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1. SUMMARY:  The ICASS workload count period for the

FY08 budget process is coming to an end.  Service

providers at most posts are to provide workload counts

and ICASS time allocations to their Councils by June 1

for action and/or approval by July 1.  Tier 1

State/USAID Consolidation posts are required to have

their respective workload counts and time allocations

approved by June 1 (see an action request for Tier 1

posts in paragraph 15). This cable also provides posts

with information on how to deal with BOE cost centers in

light of OBO's O&M initiative, and gives posts a heads-

up on a change requiring posts to submit workload and

time allocation data to Washington well in advance of

(and separate from), their initial FY 2008 budget

submission.  END SUMMARY

WORKLOAD COUNTS AND TIME ALLOCATIONS: THEIR IMPORTANCE

AND THE NEED TO ADHERE TO GUIDELINES

2.  The two most important elements that determine the

costs of ICASS services and in turn how much an agency

is billed for using a service are the time allocations

of ICASS service providers and the workload counts

attributable to participating agencies.

3.  Data Integrity and Standardization:  Posts are

reminded of the guidance in the ICASS Handbook (6 FAH-5

H-331 and H-341) regarding the workload count and time

allocation process and in Reftel (A) (PART Guidance #4:

Verifying the Integrity of ICASS DATA), which encourages

greater oversight in the workload count and time

allocation process and provides several examples and

simple verification tools.  Posts should ensure that

workload counts and time allocations are developed in

compliance with this guidance so that ICASS cost

distribution is performed in a consistent manner

worldwide.

4.  Recently, many ICASS players, including the ICASS

Executive Board, ICASS Working Group, the Regional

Executive Directors, service providers, and

increasingly, OMB have been urging us to insure that

there is strict adherence to ICASS system guidelines.

Their voices have grown louder as reviews of time

allocation and workload count data in post budget

submissions this past year have shown that in some

instances, the data submitted by posts appeared to be

indicative of novel approaches to ICASS cost

distribution.  In other cases, errors were found.  Some

of the concerns were shared with posts at the budget

workshops held last fall.  More guidance will be

provided in the near future.

5.  If you have ideas for how ICASS workload counting or

time allocation could be improved while still striking a

balance between fairness and simplicity, please send

them in to either the ICASS website's  new "Suggestion

Box" at www.icass.gov or to

ICASSServiceCenter@state.gov.

GUIDANCE ON COUNTING POSITIONS:

6. Posts are reminded of the FY03 policy change allowing

posts to adjust their headcounts for any NSDD-38 changes

from May 2 to August 15 per REFTEL (B), which addresses

the issue as follows:

-New Positions: If the position is filled as of May 1,

it should be included in the count.  For all new NSDD-38

positions that are filled between May 2 (after the count

is taken) and August 15 (the cut-off for filing partial

year invoices), post will prepare a partial year invoice

for the current fiscal year and will include the filled

new position in the counts for that agency for the

following fiscal year beginning October 1.  For all new

positions that are filled after August 15, post will

wait until after the final budget submission of the

following fiscal year and prepare a partial year invoice

(up to a maximum of 11 months).

-Abolished Positions: When a filled position was counted

on May 1, but the position is abolished through the

NSDD-38 process and the incumbent is departing, head

counts should be adjusted downward.

7.  Established positions 'temporarily' vacant on May 1,

should be counted.

8. In addition, posts are reminded to make FY08 workload

count adjustments for agency withdrawing from ICASS

services where the withdrawal notice was received on or

before April 1, 2007.

TIME ALLOCATION WORKSHEETS

9.  The service provider must also submit to the ICASS

Council by June 1 copies of the ICASS locally engaged

staff, American direct hire, and 'other budget items'

allocation worksheets, which reflect the distribution of

ICASS employees' time and 'other budget items' to the

various ICASS cost centers.  The Council will signal its

agreement to the time and 'other budget items'

allocations by July 1. Compiling this cost center data

earlier should allow for more timely correction of

errors.

WORKLOAD COUNT CUT OFF DATES AND TIMELINES FOR REVIEW

AND APPROVAL OF DATA AT ALL POSTS EXCEPT TIER 1 POSTS:

10.  The period for counting ICASS workload to be used

in the FY08 budget process (May 1, 2006 to April 30,

2007) is drawing to a close.  In addition, the date for

establishing the static workload counts for the FY08

budget is May 1, 2007.  Post service providers are

reminded that they must submit workload counts to the

ICASS Council by June 1 for the Council's review and

agreement (including any workload count modifications)

by July 1.

11. Adhering to this prescribed workload period

facilitates smoother budget preparation.  Providing the

ICASS Council the workload counts well ahead of budget

preparation affords posts time to answer workload

queries and resolve differences and should reduce

disputes when the ICASS invoices are signed.

12. Once agencies approve their workload counts, these

counts must be adhered to in the FY 2008 budget process.

The only changes allowed after that approval are for

major errors, or for the circumstances described in

paragraph 6 above.  Any questions regarding workload

counts or any of the other issues cited above may be

directed to the ICASS Service Center at

ICASSServicecenter@state.gov.

POTENTIAL OBO OPERATIONS & MAINTENANCE INITIATIVE.

13.  At this time, no decisions have been made about the

implementation of the proposed transfer of ICASS

employees and funds from ICASS Building Operating

Expenses (BOE) into another entity managed entirely by

OBO.  Therefore, time allocations and workload for BOE

should be calculated, reviewed, and approved as before,

using the existing four ICASS BOE cost centers.  Should

any decisions be made in the future that will require

any changes to ICASS budget formulation as it relates to

BOE, posts will be advised SEPTEL.

ACTUAL SUBMISSION OF FY 2008 WORKLOAD DATA: A CHANGE

FROM PRIOR YEARS.

14.  In the past, posts were not required to submit

their approved workload counts and time allocations to

Washington.  To assist ICASS agencies guage the impact

of their presence and usage of ICASS services at each

post on their potential bills, agencies have requested

that FY 2008 workload data, after final review (in June)

and approval on July 1 this year, be submitted to

Washington for distribution to them.  The formal request

and detailed instructions on what posts will need to do

to achieve this will be provided SEPTEL, but will not be

requested until after all FY 2007 final post budgets

have been submitted, and the July 1 deadline for agency

approval of their FY 2008 workload and capitation counts

has passed.

TIMELINES FOR TIER 1 STATE/USAID CONSOLIDATION POSTS:

15.  This is an Action Request.  Due to the requirement

to accurately forecast the FY 2008 resource needs for

the consolidated ICASS service platforms at Tier 1

posts, and to inform other agencies of the potential

impact of consolidation on their invoices, Tier 1 posts

are requested to adhere to the following accelerated

time-line for workload count and time allocation review

and approval this year:

May 1:  Workload and capitation counts are taken.

(Unchanged.)

May 14: Workload and capitation counts and service

provider time allocations are submitted for review and

approval to the customer agencies.  (Accelerated.)

June 1:  Agencies provide final approval of workload and

capitation counts to the service provider.

(Accelerated.)

16.  Tier 1 posts should use updated workload and

capitation counts for USAID based on the analysis they

have been performing for the Consolidation process.

This means historical workload and "snapshot" head

counts cannot/cannot be used for USAID.  Instead,

workload and capitation counts reflecting the best

estimate for USAID when it is consolidated into ICASS in

FY 2008 should be used.  Note: Instructions will be

provided SEPTEL for the updating of Tier 1 "what if"

budgets with this data.

17.  MINIMIZED CONSIDERED.

RICE
