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SUBJECT: ICASS PARTIAL YEAR INVOICE MODULE

1.  This is an ACTION REQUEST.  See paragraphs 10 and 11.

2.  This telegram has been cleared by SEP.

---------

SUMMARY:

---------

3.  This cable explains what the ICASS "Partial Year

Invoice Module" is designed to do, as well as when, why,

and how to use it.  It also explains that the "Full Year

Report" is used for informational purposes and that it is

not/not an invoice used in the payment process.  The ICASS

Service Center (ISC) must receive Partial Year

Invoice submissions by August 12, 2005.

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

PARTIAL YEAR INVOICE:

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

4.  The partial year invoice module provides a consistent

method for calculating new ICASS staffing requirements

resulting from workload and position changes.  It also

estimates the new amount an agency may be required to

reimburse State as a result of an agency staffing change.

This software should be used for calculating new

reimbursement charges for all agencies at post (including

State).  It can be used to determine the ICASS staffing

and resource effects of any staffing change, decreases as

well as increases, and changes in the number of services

to which an agency subscribes.

5.  The partial year invoice module calculates an agency's

additional reimbursement charge for the fiscal year as a

result of increased ICASS workload attributable to the

agencies new position(s) or new subscription of services

after submission of the final budget.  The Full Year

Report can be used to estimate increased funding

requirements for the next fiscal year.  A what-if exercise

with the post ICASS software is the best method for

estimating next year's ICASS invoice for the agency adding

a position(s) because it includes overhead and ICASS

redistributed costs.

6.  The partial year invoice module is used to calculate

increases (i.e. more people on board, agency growth) and

related changes (i.e. new subscriptions to services)

during the current funding year but does not guarantee

that funding will be included in the subsequent fiscal

year.  The unit costs used to calculate the Partial Year

invoice service costs exclude costs associated with Direct

Hire Americans, leases, and local guard costs.

Additionally, the unit costs are modified to reflect costs

for less than 12 months.  Therefore, total partial year

invoice is not to be used as an estimate for full year

funding for the next fiscal year.  Posts should calculate

the full funding for the new agency support and include

these funding items in their initial budget for the

upcoming fiscal year.  Therefore, posts should include the

funding items needed to support the new agency (i.e., any

new ICASS support positions and other object costs) in

their initial budget for the upcoming fiscal year, and to

fully explain the changes and additions in the narrative.

Regional Bureaus rely upon this data when making funding

decisions for the upcoming year(s).  The partial year

estimate is modified in that it does not include cost for

American positions, local guards and leases.

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

WHEN TO USE PARTIAL YEAR INVOICES:

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

7.  Post may use the partial year invoice to fund resource

requirements attributable to an increase in ICASS staff

workload when these needs were not included in the final

budget submission.  The increased workload may be the

result of an increase in customer agency position(s) or

due to a new subscription of services by a customer

agency.  Post should utilize the partial year invoice

module after the final budget is completed to generate a

equitable and transparent partial year.  The workload

counts used to generate the partial year invoice 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).  To obtain a target increase

for the next fiscal year that includes the annualized

support costs, posts should communicate the related

requirements to their regional bureaus.

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

WHEN TO SUBMIT PARTIAL YEAR INVOICES:

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

8.  Post may submit a partial year invoice along with its

final budget submission, which was due May 26 to the ISC.

If post has not submitted the partial year invoice with

the budget submission, it must be done before the August

12, 2005 cutoff.  (The partial year invoice cannot precede

the final budget submission because the final budget

represents the true costs for the post for the year.)

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

WORKLOAD COUNTS FOR PARTIAL YEAR INVOICES:

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

9.  The workload counts used to generate the partial year

invoice do not necessarily have to reflect the approval or

arrival date of the new position(s) but should reflect the

date work commenced in support of the new position(s).

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

WHERE TO SUBMIT THE PARTIAL YEAR INVOICE:

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

10.  Post should submit the signed/dated partial year

invoice to the ISC, Attention Lynne Boland, on or before

the August 12, 2005 cutoff date.  Post should choose one

method of submission (either by fax or mail).  The

original partial year invoice is not needed (a copy

signed/dated by the authorized agency representative is

sufficient).  Originals should be retained at post.

ISC Fax Number:  202-663-3275

ISC Mailing Address:

Department of State, SA-1

2401 E Street, NW

ICASS Service Center, Room 1504

Washington, D.C.  20037

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

REQUIRED SIGNATURES:

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

11.  The head of agency or his/her designee must sign the

partial year invoice, and be informed that their signature

represents a commitment from their agency to pay the

amount indicated on the invoice.  Invoices submitted

without an authorization signature will not be processed.

Posts will not receive additional funds on the basis of

unsigned invoices, since agencies are not obligated to pay

for invoices that their post representative has not

approved and signed.

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

ICASS AGENCY CODE 1901.0 (not an invoiced agency):

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

12.  Posts should not submit partial year invoices for new

ICASS positions, since the cost of these positions are

spread to all agencies at post.  ICASS is not an invoiced

agency.  ICASS funds required to support new ICASS

positions should be requested and justified in the initial

ICASS budget submission for the next fiscal year.  In the

Interim and, with post ICASS Council concurrence, post may

request ICASS contingency funds to cover this need.

-------

RECAP:

-------

A) Partial year invoice must be for 11 months or less.

B) Partial year invoice must be for the current fiscal

year.

C) Partial year invoice must be signed/dated by the

authorized agency representative.

D) Partial year invoice must not be submitted before the

reception of post's final budget submission due to the

ISC on May 26.

E) Partial year invoices must be submitted to the ISC by

August 12, 2005.

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

FULL YEAR REPORT:

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

13.  The full year report is for informational purposes;

it is not an invoice for payment.  It provides the growing

agency with an estimate of how much its invoice should

increase as a result of a staffing increase.  Agencies

should be made aware that the full year invoice

understates the estimated annual ICASS charge for the new

position(s) by as much as 30-40 percent because the report

does not include charges for ICASS distribution and

overhead.

14. The full year report provides the Regional Bureau

limited information for adjusting the post targets for the

next fiscal year.  It alerts the Regional Bureau to

staffing increases, but it does not reflect the additional

support costs associated with the new position(s).  It is

also important to note that the full year invoice includes

salary and benefit costs for direct hire ICASS American

personnel that are not funded at the post level.

Therefore, a target increase based solely on this total

invoice amount cannot be made.  It is imperative that the

post advise its Regional Bureau of the increased support

costs and resource requirements for the next fiscal year.

Several posts have assumed that their targets should be

increased by the amount reflected on the full year report.

That amount, however, only reflects the growing agency's

estimated invoice for the first full fiscal year of the

new position.

15.  A more accurate method of estimating an agency's full

year ICASS bill as a result of a staffing increase is to

run "what if" reports via the budget software to reflect

the position increase and projected workload counts.  This

process enables a post to include the overhead and ICASS

distribution costs in the estimate.  It has the added

value of reflecting the effect of the growing agency's

increased payment on the invoices of other ICASS agencies.

16. Posts should also be aware that the full year report

only reflects the size of the growing agency's slice of

the ICASS pie.  It does not reflect a change in the size

of the pie (which should be the post's concern from a

support and funding perspective) nor does it show the

potential downward effect on the other agencies'

respective invoices.

17. Posts should prepare full year reports or "what if"

reports for the growing agency and their Regional Bureaus

every time there is staffing increase, even if the post

has also prepared a partial year invoice for the remainder

of the current fiscal year.  These full year estimates are

the basis on which an agency should decide whether it

could afford the cost of a new position and/or new support

requirements.

18. In addition to providing the full year report or "what

if" report to agencies at post, posts should advise their

bureaus of any additional funding requirements for

increased support costs associated with the staffing

increase -- identify ICASS position requirements and other

object increases (e.g., increases in medical supplies).

You can supplement this with a "what if" report by

including the above-mentioned costs in the "what if"

budget.  The resulting report will show the effect of the

new costs (increased target) on agency invoices.  It is

important that posts ensure that the staffing increase and

any associated support requirements are reflected in their

initial budget submission at the first opportunity.

19. Please contact Lynne Boland (BolandL@state.gov) of the

ICASS Service Center with any questions regarding the use

of the partial year invoice module.

20. MINIMIZE CONSIDERED.

RICE

