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SUBJECT: ICASS POST-SPECIFIC TRAINING FOR FY05

1. Summary: the ICASS Service Center will

again be offering post ICASS training in FY 2005. The

training is available to any post that could benefit

from it, either for technical expertise, or because

they would like their ICASS operations to work more

effectively - either at the Council, Working Group, or

Service Provider level.  Interested posts should follow

instructions in para 7 to request training. For posts

that have already had this training and are interested

in learning more about using ICASS as a post management

tool, please see para 9. Additional information is

available on the ICASS intranet site or at www.icass.gov.

End summary.

2. Background:  Fiscal year 2004 marked the fourth year of

the post ICASS training program.  In FY 2004, over 1000

employees (both American and FSN), in 21 different posts,

from various customer and service provider offices, as

well as ICASS Council members, participated in the post

ICASS training program.

3. Program Description: An interagency training team

conducts three core days of ICASS training at post using

post-specific budget data, service standards, and issues.

The training team works directly with all levels of ICASS

stakeholders at post to advance the ICASS knowledge base

of the group.  Training topics include: ICASS basics

(roles and responsibilities, principles, tools); the ICASS

budget and cost distribution methodology; effective

customer service; developing effective service standards;

and an optional session on using the ICASS software.

Training sessions are tailored to post's individual needs

and represent a unique opportunity for ICASS stakeholders

to work together as a group on ICASS issues.

4. This training is designed to supplement ICASS training

offered by the Foreign Service Institute.  The ISC

encourages employees of all customer agencies to

attend one of FSI's two ICASS seminars before going to

post or while back in the U.S. on home leave.  Additional

information and schedules for ICASS courses at FSI are

available on the FSI intranet web site, or from course

manager Joel Pasowicz at PasowiczJM@state.gov

or Cynthia Ehrlich at EhrlichCA2@state.gov .

5. In general, the training has been most effective where:

- A majority of stakeholders were committed to the

training process and were willing to devote the time --and

to allow their employees to devote the time -- to

participate in the training sessions.  Posts where a

majority of ICASS council members, ICASS working group

members, agency representatives, and service provider

representatives participated derived the greatest benefit

from the training.

- The Management Counselor/Officer and the ICASS Council

Chair were involved in the pre-planning process.  The

more information about how ICASS is functioning at post,

existing ICASS issues, and other post circumstances that

were provided prior to training, the better the training

was tailored to meet post's needs.

- The training venue selected was large enough and

comfortable enough to accommodate a sizeable crowd,

sitting around tables to allow group work, with additional

space for activities and demonstrations.

6. In order to be eligible to be considered for post ICASS

training, posts should be prepared to:

- Share costs with the ISC for the training.  The ISC

funds the salaries of the trainers, the cost of publishing

training materials, and the cost of shipping training

books to post.  Posts are expected to fund the travel and

per diem of three trainers for an average of 6 days.

Where feasible, two posts from the same region will be

paired for training to enable them to split transportation

costs. The average cost to post for this training in FY-04

was approximately $11,800 with the biggest variable being

the cost of air travel for the training team.

- Furnish an adequate training venue, training equipment

(such as VCR and Power Point projectors), expendable

supplies, and access to a computer, printer, copier, etc.

- Work with the ISC prior to training to facilitate

planning and program customization.

- Provide a 30-minute briefing for the ICASS Council.

7. Action: Posts interested in receiving post ICASS

training should respond with a cable slugged for Bill

Hoover in the ICASS Service Center.  Posts should include

the following information in their replies, which will be

used to determine which posts are selected:

- Confirmation that the ICASS Council is committed to

participating in the training and agrees to cover

transportation and per diem costs for the trainers;

- Commitment by the ICASS Council to participate in

a 30-minute session;

- A statement that post is committed to allowing and

encouraging maximum attendance by ICASS Council

representatives, working group members, appropriate

other agency representatives, and service provider

representatives, both Americans and FSNs;

- A statement that both the ICASS Council and the service

provider will commit to working with the ISC on follow-up

activities after the completion of the training;

- Three preferred dates for the training (in order of

preference), specific to the month rather than the day;

training will be offered starting in Sept., 2004 through

May, 2005.

- Post contact information, including at a minimum, one

service provider contact and one ICASS Council

representative contact.  Both phone numbers and

e-mail addresses should be provided for management

counselor/officer, ICASS Council chair, and ICASS Council

members.

- A brief statement of what post hopes to get out of the

training, and the reason training is requested.

8. Posts that are selected for post ICASS training will be

contacted by Bill Hoover, Acting Training Coordinator, to

discuss further details.  The ISC hopes to be able to

provide up to 24 posts with on-site training in FY 2005.

9. For posts which have already had the basic post-

specific training, the ISC is offering a follow-on

training program designed to expand the ICASS knowledge

base at your mission and to focus on specific areas which

you request.  Some of the areas covered might include

cost-cutting measures, out-sourcing, improving

relationships between ICASS service providers and

customers, or dealing with moving to a new chancery.

If you are interested in this type of training, please

follow the instructions in para 7 above and indicate your

preferred topics for "Phase 2" post-based training.

10. Questions about "Phase 2" training should be addressed

to Bill Hoover at HooverWFM@state.gov or 202-663-3263.

Regards.

11. MINIMIZE CONSIDERED

POWELL
