the ASP was treated like a contractor.

However, where only one service provider provides the

other with a service (like a contractor) this cost would

be included in the target and budget and the cost would be

shared with all of its customers.  Typically, when a

service provider has an expense like a contract at the

post level the cost is included as a line item in the

budget.  With the new policy the ASP is not a contractor.

Although the State ICASS service provider receives

services from the ASP, it does not pay for the service.

Its cost is distributed and paid for by its own ICASS

customers through the new distribution process.  There is

no payment for the services at the post level; therefore,

the post does not need to budget for payment of ASP

services.  IMPORTANT: If an ICASS target accounted for an

ASP payment in the past, this year the target will be

adjusted to reflect the change in payment policy.

C. Once the State ICASS budget is prepared, it is due to

the ISC ten business days prior to the budget deadline to

allow the ISC to redistribute ICASS's invoice from the ASP

to ICASS's customers.  Adjusted invoices will be sent

electronically to the State ICASS FMO to distribute to its

customers for authorization.  Each agency invoice will

show both its ICASS service cost plus an amount for its

share of the ICASS ASP invoice.  Invoices should be signed

and maintained at post, and a cable submitted to the ISC

reflecting each agency's invoice amount and agreement to

pay.

7. Final Steps for State and ASP Service Providers at

Post.

A. The ASP submits an e-mail summary of all signed

invoices to the ISC (BartlettBA@state.gov and

GaratePA@state.gov).

B. The ICASS service provider submits a summary cable to

the ISC.  The ASP and ICASS service providers maintain

signed invoices at post for audit purposes.

C. The ISC provides the ASP headquarters with copies of

all invoices for final distribution.  All ASP invoices are

billed and funds are collected by the Alternate Service

Provider Headquarters, not at post.  Each agency,

including State Program (1900.0) will receive a summary

invoice with details attached from the ASP.

8. ICASS Service Center and Washington ASP Agency

Processes for Alternate Service Provider Invoices

A. Upon receipt of the ASP budget in the ISC the budget is

loaded into the ICASS global database.

B. The ISC redistributes the ASP's State ICASS invoice to

the ASP customers on a post-by-post basis.

C. The ISC consolidates the final ASP invoices at the

agency level, which includes any additional Washington-

related costs, and provides invoices to the ASP

headquarters for that agency's billing to all agencies for

collection.  The customer agencies reimburse the ASP at

the headquarters level. The ASP will collect the funds in

conformance with standard ICASS policy.

D. The ISC will generate and issue all ASP 90 and 180 day

delinquency notification letters if an invoice is not

being disputed.  Customers who are delinquent over 270

days in paying bills may have their services cut off per

Section 23 of the State Department Basic Authorities Act

and lose their vote on the council in accordance with the

ICASS disputes policy.

E. If there are disputes between an ASP and a customer,

efforts should be made to resolve them locally.  The

council should be the initial arbiter of disputes,

followed by the Chief of Mission.  Timetables and

procedures for documenting disputes are identical for all

service providers.  The ISC will serve as the secretariat

to the ICASS Executive Board in presenting disputes.  The

ASP headquarters will work with customer agencies to

resolve formal disputes prior to presentation to the IEB

adjudication.

9. ASP Financial Management

The ASP will develop its own method to capture its current

operating budget to compare it to actual obligations

against the ASP invoiced budget spending for financial

management purposes.  Integrating actual accounting data

with the ICASS budget software is the responsibility of

the ASP.

10. This process, although adopted by the IWG, has yet to

be codified in the ICASS handbook as policy.  This cable

serves as an announcement of the new process that will be

in effect in fiscal year 2005.  If you have any specific

questions concerning this process, please e-mail the ICASS

Service Center at icassservicecenter@state.gov.

11. Minimize considered.

POWELL

