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SUBJECT: ICASS POST-SPECIFIC TRAINING FOR FY07

REF: STATE 054462 - DATED 5 APRIL 2006

1. SUMMARY: The ICASS Service Center (ISC) will again be

offering Post-specific training in FY 2007.  Since the

inception of the program in November 2000, the ISC has

conducted 121 training sessions with 6,954 participants.

The training is available to any post that seeks to

improve the management of shared administrative services

at post. Interested posts should follow instructions in

para 6.  END SUMMARY.

2. Training Description and Objectives:

The ICASS Service Center (ISC) will again be offering

Post-specific training in FY 2007.  There are two

training programs available: basic and advanced.  Basic

training introduces the principles of ICASS and

identifies the roles and responsibilities of both

customers and service providers of the system and the

resources available to them for best utilizing ICASS as

a management tool.  Advanced training enables missions

to refine ICASS at their post. Both courses utilize

lecture, small group interactive sessions working with

case studies and material specific to the post

(financial data and ICASS standards), role play and

video resources.

Q:  How long is each training program?

A:  Each program includes seven modules spread over

three days.

Q:  How many trainers will come to post?

A:  At least two trainers come for Basic Training and

two for Advanced.

Q:  Who is on the training team?

A:  Each training team includes a member representing

ICASS customers and another representing ICASS service

providers.

Q:  Why is this training called "Post-Specific"

training?

A:  The training materials for each post include

financial data and ICASS standards that are from your

own post.

Q:  Does everyone have to attend all sessions?

A:  No.  People attend whichever sessions are most

useful.

Q:  What topics are covered in the seven modules of

basic training?

A:  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.

Q:  How much does post have to pay for this training?

A:  Posts pay the airfare and per diem of the trainers.

The ISC will coordinate your training request with

another nearby post so that airfare costs can be shared.

The average cost to a post for this training in FY-06

was approximately $10,900 with the biggest variable

being the cost of air travel for the training team.

Q:  How does post request this training?

A:  See para 6 for Action item.

3. Q: Who should request ICASS Post-specific Training?

A:  Any service provider intent on improving ICASS

services;

-       Any post with customers or service providers who are

experiencing difficulty with the receipt or delivery of

ICASS  services or where the general understanding of

the concept of ICASS is low;

-       Any post that would like to improve the results from

its most recent ICASS Worldwide Customer Satisfaction

survey.  (Results are currently available for both FY05

and FY06 at the ICASS website: http://icass.state.gov/

or at ICASS in Key Programs on the Department of State

Home Page.);

-       Posts that have had large ICASS staff turnover;

-       Any post facing a major change in the way ICASS

services are delivered such as when post moves to an NEC

or experiences the arrival or departure of large numbers

of customers of the system.

4.  Q:  When, in general, has ICASS Post-specific

training been most effective?

- A:  When a majority of stakeholders were committed to

the training process and were willing to devote the time

- and to allow their employees to devote their time - to

participate in the training sessions;

-  When a majority of ICASS council members, ICASS

working group members, agency representatives and

service provider representatives actively participated

in the training;

-  When the Management Counselor/Officer and the ICASS

Council Chair were involved in the pre-planning process

and when more information about how ICASS is functioning

at post, existing ICASS issues and other post

circumstances were provided prior to training so that

the training could be tailored to meet post's needs;

-  When the training venue selected was large enough and

comfortable enough to accommodate a large group, sitting

around tables to allow group work, with additional space

for activities and role plays.

5. Q:  What is required for consideration for ICASS

Post-Specific Training?

- A: A statement describing why your post needs this

training, e.g. post is experiencing service-related

problems as described in the worldwide customer

satisfaction survey, or post has experienced unusual

turnover in LES or USDH staff or both, or your customers

and service providers lack a basic understanding of

ICASS as a management tool vs. "It's a budget thing."

Include in this statement what post hopes to get out of

the training and how post will work with the ISC to

measure how successful the training has been;

-  A willingness 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 two or three trainers

for basic training and of two trainers for advanced

training for an average of six 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-06 was

approximately $10,900 with the biggest variable being

the cost of air travel for the training team;

-  The ability to furnish an adequate training venue,

training equipment (such as VCR/DVD and Power Point

projectors), expendable supplies and access to a

computer, printer, copier, etc.;

-  A willingness to work with the ISC prior to training

to facilitate planning and program customization;

-  A willingness to provide for a 30-minute briefing by

the training team for the ICASS Council.

6. Q: How do we request training?

A:  Posts interested in receiving either Basic or

Advanced 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:

- A statement as described above in para 5;

- Confirmation that the ICASS Council is committed to

participating in the training and agrees to cover

transportation and per diem costs for the trainers;

- A commitment by the ICASS Council to participate in

a 30-minute session;

- A commitment that post will allow and encourage

maximum attendance by ICASS Council representatives,

working group members, appropriate other agency

representatives and service provider representatives,

both USDH and LES;

- A commitment that both the ICASS Council and the

service

provider will work with the ISC on follow-up activities

after the completion of the training;

- Three preferred dates for the training specific to the

month;

- 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.

7. This training is unique in that it joins together

both customers and service providers, including both

USDH and LES, i.e. your mission in microcosm so that all

parties are involved at the same time.  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 Cathy

Lienhart at LienhartCK2@state.gov.

Assistance is also available to service providers or

potential service providers specifically for the

consolidation of shared administrative services.  (See

reftel.)  For further information please note the

following: A/GSSI - contact Crissy Somma

(SommaCL2@state.gov); USAID's Office of Overseas

Management Support (M/OMS) - contact Steve Callahan

(SCallahan@usaid.gov); Office of Rightsizing the United

States Government Overseas Presence (M/R) - contact

Patrick Truhn (TruhnJP@state.gov).

In addition to Post-specific Training, the ISC plans to

continue its joint Management Counselors/Officers and

ICASS Council Chairs Leadership Workshops (MCCC).  The

worldwide cycle recently concluded in Manila and

Istanbul.  Septel will announce details of these

workshops later.

8. Posts that are selected for post ICASS training will

be contacted by Bill Hoover, Training Coordinator, to

discuss further details.  The ISC hopes to be able to

provide up to 24 posts with on-site training in FY 2007.

Regards.

9. MINIMIZE CONSIDERED

RICE
