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SUMMARY:  This is the third in a series of cables highlighting the changes in the new ICASS Handbook, Chapter 340-Cost Center Descriptions.  This cable covers the five Financial Management cost centers for ICASS Standard posts only:  Budgets and Financial Plans, Accounts and Records, Payrolling, Vouchering, and Cashiering.  Please share this information with all LE Staff supervisors responsible for the functional areas covered in this cable.  The changes outlined in this cable are to be implemented at post beginning with the May 1, 2008, ICASS workload counts.  This cable must be read along with the Chapter 340 draft found on www.ICASS.gov.  END SUMMARY

--------------------------------------
1.  Budgets and Financial Plans (6211)
--------------------------------------

Definition of Service:

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

The services provided here have been slightly changed to provide more clarity.  

Budgeted Costs:  

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

Only the two budget categories included in most cost centers are budgeted here.

Time Allocation: 

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

Only employees who perform or supervise this service allocate their time here.

How to Count:  

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

We have made a change in the distribution factor in this cost center.  You now will enter the number of hours spent on budgets and financial plans for each agency, not percentages.  This remains a cumulative count and is not modifiable.

ACTION REQUIRED:

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

Review and validate the workload count and ensure that the number of hours is what is tracked and entered into the software.  Review and validate the time allocations. Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.
-------------------------------

2.  Accounts and Records (6221)
-------------------------------
Definition of Service:

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

We have clarified some of the terms and services in this cost center (e.g., explaining what a “serviced agency” is).  

Budgeted Costs:  

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

Only the two budget categories included in most cost centers are budgeted here.

Time Allocation: 

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

Employees who perform or supervise these services allocate time here.

How to Count:  

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

There is an automated COAST report that provides the workload count (total number of obligations) for this cost center.  It is modifiable in limited circumstances; for example, where a serviced agency only requests certification of funds availability and utilizes only minimal services in this cost center, that would justify a modification in this cost center. 

ACTION REQUIRED:  

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

Ensure that the appropriate workload counts (i.e., obligations recorded for “serviced agencies”) are taken from COAST reports; review modifications to ensure they are in accordance with the guidelines.  Review and validate time allocations. Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.
---------------------

3.  Payrolling (6222)

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

Definition of Service:

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

There was no material change to the list of services.

Budgeted Costs:  

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

Only the two budget categories included in most cost centers are budgeted here.

Time Allocation: 

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

Employees who perform or supervise these services allocate time here.  Recognizing that at some posts some of these services may be provided by the HR office, such employees should also allocate a portion of their time to this cost center.  Employees who maintain time and attendance records for their respective ICASS sections do not allocate their time to this cost center.

How to Count:  

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

The distribution factor remains unchanged:  total number of all employees payrolled.  Modifications are allowed in cases where an agency may provide payroll services for its employees but uses the embassy to process allowance payments.  

ACTION REQUIRED:  

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

Review and validate payroll records and ensure that all employees are counted; review modifications and ensure they are in accordance with the established guidelines.  Review and validate time allocations. Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.
---------------------

4.  Vouchering (6223)
---------------------
Definition of Service:

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

We clarified the services provided in this cost center and updated some of the terminology.  

Budgeted Costs:  

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

Only the two budget categories included in most cost centers are budgeted here.

Time Allocation: 

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

Employees who perform or supervise this function allocate their time to this cost center.  

How to Count:  

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

The distribution factor remains unchanged and is derived from standard COAST reports.  Modifications may be granted to those agencies that “self-provide” many of these services.  For example, an agency that certifies its own vouchers and uses this service only to process the payment.

ACTION REQUIRED:  

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

Ensure the appropriate workload counts are taken from COAST reports; review modifications to ensure they are in accordance with the guidelines.  Review and validate time allocations. Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.
---------------------

5.  Cashiering (6224)

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

Definition of Service:

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

No major changes were made to the services provided.

Budgeted Costs:  

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

The two standard items are budgeted here; also included are any contract costs related to this service.

Time Allocation: 

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

Employees who perform or supervise this function allocate their time here.

How to Count:  

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

The distribution factor remains unchanged and is derived from automated COAST reports and WINACS accommodation exchange transactions.  

ACTION REQUIRED:  

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

Ensure the appropriate workload counts are taken from COAST reports plus accommodation exchange transactions from WINACS reports.  Review and validate time allocations. Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.
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