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TO ALL DIPLOMATIC AND CONSULAR POSTS COLLECTIVE

AMEMBASSY TRIPOLI

UNCLAS STATE 123484

FOR MANAGEMENT OFFICERS AND ICASS COUNCIL MEMBERS

E.O. 12958: N/A

TAGS: AMGT, KICA

SUBJECT: CMI STEP 7 OF 9 - Review of Playbook

FROM

THE REGIONAL INITIATIVES COUNCIL (RIC)

REF:  State 114970

1.  SUMMARY:  The CMI Playbook provides posts a common

platform for providing ICASS services.  It contains

uniform service standards, process maps, and standard

operating procedures developed by representatives from

posts in all regions.  In addition, the Playbook provides

electronic links to additional reference material, where

applicable.  The Regional Initiatives Council (RIC) would

like supervisors of Management subsections to review the

Playbook's contents with their employees so that they

will be able to maximize its benefits for post.  END

SUMMARY.

Action Request:  Review with Service Providers

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

2.  Under the direction of the Management Officer, post's

CMI Quality Team (CQT) should become familiar with

elements of the Playbook, which can be accessed at

http://diplopedia.state.gov/index.php?title=CMI:Playbook.

(Note:  The Playbook can also be accessed from the CMI

website, http://m.state.sbu/sites/pri/cmi/default.aspx,

using the Playbook link at the far right side of the CMI

home page.)  Working in small groups within Management

subsections, CQT members and supervisors should

familiarize service providers with the Playbook's

components.  In addition to using the ten-minute audio-

video tool, "Introduction to the Playbook," also

available on the CMI website, the RIC encourages all

service providers to access the Playbook itself.  At the

conclusion of these sessions, individual service

providers should be able to navigate among the ICASS cost

centers, uniform service standards (USS), process maps,

and standard operating procedures (SOPs) relevant to

their assigned areas of responsibility.

3.  All service providers should begin to assess how

these components compare with current post-specific

practices.  In consultation with subsection supervisors,

service providers should consider using the Playbook's

maps and SOPs to improve processes whenever appropriate.

The RIC encourages service providers to contribute to

further developing and improving the Playbook by clicking

on the website's "Discussion" section and registering

comments, questions, or recommendations.  Input from

service providers will be invaluable in maintaining the

Playbook as a living document.

An Indispensable Collaboration Tool

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

4.  By bringing CMI's components together into one common

reference point,  the Playbook helps all posts meet many

objectives.  USDH managers moving from post to post will

find consistent procedures in place; LE Staff will be

able to forego the necessity of reinventing processes

each time new managers arrive; new employees and TDYers

will be able to hit the ground running; and customers

will have more consistent expectations of the services

they will receive as they move from one post to another.

FSI is already incorporating the Playbook into its

management training courses.  Finally, and most

importantly, the Playbook gives you - the people charged

with providing services - a vehicle for disseminating

improvements throughout the organization.  One suggestion

from a lone service provider could change the way we

conduct business worldwide.

Tools

-----

5.  The CMI Quality Team, with the support of the

Management Officer, will ensure that all service

providers are familiar with the Playbook.  When at least

75 percent of post's service providers are up to speed on

all the benefits of the Playbook, the Quality Coordinator

should acknowledge this accomplishment on the CMI

website, http://m.state.sbu/sites/pri/cmi/default.aspx,

by accessing the "Launch Status Document" under the

"Quality Coordinators" tab on the site's home page.  The

target date for completing this step in the launch is

December 31, 2008.

6.  Initial review of and familiarization with the

Playbook should take about 30 minutes, or an hour with

questions.  If you cannot find answers to your questions

among the tools in the CMI site, contact your CMI

regional points of contact:

Region  Regional Bureau POC             M/PRI POC

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

AF              Sylvie Martinez         Jason Kalbfleisch

EAP             David LaMontagne        Joel Danies

EUR/IO  Bruce Andrew                    Leo Voytko

NEA/SCA Jennifer McIntyre               Steven Gibson

WHA             Margaret Kurtz-Randall  Stephanie Gillespie

7.  Minimize considered.

RICE
