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SUBJECT: ICASS POST-SPECIFIC TRAINING FOR FY03

1. Summary: the ICASS Service Center, in conjunction with

the ICASS Working Group, will again be offering post ICASS

training in FY 2003.  Interested posts should follow

instructions in para 7 to request training. End summary.

2. Background:  Fiscal year 2002 marked the second year of

the post ICASS training program.  We are pleased to report

that this program has been highly successful and will be

continued in FY 2003.  In FY 2002, over 1200 employees

(both American and FSN), in 22 different posts, from

various customer and service provider offices, as well as

ICASS Council members, participated in the post ICASS

training program.

3. Program Description: An interagency training team

conducts four days of ICASS training at post using post-

specific budget data, service standards, and issues.  The

training team works directly with all levels of ICASS

stakeholders at post to advance the ICASS knowledge base

of the group. Training topics include: 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. Training

sessions are tailored to post's individual needs and

represent a unique opportunity for ICASS stakeholders to

work together as a group on ICASS issues.  The typical

training schedule is as follows:

Day One - introduction, objectives, overview of ICASS,

case studies of how different posts have worked through

the ICASS process.

Day Two - cost distribution process, budget process, post

budget reports, NSDD-38 module as a staffing tool, ICASS

software training.

Day Three - customer focused management (including general

and post specific topics such as communication, balancing

resources and needs, and managing expectations),

performance standards (in general and post specific), and

post specific ICASS action planning.

Day Four - ICASS software training (repeat), meetings, ad

hoc issues, consultations.

4. This training is meant 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 web site: http://99.4.241.2 or from

course manager Joel Pasowiczat PasowiczJM@state.gov.

5. Having administered the post ICASS training program for

two full years, the ISC has gained experience and insight

on ways to maximize the effectiveness of the training.  The

following items represent lessons learned and are

considerations posts should make in deciding whether or

not to request this training.  The training was most

effective where:

- A majority of stakeholders were committed to the

training process and were willing to devote the time --and

to allow their employees to devote the time -- to

participate in the training sessions.  Posts where a

majority of ICASS council members, ICASS working group

members, agency representatives, and service provider

representatives participated derived the greatest benefit

from the training.

- The Administrative Counselor/Officer and the ICASS

Council Chair (at a minimum) were involved in the pre-

planning process.  The more information about how ICASS is

functioning at post, existing ICASS issues, and other post

circumstances that were provided prior to training, the

better the training was tailored to meet post's needs.

- The training venue selected was large enough and

comfortable enough to accommodate a sizeable crowd,

sitting around tables to allow group work, with additional

space for activities and demonstrations.

6. In order to be eligible to be considered for post ICASS

training, posts should be prepared to:

- Share costs with the ISC for the training.  The ISC

funds the salaries of WAE 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 three trainers for on average 6 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 is

approximately $5,700.  If post is interested in the

training, but does not have adequate resources to fund the

travel and per diem of the trainers, contact your regional

bureau executive office for options and guidance.

- Furnish an adequate training venue, training equipment

(such as overhead and power point projectors), expendable

supplies, and access to a computer, printer, copier, etc.

- Work with the ISC prior to training to facilitate

planning and program customization.

- In addition, we ask that the Ambassador allow the

training team to provide a 45-minute briefing to the

country team.  We believe that it is important that

agency heads receive a brief version of the message in a

common session where they all hear the same information

about the program.

7. Action: Posts interested in receiving post ICASS

training should respond with a cable slugged for Bill

Hoover in the ICASS Service Center.  FY 2003 slots will

likely fill up very quickly.  Posts should include the

following information in their replies, which will be used

to determine which posts are selected for this round of

training:

- Confirmation that the ICASS Council is committed to

participating in the training and agrees to cover

transportation and per diem costs for the trainers;

- Confirmation that the Ambassador will agree to a 45-

minute ICASS briefing for the country team;

- A statement that post is committed to allowing and

encouraging maximum attendance by ICASS Council

representatives, working group members, appropriate

other agency representatives, and service provider

representatives, both Americans and FSNs;

- A statement that both the ICASS Council and the service

provider will commit to working with the ISC on follow-up

activities after the completion of the training;

- Three preferred dates for the training (in order of

preference), specific to the month rather than the day;

- 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 administrative

counselor/officer, ICASS Council chair, and ICASS Council

members.

- A brief statement of what post hopes to get out of the

training, and the reason training is requested.

8. Posts that are selected for post ICASS training will be

contacted by Bill Hoover, Actg. ISC training coordinator,

to discuss further details.  The ISC hopes to be able to

provide more than 20 posts with on-site training in FY

2003.

9. MINIMIZE CONSIDERED

POWELL
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