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SUBJECT: IMPLEMENTING GUIDELINES #6 of 8 

   -     CHAPTER 340 – ICASS HANDBOOK
   –     (FURNITURE POOLS AND BUILDING OPERATIONS)

   -     FOR BOTH ICASS STANDARD AND LITE POSTS 
FOR ICASS BUDGET COMMITTEE, ICASS COUNCIL, MANAGEMENT OFFICER, FMO, GSO AND FAC
FROM ISC DIRECTOR – ISMAIL ASMAL

REF:  State 028296
SUMMARY:  This is the sixth in a series of cables highlighting the changes in the new ICASS Handbook, Chapter 340-Cost Center Descriptions.  This cable covers the Furniture Pool and four Building Operations cost centers.  Please share this information with all LE Staff supervisors responsible for the functional areas covered in this cable.  The changes outlined in this cable are to be implemented at post beginning with the May 1, 2008, ICASS workload counts.  This cable must be read along with the Chapter 340 draft found on www.ICASS.gov.  END SUMMARY

--------------------------------------------------------

1.  Household Furniture, Furnishings and Appliance Pools (6144)

--------------------------------------------------------

There was a minor change in the title of this cost center with the addition of the word “Household.”  

Definition of Service:  

---------------------

This cost center is intended to include only the services listed:  storage and warehousing, transportation, disposal, inventory control, and repair/reupholstery of pooled items.  Each post, working with the ICASS Council, determines what furniture and appliance items it wants to include in its pool and whether it will be funded inside or outside of ICASS.  This service now includes the inventory control of items maintained in the pool, removing the ambiguity of the former system where it was unclear how to account for inventory control of this property.  

Budgeted Costs:  

--------------

Beyond the two budget categories found in most cost centers, also included are the costs of the actual furniture, furnishings and appliances included in the pool, if budgeted in ICASS.  Costs for a dedicated vehicle (in whole or in part), rent and utilities for warehouse space, supplies and materials for repairing or reupholstering the pooled items, and any contracts needed in support of the services provided are also budgeted here.  

Time Allocation:  

---------------

Employees who perform or supervise the services provided allocate their time here.  This would include warehouse staff, inventory staff, carpenters, reupholsters, etc.  

How to Count:  

------------

The distribution factor remains unchanged:  you count the number of housing units, by agency, which are furnished by the pool.  This is the only valid distribution factor for this cost center.  Modifications must be in accordance with a post-developed policy which has been approved by the ICASS Council.  The example provided notes a situation where some agencies may subscribe only to the appliance portion of the pool.  In such cases, post must determine the appropriate modification level to reflect the services being provided.  Where modification does not equitably distribute the costs, consideration should be given to establishing a sub-cost center for agencies subscribing to the reduced service, ensuring that budgeted costs and time are appropriately allocated.

ACTION REQUIRED:  

---------------

Review and verify the workload count for each agency; ensure the workload factor is counting housing units (not the number of pooled furniture and appliance items in the residential unit).  Review and validate time allocations for this cost center (and sub-cost center, where appropriate).   Review the list of costs that are included in this cost center in preparation for developing the FY09 budget. 

----------------------------

2.  Building Operations (BO):  

----------------------------

There was extensive rewriting of these cost centers to improve the background information that explains the various funding responsibilities and to standardize the description of services provided.  The introductory section is intended to provide context for the four cost centers that follow.  Because of the numerous changes, please read each cost center in its entirety.  

-------------------------------------------------

3.  GO/LTL Residential Building Operations (7810)

-------------------------------------------------
Definition of Service:  

---------------------

The basic services remain unchanged vis-à-vis the maintenance and upkeep of the building(s), but all have been clarified.  Four new services include:  5.  Provide residential “hospitality/welcome kits” in accordance with post policy;  6.  Repair/reupholster government-owned furniture and equipment in accordance with post policy;  7.  Provide security escort services for maintenance personnel as required, in accordance with post policy; and,  8.  Act as Contracting Officer’s Representative (COR) on contracts for services in this cost center.  These services all refer to “post policy” on a given issue, leaving to the post, working with the ICASS Council, to decide the level of service to be provided.  For example, on the provision of welcome kits, a post may decide that ICASS will fund only kitchen items and that is the policy applied to all agencies.  

Budgeted Costs: 

--------------

Beyond the two budget categories found in most of the cost centers, there is a long list of costs related to building operations.  There is a series of four NOTES that seek to clarify various budget issues.

Time Allocation:  

---------------

Employees who perform or supervise the services of this cost center allocate their time here.  There is a wide variety of services listed in this cost center and posts must ensure that time allocations are accurately and appropriately established.  

How to Count:  

------------

The distribution factor in this cost center has been slightly changed and is now based only on gross square meters.  There is detailed guidance provided on measuring gross space, as well as how to count space in compounds with mixed residential and non-residential buildings (where BOE costs must be shared).  This change was made to ensure a more equitable sharing of costs.  

ACTION REQUIRED:  

---------------

Posts already maintain gross measurements for all residential properties in the RPA database.  These gross square meter calculations must be reviewed in light of the established guidelines and verified for the May 1 workload count.  Review and validate the time allocations for this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.  

-----------------------------------------------------

4.  GO/LTL Non-Residential Building Operations (7820)

-----------------------------------------------------
Definition of Service:  

---------------------

The basic services remain unchanged vis-à-vis the maintenance and upkeep of the building(s) and clarifications have been provided on several services.  Several new services include:  6.  Provide support for conference room set-up or configuration, as required; 7. Provide security escort services for maintenance personnel and contractors as required, where appropriate and in accordance with post policy; 8.  Repair/reupholster government owned furniture and equipment in accordance with post policy.  Again, these services all refer to “post policy” on a given issue, leaving to the post and the ICASS Council to decide the level of service to be provided.  

Budgeted Costs:  

--------------

Beyond the two budget categories found in most other cost centers, there is a long list of costs related to building operations.  Of particular note, however, is the decision that rent costs for ICASS office leases will be budgeted only in this cost center and the square meters occupied by ICASS sections will be counted to 1901.0-ICASS and spread through ICASS Redistribution.  The only ICASS lease costs that will be spread to other cost centers will be those for non-office properties (e.g., warehouse, motor pool, etc.); more detailed guidance will be provided.  There are four NOTES that provide clarifying information on budgeted costs.

Time Allocation:  

---------------

Employees who perform or supervise the services of this cost center allocate their time here.  There is a wide variety of services listed in this cost center and posts must ensure that time allocations are accurately and appropriately established.  

How to Count:  

------------

The distribution factor has been changed slightly to count gross square meters according to the methodology outlined in the new Handbook (a different but simpler approach).  Please carefully read the measuring instructions for all the various scenarios listed (also see guidance regarding vacant space). 

ACTION REQUIRED:  

---------------

Posts will need to review their current measurements for this cost center and re-measure properties as appropriate.  Review and validate time allocations for this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

----------------------------------------------

5.  STL Residential Building Operations (7850)

----------------------------------------------

Definition of Service:  

---------------------

The basic services remain unchanged with clarifications to several of them.   Added to this cost center are:  3.  Provide residential “hospitality/welcome kits” in accordance with post policy; 4.  Provide security escort services for maintenance personnel in accordance with post policy; and, 5.  Repair/reupholster government-owned furniture and equipment in accordance with post policy.  As noted above, post policies on these items should clearly explain the services provided and any limitations.  

Budgeted Costs:  

--------------

Beyond the two budget categories included in most cost centers, there is a lengthy list of other building operations items.  

Time Allocation:  

---------------

Employees who perform or supervise the services of this cost center allocate their time here.  In some posts, the landlord liaison function may be done by staff in the Maintenance, Leasing or Contracting Offices.  There is a wide variety of services listed in this cost center and posts must ensure that time allocations are accurately and appropriately established.   

How to Count:  

------------

The distribution factor in this cost center has been slightly changed and is now based only on gross square meters.  There is detailed guidance provided on measuring gross space, as well as how to count space in compounds with mixed residential and non-residential buildings (where BOE costs must be shared).  This change was made to ensure a more equitable sharing of costs.  

ACTION REQUIRED:  

---------------

Posts already maintain gross measurements for all residential properties in the RPA database.  These gross square meter calculations must be reviewed in light of the established guidelines and verified for the May 1 workload count.  Review and validate the time allocations for this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

--------------------------------------------------
6.  STL Non-Residential Building Operations (7860)

--------------------------------------------------
Definition of Service:  

---------------------

The basic services remain unchanged with some clarifications added on several of them.  Two new services include:  7. Provide security escort services for maintenance personnel and contractors as required, where appropriate and in accordance with post policy;  8. Repair/reupholster government-owned furniture and equipment in accordance with post policy.  Again, these services all refer to “post policy” on a given issue, leaving to the post and ICASS Council to decide the level of service to be provided.  

Budgeted Costs:  

--------------

Beyond the two budget categories included in most cost centers, there is also a lengthy list of other building operations items.  There are three NOTES that provide additional clarifications on budget issues.

Time Allocation:  

---------------

Employees who perform or supervise the services of this cost center allocate their time here.  At some posts, the landlord liaison function may be done by staff in the Maintenance, Leasing or Contracting Offices.  There is a wide variety of services listed in this cost center and posts must ensure that time allocations are accurately and appropriately established.  

How to Count:  

------------

The distribution factor has been changed slightly to count gross square meters according to the methodology outlined in the new Handbook (a different but simpler approach).  Please carefully read the measuring instructions for all the various scenarios listed (also see guidance regarding vacant space). 

ACTION REQUIRED:  

---------------

Posts will need to review their current measurements for this cost center and re-measure properties as appropriate.  Review and validate time allocations for this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.
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