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SUMMARY:  This is the second in a series of cables highlighting the changes in the new ICASS Handbook, Chapter 340-Cost Center Descriptions.  This cable addresses four cost centers:  Information Management Technical Support, Pouching Services, Mail and Messenger Services, and Reception, Switchboard and Telephone Services.  The first cost center, Information Management Technical Support, applies to both Standard and Lite posts.  For the three other IM cost centers, this cable outlines the changes for Standard posts only; a separate cable addresses the remaining IM services for Lite posts.  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 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.  Information Management Technical Support (5458)
---------------------------------------------------
The first change in this cost center is its name:  we have dropped “Computer Services” from the title and its new name is as shown above.  The State IRM Bureau played a major role in updating this cost center and making some long-needed changes.
Definition of Service: 

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

This cost center is for the unclassified OpenNet system at post.  All the services have been updated to reflect today’s technology and platform.  

Budgeted Costs:

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

Beyond the two budget categories included in most cost centers, the only additional budgeted cost is for specialized equipment and supplies related to the unclassified system.  There is a series of NOTES that provide additional budget information and guidance on a range of issues, including an explanation of GITM (Global Information Technology Modernization program).

Time Allocation:  

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

Only ICASS employees who directly perform or supervise the services outlined in this cost center allocate their time here.  There is a NOTE reiterating that State Program IT employees are not budgeted in ICASS.

How to Count:

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

The distribution factor for this cost center has changed.  In addition to counting devices (as outlined in the Handbook), posts will now also count OpenNet UserIDs.  However, because many agencies utilize OpenNet for only limited services because they operate their own IT networks, the OpenNet UserIDs for those agencies will be weighted at .3 (e.g., an agency manages its own network and has six OpenNet UserIDs and one OpenNet device.  Their workload count would be [6 X .3] + 1 = 2.8).  

This new workload count will be in effect for one year, during which time IRM will conduct further study to determine the appropriateness of the new count and the .3 weighting factor established.

ACTION REQUIRED: 

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

In preparation for the May 1, 2008, count, the IMO at each post must review its records for serviced devices and active OpenNet UserIDs and validate them with customer agencies.  The ICASS budget software will be changed to accommodate this additional distribution factor.  Identify those agencies that operate their own networks and apply the weighting factor to the number of OpenNet UserIDs.  Review and validate the time allocations to this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

2.  Pouching Services (6192)

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

Definition of Service: 

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

There were no changes made to the services provided.

Budgeted Costs:

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

Beyond the first two budget categories included in most cost centers, also budgeted here are the costs for a dedicated vehicle (if applicable) and transportation fees for the unclassified pouches.

Time Allocation:  

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

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

How to Count:

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

The distribution factor remains unchanged:  it is the cumulative weight of all outgoing pouches, based on a sampling methodology (approved by the post ICASS Council) which is used to estimate annualized weight for each agency.  Because the distribution factor is based on usage, modifications to this count would only be based on an agency’s usage of the service (e.g., an agency might limit its staff to ‘flat mail’ only on incoming pouches, thus reducing their access to full service).  

ACTION REQUIRED:  

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

The IMO must ensure that all agencies who utilize pouch services subscribe to this cost center.  Ensure all modifications adhere to the guidelines outlined above.  Review and validate all time allocations to this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

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

3.  Mail and Messenger Services (6194)

--------------------------------------
Definition of Service: 

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

There were no changes made to the services provided.

Budgeted Costs:

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

Beyond the first two budget categories included in most cost centers, also included are any transportation/
shipping costs associated with this service and any costs associated with a dedicated vehicle (if applicable).  

Time Allocation:  

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

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

How to Count:  

------------
The distribution factor remains unchanged (essentially the same staff counted for Basic Package).  If an agency has no US personnel, then the count is “one” for that agency.  An agency that self-provides some of the services in this cost center may be given a modification to the distribution factor (e.g., an agency may pick up from and deliver its mail to the service provider and sort it on-site).  The service provider needs to consider the full range of services being offered and determine what would justify modifications at the .3 and .6 levels at post.

ACTION REQUIRED:
--------------- 

The IMO must ensure that all agencies who utilize mail and messenger services subscribe to this cost center.  Ensure all modifications adhere to the guidelines outlined above.  Review and validate all time allocations to this cost center.  Review the list of costs that are included in this cost center in preparation for developing the FY09 budget.

--------------------------------------------------------
4.  Reception, Switchboard and Telephone Services (6195)
--------------------------------------------------------
The first change is in the name of this cost center, now as stated above.

Definition of Service: 

---------------------
There is no change to the services provided.

Budgeted Costs:

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

Beyond the first two budget categories included in most cost centers, also included are any costs for new or upgraded central telephone equipment.  New to this cost center is the budgeting of all ICASS telephone costs; this includes ICASS long distance charges and costs for cell phones/mobile communication devices.  Posts were budgeting telephone costs in a variety of places and this will standardize how these costs are handled.  Every post must create a sub-cost center called “Long Dist. & Cell Phone Charges” and budget there for these costs for ICASS sections.

Time Allocation:  

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

Employees who directly perform or supervise the services outlined in this cost center and/or manage the mission telephone system(s) allocate their time here.  Management of the E&E Radio Network is a State Program responsibility and ICASS employees who work on that program allocate an appropriate portion of their time to the non-ICASS Dual Position cost center.  No time allocations are made to the “Long Dist. & Cell Phone Charges” sub-cost center noted above.

How to Count:  

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

The distribution factor remains unchanged:  it is the total number of devices connected to the switchboard.  The distribution factor for the sub-cost center for ICASS telephone charges noted above is “one”.  This will ensure that these costs are appropriately spread to the other agencies through ICASS Redistribution.  

ACTION REQUIRED: 

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

Review and validate the workload count (number of devices attached to the switchboard) and 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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