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International Cooperative Administrative Support Services

ICASS SERVICE CENTER FUNCTIONAL DIRECTORY

PURPOSE:  The ICASS Service Center (ISC) Functional Directory serves ICASS customers and stakeholders by directing them to the ISC teams and individuals who are the subject matter experts on the ICASS issues they are interested in.  Anyone, wishing to obtain information on any ICASS subject should email the ICASS Help Desk at icassservicecenter@state.gov or contact directly the ISC team or ISC member responsible for that subject, as reflected in this Directory.       

Thomas Quinzio
Director 

(202) 663-3883

QuinzioTJ@state.gov
· Serves as ISC point of contact for Ambassadors, Deputy Chiefs of Mission and Administrative Counselors 

· Provides the ISC strategic direction and develops strategic initiatives

· Manages the ISC and oversees ISC team activities

· Serves as ISC liaison with senior management officials of ICASS customer agencies

· Serves as the principal ISC Point of Contact for Chairs of the ICASS Executive Board (IEB) and the ICASS Working Group (IWG)

· Maintains liaison with other shared service organizations, in both the public and private sector

Peter Hogan 

Deputy Director

(202) 663-3267

HoganPA@state.gov
· Manages ISC personnel and overlapping team activities

· Oversees the ISC's operational resources

· Develops and drafts the ISC Bureau Performance Plans and other resource plans

· Administers and manages plans for the ISC office

· Serves as focal point for briefing materials and reports for official taskings to the ISC

Susan Phillips

Administrative Specialist

(202) 663-3958

PhillipsSK@state.gov
· Serves as the ICASS Administrative Specialist

· Provides administrative assistance to all ISC Members

· Schedules use of ISC conference areas

· Prepares all  travel requirements for ISC members

· Prepares ISC Travel Budget reports for the Deputy
· Liason for all Global Database Issuance of Applications and GDB Software

· Coordinates outgoing ISC Cables

· Orients new ISC member

· ICASS Unit Security Officer

YoLanda Mitchell
Administrative Assistant
(202) 663-3260

mitchellyx@state.gov
· Receives visitors, phone calls and mail

· Provides general office support

Reimbursements Team

· Funding target development coordination

· ICASS invoice development

· Primary interface between posts and all ICASS agencies regarding budget and reimbursement process

Patricia Garate

Reimbursements Team Leader

(202) 663-1706

GaratePA@state.gov
· Develops and implements budget timeline

· Serves as the ISC Point of Contact for the IWG Budget Committee

· Facilitates the ICASS Budget Committee’s initial and mid-year budget reviews

· Develops recommendations for ICASS budget policy and implements following Budget Committee approval
Stella Whitman

Budget Analyst

(202) 261-8663

WhitmanSL@state.gov 

· Manages the reception and verification of Alternate Service Provider (ASP) posts’ initial and mid-year submissions

· Develops the semiannual ICASS invoices for agencies

· Develops the semiannual ICASS ASP invoices for agencies

· Coordinates out-year planning for capital investment needs between State, ICASS agencies, the IEB and OMB

· Manages and executes special projects

Lynne Boland

Budget Analyst

(202) 663-3273

BolandL@state.gov
· Facilitates the processing of ICASS allotment recommendations for regional and domestic entities 

· Serves as the primary contact for carryover funds, contingency funds, NSDD-38 partial year invoices, exchange rate adjustments, proceeds of sale and other funding adjustments

· Analyzes the ICASS post budget submissions and serves as Point of Contact for revisions

Brad Bartlett

Financial Management Analyst

(202) 663-3588

BartlettBA@state.gov
· Serves as the primary contact for billing disputes

· Coordinates the resolution of billing disputes and documents billing disputes that can not be resolved by the ISC

Mattie Harms (WAE) 
Budget Analyst

(202) 663-1316

HarmsMR@state.gov

· Serves as the POC for ICASS Agency Codes for the ISC.  

· Manages issuance of new codes and maintenance of ICASS Agency Code Tracker Software.  

· Serves as the liaison with RM/BP providing updates of any ICASS agency code changes.  

· Prepares the Agency Code tracker for monthly closing and transmission of telegram to the field regarding agency code changes.  

· Monitors ICASS budget submission for due date compliance and differences from targets issued.  

· Prepares Budget Received/Not Received report for ICASS website during budget cycles.  

· Completes special projects as assigned. 

Policy Coordination and Training Team

· Policy/regulation guidance, maintenance and communications

· Training – post-specific training, Management Counselor/Council Chair leadership and partnership training, and overseas and domestic workshops and briefings
· Consultants to post ICASS operations, IWG and IEB

Fran Gidez 

Team Leader 

(202) 663-1453 

GidezFZ@state.gov 

· Serves as principal contact for agency and post ICASS Customer Service queries and requests for guidance on policy, regulation and training matters

· Serves as primary point of contact for ISC outreach programs, including oversight of ISC training activities and briefings to groups and individuals

Cathy Lienhart
Policy Coordination and Training Analyst
(202) 663-3288 

· Assists customer agencies and posts with Customer Service issues

· Coordinates the collection and dissemination of policy and guidance
· Develops post and Washington training sessions and outreach materials
· Coordinates ICASS Handbook revisions and official updates

Ann Grant 
Policy Coordination and Training Analyst

(202) 663-1721
GrantAE@state.gov
· Assists customer agencies and posts with Customer Service issues 

· Maintains lists of Washington (ISC, IWG & IEB) and post (Admin Officers & Council Chairs) contact and address information for mailings, committees, etc.

· Analyzes data and trend line information

· Develops IWG and IEB meeting agendas in concert with Chairs and prepares meeting materials and handles logistical organization
· Develops and provides training to domestic and overseas ICASS customers and service providers

Bill Hoover

Training Coordinator

(202) 663-3263
HooverWFM@state.gov
· Coordinates post-based ICASS Training Program

· Develops ICASS distance learning

· Manages general ISC training issues and initiatives, in close coordination with FSI

· Serves as the ISC Point of Contact on the Training Committee

Sam Longstreet
Policy Coordination and Training Analyst

(202) 663-3262
LongstreetSP@state.gov
· Assists customer agencies and posts with Customer Service issues 

· Manages the annual ICASS Customer Satisfaction Survey

· Manages ICASS and AskICASS web sites
· Coordinates ICASS Awards

· Develops and provides training to domestic and overseas ICASS customers and service providers

Systems Development Team

· ICASS software development maintenance and revision

· ICASS budget and cost distribution software guidance

· Global Database development, maintenance and guidance 

· Budget Workshop planning, coordination, scheduling, implementation, presentation 

Michelle Frederick

Team Leader 

(202) 663-3271

FrederickMA@state.gov
· Manages ICASS software goals and issues 

· Manages software enhancements related to OBO and DS Program software

· Manages software integration efforts related to PASS applications; e.g., Post Personnel

· Manages Alternate Serivce Provider and FSC Software enhancements

· Manages RFMS technical requirements related to ICASS software

· Manages design and enhancement of Centrally Distributed Costs to ICASS invoices (CDM)

· Coordinates Software Users Group (SUG)goals and objectives

· Provides training on GDB and various software modules in the ICASS software suite

· Provides post-specific training on cost distribution; manages software budget workshops; manages ICASS budget software course provided at GFS

· Provides analysis and support of ad hoc data calls (e.g., regionalization; capital cost sharing;)

· Serves as ISC Point of Contact for the IWG’s IT Committee

· PASS representative on PASS CCB and Executive Board

· Responsible for Software ECPIC and EGOV reporting to State/OMB

· ICASS representative on ITWAG

Robert Braganza 
Financial Management Analyst

(202) 663-1419
BraganzaBG@state.gov 

· Develops ICASS budget and cost distribution software solutions for posts and bureaus
· Serves as the ISC Point of Contact for ICASS post software change requests

· Assists in Web.ICASS software product design, development and testing

· Analyzes post budgets for common user and budgeting errors

· Liaison with DS and OBO on their program budgets’ software enhancements

· Manages the statistics for ICASS software and the team’s budget workshop training initiatives  

· Manages the Web.ICASS News Feed

· Develops ICASS budget workshop course material

Jim Nunno
Financial Management Analyst

(202) 663-1237
NunnoJM@state.gov  

· Serves as the ISC primary contact for Global Database (GDB) issues, including liaison for reporting requirements and software enhancements

· Manages the acceptance process for the budgets transmitted to the GDB

· Manages monthly agency reference table update

· Coordinates FSC software requirements

· Tests ICASS software

· Coordinates ICASS budget workshops and bi-annual software user group meetings

· Manages Groove user accounts for ICASS workspaces

· Liason for PASS CCB, PASS Executive Board, ECPIC, ITAB and other State or government-level meetings relating to IT 

ISC Contractors

Robert Zetts (Contractor)

Senior Information Engineer

(202) 663-3815

ZettsR@state.gov
· Analyzes ISC internal automated processes, assesses requirements and develops software solutions.

· Develops comparisons of statistical and cost analysis on a post, regional and worldwide basis

· Develops enhanced reports

ICASS Technical Support Desk

(202) 663-1973

icasstechnicalsupport@state.gov
· Serves as the technical experts for downloading and installing ICASS software

· Resolves messaging issues between post and HQ
· Discerns between Web.PASS and Web.ICASS issues

· Instructs users in the general use of Web.ICASS software

· Maintains Web.ICASS software library of legacy and current versions

· Provides general ICASS software systems support
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