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In response to requests from a few posts, the deadline for

submission of Partial Year Invoices has been extended to

August 22, 2006.  This cable explains the ICASS Partial

Year Invoice (PYI) Module as well as when, why and how to

use it.

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

1.  WHAT IS THE PYI MODULE?

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

It is a module in the ICASS software which allows post to

create:

1)      a report that shows the impact on ICASS staffing

when:

-       there is an increase in ICASS workload as a

result of new customer agency arriving post

during a fiscal year,

-       an existing customer agency's staffing

increases,

                -       an agency signs up for new services.

        2) a PYI showing the new or additional cost to an

agency resulting from any of the foregoing situations.

        3) a report that shows the estimated Full Year Cost for

the new or growing agency.

Note:  While this cable addresses situations where there

are increases in workload or agency presence, the PYI

module may also be used in situations where an agency

departs post or decreases its presence at post. (See also

"WHAT SHOULD A POST DO IF AN AGENCY DEPARTS POST OR

DOWNSIZES ITS PRESENCE?" below.)

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

2.  WHEN SHOULD POST USE THE PYI MECHANISM?

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

While all the scenarios described above will create an

additional drain on existing ICASS resources, post may

feel that it is in a position to absorb the increased

workload and therefore, not seek additional funding.

However, if post feels that it requires additional

resources to support the increased workload, the PYI

mechanism is the tool that post must use to identify and

justify these needs.  When post opts to use the PYI

mechanism, it should apply it equitably to all agencies.

That is, post should not use the PYI mechanism for one

agency's growth and not for another's.  Increases in State

Department Program positions at post are also subject to

the PYI calculations.

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

3.  SHOULD I SUBMIT A PYI FOR NEW ICASS POSITIONS

ESTABLISHED DURING THE YEAR?

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

Posts should not submit a PYI for new ICASS positions

because ICASS is not an invoiced agency. A PYI is created

for a specific agency and it is that agency that pays the

entire amount of the PYI. Ideally, ICASS funds required to

support new ICASS positions should be requested and

justified in the initial ICASS budget submission.  If an

ICASS position is established after post's funding target

for the year has been set, with post ICASS Council

concurrence, you may request ICASS Contingency Funds to

cover the cost of the new position.

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

4.  HOW DO YOU CREATE A PYI?

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

The ICASS software contains a PYI Module, which allows

post to calculate new ICASS staffing requirements

resulting from workload changes and changes in the number

of positions supported.  The service provider's Financial

Management Office (FMO) will enter estimated workload for

a full year in each cost center for the new agency.  For

existing agencies requesting additional services, the FMO

will enter the increase in workload for a full year in

each of the cost centers.  The FMO will enter the number

of months in the current fiscal year being covered by the

PYI.   The software will then produce a report that shows

the staffing impact of these changes and the partial year

cost to the agency.  The report also serves as a billing

invoice once there is agreement at post to go ahead with

the process.

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

5.  ARE ALL ICASS COSTS BILLED TO AN AGENCY IN A PYI?

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

No.  The PYI mechanism is an inter-agency approved

methodology that excludes many fixed costs, namely those

associated with Direct Hire Americans, Leases, and Local

Guard.  Since the Overhead and ICASS Redistribution costs

were already distributed in the regular invoicing process,

there are no Overhead and ICASS Redistribution costs

assessed in the PYI.

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

6.  IS THE "PER UNIT COST" CALCULATED IN A PYI THE SAME AS

IN A "REGULAR" INVOICE SCENARIO?

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

Generally, because the PYI module is set up to exclude

costs related to Direct Hire (DH) Americans, Leases and

Local Guard (LGP) costs, the per unit cost of each cost

center that contains DH American, Lease or LGP costs will

be lower than the per unit cost in a "regular" ICASS

invoice.  In cost centers where there are no DH American,

Lease or LGP costs, the per unit cost will be the same.

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

7.  WHAT IS THE "FULL YEAR REPORT" IN THE SOFTWARE?

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

The software also includes a report called the "Full Year

Report" in the PYI module.  This report is designed to

give a new or growing agency a better estimate of what

they may be billed in a full year.  Using the data you

entered in the PYI module, the software calculates an

ESTIMATED full year invoice.  Although this invoice

includes costs associated with DH Americans, Leases, and

Local Guard, an agency for whom you are producing this

report must be made aware that it does NOT include charges

for ICASS Redistribution and Overhead and therefore, may

understate the estimated annual ICASS charges by as much

as 30 to 50 percent.

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

8.  WHAT'S THE BEST WAY TO ESTIMATE FULL YEAR COSTS FOR A

NEW OR GROWING AGENCY?

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

An accurate method of estimating an agency's full year

ICASS bill as a result of a staffing or service increase

is to create "what if" budgets in the ICASS software and

run scenarios that reflect resource changes and projected

workload counts for the new/growing agency.  Since this

methodology includes Overhead and ICASS distribution, the

cost estimate is more accurate.  Furthermore, it has the

added value of reflecting the effect of the new/growing

agency's increased payment on the invoices of other ICASS

agencies.  Note: Do bear in mind that even these estimates

could change because of changes in the next year's

workload counts, changes in ICASS staff time allocations,

budgeted costs, agencies opting out of cost centers, and

lower/higher funding targets. An alternate way is to use

the "Full Year Report" methodology described in paragraph

6.  Remember, however, that this report excludes ICASS

Redistribution and Overhead, which could be as high as 30

- 50 per cent.

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

9.  DO I NEED TO COMMUNICATE MY PYI FUNDING NEEDS TO MY

REGIONAL BUREAU?

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

Absolutely.  Communicating any anticipated changes at post

to your Regional Bureau is essential.  The PYI is the key

mechanism to calculate your funding and staffing needs.

Your Regional Bureau will use the information you provide

and the PYI amount to calculate the annualized funding

impact and to adjust post's target recommendation to the

ICASS Budget Committee for the next fiscal year.  It is

imperative that posts ensure that the staffing increase,

workload increase and any associated support costs are

reflected in their next initial budget submission.  A post

should fully explain the changes and additions in the

narrative sections of the Workload Distribution Worksheets

and the Budget Summary Worksheet in the ICASS software.

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

10.  IS THE RECEIPT OF FUNDING THROUGH THE PYI MECHANISM

IN THE CURRENT YEAR A GUARANTEE OF CONTINUED FUNDING IN

THE OUT YEARS?

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

The Regional Bureau will calculate the annualized effect

of your current year PYI request and where appropriate,

will include this in your funding for the next fiscal

year.  A word of caution:  Because funding in general is

subject to the funding "climate" in the next (and out

years), receipt of PYI funds in a given fiscal year does

not guarantee that full funding will be included in the

post target in the subsequent fiscal year.  Pressure on

ICASS funding globally may require downward adjustments to

post targets, which could impact items in your budget,

including the annualized portion of your prior year PYI

funding.  Close coordination with your regional bureau is

advised.

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

11.  WHAT SHOULD A POST DO IF AN AGENCY DEPARTS POST OR

DOWNSIZES ITS PRESENCE?

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

Generally, in situations where an agency has given the

required six month notice of its impending departure from

post or its withdrawal from certain services it had

previously subscribed to, post should adjust the workload

counts for that agency when preparing the current year

budget.  If notification of the change is received after

invoices for the current year have been signed and

submitted, post should contact their regional bureau for

advice.  The regional bureau may require post to use the

PYI module to calculate a "negative" PYI.  The "invoice"

created will be the amount by which the bureau may reduce

post's funding next fiscal year.

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

12.  WHAT TIME PERIOD SHOULD THE PYI WORKLOAD COVER?

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

PYIs may only reflect workload generated in the current

fiscal year and may not be for a period longer than 11

months.  The workload counts used to generate the PYI may

reflect the time period prior to the arrival of the new

position(s) if work was performed during that time in

support of the position(s).

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

13.  IS THERE A DEADLINE FOR SUBMISSION OF PYIs?

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

Yes.  This year, August 22, 2006 is the deadline for all

PYI submissions.  The invoice must be signed and dated by

the head of the agency (or designee).  The representative

should understand that their signature represents a

commitment from their agency to pay the amount indicated

on the invoice.  Email a copy of the invoice to Lynne

Boland of the ICASS Service Center (ISC) at

BolandL@state.gov.with a copy to the appropriate State

Regional Bureau and agency point-of-contact.  The ISC will

verify the invoice for technical accuracy and allot the

funds in the next allotment cycle.  Towards the close of

the fiscal year, this occurs once every two weeks.  The

original signed invoice must be kept on file at post.

----------

14.  QUESTIONS?

----------

Please contact Lynne Boland (BolandL@state.gov) at the ISC

with any questions regarding the use of the Partial Year

Invoice Module.

15.  Minimize considered.
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