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TO ALL DIPLOMATIC AND CONSULAR POSTS COLLECTIVE

RUEHTRO/AMEMBASSY TRIPOLI 1616

BT

UNCLAS STATE 073631

FOR FMO AND MANAGEMENT OFFICERS

E.O. 12958: N/A

TAGS: KICA, AFIN, AMGT, ABUD

SUBJECT: CORRECTIONS TO BUILDING OPERATIONS WORKLOAD

 FACTOR GROUPS IN ICASS SOFTWARE AND GUIDANCE ON

 VOUCHER/CASHIER TIME ALLOCATIONS

REF: A) STATE 030031, B) STATE 065821

1.  SUMMARY:  In March, 2008, the ICASS Service Center

 (ISC) issued guidance regarding changes to the ICASS

 Handbook chapter on cost center definitions and workload

 counts.  The ICASS budget software was updated to reflect

 these changes so the FY2009 workload counts could be

 properly entered.  Reftel B identified a correction for

 the vouchering workload count; this cable provides

 further guidance regarding time allocations on cashier

-related vouchers.  In addition, the multiple factor

 groups noted in the Non-Residential Building Operations

 cost centers (7820 and 7860) should be disregarded.

 END SUMMARY

2.  NON-RESIDENTIAL BUILDING OPERATIONS COST CENTERS

 (7820 and 7860):  Reftel A outlined new guidance for

 the four Building Operations cost centers, standardizing

 the workload factor as gross square meters occupied for

 each of the four cost centers.  For two of those cost

 centers, 7820 and 7860 Non-Residential Building

 Operations, the latest release of the ICASS software

 provides three factor groups (i.e., office, functional

 and warehouse).  The intent of the new guidance in the

 "how to count" section of this cost center was to ensure

 that all types of space dedicated to an agency (i.e.,

 conference rooms, file rooms, media rooms, etc.) should

 be counted to that agency, but it does not need to be

 broken out by factor group.  The use of three factor

 groups should be disregarded and posts need enter only

 one number (in the "office" factor group) which should

 represent the total gross square meters occupied by each

 agency.  The new handbook language and related cable

 guidance are not affected and remain correct.

3.  To correct the entry of Building Operations workload

 counts in the software, the ISC will issue a software

 update in September.  For now, posts should enter the

 gross square meter counts in the first factor group area

 ("office") and not break out the measurements across the

 factor groups.  For those posts that have already entered

 data into the three factor groups, no corrections are

 required; the software update will roll-up those counts

 into an overall total.  Details on this change will be

 provided septel when the update is released.

4.  VOUCHERING (6223) AND CASHIER (6224) SERVICES COST

 CENTERS:  Since issuing the correction outlined in

reftel B, several posts have raised concerns regarding

 time allocations for voucher examiners.  At many posts,

 due to workload volume and separation of duties, voucher

 examiners often process much of the paperwork related to

 cashier vouchers.  These posts have typically added some

 of the workload listed in the COAST report under 6224

-Cashier Disbursements to 6223-Vouchering in order to

 reflect who is doing the work.  Posts are advised that

 all workload reported in COAST under 6224-Cashiering

 Disbursements should be included only in the workload

 count for 6224-Cashiering (in addition to the COAST

 totals for Cashiering Collections and all accommodation

 exchange transactions).  Any time spent by voucher

 examiners on cashier-related vouchers should be

allocated to 6224-Cashier Services.  Given the timing of

 this guidance, if posts have already finalized their

time allocation reports for Budget Committee review,

 the change should be made when the initial budget is

 prepared.  Where such changes are made, post management

 should inform the Budget Committee.

5.  Questions related to these workload count issues

 should be sent to the ISC at

 ICASSServiceCenter@state.gov.  Software questions

related to Web.ICASS should be sent to the ICASS

Technical Support desk at ICASSTechSupport@state.gov.
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